Example A

Quinn General Template for Parish Modification / Adaptation
(For consideration/revision to meet individual parish needs)
Employee Handbook

THIS HANDBOOK is intended to provide all personnel with information about their rights and obligations as employees of ___________________ (“___________________”). ___________________ reserves the right to revise, rescind and supplement the policies herein whenever it deems such changes appropriate, with or without notice.  Employment is at the mutual consent of the employee and employer.  Consequently the employee or employer can terminate the employment relationship at will, at any time, with or without cause or advance notice.  This aspect of an employee's employment cannot be changed absent an individual written employment contract signed by the employee and the President.  Nothing in this Handbook is intended to supercede or replace any provision of any applicable Collective Bargaining Agreement.

We are pleased to have you as a member of our organization.

We have prepared this handbook to help you become familiar with ___________________, its services, objectives and practices.  Please take time to read it thoroughly and keep it for future reference.  We urge you to consult with your immediate superior if you have a question that is not answered here.  You will find that your supervisor and co-workers are eager to help you perform your job responsibilities effectively.

It's Your Company, Too!

You have an important part in ___________________’s public relations program.  Wherever you go and whatever you do, the “spotlight" is on you, for you are ___________________.  Your words and actions reflect directly on the reputation of ___________________ as well as on yourself.  We take pride in using the "personal approach."  We consider a customer as a friend—we go out of our way to please the customer.  In fact, we want each customer to feel that he or she is our ONLY customer.  Always keep in mind that a customer's opinion of you will directly affect your advancement.  A customer may be won or lost on what we do, both in person and on the telephone.

Equal Opportunity Employment

___________________ is an equal opportunity employer and is committed to an active nondiscrimination program.  Recruitment, hiring, placements, transfers and promotions will be on the basis of qualifications of the individual for the position being filled regardless of race, creed, color; religion, gender, national origin, age, disability or veterans’ status.

It is the practice of ___________________ to hire employees who have had at least a high school diploma or its equivalent or to have served an apprenticeship in the electrical industry, or who have had training and/or experience in the electrical industry in the skill or position sought.  Persons who are making application for professional, management, or supervisory positions will be considered on their total qualifications as related to the position opening.

To achieve the goals of our nondiscrimination program, it is necessary that each employee understand the importance of the program and his or her individual responsibility to contribute towards its maximum fulfillment.

Statement of Ethical Standards and Conduct
Standards:

___________________ desires and encourages its employees to develop and practice a high ethical standard in all aspects of our business. We emphatically state that successful ventures or business arrangements of any kind accomplished under unethical, illegal or questionable means will not be rewarded, but will be cause for disciplinary action.

Rules of Ethical Conduct

(a) Gifts:
Employees are not to accept gifts at any time, for any reason; including Christmas Gifts. Employees will not accept gifts of any kind except items having very little monetary value of an advertising nature. Employees found in violation of this policy will be subject to disciplinary action.

(b) Kickbacks and Commissions:
Employees will notify their department head when approached by a vendor or potential customer suggesting a payment of a commission, fee or kickback of any kind in return for business favors. This applies to payment to a customer or receipt of payment from a vendor. The CEO or President will notify the vendor of our policy. If such practice is repeated, ___________________ will terminate business with the vendor.

(c) Bids:
___________________, through its employees, will not enter into collusive arrangements, offers, bribes or payments of any kind with a competitor or customer for the purpose of controlling work or price.  ___________________ will not give so-called “complimentary bids” and will not give a customer a price on work or material having received that price from a competitor.

(d) Personal Conduct:
Employees are expected to deal fairly and honestly with ___________________ and with their co-workers.  Lying to supervisors—in person, in writing, in job applications, or about any work-related matter—will not be tolerated and constitutes a violation of this policy.

(e) Political Contributions:
___________________ will not make gifts of cash or allow the use of any Company asset to a political party or to a political candidate.

(f) Union Officers:
No gifts of any kind will be given to any union business agent or any officer of a union.

(g) Discipline:
Violations of ___________________’s Ethical standards is ground for immediate termination.

Government Regulations

___________________ strives to comply with all federal and provincial wage and hour guidelines, and any other legally mandated measures to which it has an obligation.

If an employee recognizes a discrepancy that is either a result of oversight, negligence or willful wrongdoing, it is his or her responsibility to indicate to the management the infraction and, if known, its source and reason for occurrence.

No Harassment Policy

___________________ has zero tolerance for harassment of any type toward any individual or group within ___________________ by any other individual or group on the basis of race, creed, color, national origin, religion, gender, age, disability or sexual orientation.  We strive vigorously to provide a pleasant, appropriate atmosphere for all employees and do not allow harassment in any form.  Any person or persons proven to have harassed another will be subject to immediate disciplinary action, up to and including termination.  Any complaints about discrimination or harassment of any type should be addressed in the manner set forth under the heading. “Sexual Harassment Not Tolerated.”

Sexual, Other, Harassment Not Tolerated

It is required by law and as a matter of common decency that both men and women employed in any position in this Company deal with one another in a manner perceived as sexually neutral.  This means:

(a) No overt (direct) physical advances, such as touching, that could reasonably be perceived by the recipient as sexual in nature or sexually directed.

(b) No verbal comments and or expressions which are distasteful, suggestive or sexually explicit or implicit of unwanted sexual advance.

(c) There can be no demand, direct or implicit, for sexual favors for any reason.  The linkage of advancement, privilege, threat of demotion or termination to any sexual innuendo or action is strictly forbidden.

(d) We ask that personal behavior be tempered with common sense, a sense of fairness, understanding and a sense of proportion and good will in this area by all employees of both sexes.

(e) Any accusation of discrimination, harassment or sexual harassment is a serious charge, will be taken very seriously and will be investigated to the fullest extent possible.  Substantiated charges will be addressed immediately; any charges proven to be unsubstantiated and made for fraudulent or purely vindictive purposes will also be grounds for disciplinary action.

(f) Individuals who believe that they have been subjected to harassment of any type should report the matter through ___________________’s grievance procedure.  If you do not feel comfortable discussing the matter with your immediate supervisor, please feel free to direct the complaint to the President or to the Board of ___________________.

Complaints/Grievances/Conflict Resolution

Despite the best intentions of ___________________ and the good will of everyone, mistakes may sometimes be made, or some action may have unexpected, unforeseen or hidden results to someone's detriment, or sometimes misunderstandings may arise.  So that these problems or any other matters relating to your wages, benefits or working conditions may be given prompt attention, a complaint procedure has been established.  If you have any questions or complaints regarding any matter or believe that you have been unjustly or unfairly treated, you are free to take the following steps: 

(a) You may bring your problem or complaint to the attention of your supervisor and discuss it with him.  In most cases he or she will be able to solve your problem or give you an explanation. 

(b) If your supervisor is unable to solve your problem or complaint or to give you an explanation that is satisfactory to you, you may request him to arrange for you to discuss it with the General Supervisor.  The General Supervisor will investigate the problem and, if necessary, meet with you to discuss it and settle the matter for you, get your answer or take whatever other action is needed.  Usually, his decision in the matter will be final.  If the problem is an unusual one, he may want to have you present it directly to ___________________’s President before a final decision is made.

(c) If your problem or complaint is one that would be embarrassing or inappropriate for you to discuss with your supervisor or the general supervisor, or, if your complaint involves your supervisor or the general supervisor, you may take it directly to ___________________’s President. 

All employees are encouraged to use this procedure when a problem or complaint arises and to be prompt in doing so.  Don't permit a problem to continue to bother you.  Get it aired out as soon as it becomes evident.  Under no circumstances will any disciplinary or discriminatory action be taken against any employee for the exercise of his rights under this procedure. 

Employment Status

New employees are selected on the basis of ability, experience, education and future potential. An applicant's sex, age, race, religion, or national origin is not a factor in his/her selection for employment.

All applicants are investigated to verify experience, education and other pertinent information. Be aware that false information given is grounds for rejecting an applicant or terminating an employee.

Former employees may be considered for employment. Employees who are re-hired start as new employees and do not receive credit for any prior service except as stated otherwise herein.

Employees who are laid off and re-hired within six months of their last layoff are credited with their prior time of service for purposes of medical leave and vacation.  Employees who are laid-off over six months start as new employees and do not receive seniority credit for any prior service.

Full-time Status -

After completing an initial evaluation period of up to 90 days, an employee who is normally scheduled for 40 hours or more per week on a regular basis is considered a full-time employee and is eligible for all Company benefits.

Part-time Status -

After completing an initial evaluation period of up to 90 days, an employee who is normally scheduled for at least 20 but less than 40 hours each week on a regular basis is considered a part-time employee.  Part time employees are not eligible for Company benefits unless otherwise indicated.

Temporary Employees -

A temporary salaried or hourly employee is one who works for a temporary period of time because of a short-term need, where employment will automatically end when ___________________ determines that the need for the temporary employee's services has ended.  If a temporary employee becomes reclassified to a full-time or part-time status, his or her initial evaluation period will normally begin at the time of such reclassification.  Temporary employees are not eligible for Company benefits.


Contract

Any individual who signs a contract or agreement for a specific period of time or money to complete a specific task or series of tasks or project.  Contractors are not eligible for Company benefits.

Probationary

All staff members are considered to be on probation for the first 90 days of their employment.

Employment-at-will

Any employee may be terminated without cause and without recourse for any reason.  If termination occurs, the employee will be paid up to and including the last day of employment.

Hours of Operation

Monday through Friday - 7:OOAM-6:3OPM         8:00AM – 5:00PM

Saturday - As required
Sunday - As required

Holidays - As required

Depending on workload, hours of operation may be changed at will by the Management.

Outside Employment/Moonlighting

___________________ is your primary employer and as such require that the management be made aware in writing of any outside employment.  We reserve the right to request that such employment, if it is found to interfere with your proper performance, be discontinued.

Overtime

The general policy of ___________________ is to avoid unscheduled overtime.  However, on certain occasions the volume of work might make it necessary for an employee to work after regular hours.  Overtime must be at the request and approval of the manager.  Compensation is based on an hourly rate and is included in the regular paycheck.  Hours paid that are not worked (e.g., holiday, incidental pay and vacation) do not count as hours worked for overtime calculation purposes.

It is the responsibility of all employees to be available to work a reasonable amount of overtime.  Under certain circumstances, an agreement may be reached between a department head or manager and an employee so that the employee, because of specific and particular reasons, will be excused from working any overtime.  Such agreements, however, will be limited and should be based only upon the most pressing personal needs of the employee.

Overtime Pay

All full- and part-time non-exempt employees are paid at the rate of one-and-a-half times their base hourly rates for work over 40 hours in a work week.  In certain situations, double-time pay may instead be appropriate.

If a non-exempt employee works on a holiday at ___________________'s request, he or she will receive eight hours of pay for the holiday at the regular rate plus pay at the regular rate for those hours actually worked on the holiday.  

Whether an employee is "exempt" or "non-exempt" under State law or the Federal Wage and Hour laws depends on the nature of the duties and responsibilities involved and the salary rate.

Pay Days

All staff are paid on a weekly basis on Friday, either by check or by utilizing a direct deposit to the employee's bank or credit union account.

Wages and Salaries

All employees are initially paid at the rate agreed upon at the time of hire.  Pay rates are subject to modification due to a number of factors including change of position, promotion, demotion, performance evaluation and other unforeseen factors.

Regular time
The established rate of pay up to 40 hours in one work week.

Overtime
One and one-half the regular time pay rate for periods over the 40 hours in one workweek.

Holiday pay
One and one-half times the regular time pay rate for any hours worked on ___________________ accepted holiday plus the holiday pay.

Incentive Pay
Any pay received for achieving or surpassing ___________________ goals at the discretion of the management and owners under an equitable distribution plan.

Bonus Pay
An indefinite amount of money paid at the discretion of management.

Meal and Rest Breaks

All staff members are entitled to a paid 15-minute break for every four- (4) hours worked.  The break-times are 9:30 a.m. to 9:45 a.m. and 2:30 p.m. to 2:45 p.m.  The break times are strictly enforced.

Any employee who works at least Five (5) hours is entitled to an unpaid meal break of one hour.  The meal break is scheduled for 12:00 Noon to 1:00PM and staggered for certain employees who operate the telephone system.  The meal break is strictly enforced.

Holidays

All full time staff members receive the following paid holidays:

New Year's Day

Memorial Day

Fourth of July

Labor Day

Thanksgiving Day 

Christmas Day 

Holidays occurring during scheduled vacation are not counted as vacation time.  This does not apply when ___________________ closes for reasons other than holidays.

Holiday Parties (Christmas)

Company Christmas parties may occur at the discretion of the President.  During such events all participants and their guests are expected to behave appropriately.  In the event an individual is unruly, overly abrasive, or abusive in any way they may be asked to leave and are required to do so immediately without discussion or further adverse behavior.

Parties

___________________ may sponsor parties for Company employees and their families from time to time and on specified holidays at the discretion of the President.  Reasonable behavior is expected of all that attend.  In the event an individual has become unruly or intoxicated he/she may be asked to leave by any of the management staff.

Absenteeism and Tardiness

___________________'s policy is to maintain favorable employer-employee relations and working conditions to encourage good attendance by all employees.  We recognize that sometimes there are legitimate reasons for an employee to be absent or tardy; poor attendance, however, places undue hardships upon fellow employees by requiring others to perform work normally assigned to the person who fails to report for work when scheduled.  In the event of an unscheduled absence, ___________________ expects notification in a timely fashion.  At a minimum, ___________________ should be advised of your absence no later than thirty (30) minutes before the beginning of your shift.  A call to ___________________’s payroll department explaining the situation is required so that coverage may be arranged.  Failure to call in except in cases where the employee is not physically able to do so will result in disciplinary action.

Three (3) days of absence without written management approval are the maximum allowed absences per year allowed.  Any additional absence may result in termination at the discretion of the President.  Each absence is considered individually and if found to be unnecessary will lead to disciplinary action and possible termination.

Health Insurance

See the Accounting Manager for all relevant up to date documentation on Health insurance issues.

Dental or Medical Appointment

Appointments should be made near the end of the day.  Time off without pay will be granted if this privilege is not abused.  If time off becomes excessive, the privilege will be rescinded and employees will be required to use accrued and unused sick or vacation time for these appointments.

Military Leave

___________________ complies with all requirements of state and federal law concerning fulfillment of military obligations and Veterans’ re-employment rights.  Military leave is granted without pay or benefits for the duration of the leave, except as otherwise required by law.

Maternity Leave

___________________ requires written approval from the attending physician for the mother to work for any of the period 14 days before the anticipated birth.  As soon as pregnancy is determined, ___________________ requires written assurance from the attending physician that the continued employment at ___________________ will pose no endangerment to the mother or child.
Jury Duty

All staff is encouraged to perform their civic duty as citizens of the state of residence and of the United States and should perform jury duty as required by law.  The leave of absence is not a paid leave; however the employee will retain the same or comparable position upon returning from the leave with the same wages, seniority and benefits as before the leave.

Death in the Family

The employee must be employed for a minimum of one month to become eligible for three days paid leave granted for death of a family member, defined as spouse, mother or father of employee, or children.

Safety

___________________ has a safety program in place to assure the health and welfare of its employees, management and facilities.  All personnel are expected to contribute to ensuring the safety in ___________________.  Each employee is expected to read and follow the safety procedures outlined in the safety manual.

It is very important that ___________________ be a safe place to work.  The last thing Management or staff wants is to have someone injured due to negligence or carelessness.  All personnel are required to operate with care and to follow safety guidelines and work rules.  ___________________’s intention is always to comply with local, city, state and all federal regulations.  Violations of safety guidelines or work rules will result in disciplinary action up to and including termination.

Any job accidents or injuries must be reported to your immediate supervisor immediately if possible but at least by the end of the day.  Any accident or injury must be reported on an accident form and submitted to the accounting manager and President.

Safety Rules
___________________  has in effect and may change from time to time as conditions require, Safety Rules and.  The Safety Rules are designed to protect you and other employees against needless pain and injury and, for the good of all, will be strictly enforced.  Please familiarize yourself with the Safety Rules and Plant Rules and be guided by them. 

A principal objective of the Company is to provide a workplace that is safe and healthful for all our employees.  In order to be sure that our plant is as safe as possible, we need the cooperation and the conscious effort of every employee. 


You must be safety conscious
You should be familiar with all the safety rules and procedures that apply to your department and operations.  Don't be afraid to ask questions when you are in doubt or to make suggestions to your supervisor if you see a dangerous condition or have an idea for improving safety practices in the plant. 

Safety and accident prevention is your responsibility.  You owe it to yourself, your family, your fellow workers and the Company.  The following are some general safety rules that you are expected to know, understand and comply with.  Naturally, these are not all inclusive.  Every situation cannot be covered.  But if you know and understand these rules, use good judgment and common sense in your work habits, know and follow your departmental safety rules and procedures and BE SAFETY CONSCIOUS we will all have the benefit of a safe, healthy and pleasant place to work. 

General Safety Rules
(a) All employees are required to know and understand proper safety procedures for their job before commencing work. 
(b) Avoid horseplay, running, fighting, practical jokes or any other distracting acts. 
(c) Never report for work under the influence of alcohol, drugs, or other intoxicating substances.  Do not bring any such substance on Company property or to job sites at any time. 
(d) No firearms of any type are permitted on Company premises or at job sites at any time. 
(e) Be sure you know the location of emergency equipment (fire alarm, exit, fire extinguisher) in your work area or at the job site and the proper procedures for using it. 
(f) Report any accident or injury to your supervisor immediately. 
(g) Report any unsafe condition or practice to your supervisor immediately. 
(h) Operate only the machinery, equipment and vehicles for which you have been trained and authorized and to which you are assigned.  Always use tools for their intended purpose.
(i) Inspect your equipment and tools regularly to be sure they are working properly and are in good condition.  Report any problems or defects to your supervisor promptly. 
(j) When working in the field or are visiting a job site, be sure to wear appropriate clothing and safety equipment.
(k) Always be cautious around high voltage and exposed wiring.

Fire Prevention
(a) Always be cautious around high voltage and exposed wiring.
(b) Be sure you know the location and proper use of fire extinguisher and other fire fighting equipment both at the Company and at your respective work sites.

(c) Be familiar with all exits, emergency exits and exit routes, especially at work sites.

(d) Observe all No Smoking signs and restrictions.  Do not smoke when handling, transporting or using flammable materials.

(e) Report any fire hazard you may see to your supervisor immediately.

(f) Report any defective or used fire protective equipment to your supervisor immediately.

(g) Be sure all refuse is disposed of properly. Be alert for any signs of fire or possible fire and react promptly but be calm in case of fire. 

Remember, each one of us is responsible for safety in the plant.  Be safety conscious.  Don't rely on someone else to report an unsafe or hazardous situation.  It's your responsibility.  Only if each of us does his part can we have a safe, healthful and pleasant work place. 

Work Rules

The following are some of the types of conduct that are not acceptable and which will be subject to immediate disciplinary action, up to and including discharge, based on the circumstances:

(a) 
Stealing from ___________________ or from others on Company premises or at a job site, regardless of the amount involved, or theft of Company property. 

(b) 
Deliberate or negligent destruction or defacing of ___________________ property, materials or equipment, wherever located, or of the personal property of others on Company premises or at a job site. 

(c) 
Fighting or intentionally causing or attempting to cause bodily injury to another person on Company premises or at a job site, regardless of the circumstances or of the provocation. 

(d) 
Use of abusive, uncivil or insulting language that might reasonably be expected to create resentment to any person on Company premises or at a job site, or in contempt of authority.  

(e) 
Horseplay, recklessness, disorderly or immoral conduct on Company premises, at a job site, or under circumstances where such conduct might reflect unfavorably on ___________________. 

(f) 
Falsifying any time record or giving false information for time records. 

(g) 
Being under the influence of intoxicants or illegal drugs on Company premises or off Company premises but during work hours; bringing such intoxicants or drugs onto Company premises or to a job site; or being in possession of same while on Company premises, at a job site, or on Company business. 

(h) 
Gambling in any form on Company premises or at a job site. 

(i) 
Assist any unauthorized person to enter ___________________’s offices without permission. 

(j) 
Failing to carry out any order of a representative of management or refusal to work on a job assigned by the supervisor, disobedience or insubordination. 

(k) 
Idling, wasting time, loitering or inattention to duty during working hours. 

(l) 
Tardiness or absences from work without permission, sleeping on the job. 

(m) 
Negligence resulting in inferior work; wasted time; unnecessary scrap; or wasting of materials.

(n) 
Violation or disregard of safety rules or engaging in unsafe conduct or practices. 

(o) 
Leaving one's job site for any reason other than Company business without permission of the Supervisor. 

(p) 
Failure to satisfactorily perform normal work assignments. 

(q) Failure to report accidents to supervision. 

(r) Unauthorized posting of printed or written material or disseminating statements with the intention or having the likelihood of causing or promoting disloyalty. 

(s) 
Any unauthorized work stoppage, sitdown, slowdown or impeding of work. 

(t) 
Deliberately or negligently creating hazards of fire or endangering safety or health. 

(u) 
Poor workmanship, consistent poor performance or effort. 

(v) 
Falsification of personnel or any other ___________________ records, including employment applications, Production or progress data, etc. 

(w) 
Habitual failure to observe ___________________ rules. 

(x) 
Soliciting employees for non-job related activities during working time. 

(y) 
Insubordination or any disobedience of a reasonable request or instruction of management or supervisory personnel. 

(z) 
Stopping work before the end of the work day. 

(aa) 
Leaving a designated duty or job site during working hours except for personal relief without the consent of the immediate supervisory authority. 

(ab) Fraternizing with employees not on rest period. 

(ac) 
Failure to cooperate with supervisors and co-workers or to follow specific instructions. 

(ad) Failure to report to a supervisor any abnormal or unusual conditions or conditions apparent during work. 

(ae) 
Habitual tardiness, defined as three times in a consecutive five day period excluding unscheduled work days, or five instances in one month. 

(af) 
Failure to provide substantiating evidence when returning to work after being excused to maintain an appointment. 

(ag) Excessive absenteeism.

(ah) Habitual failure to report absence from work (two or more times in one month) will result in disciplinary action. 

(ai) 
Failure to provide a medical certificate on date of return to work following absence of five days or more due to illness. 

(aj) 
Reporting an absence from work due to "personal" reasons for more than one day in any consecutive five-day period, excluding unscheduled workdays. 

(ak) Failing to call in for three consecutive days of absence.  (This conduct will result in immediate discharge.)

(al) 
Smoking in "No Smoking" areas. 

(am) Being present on ___________________ premises when not required for work.  An employee may not remain in the office after the end of his regular working schedule, or prior to his next regularly scheduled work shift, unless requested to do so by a supervisor or person in a management capacity. 

(an) Unauthorized use of Company property.

(ao) Engaging in personal or charitable activities during regular work hours, on Company property, or at a job site, without permission of the President in each instance. 

(ap) Possession of any weapon, including but not limited to firearms, anytime on ___________________ property or at a job site. 

(aq) Working elsewhere for wages while on ___________________ granted leave without written consent of ___________________. 

(ar) 
Excessive personal use of the telephone.  Calls should be restricted to emergency only.  ___________________ reserves the right to monitor or question any calls it feels may be in violation. 

This list is not exclusive, and ___________________ reserves the right to amend this list from time to time, or to discipline or discharge employees for actions not specified above.

Discipline and Termination
For violation of rules of work or conduct ___________________ will take one of the following disciplinary actions; verbal warning, written warning, disciplinary suspension, discharge.  Disciplinary suspension or discharge may be imposed for serious types of infractions or for any misconduct which is deemed by ___________________ to be willful in the first instance depending on the circumstances and without any previous written or verbal warning being given.  Ordinarily, disciplinary action for less serious offenses will be in the order of verbal warning, written warning, disciplinary suspension, discharge.  Due to different circumstances, all infractions may be differently dealt with in individual cases.  It should be noted that a "second offense" is not limited to a second violation of the same rule.  A "second offense" is any violation that is deemed by ___________________ to be sufficiently related to the prior offense to show that the employee has not corrected the attitude, disposition or conduct which gave rise to the first violation.  

A pattern or practice of violating various rules, as well as the seriousness of any violation, will be taken into account in determining whether "progressive" discipline will be taken or whether the circumstances warrant a more serious penalty. 

Any individual who is terminated for cause from employment by a manager of ___________________ loses all claims to unused vacation, incentives, bonuses and benefits provided by ___________________.

Solicitation Policy
In order to avoid interruptions to normal activities and to keep working time free from non-work related interference, ___________________ has adopted the following rules concerning solicitation and distribution:

(a) Solicitation and the distribution of literature of any type by non-employees on ___________________ property is strictly prohibited at all times.

(b) Solicitation or the distribution of literature of any type by employees on ___________________ property is prohibited during working hours.  This prohibition extends to solicitation or distribution if either the person doing the soliciting or the person being solicited is on working time.  Working time does not include break time or lunch/dinner time.

(c) Distribution of literature by employees in working areas is prohibited at all times.

Confidential Information

All confidential Company information must be treated as information distributed on a need to know basis only.  This includes costs, manufacturing methods and any budgeting, planning, supplier, client or client lists or Company planning information.  All such information may not be removed, copied, or mailed, faxed or distributed in any way to persons or companies outside ___________________ without specific authorization to do so.  Distribution of any confidential information to unauthorized persons or organizations is grounds for termination.  In the event that ___________________ suffers collateral harm as a result of such actions, ___________________ may, at its discretion, seek redress from the individual(s) in question beyond disciplinary action.

Conflict of Interest

No one employed at ___________________ is permitted to participate in any activity in which they derive benefit, directly or indirectly, due the giving of privileged information derived as a result of knowledge gained from their position, or as a result of a contact with a Company customer or client and the consummation of a deal or sale.  You are not allowed to make deals on the side or make sales and be rewarded for that action with money or favors of any kind.

Customer Relations

___________________ exists as a result of a desire for our construction products and services, and a choice by our customers to use our products and services over those of the competition.  It is therefore essential that the customers be treated with respect and in a courteous manner.  It must be pointed out that our construction products and services are generally of a critical nature, but in some respects a luxury in that, at times, may be more costly than the competition and therefore extra care must be take to satisfy our customers and potential customers.  We need to indicate both by our work and our attitude that we appreciate their confidence in us as a Company and as individuals.

Dress/Attire

All personnel are to be neat, clean and present a professional appearance on the job.  Long hair is to be well kept and clean.  You are expected to dress professionally.  Unless you know will be required to work in the field on a particular day, jeans are not permitted.  Shorts, t-shirts or sneakers are not appropriate office attire.  Jewelry is permitted, but should be minimal.  Body piercing jewelry in any area other than the ear lobe is prohibited, as are outlandish hairstyles or colors.

Garnishments

Garnishments imposed by a legally constituted authority or by Order of Court will be enforced as per

statute without prejudice and confidentially.  It is the responsibility of the employee to make ___________________ aware of the garnishment at the time of employment if such requirement exists, or at the time of its required enforcement if the garnishment is imposed after employment.  Failure to do so is grounds for disciplinary and possible governmental action.

Gifts

Employees may not receive gifts, cash or services from customers or vendors as an incentive, reward or as compensation for services provided or deals made by the employee on behalf or for the benefit of a customer or vendor.  Any unsolicited gifts or compensation must be disclosed to the President.  The President will make a determination as to the disposition of such items.  The decision of the President is final.  Failure to disclose such occurrences is grounds for disciplinary action up to and including termination.

Cash (handling by employees)

Any employee handling ___________________ cash is responsible for accurately accounting for that cash.  In the event that cash is missing it is the responsibility of the individual and they will be held accountable for the loss.

Change of Address or Telephone Number

Any change of address or telephone number must be reported to their immediate supervisor or manager and the accounting manager within 24 hours.

___________________ Owned Equipment

All ___________________ owned equipment is to be used only for ___________________ business.  Equipment is to be cared for and maintained according to ___________________ procedure and policies or lacking specific ___________________ directives, according to the directions mandated by the manufacturer of the equipment.  (Disciplinary penalties for failure to properly care for ___________________ equipment are covered under the Discipline Policy.)

Excess or Obsolete ___________________ Material

Employees wishing to obtain excess, scrap or obsolete materials may do so at the discretion of the President and only with specific written permission.

Expense Allowance/Reimbursement

Approved expenses for ___________________ related business will be reimbursed.  These expenses include vehicle, food and lodging when away from the area on ___________________ business and purchases of supplies if pre-authorized.  A ___________________ approved expense report must be filled out and legible receipts presented to the immediate supervisor for approval on a Monday morning of each week.  Expenses will be paid on Friday afternoon for properly approved expenses.

Housekeeping/Clean up

Contributing to keeping the building and grounds of ___________________ neat, clean and safe to work in by all is the responsibility of every person on the payroll.  It is the responsibility of each person to keep his or her work area clean and efficiently run.  Drivers delivering or picking up on behalf of ___________________ are required to keep their assigned vehicles clean inside and outside and maintain an appropriate image for ___________________.

Job Descriptions

All positions have job descriptions or task lists that refer to the functional organization chart indicating the requirements and basic tasks assigned to that position.  These documents indicate the duties, responsibilities, and authorities of each position.  The job description or task list combined with the functional organization chart are used as a basis for performance evaluation.

Keys

All keys to ___________________ facilities, equipment and products and customer units are the property of ___________________ or individual customer and may not be copied or removed from the premises without permission of the President or the appropriate manager.

All keys used in the performance of an employee's duties must be returned to ___________________ before termination of employment.  Failure to do so is grounds for ___________________ to seek reasonable compensation for all costs associated with changing of any and all locks for which the employee failed to return keys.  These costs will be retained from the employee's final paycheck.

Life Insurance
___________________ provides fully paid life insurance.  Check with the manager of accounting as to the particulars of your pay-out amount as it is based on wages.

Management/Operational Meetings

Management meetings are held by the President as necessary.  Each employee is expected to attend as appropriate.  Meetings are held for specific purposes and not as a matter of course and need to be taken seriously.  Consistent failure to attend required meetings would adversely affect the performance of ___________________ and the performance evaluation of the offending individual.

Medical Emergencies

Management wants you to be sure to get proper medical care whenever the need arises.  If you are on the job and are injured you are to go to the nearest medical facility and get the appropriate care as required.  In non-emergency situations, you are required to treat with certain designated healthcare providers in order to protect your eligibility for Worker’s Compensation.  A list of these providers is posted and may also be obtained from the Accounting Manager.

Performance Evaluation

Each staff member will receive one performance review annually from his or her immediate supervisor or manager.  The performance evaluations have a measurable impact on wage and salary decisions.  The performance reviews also determine an employee's qualifications for promotions in the organization.

Newly hired personnel will receive an evaluation after their initial probationary period.  In the event that an individual receives an unsatisfactory rating on their performance review or at any time deemed proper by the immediate manager or the President, an additional performance evaluation may be performed.

Personnel Records

All personnel records are maintained in a secure file and are accessible only to you, your immediate supervisor and individuals assigned by ___________________ form administrative functions.  No information will be provided to outside inquiries except for the fact that you are employed, the date of your employment and your position.  In situations where you are applying for loans or other approvals ___________________ requires you to submit a written request to have the information released.  The only exception to this policy is if ___________________ is forced by local, State or federal agencies to provide such records in accordance with legal statutes for bona fide purposes.

Police Record

An employee having a police record of and by itself will not preclude employment at ___________________ as long as a full disclosure has been made prior to employment.  A police record "finding" will be made by the management of ___________________.  If the infraction(s) is/are found in the opinion of the President not to constitute a probable cause for concern in ___________________'s dealings, then the candidate employee will be treated as any other employee.  All employee records are kept in strict confidence.

Personal Business

Personnel are expected to transact their personal business on their own time, after hours or during lunch, unless specific permission is received from management.  An employee leaving work without permission and the knowledge of their manager is subject to disciplinary action.

Personal Hygiene

All ___________________ personnel are expected to dress appropriately for their position and maintain adequate personal hygiene to avoid offending other employees or customers.  If a problem arises in this area it is to be brought to the attention of the individual's manager for resolution.  If the problem persists then it is to be brought to the attention of the President.  If the problem is not of a medical nature but is due to a lack of consideration, it will be addressed in the performance evaluation.  If the problem is serious in nature, it may lead to layoff or termination on the grounds that the individual does not meet the minimum requirements for employment in ___________________.

Personal Vehicles

___________________ does not have vehicles available for use by employees in the performance of their duties.  Therefore, there are times when the employee determines it appropriate to use his or her own vehicle to conduct ___________________ business.  It is the policy of ___________________ that this is acceptable if approved by the immediate manager of the employee.  ___________________ will also reimburse the individual.

___________________ Procedures

___________________ procedures are generated by the management to help maintain organization and improve the quality and efficiency of the operations.  All staff are expected to adhere to the procedures which are generated, approved for implementation and are posted by ___________________, from time to time, unless directly requested to deviate by their manager or the President.  ___________________ welcomes suggestions that improve the methods by which we work and will revise and update procedures that require changes.  

Promotion

Promotion is defined as the movement of an individual to a position with a higher level of responsibility than his or her present position.  Employees generally receive first consideration for vacancies when they occur.  ___________________ tries to promote from within the organization whenever possible.  Advancement is based on initiative, ability and performance.  Performance, aptitude, attendance, punctuality, conduct, special courses of study completed and other items all have a bearing on advancement.  When a promotion is made, a promotion increase may be granted.  Where there is a promotion it is subject to review and the increase may be deferred until the employee has demonstrated the ability to fill the higher level position.  Generally, this deferment will not exceed three months.

Promotions are based on performance and the needs of ___________________.  Promotions are always made on a 90-day trial basis during which time the employee will receive the compensation assigned to that position.  At the end of the 90-day probationary period the management will determine whether the employee will have permanent status in the position or be returned to the previous position or another position.

Demotion

Demotion is defined as the movement of an individual to a position with a lower level of responsibility through re-evaluation or for other reasons.  Whether or not a change will be made in his or her wages or salary will be determined on a case by case basis.

Management reserves the right to promote or demote personnel according to the needs of the business and the performance of the individual.

Transfer

Transfer is defined as the movement of an individual to another position with the same or similar responsibilities to which he or she is presently assigned.  A transfer should not affect the individual's salary.  Transfers occur at the sole discretion of ___________________, based on its needs from time to time.

Proprietary Information and Documents

All documents prepared by ___________________, or by employees of ___________________, remain the property of the corporation and may not be copied for distribution outside ___________________ other than for the conduct of normal business such as client or supplier discussions, invoicing and bills.  No client data may be removed from the premises without permission from management.

Requests and Recommendations

___________________ welcomes requests and recommendations and will review and approve or disapprove of each on an individual basis.  The method for submitting a request or recommendation for any financial expenditure over $2000 is to generate a justification which shows what you see as a problem or area where improvement may be made, indicating why you believe this to be true, the cost of making the change, and the savings or cost benefit or other benefits which will result if the proposed action is accepted.

Resignation

A two-week notice is requested when resigning from ___________________ to leave in good standing.

Restrooms

Staff members share rest room facilities, so it is extremely important that efforts be made to keep them clean and acceptable.  Please try to do your part in maintaining cleanliness.

Salary Reviews

A salary increase is made on the basis of meritorious performance and should not be considered automatic with every review.  Therefore, a salary increase is primarily in recognition of better than satisfactory and outstanding performance.  As an employee's salary increases, higher performance standards shall be applied.  ___________________ reserves the right, in its sole and absolute discretion, to grant salary increases for reasons other than meritorious performance, including but not limited to length of service.  Employees are reviewed periodically for salary purposes.  ___________________ reserves the right to defer reviews at ___________________'s sole and absolute discretion.  A department head may recommend special merit reviews, while not the normal procedure, at any time for particularly outstanding performance or to highlight a negative performance.

Security

___________________ has equipment of great value within ___________________ facilities.  It is therefore of paramount importance that each and every employee be aware of the need for security and vigilance.  

Smoking

Smoking is not permitted in any areas within the facilities.  Smoking is not permitted at the front entrance.  Smoking is permitted outside of the building only during breaks or lunch periods.

Final Paychecks

Final paychecks for terminating staff members will be held until all vehicles, keys, and equipment are returned and inspected.  It will also be necessary for the terminating employee to clear any liens, garnishments or other attachments before completing the exit interview and receiving the final paycheck.  The terminated staff member must pick up the final paycheck in person.  It will not be forwarded until an exit interview has been completed.

Substance Abuse Policy

___________________ recognizes a responsibility to help provide a safe and productive work environment for all employees.  Toward this end, ___________________ has a particular concern about substance abuse, since it can affect an employee's productivity and efficiency, jeopardize the safety of the employee, co-workers and the public, impair the reputation of ___________________ and its employees, and violate State and federal statutes.  For these reasons, we have developed this policy to deal with those, whose drug or alcohol usage affects the rest of us.

We regret any inconvenience that this policy may cause employees who do not use drugs or abuse alcohol.  We believe, however, that the benefits of this policy - enhanced safety, productivity and quality of the workplace - will more than make up for any inconvenience.  We appreciate the understanding and cooperation of all employees in implementing this policy to make ___________________ a safe, productive and enjoyable place to work.

We are committed to having a work force and work place that is free of unauthorized, prohibited, illegal or controlled substances including alcohol, drugs or other chemicals or substances.  To this end, ___________________ has established a formal Substance Abuse Policy, Issue 4 (05-94), which is incorporated in this document by reference.  It is the responsibility of each employee to familiarize themselves with the requirements of this policy, as adherence to this policy is a term and condition of employment with ___________________.

Suggestions

___________________ maintains an open door policy for all positive suggestions.  Good ideas are welcomed and appreciated and will reflect favorably upon the individual.  

Telephone Calls
Much of the sales and continuing client service efforts are conducted by telephone.  It is therefore important that each individual think of the telephone as a client or potential client and be courteous and helpful whenever they are conversing with outside concerns or individuals.

Personal Phone Calls
Telephones are meant for business use.  It is important to limit personal calls to reasonable lengths of time and frequency.  Any emergency calls will be immediately forwarded to those involved.  Other calls should be made at break periods.  Long distance calls of a personal nature may only be made with the permission of the immediate supervisor.
Continuing Training

___________________ management encourages participation in work-related training seminars, viewing of work‑related training videos, and the reading of technical bulletins, handbooks and reference books to help the staff better understand the work which is done in the industry.  ___________________ will pay attendance fees for pre-approved seminars and courses held outside ___________________.  Approval is given on a case by case basis by the immediate manager and is then approved by the President.

Use of Company Vehicles

Any Company vehicles that are to be used in the course of regular business are subject to the policies shown below:

(a) Receipt of a DWI citation at any time, or an accident due to negligence while you are driving a Company vehicle or any vehicle on Company business will result in immediate suspension of responsibility and authority to use Company vehicle.  This may also result in disciplinary action and possible termination at the discretion of the President.

(b) All drivers must have a valid driver's license with no DWI citations.

(c) ___________________ vehicles are to be used only by ___________________ staff and others only as approved in writing by the President of ___________________.  (No wives or children are permitted to drive a Company vehicle.  Company insurance will not cover any accident occurring while the vehicle is being driven by an unauthorized person.)

(d) The vehicle must be properly cared for, not abused, and must be consistently maintained so that it meets the standards set by the management for Company safety and appearance.  Failure to take proper care of the vehicle is grounds for disciplinary action and possible termination.

(e) Any individual that is cited (gets a ticket) from law enforcement or any duly empowered agent or agency for any violation or accident as a result of personal or vehicle deficiencies while on ___________________ business, must report this to his/her immediate supervisor without fail.  Failure to do so is grounds for disciplinary action or possible termination.

Vacation Accrual

Employees are expected to use the full vacation allowance each calendar year.  Vacation time is accrued by employees on the following basis:

	Years of Service
	Paid Leave Period

	At least one (1) year
	One (1) week

	Between two (2) years and 15 years
	Two (2) weeks

	More than fifteen (15) years
	Three (3) weeks


The maximum amount of vacation an employee can use at any one-time period is two weeks.  Employees failing to use all their vacation within the time allowed will forfeit that time without further compensation.

Employees are not eligible for paid vacation until they have been employed by ___________________ for at least a year.

Part time, temporary, and contract personnel are not eligible for paid vacation.  Vacation must be requested at least one week in advance and will be granted at the discretion of the department manager and approved by the President.  Every effort will be made to grant vacation for the time requested; however, in rare circumstances vacations may have to be rescheduled if, in the judgment of the manager, the vacation conflicts with other more senior staff requests for vacation or work loads for that time period are excessive and the loss of manpower would create an undue hardship on the organization.

If an employee takes vacation during a period that includes a paid holiday, the paid holiday does not count against the employee’s accrued vacation time.

Seniority

It is the policy of ___________________ to recognize performance over seniority in evaluating its employees and granting raises and promotions or when conducting reductions in force.  However, in the cases of duplicate vacation requests the person with more seniority will be given preference.

Workers Compensation

___________________ pays the entire premium for worker’s compensation insurance.  This insurance reimburses an employee for medical expenses resulting from an injury incurred at work or at another location when on Company business.  It also provides for partial reimbursement of salary loss as a result of a work-incurred disability.  Any injury while on duty must be reported immediately to the manager so that the necessary insurance claim may be filed without delay.

Additions and Deletions to this Manual

Management reserves the right to add, change or delete items from this employee handbook as needed for any reason at any time.  Unless superseded by a written policy document signed by the President, or an amendment to this manual, this policy manual defines the rules and regulations to which all employees are required to adhere.

The ownership of ___________________ welcomes input into the revision process by the management team and suggestions by all employees.

CLOSING STATEMENT

___________________ intends to offer and maintain the highest professional standards possible in our industry relative to fair and equitable treatment of all employees, compensation and benefits, personnel policies and working atmosphere.

This policy sets forth guidelines for Company benefits and policies.  This booklet is not a contract.  Within this context, the policies and benefits have been established as an overall structure within which we may work and interact in an enjoyable and productive manner.

Once again, welcome! We look forward to a long and profitable working relationship with you.  We hope the information contained within this Handbook is helpful to you.  It presents information related to your life on the job, things you should know, as well as your responsibilities as a fellow employee.  And, we urge you to make sure you understand its' contents.

Best wishes for a successful and satisfying relationship with 

___________________
and its fine employees!

__________________, President/CEO

ACKNOWLEDGMENT OF RECEIPT OF COMPANY POLICY HANDBOOK

FOR _____________________________________ 

This is to acknowledge that I have received a copy of the policy handbook.  I understand that it contains important information on the personnel policies of ___________________ governing my employment and information relevant to my privileges and obligations as an employee.

I will familiarize myself with the material in the handbook and I understand that I am responsible for knowing and adhering to the policies presented within this document.

I also understand and agree that ___________________ reserves the right to revise, rescind and supplement the policies therein whenever ___________________ deems such changes appropriate, with or without prior notice.

I understand that my employment with ___________________ is for an unspecified term, and may be terminated at will by either party, with or without cause or notice.  This aspect of my employment cannot be changed absent an individual written employment contract signed by the President of ___________________ and me.

Date:



Signature:






Witnessed by:





___________________
EMPLOYEE HANDBOOK
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