
Employee Handbook

Effective 

This manual is merely a summary of current policies of . Neither this manual nor any of its contents is an employment contract, an offer to enter an employment contract, or provides employees with any contract rights.

WELCOME TO 
Welcome to .  At , we are optimistic about the future and hope that your employment with us will be mutually rewarding. We look forward to an enjoyable and productive working relationship with you. 

It is our goal at  to outperform the competition in the areas of employment, service and safety.  Pursuant to this goal, we strive to provide high quality products and services to our clients and customers.  The work and attitude of our employees is important to the success of our company.  

This handbook has been prepared for employees of .  As an employee of , you should review the handbook and become familiar with all of the policies.  Following your review of the handbook, you are to sign and return an Acknowledgement Form that will be provided to you.  (A copy of the form can be found at the last page of this handbook.) 

This handbook is only a summary of current personnel policies of  compiled for convenient reference.  Neither the handbook nor any policy set forth herein is a contract of employment, an offer to enter into a contract of employment, or provides employees any contract rights.  No contract of employment is being offered or implied.  No contract of employment is valid and binding on  unless it is in writing and signed by the .  

The information contained in this document is in summary form and is intended to give you an overview of what is expected.  Many items covered here may be covered in more detail in other company documents, which documents are controlling.   reserves the right to at any time supplement, revise, revoke or rescind any part or all of this handbook or any or all of the benefits or policies set forth herein. 

 reserves sole discretion to interpret this handbook or any policy or benefit contained in this handbook.

EMPLOYMENT POLICIES

Statement of Equal Opportunity

 is an equal opportunity employer and will not discriminate in recruiting, hiring, training, promotion, transfer, discharge, compensation or any other term or condition of employment on the basis of race, religion (including religious dress and grooming practices), color, age (40 and above), sex (includes pregnancy, childbirth, breastfeeding and/or related medical conditions), sexual orientation, gender, gender identity and gender expression, marital status, military or veteran status, national origin (including language restrictions), ancestry, genetic information, medical condition (genetic characteristics, cancer or a record or history of cancer), or on the basis of disability (physical and mental, including HIV and AIDS) if the employee can perform the essential functions of the job, with a reasonable accommodation if necessary.  Any employee who is aware of discriminatory conduct or who has any concern about a possible violation of this policy should immediately report the conduct or concern to his or her supervisor, designated human resource personnel or any corporate officer.

Discrimination and Harassment
 disapproves of and strictly prohibits comments or actions by anyone that may create an offensive or hostile work environment for any employee because of the employee’s race, color, religion, age, sex, sexual orientation, gender, gender identity and gender expression, marital status, military or veteran status, national origin, disability, ancestry, genetic information or medical condition.  This policy extends not only to prohibiting unwelcome sexual advances and offensive sexual jokes, innuendos, or behaviors, but also prohibits offensive conduct related to or based upon factors other than sex.

Employees who believe they are victims of harassment or who are aware of harassment should immediately report the situation to a supervisor, the director of human resources, a designated human resources representative or any manager or corporate officer.  An employee who thinks he or she is a victim of harassment may discuss the offensive conduct with the offender(s) before reporting it to management, but is not required to do so.

 will promptly investigate complaints or reports of harassment.  The investigation will be conducted, and complaints will be handled in a confidential manner to the extent realistically feasible.  When warranted by the investigation,  will take immediate and appropriate corrective action. Such action may include disciplinary action against the offender(s), which may range up to and include dismissal, depending on the severity of the conduct as assessed by .

No retaliation will be permitted against an employee who registers a complaint or reports a harassment incident, or against any employee who provides testimony as a witness or who otherwise provides assistance to any complaining or reporting employee, or who provides assistance to  in connection with the investigation of any complaint or report.

After  has taken appropriate corrective action to resolve a complaint or report of harassment,  will make follow-up inquiries after an appropriate interval to insure that the harassment has not resumed and retaliation has not been suffered.  However, victims and witnesses are not required to wait for follow-up.  If harassment resumes or retaliation occurs, the victim or witness is encouraged to contact an appropriate  supervisor, human resources representative, officer or other company manager immediately so  may promptly and effectively act.

Immigration Law Compliance
 is required by federal immigration laws to verify the identity and work authorization of all new employees.  In keeping with the obligation, documentation that shows each person's identity and legal authority to work must be inspected.  Each new employee must also attest to his/her identity and legal authority to work on an I-9 Form provided by the federal government.  This verification must be completed as soon as possible after an offer of employment is made and in no event more than three (3) business days after an individual is hired and before the individual begins work.  A copy of this form will be provided to you for your completion.  All offers of employment with  are conditioned upon furnishing evidence of identity and legal authority to work in the United States in compliance with the federal law.  Providing falsified documents of identity and eligibility to work in the United States will result in cancellation of your consideration for employment or dismissal if employed.  Every rehired employee must also satisfy this requirement.  It is the employee's responsibility to ensure that the work authorization on file is current.  The Department of Homeland Security recommendation is to apply for renewed authorization a minimum of ninety (90) days in advance of expiration.  Inability to provide renewed authorization on or prior to the expiration date of the original document will result in the employee's immediate termination.

Religious Accommodation

 will make reasonable accommodations for employees’ observance of religious holidays and practices, provided that such accommodations do not result in undue hardship to .  An employee who desires a religious accommodation is required to make the request in writing to his or her supervisor as far in advance as possible.  The employee is expected to cooperate with  in seeking and evaluating alternatives.

Leaves of Absence
Workplace Violence
The following are prohibited and will not be tolerated of any employee on  premises or while on  business:

a. Any direct or indirect harassing, intimidating, abusive or threatening language, actions or behavior.

b. Any direct or indirect plan, threat or act of violence, injury, death or property damage (including, but not limited to fistfights, wrestling or other forms of physical fighting with or without weapons).

c. Possession, use or display of a weapon on company premises or while on company business.

Any employee violating this policy will be subject to disciplinary action, up to and including termination of employment.
Workers’ Compensation

 provides workers’ compensation insurance coverage for work-related injuries and illnesses in accordance with California Labor Code Section 3700.  Benefits may include compensation for disability and payments of medical treatment.  If you have a work-related injury or illness, you must notify your supervisor/manager immediately.  Supervisors/managers are required to report all work-related injuries and illnesses to Human Resources and the Safety Department.
EMPLOYEE RESPONSIBILITIES
Hours of Work Schedule

The hours of your scheduled work shift will largely be determined by the operational needs of the department in which you are assigned.  Some departments will have regular schedules, which rarely change from week to week, and other departments will have schedules that vary to meet the needs of the department or .  If an employee has a specific schedule request, efforts may be made to accommodate that request, taking into account the operational needs of the department or  as a whole.  However, in all events, work schedule and schedule changes are determined at the sole discretion of the .

Every employee is responsible for knowing and following his or her work schedule, including, but not limited to, reading the schedule and schedule updates or changes, knowing start and end times or workdays, shifts, and breaks, complying with such times, and knowing when meetings are and attending such meetings on time.  It is your responsibility to, if applicable, clock in and out at the designated times on your schedule.  Any desired schedule changes must receive prior approval from your supervisor.

Attendance and Punctuality

When you accept a position with  you assume obligations.  One of those obligations is to perform the duties of your position during the times specified.  You are expected to be punctual and keep absences to a minimum.  Failure to report, unjustified or excessive absence or tardiness may result in discipline, up to and including discharge from employment. Additionally, punctuality and attendance are factors that may be taken into account when determining promotions, salary increases and qualification for other benefits.

Absenteeism

Definition of Absence:  Absence is any time (other than tardiness described below) that you are scheduled to work and you fail to be present at the designated work location for all of the scheduled time or shift or if you fail to report to your workstation more than  minutes late. It includes time off for sickness, but does not include pre-approved time off for vacation, or leaves of absence, or for designated holidays when you are not scheduled to work.

Reporting Procedure:  In case of an absence, you must first notify your supervisor, department manager or facility manager.  Notification must be given each day you do not report to work at least one (1) hour prior to the beginning of your scheduled shift.  If you must be absent after you report to work, notification must be given when you first learn that you must leave work, but (except in an emergency) no later than one hour before you must leave work.  It is your responsibility to personally make the contact unless you are physically unable to do so, in which case, you should have someone else make the contact for you. You must give the reason for your absence and the expected date of your return.  

One or more unreported or unjustified absences within any 12-month period may result in disciplinary action, (up to and including termination of employment).  If you are absent for  consecutive days without reporting to work or contacting your supervisor, you will be considered to have voluntarily resigned without notice at the end of the third day and your position may be filled.

Note: If you can provide an acceptable explanation, this policy may not apply. Such explanation may require substantiation and/or verification from sources other than you.

Excessive Absenteeism:  Even if an absence is reported, you may be subject to disciplinary action (up to and including termination of employment) if you miss work too often.  Examples of excessive absenteeism include, but are not limited to:

a. Twelve full or partial days absent, consecutive or not, in any 12-month period.

b. Three full or partial days absent, consecutive or not, in a 30-day period.

c. Five full or partial days absent, consecutive or not, in any 6-month period. 
, in its sole discretion, will determine excessive absenteeism.  Unless determined by  to be an abuse, time off for medical/dental appointments, school activities (for you or your children), or other personal business will not be counted as excessive absenteeism if your supervisor approves it at least three business days in advance.  However, this time off will be documented as an absence.

Tardiness

Definition of Tardiness:  You are tardy any time you arrive at your workstation, or are not appropriately groomed, dressed and ready to work, at the beginning of your scheduled shift.  Tardiness also includes returning late from breaks or meal periods.  If you are more than  minutes late, it will be considered an absence.
Reporting Procedure:  If you must be late for work, it is your responsibility to personally contact your supervisor at least one (1) hour prior to the beginning of your scheduled work shift unless you are physically unable to do so.  If you cannot call, have someone call for you.  Failure to report your tardiness will count toward excessive absenteeism or excessive tardiness, as the case may be. 

Excessive Tardiness:  Even if tardiness is reported, excessive tardiness will result in disciplinary action, up to and including termination.  Examples of excessive tardiness include, but are not limited to:

a. Any tardiness on any three days in any 30-day period.

b. Any tardiness on any five days in any 3-month period.

c. Any tardiness on any twelve days in any 12-month period.

Conduct

The maintenance of extremely high standards of honesty, integrity, performance and conduct is essential to the proper performance of our business, the satisfaction of our clients and the maintenance of our clients’ trust.   expects its employees to have careful regard for our standards and avoid even the appearance of dishonesty or misconduct.  Our employees are expected to conduct themselves at all times in a professional and courteous manner, to exercise good judgment in the discharge of their responsibilities, and to conduct themselves in a manner that can be supported by management.

Any misconduct or violation of the policies in this handbook or otherwise of  may result in disciplinary action up to and including termination of employment. Following are examples of conduct that may result in such disciplinary action:

1. Unsatisfactory or careless performance or neglect of duties.

2. Failure to use or maintain  or client property in a proper manner.

3. Altering, removing or destroying  or client records and/or property.

4. Deliberate or careless damage to  or client property.

5. Inappropriate, malicious, disparaging or derogatory oral or written statements concerning , or any of its clients, employees or representatives.

6. Falsifying personal, client or  records, including any employment application or other employment information, or any other records or documents related to the , its business or any of its clients, employees or representatives.

7. Excessive tardiness, absenteeism or abuse of any paid time off policy.

8. Failure to give proper notice of an expected absence.

9. Dishonesty of any kind, including theft or misappropriation of property of , its employees, or past, current or prospective clients or representatives.

10. Possession, use or display of any weapon on  premises or while on  business.

11. Possession, use or being under the influence of drugs or alcohol on the premises or while on  business.

12. Any conduct endangering, or any verbal or nonverbal threat to endanger, property, life, safety or health.

13. Disrespect for management, or any supervisor or employee or client of , including insubordination, failure to perform any reasonable assignment, or obscene or abusive language or behavior.

14. Willful violation of HIPAA privacy laws.

15. Violations of  harassment policy or any other form of unlawful or unethical conduct, harassment or discrimination.

16. Off-duty or pre-employment conduct that reflects or may adversely reflect on  if the employee were to remain employed.

These examples are not all-inclusive, but merely illustrate the kind of conduct that may be detrimental to , its clients or employees.  Employees may be discharged or disciplined for conduct not specifically mentioned in this handbook, as determined in the sole discretion of the .

Customer Relations

As an employee, you make a major contribution to our business growth.  Your honesty, integrity, and competence in performing your job are necessary for customer satisfaction.  Your ability to develop positive customer relations is essential to our job performance.  If your duties include a support role, other employees should be treated as customers.  

Use of Company Equipment

Equipment and resources such as copier, fax, computers, laptops, smart phones, postage machines, e-mail, internet access, telephone, pagers, and voice mail systems are in place to facilitate effective day-to-day business operations.  Employees may not use Company equipment or resources for personal use or benefit without prior supervisor approval.   

Desks, Lockers, and File Cabinets
 or its clients may from time to time provide office space, desks, computers or file cabinets for employee use in the performance of employment responsibilities, or locker space for employee use while at work.   does not guarantee the security of any locker and employees are responsible for furnishing their own locks.  Any lock will be voluntarily and immediately removed at the direction of .   is not responsible for any article or item placed in any office space, locker, desk, file cabinet or computer, or otherwise brought on  or client premises or on  business, that is lost, damaged, stolen or destroyed.  Weapons, explosives, alcohol and drugs are prohibited on  premises, client premises or  business and may not be placed in any office space, locker, desk or file cabinet.  Employees have no privacy rights in any office space, locker, desk, file cabinet or computer (or their contents) on  or client property, or provided by the  or a client of the , for or on  business.   reserves the right to inspect any such office space, locker, desk, file cabinet, computer, and their contents, and any other place or item on  or client property, with or without advance notice or consent of any employee.  Any person designated by  or client may conduct such an inspection.  Any employee who, upon request, fails or refuses to cooperate with any such inspection may be subject to disciplinary action, up to and including termination of employment.

Outside Employment
Subject to other policies, including Conflict of Interest below,  has no objection to an employee holding another job (in addition to his or her employment with ) as long as he or she can effectively meet the performance standards for his or her position with .  However, we ask employees to think seriously about the effects that another job may have on their endurance, personal health and well being, performance, and effectiveness with .  Employees holding another job must remember that  is the primary employer and is entitled to the loyalty and primary efforts of the employee while employed with .

All employees will be held to the same scheduling demands and standards of performance.  We cannot make exceptions for those who also hold outside jobs.  If an outside position interferes with the employee's ability to work for , that employee will be subject to disciplinary action for tardiness and unsatisfactory attendance or work performance in accordance with normal disciplinary policy.  

Conflict of Interest
During your employment with , you are prohibited from directly or indirectly competing with , including, but not limited to, providing, owning an interest in, or assisting any other person or entity that is in competition with  or that provides any product, service or offering of a type that is the same or similar to that provided by  from time to time.  Additionally, during your employment with , you are prohibited from at any time directly or indirectly working for, assisting or owning an interest in any business or venture that constitutes a conflict of interest.   will determine in its sole discretion whether any work or interest constitutes a violation of this policy.  Before you begin to directly or indirectly work for, assist or own an interest in any other business or venture other than , you must notify your supervisor.

Supervisors

Questions about your job, pay, benefits, relations with your co-worker, policies and procedures or  in general should be directed to your supervisor.  Look to your supervisor for guidance and seek his/her assistance when you encounter difficulties.  Cooperation and communication with your supervisor will promote a mutually beneficial work environment.

Each employee must follow the directions of his/her supervisor.  Your supervisor is responsible for directing your work throughout your shift; evaluating your performance, providing instruction and guidance in your job, and taking any disciplinary action that may be necessary; though others at  from time to time also may exercise one or more of these responsibilities.  Disrespect of management or a supervisor, or disregard of the authority of either, will not be tolerated and may result in disciplinary action, up to and including termination of employment.

GENERAL PAYROLL INFORMATION
Employment Categories and Classifications

Each employee is categorized as either exempt or non-exempt. Ask your supervisor if you are not certain of your classification.

In addition, each employee is classified as either a full-time or part-time employee.

A full-time employee is defined as a common law employee employed in a category designated by management and scheduled to work at least 35 hours per week, or 1,820 hours per year.  Full-time classification does not include part-time, temporary or occasional employees.

A part-time employee is defined as a common law employee employed in a category designated by management and scheduled to work less than 35 hours per week, normally averaging 18-25 hours per week.  Part-time classification does not include full-time, temporary or occasional employees.

Payroll

Different categories of employees are paid on different schedules.  Most  employees are paid on a .    

Please contact your supervisor with any questions concerning the payroll process and your pay.

Payroll Deductions

Certain deductions are required by law to be taken from everyone’s pay while others are employee authorized.  Deductions required by law include federal withholding tax, social security and Medicare contributions, and in most states, state withholding tax.  Deductions from pay also will be made in accordance with any legally binding order or garnishment.  Employees also may voluntarily elect to make certain deductions from pay for certain employee benefits offered from time to time by .  Employee authorized deductions are those which may include premium payments for benefits.

Change of Personal Status

Notify your supervisor or Client Support Department of any changes in your name, address, telephone number, or marital status.  This insures your benefit and employment records are current.

BENEFITS
NOTE: Any benefits or benefit plans described in these policies are convenient summaries only.  An employee’s eligibility for or rights to any benefits will be subject to and governed by the governing benefit plan documents and applicable law, as either may be amended from time to time.  reserves to itself and to any administrator or fiduciary of any benefit or benefit plan described or referred to in this handbook (or any other benefit or benefit plan of ), the discretionary authority to determine eligibility of any employee or claimant for or under any such benefit or plan, pursuant to the terms of the relevant plan document and applicable law, as either may be amended from time to time, and to interpret and construe the terms of any such benefit or plan.   further reserves the right to at any time add, amend, modify, supplement or terminate any benefit, benefit plan or employee benefit.  For answers to any questions you may have regarding any benefit or benefit plan, first refer to the applicable plan documents.  For additional assistance, you may contact the plan administrator listed in the plan documents.

EMPLOYEE HANDBOOK ACKNOWLEDGEMENT FORM

By my signature below, I acknowledge that I have received and read the Employee Handbook for , that I have been given the adequate opportunity to ask questions and receive clarification, regarding the policies and procedures set forth in the Employee Handbook, and that I understand its contents.

I understand that I am required to abide by, and agree to abide by, ’s policies as set forth in the Handbook or as otherwise adopted or implemented by “company” from time to time.  I understand that there may be other policies or procedures in effect at  from time to time that are not included in the Employee Handbook, and I agree to abide by those policies and procedures.

  I understand that neither this handbook nor any provision herein constitutes an employment contract, an offer to enter a contract of employment or part of an employment contract, or confers any contract rights.

I understand that  may rescind, modify, change, or deviate from the Employee Handbook or any of its policies or procedures at any time, and any such rescission, modification, change, or deviation may become effective regardless whether the Employee Handbook has been revised or I have been notified. 

I understand that this signed acknowledgement will be inserted in my personnel file.

__________________________

Date

1

2

