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Introduction and Purpose

This employee handbook is intended to provide employees with a general understanding of Company personnel policies. The information in this handbook should be helpful in familiarizing employees with Company.

This handbook, however, cannot anticipate every situation or answer every question about employment. It is not an employment contract or a legal document. In order to retain necessary flexibility in the administration of policies and procedures, Company reserves the right to change or revise policies, procedures and benefits described in this handbook, other than the employment-at-will provisions, whenever the company determines that such action is warranted.

None of the following policies or standards of conduct are intended, nor shall they have the effect, of interfering or inhibiting any employee in the exercise of any right guaranteed or protected by law.

Equal Employment Opportunity Policy 

We are an equal opportunity employer. It is our policy to provide equal employment opportunities to all qualified individuals regardless of race, color, creed, religion, national origin, sex, age, disability, veteran status or other status protected by law. We will provide reasonable accommodation to qualified employees with a known protected disability or for an employee’s religious beliefs providing the accommodation does not cause undue hardship to Company or cause a direct threat to health and safety as defined by the Americans with Disabilities Act or applicable state law. 

Employment at Will 

It is the goal of the company to provide a positive work environment and a solid economic foundation upon which all employees may build a future. However, Company also recognizes that employees and management alike must sometimes initiate change. In this regard it is expressly understood that your employment is “at will.” Thus, you retain the right to terminate your employment with the company at any time for any reason and the company retains a corresponding right to end the employment relationship at any time for any reason.

This handbook is not intended as a formal or exhaustive statement of employee rights and responsibilities, nor is it a contract of employment. This handbook is composed of general statements of the company’s current policies, rules, procedures and benefits. We feel strongly that we must retain flexibility to meet future economic challenges. Accordingly, the company reserves the right to amend, modify and/or eliminate any of these policies, rules, procedures and benefits at any time at the company’s sole discretion, with or without prior notice. On termination for any reason, you are only entitled to those benefits that are offered at the time your separation takes place. Any benefits offered in this manual apply only so long as the manual is current. They do not provide vested rights. 

This handbook supersedes any previous oral or written provisions, descriptions or understandings of the company’s policies, rules, procedures and benefits. Any variation from these policies will only be made upon written approval from [state position, e.g., the general manager] of the company.

Introductory Period

All new employees are in an introductory period during their first [state a specific time period] days of employment. During the introductory period, Company evaluates the employee’s work performance, including attendance and other work-related factors. Company is the sole judge in making all evaluations. We will continue to evaluate the work performance of each employee who completes the introductory period.

Employees should use this introductory period to learn about the company in order to understand what we expect of our workers and understand the benefits of being an employee.

[Optional: Employees in their introductory period are not eligible to participate in company benefit plans such as health insurance coverage and the 401(k) plan. Once an employee successfully completes the introductory period he or she will be eligible to participate in the company’s benefit plans to the extent provided in the appropriate Summary Plan Description.]

Policy Against Harassment 

Company prohibits harassment or offensive conduct in any form, including harassment or offensive conduct directed toward the protected status of an employee, customer, vendor, contractor or their relatives, friends or associates. “Protected status” includes race, color, religion, gender, national origin, veteran’s status, age, disability and any other status protected by law.

Company  will actively enforce its policy against harassment. The policy applies to all conduct on company property or company time and to all conduct off the job that affects an individual’s work environment. This policy also prohibits harassment or offensive conduct directed toward any employee by customers, vendors or contractors or their relatives, friends or associates. 

Company considers violation of this policy a serious offense that will lead to discipline, up to and including discharge.

Harassment is any offensive action directed at a person’s protected status. Some examples of prohibited conduct, if directed at a person’s protected status, include foul language, jokes, slurs, derogatory comments, negative stereotyping, threatening or intimidating acts or posting or circulating offensive written or visual material. Additional examples of harassment include unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual nature. Company prohibits such conduct if:

· The conduct has the purpose or effect of creating an intimidating, hostile or offensive working environment or of unreasonably interfering with an employee’s work performance; or

· Submitting to such conduct is made a term or condition of employment; or

· Submitting to or rejecting such conduct is used as the basis for employment decisions affecting that individual; or

· The conduct otherwise adversely affects an individual’s employment opportunities.

[Optional:

In noisy work areas, especially where ear protection devices are necessary, an employee may need to get another person’s attention. To do so, this policy allows a person to tap another lightly on the shoulder when another means of getting the person’s attention is not available. All [other] physical contact other than a handshake is prohibited.] 

The company will not tolerate unwanted touching under any circumstances.

Company expects employees to conduct themselves in a manner that another person or group of persons will not interpret as offensive. The company requires every person to show sound judgment and respect for the feelings of all other employees. All management personnel are responsible for enforcing this policy.

If an employee feels that someone’s conduct is harassing or improperly offensive, the employee should promptly and firmly tell the offender that the behavior is unwelcome. Although not required, doing so places the offender on notice that someone considers his or her conduct inappropriate. The company encourages any employee who believes he or she has been subject to harassment or offensive conduct or any employee who witnesses a violation of this policy, to report the offense immediately to either [name and title of designated person, location and telephone number] or [name and title of alternate designated person, location and telephone number]. 

Note to employers: You must ensure that employees may make complaints to a designated company representative. The designated individual must have more authority than a frontline supervisor and be accessible to employees who work when your business office may not be open.

Company will keep complaints confidential to the extent possible, while allowing the investigation to proceed (meaning information may be revealed on a “need to know” basis). Company will investigate all complaints promptly.

Any employee whom the company finds after investigation to have violated this policy will be subject to appropriate sanctions, depending on the circumstances, up to and including termination. If the harasser is a non employee, the company will take reasonable steps to address the situation. The company will design its action to provide redress, to eliminate the harassment or offensive conduct, to prevent retaliation against the person who made the complaint and to prevent retaliation against any employee for providing information as a witness or participating in the investigation.

Any form of retaliation, including derogatory comments, against people who make harassment complaints, against witnesses or any other employees who are involved in complaints, is against the company’s policy. Company will strictly enforce this policy and will treat retaliatory action as a violation that is subject to the same disciplinary measures, up to and including termination.

The question of whether a particular action is prohibited or merely the result of a personality conflict that produces no discriminatory effect on someone’s employment requires a determination based on all the facts. Given the serious nature of harassment and discriminatory offensive conduct, we trust that all employees of Company will continue to act responsibly in order to establish and maintain a pleasant working environment. Company encourages every employee to raise any question that he or she may have about this policy against harassment or any other matter that relates to equal employment opportunity. For answers to such questions, employees should contact [name and title of designated person, location and telephone number] or [name and title of alternate designated person, location and telephone number].

Employee Classifications

New Employees

All new employees must complete a [specify time, e.g. 90-day] introductory period. The introductory period is a trial period during which a supervisor carefully observes and evaluates job performance.

Regular Employees

A regular employee is an employee who is regularly scheduled to work [state number of hours, e.g., 40] or more hours per week. 

Part-Time Employees

Part-time employees are regularly scheduled to work less than [state number of hours, e.g., 40] hours per week. [Describe benefit eligibility including, vacation, holiday, seniority, pension, medical insurance, bonuses, etc.] 

Temporary Employees

Temporary employees are scheduled to work for a predetermined, limited period of time or are employees hired through an outside agency, as set forth in each individual’s temporary employment agreement. [Describe benefit eligibility, including vacation, holiday, seniority, pension, medical insurance, bonuses, etc.]
Open Door Policy

Company believes it is extremely important that you have an effective means of addressing work-related issues. We strongly believe that by working together, we can resolve most any question or concern that may arise. If you have a problem or concern, we want you to tell us. For matters pertaining to harassment or offensive conduct, please also refer to procedures contained in the Company Policy Against Harassment (page 5).

· Please use the following procedure in expressing your concerns.

· First, talk to your supervisor. Your supervisor is your principal contact with management. Supervisors have a considerable amount of technical knowledge and experience in the industry. Our supervisors are trained to deal with problems. They are very familiar with Company policies and will handle matters in a confidential manner. If you are uncomfortable or unable to discuss an issue with your supervisor, you may ask to meet with [name person or position] or [name person or position].

· You and your supervisor can satisfactorily resolve most problems. You should first present any questions or concerns about policies, procedures, equipment, safety or other matters to your supervisor.

· If you are not satisfied with the answer from your supervisor or you feel that you cannot discuss the issue with your supervisor, you should talk to the [name position]. 

· After taking the steps described above, submit any issue remaining unresolved to [name person or position]. He or she will carefully review the facts, consider your position and make a final and binding decision.

Company prohibits retaliation against any employee for exercising his/her right to bring issues to the attention of management. 

Performance and Pay Reviews

Company expects all employees to perform their job duties in a safe and productive manner. Each employee’s supervisor will use an ongoing performance evaluation to accomplish the following objectives.

· Employees will understand what job duties they are expected to perform and the performance standards they are expected to meet.

· Employees will be aware of whether they are meeting or exceeding the performance standards and will have an opportunity for open communication and interaction with their supervisor about their job performance.

· Employees who meet or exceed the performance standards will have the opportunity for training and career development.

· Employees who are not meeting the performance standards will be subject to the [disciplinary] policy.

Every employee is responsible to participate actively in the ongoing performance appraisal process with his or her supervisor.

A supervisor’s performance appraisal is only one of the factors Company uses to make decisions on [compensation, bonus, promotion and retention]. Company also considers other factors such as availability of raw material, market availability, demand for the company’s products and services, product transportation and other economic factors.

Hours of Work, Pay and Timecards 

Hours of Work for Nonexempt Staff

Workweek

For purposes of the Fair Labor Standards Act, the workweek consists of seven (7) days beginning immediately after 12:00 midnight on Saturday and ending at 12:00 midnight the following Saturday.

Regular Workday

A regular workday normally consists of eight (8) hours of actual work in a workday. The company reserves the right to change the hours that constitute a regular workday. Your supervisor will inform you of your scheduled hours and any changes to that schedule.

Rest and Meal Periods

You will have one 30-minute unpaid meal period and two 10-minute paid rest periods during the course of a regular workday. Your supervisor will instruct you when your meal and rest periods will occur. 

Overtime Work for Nonexempt Staff

The Company will determine when overtime is necessary and who will work overtime. [Optional: Before requiring you to work overtime, we will request volunteers from among the employees in the appropriate job classification(s) in which overtime will be worked.] 

You will be paid at the rate of one and one-half (1½) times your regular straight-time rate of pay for all hours you actually work in excess of 8 hours in day and in excess of 40 hours in a workweek.

Assigned overtime is mandatory. Late arrival or failure to report for mandatory overtime is treated as a tardy or absence under the Company attendance policy.

Payday Policy

Regular paydays are every two weeks, with the pay period running 14 consecutive days. Payday is the second Friday following the end of the pay period.

OR

Regular paydays are every other Friday.

OR

Employees are paid on a semimonthly basis–the 15th of the month and the last working day of the month. When a payday falls on a weekend or a recognized holiday, paychecks will be distributed on the last scheduled working day before the weekend or the holiday.

Timecards for Nonexempt Staff

It is your responsibility to make sure that your hours worked are recorded accurately. Altering, falsifying or completing another employee’s time and attendance record is strictly prohibited and is grounds for discipline, up to and including termination.

If your timecard is lost or the time clock is not working properly, you must immediately notify [name or position of responsible person]. 

Timecards must remain at Company at all times. It is your responsibility to do the following:

· Have all hours worked initialed by your supervisor or lead-person;

· Have all overtime hours initialed by your supervisor;

· Complete the timecard on a daily basis; and

· Sign the time card.

Pay Deductions for Exempt Staff

Company is committed to complying with federal and state laws regarding permissible deductions from the wages of employees who are exempt from overtime. The Company does not intend to deduct from exempt employees’ pay for absences where such deductions are inconsistent with exempt status under federal or state law. The general rule is that if an exempt employee works part of a workweek, the employee’s salary cannot be reduced because of variations in the quality or quantity of work, although there are a number of exceptions.    

Please examine your paycheck stub each pay period to verify that the Company paid you the correct amount. If you believe that the Company has made an improper deduction from your pay, please bring it to the attention of [name or department] immediately. If the Company determines that it has made an improper deduction, you will be reimbursed promptly for the amount deducted incorrectly. 

Employee Benefits

Retirement Plan

Company sponsors a [Name if applicable, e.g., 401(k)] retirement plan for eligible employees. Employees should refer to their copy of the Summary Plan Description (SPD) for details on eligibility, enrollment (contribution requirements, if applicable), vesting, plan benefits and how to access benefits. Employees can obtain a copy of the SPD from and direct questions to [person…place].

Company reserves the right to interpret, amend, modify or terminate any and all of the terms and conditions of the retirement plan.

Group Insurance Program

· Company provides eligible employees the opportunity to participate in the following Group Insurance Programs sponsored by Company.
· [List Programs]

· An “eligible employee” is defined as [set forth eligibility requirements such as an employee who has worked for the company for six months and who regularly works 20 or more hours per week.] (Note: Under HIPAA nondiscrimination rules, an employer may not require “consecutive days of employment” that would penalize an employee who is off work for medical reasons (e.g., act as a break in service so that the employee must start from the beginning upon return to work).)

· Payment of Premiums: [If the employee must pay any portion of the premium, the details should be set forth. Example #1: Company pays the entire premium for the employee’s coverage. Employees who desire to enroll their eligible dependents must pay the premium for the dependents’ coverage. Information on the cost of dependent coverage and payroll deduction authorization forms may be obtained from: 






. Example #2: Information on premium costs and payroll deduction information may be obtained from: 





.]
· Employees should refer to their copy of the Summary Plan Description (SPD) for details on eligibility, enrollment, plan benefits and how to access the benefits. Employees can obtain a copy of the SPD for each program from and direct benefit questions to [person…place].

·  Company reserves the right to interpret, change, modify or terminate any or all of the terms and conditions of the Group Insurance Programs.

Continuation of Health Care Coverage Under COBRA

[Note to employers: Not all employers are covered by COBRA. Talk with your TOC staff representative if you are unsure whether COBRA applies to your organization.] 

Information about your rights under the federal Consolidated Omnibus Budget Reconciliation Act (COBRA) will be provided to you separately from this handbook. COBRA allows eligible employees and their dependents to continue medical insurance for a limited time after certain “qualifying events” by self-paying.
[Note to California employers: California has state COBRA requirements (“Cal-COBRA”) that are separate from the federal requirements. You must comply with both laws. Contact your benefits adviser or health plan administrator to ensure you meet your obligations under Cal-COBRA.]
Sick Leave

Eligibility

All full-time and part-time nonexempt employees, whose regular work schedule consists of [state number of hours] or more hours each week, are eligible for Sick Pay Entitlement following completion of [state number of days, e.g. 90] calendar days of continuous service. You must personally notify your supervisor [or state alternate contact person] at least [state time period, e.g. 30 minutes] before the start of your shift if you are unable to work due to unanticipated injury or illness. You must give your supervisor notice [state notice requirements] in advance of all forseeable medically related absences. Medical appointments must be arranged in advance with your supervisor. It is your responsibility to communicate return-to-work plans with your supervisor. Failure to maintain contact with your supervisor as instructed may result in disciplinary action up to and including termination.

If, upon completion of [state number of days, e.g. 90] calendar days of service, you are not at work due to a non-work-related injury or illness, eligibility to participate in this plan will become effective upon your return to active employment. Your inability to work and ability to return to work must be established to the satisfaction of your supervisor who may require written evidence from your attending physician.

Payment under this policy is not considered time worked for computing overtime pay. Abuse or violation of this policy may result in disciplinary action.

Sick Pay Entitlement

Upon completion of a [state number of days, e.g. 90] calendar day service requirement, each eligible employee accrues entitlement at the rate of [state amount, e.g. 4 hours] of sick pay for every [state number, e.g. 173] hours worked. Full-time employees can accrue a maximum of [state maximum accrual, e.g. 120] hours of entitlement. Part-time employees who work [state number of hours] or more hours per week can accrue a maximum of [state maximum accrual, e.g. 60] hours of entitlement.

The purpose of sick pay is to continue the pay of qualified employees during periods of non-work-related disability to the extent of entitlement as outlined above. Sick pay is intended for sickness or injury of yourself [or of your dependent children]. Sick pay does not extend to time off to care for other family members unless state law provides otherwise. In the case of employees who work [state number of hours, e.g. 30] or more hours per week, sick pay may also be used for routine medical or dental appointments for the employee [or the employee’s dependent children]. Sick pay can be used in increments of no less than one-half hour. Accumulated sick leave has no value at the time of termination of employment or transfer to an exempt position. 

Sick Leave Applied to FMLA or State Leave

Company complies with federal and state leave laws to the extent required by law. Sick leave may only be applied as required by law. Company’s sick leave, federal leaves and state leaves run concurrently when applicable. Check with your supervisor or [state person, e.g. Human Resources Director] if you have any questions about your leave rights.

Vacation

Vacation Policy

In the interest of morale, health and efficiency, it is Company's policy that you take advantage of your vacation by taking time off from work.

Eligibility

Employees become eligible for paid vacation time off from work on their anniversary date of hire.

 

Vacation Schedule

 

The paid vacation time off is determined by years of service and the number of hours you worked in the preceding years in accordance with the schedule below.

 

	Service Year(s)
	Number of hours worked in preceding year

	 
	1400 hours or more
	1120 through 1399
	840 through 1119

	1 Year
	40 hours
	32 hours
	24 hours

	2-4
	80 hours
	64 hours
	48 hours

	5-14
	120 hours
	96 hours
	72 hours

	15+
	160 hours
	120 hours
	96 hours


 

Employees can accumulate up to a maximum of [state number of hours] paid vacation hours.

 

Schedules 

You may schedule vacations in conjunction with breaks, holidays and/or regularly scheduled days off with the approval of your supervisor.

 

Vacation requests are approved on a first come first served basis.  As such, you are encouraged to plan your vacations as far in advance as possible. If there is any conflict in scheduling a particular date, the employee whose employment date is senior has the first choice.
 

Company encourages you to take all of your vacation at one time versus breaking it up into several different periods. However, you may take your vacation one-half day increments with prior approval of your supervisor or for approved family and medical leave.
 

Vacation Pay

Vacation pay is computed at a rate equal to your straight time hourly rate at the time the vacation is taken. Employees with less than a full year of service at the end of the base year will receive pro rata vacation accrued at the rate of [state number] day(s) per month worked/ [state number] vacation hours per hours worked.
Whenever a company approved holiday falls within an employee's vacation period, the company does not count it as part of the employee's vacation. 

 

Holidays

The Company grants the following holidays as paid holidays to qualified employees:

· [list specific holidays]

In the event that a designated holiday falls on a non-workday, the holiday will be observed on [state the day the holiday is observed, e.g., if the holiday falls on a Saturday it will be observed the preceding Friday and if the holiday falls on a Sunday, it will be observed on the following Monday].

An employee is qualified for holiday pay if he or she meets all the following conditions:

· The employee has worked for Company for at least [state period of time, e.g., number of days] prior to the paid holiday; and

· The employee worked the last regularly scheduled workday before and the first regularly scheduled workday after the holiday unless excused in writing by the company; and 

· The employee is a regular full-time employee, not a temporary or part-time employee.

Holiday pay shall be paid at the qualified employee’s regular straight time rate of pay.
An employee working on a paid holiday shall be paid [state rate at which employees will be paid, e.g. one-and-one-half or two] times his or her regular rate of pay for hours worked on the paid holiday. The company may require that work be scheduled on these days as operations, markets, etc. may demand.

Leaves of Absence

Disability Leave

Short-term disability pay is available to eligible employees who suffer a non-work-related injury or illness that prevents them from working. [Describe terms of the company’s temporary disability insurance, e.g., “Employees are eligible for short-term disability pay if they have been continuously employed by the company at least [time frame, e.g., 90 calendar days]. Short-term disability pay begins on the 11th calendar day of disability and can last up to a maximum of 90 calendar days.”] Payment is made at the rate of [percentage] of your regular nonovertime weekly wages. If you are disabled for longer than 90 days, you may be eligible for long-term disability pay. See [benefits booklet] for information on eligibility and other provisions of the Company long-term disability insurance program.

To verify the need for disability leave, the company may request medical certification from your treating physician or from a physician selected by the company. Upon returning from disability leave, you must provide a fitness-for-duty certification from your health care provider. 

Jury Duty

The company supports your civic duty to serve on juries when called. As required by federal law, exempt employees who work part of a week and perform jury duty the remainder of the week will be paid for the full workweek. [Describe whether the time off in other situations is paid or not. For example: “For nonexempt employees and for exempt employees who do not work during the week, jury duty is unpaid, but employees may use their accrued paid vacation.” Or: “For eligible nonexempt employees and for eligible exempt employees who do not work during the week, paid jury leave may be available. For employees who have been continuously employed by the company more than [period of time, e.g., one year], the company provides up to [period of time, e.g., two workweeks] of paid leave per [calendar/fiscal] year for jury duty. The amount of pay is your regular wage minus the reimbursement provided by the court and minus any actual wages paid for that shift. If you exhaust your paid jury duty leave, you may use your accrued paid vacation.”] 
You must notify your supervisor as soon as you know the dates of scheduled jury service. If you are on day shift and you are released from jury service before lunchtime for your scheduled shift, you must promptly report to work for the remaining portion of your shift. If you are on the swing or graveyard shift, you must report for the second half of your shift if you are released from jury service before noon, unless you make other arrangements with your supervisor.

Witness Duty

You must promptly inform your supervisor if you are subpoenaed to appear as a witness in legal proceedings during work hours. The time off will be unpaid, unless you ask to use accrued paid vacation. If the company subpoenas you to appear on the company’s behalf at a legal proceeding, the time will be counted as hours worked.

Military Leave 
Employees who serve in the United States military will be granted a protected leave of absence in accordance with federal law. You must promptly inform your supervisor as soon as you know the scheduled dates of military service.

Bereavement Leave

You must be continuously employed by the company at least [time period, e.g., three months or one year] to be eligible for [paid/unpaid] bereavement leave. In the event of the death of a close family member, the company will grant up to [number] days of [paid/unpaid] bereavement leave per employee per [calendar/fiscal] year. You must notify your supervisor as soon as possible of the need for leave. The company may require documentation of the death and of the family relationship. Close family members are defined as [Describe relationships. Possible examples include: spouses, children (biological, adopted, live-in foster children or live-in stepchildren), parents, parents-in-law, siblings, grandparents, grandchildren, nieces, nephews, aunts, uncles and “significant others” (live-in adult companions with whom the employee was in a committed, exclusive, loving relationship)].
Personal Leave

Requests for unpaid personal leaves of absence will be evaluated on a case-by-case basis and generally will not extend longer than [period of time, e.g., 30 calendar days].

Company Work Rules

Violation of any rule of the company may result in discipline, up to and including discharge. The list of rules below does not contain every rule or possible standard of conduct expected from our employees, but it states many of the more fundamental rules. If you are unsure about what is expected of you in a certain circumstance, please ask your supervisor.

Nothing in this listing of company work rules is intended to conflict with the Employment at Will Policy on page 3 of this Handbook. The company’s interpretation and judgment of whether or not a rule has been violated is final and binding on both you and the company.

Prohibited conduct includes:

1. Violating safety rules or safety practices.

2. Violating substance abuse policy.

3. Engaging in horseplay, scuffling or throwing things.

4. Failing to immediately and accurately report an industrial injury.

5. Being tardy or absent without authorization or notification.

6. Missing three consecutive scheduled workdays without notifying the company.

7. Contributing to unsanitary conditions or poor housekeeping.

8. Smoking in unauthorized areas.

9. Causing loss or waste of material or parts due to carelessness.

10. Unauthorized use of company phones.

11. Posting, altering or removing any matter on bulletin boards on company property unless specifically authorized.

12. Being dishonest or committing a fraudulent act or breach of trust.

13. Recklessly driving or exceeding safe driving rules while on company property.

14. Threatening, intimidating, coercing or interfering with fellow employees on company property or on company business.

15. Using profane, abusive or threatening language.

16. Leaving the plant during the work shift without permission.

17. Working overtime without authorization or failure to work assigned overtime.

18. Failing to follow job instructions, verbal or written, insubordination.

19. Stealing, misusing, destroying or removing from company premises without authorization any company property or the property of any employee.

20. Using company’s facilities, equipment time or materials without authorization.

21. Restricting production or causing, creating or participating in a disruption of any kind during work time or on company property.

22. Provoking or instigating a fight or fighting during work hours, on company property or on company business.

23. Engaging in criminal conduct whether or not it is related to job performance.

24. Sleeping on the job during work hours.

25. Falsifying any company records, including employment information.

26. Recording the work time of another employee, allowing any other employee to record your work time or allowing falsification of any time card, whether your own or another employee’s.

27. Engaging in any other conduct or omission that the company, in its sole discretion, believes to be adverse to the best interest of the company.

28. Carrying firearms or any other dangerous weapons at any time on company property.

29. Violating any company rule, policy or procedure.

Misconduct or violation of company policies, rules or procedures may result in a verbal or written warning, a suspension with or without pay or termination. The company will base the type of discipline it administers upon the facts of each particular case as determined by the company. 

None of the above standards of conduct or work rules are intended, nor shall they have the effect, of interfering or inhibiting any employee in the exercise of any right guaranteed or protected by law.

 Confidentiality Policy 

Company and Personnel Information

In order for our staff to conduct company business and properly administer our own personnel procedures, we must gather and maintain certain private information. The purpose of this Confidentiality Policy is to set forth guidelines with regard to the collection, maintenance, use and disclosure of confidential information. All employees share the responsibility to ensure that proper security and confidentiality are maintained. Report any breach promptly to [name or position of person]. Anyone who violates this policy will be subject to disciplinary action and possible legal recourse.

Company property includes not only tangible property such as desks and computer terminals, but also intangible property such as information and data on those computer terminals. Of particular importance are proprietary information and confidential information. Proprietary information includes all information obtained by company employees during the course of their work. This Handbook, for example, contains proprietary information. Confidential information is any company information that is not generally known to the public or our industry. Customer lists and files, production information, personnel files, employee medical information, computer records, financial and marketing data, formulas and trade secrets are examples of confidential information. 

General Policies

· You may not disclose or use proprietary or confidential information except as your job requires. You also may not disclose or use any proprietary or confidential information that you obtained during the course of your employment with any previous employer.

· Do not discuss confidential information with anyone, including coworkers, customers and individuals outside the company, except as necessary to carry out assigned duties. Take extra precautions when you are in areas where someone may overhear your discussion or observe your work. Clear your desktop of any confidential information before leaving your desk. If you need to leave your computer during the workday, you should use the “lockout” feature which will require you to enter a password when you return. Where appropriate, clearly mark files as “Confidential.” 

· Computers regularly used by an individual should not be used by other staff without permission.

· Mail marked “confidential” should be opened only by the person to whom it is addressed.

· Although we wish to respect employees’ privacy, there may be times when in order to prevent or investigate claims of harassment, theft or other wrongdoing, an authorized company representative may monitor phone calls, regular mail and electronic mail (e-mail). Please be aware that e-mail sent or received on company computers is the property of the company and is subject to our policies, including the policy against harassment. Although unauthorized access to an employee’s phone calls, regular mail, or e-mail account violates this confidentiality policy, the company reserves the right to monitor these items with the authorization of the company president.

· Use only honest, legitimate means to collect information. Whenever practicable, obtain the information directly from the individual concerned.

· Refer all inquiries from the press about our operations or employees to [name or position].

· When in doubt about the release of information, check with your immediate supervisor. Never be intimidated into releasing the information when there is a question. 

Outside Requests for Information about our Employees

Please direct all written requests, telephone calls or other inquiries regarding information about a current or former employee to [name or position]. [Name or position] is the only person authorized to release information unless authority is given by the company president. Guidelines for release of the information are set out below.

 
We will not release employee data to individuals or organizations outside of the company without the employee’s authorization. The only exception is when the disclosure is compelled by court order, judicial or administrative process or a specific provision of law. Prior to release, the person requesting the information must present the appropriate court document or agency authority.


An employee who desires the company to release information to an outside individual or organization (e.g., financial and employment information released to a bank or loan agency in support of the employee’s loan application) must sign a release and waiver before we release the information. The employee’s spouse or relative cannot give the waiver on behalf of the employee absent a court order.


When other employers ask for references, we will limit information regarding former employees to dates of employment and job(s) held unless the company president authorizes an exception. Any former employee who wants to release additional information about his or her employment must sign a request and waiver.


If you respond to a verbal or telephone request for information, record what information you released, to whom and for what purpose.

Information about our Business Operations

In managing the operations of our business, certain staff members become privy to sensitive information about the business, our customers, and our employees. This information must remain confidential both internally (within the company) and externally (outside the company, including spouses and family members). Do not discuss it with others beyond what is required to perform your job unless you are given specific authority to do so.

Medical Information

All medical information regarding our employees is strictly confidential. This includes but is not limited to workers’ compensation claims and treatments, enrollments and claims for health and welfare benefits, and results of drug and alcohol tests. Except as outlined below, no release is permitted without specific authorization from the person who is the subject of the medical information.


Employees’ personnel files will not contain medical information. Documents containing medical information will be maintained in a separate file, marked “Confidential” and stored in a locked cabinet or drawer or in a secure computer file, as appropriate. We will treat the contents of the file as a confidential record as required by law.

· Supervisors and managers who have information regarding an employee’s medical restrictions and limitations as a result of a return-to-work program must maintain the confidentiality of the medical information. They must use the information only to accommodate the employee’s work assignment and duties or to administer first aid or emergency treatment.

Confidentiality is an important part of our job. Please feel free to talk to your supervisor or the human resources manager if you have confidentiality concerns.

Personal Information

Privacy Policy

This sample policy is for illustrative purposes only and should not be used “as is.” A policy must be written to meet the specific business objectives of the employer and incorporate all of the elements required by federal and state laws. Although this sample policy contains some elements necessary for compliance with the federal Health Insurance Portability and Accountability Act (HIPAA) privacy regulations, it does not contain all of the administrative safeguards a covered health plan and plan sponsor must comply with.

Privacy Policy

In order to properly administer the personnel functions of a business, we must gather and maintain personal information about our employees. Company recognizes each employee’s right to privacy and seeks to avoid any unwarranted intrusion upon that right. We must also take reasonable steps to assure the accuracy, completeness and timeliness of the information in our possession. The purpose of this policy is to set forth the guidelines with regard to the collection, maintenance and disclosure of employee information.

Privacy Officer

[Company representative] is designated as the privacy officer who is responsible for the implementation of this policy. The privacy officer is also responsible for:

· Designating the appropriate use of an employee’s personal and health information for bona fide business purposes and limiting the disclosure to only employees with a business need to know.

· Training employees on company policies and procedures on the appropriate uses of an employee’s personal and health information and protecting this information as required by federal and state laws. All training must be documented.

· Implementing appropriate administrative, technical and physical safeguards to protect the privacy of employees’ personal and health information from intentional, unintentional or inadvertent disclosure.

· Providing information to any employee who has questions regarding the Company’s privacy policy.

· Administering appropriate sanctions to any employee who violates the Company’s privacy policy.

Complaint Procedures

· [Company representative] is designated as the person who will receive a complaint from any employee who believes that his or her personal information or privacy has been compromised or that any employee has violated this privacy policy. [Company representative] has the responsibility of conducting a proper investigation.

· An employee may make a complaint by [describe your procedure].

· When a violation has occurred, the Company will mitigate, to the extent practicable, any harmful effect of the disclosure and will apply appropriate sanctions.

Confidentiality

· Confidentiality is the responsibility of all employees. All employees are responsible for keeping their personal data that is necessary for business purposes up to date. Up-to-date information is necessary to properly administer the Company’s work policies and benefits and provide employees and their dependents with notices required by law. (Examples include contacting employees about work or schedule changes, dependent and beneficiary designation in the employee benefit plans, federal Family and Medical Leave Act (FMLA) leave, federal Congressional Omnibus Budget Reconciliation Act (COBRA) notices, etc.)

· An employee’s personal or health information should only be collected to meet a legitimate business reason or to comply with federal or state laws.

· Use only legitimate means to collect information. Whenever practical, obtain the information directly from the individual concerned. 

· Employee information should not be discussed with anyone except as necessary to carry out assigned duties. Extra precautions should be taken when you are in areas where someone may overhear your discussion or observe your work.

· An employee’s personal and health information must be kept in a secured file with restricted access. Information or files should never be left unattended or unsecured.

· All medical information, including substance abuse testing results, pre-employment physicals, workers’ compensation claims and treatment and enrollment and claims information under the Company’s medical plan, are strictly confidential. No release is authorized without specific authorization from [name or position of person] and in compliance with the HIPAA privacy rules.

· Employee data may not be released to individuals or organizations outside of the Company. An exception is when the disclosure is compelled by court order, judicial or administrative process or by a specific provision of law. Prior to release, the person requesting the information must present the appropriate court document or agency notice. 

· An employee initiating a request for the release of his or her own personal information must provide [Company representative] with a written authorization describing what information may be released and to whom. Examples of employee-initiated releases are for bank loans, references, etc.

· Any request for references on an employee or former employee from any prospective employer or organization shall be referred to [name or position of person].

· When in doubt about the release of information, check with your immediate supervisor. Never be intimidated into releasing the information when there is a question.

All employees are required to comply with this policy. Any violations will result in disciplinary action up to and including discharge.

Received by:

Name 


Date  


No Solicitation Policy

The company has established a no solicitation rule to maintain and promote efficient operations and security.

No employee can solicit or promote support for any cause or organization during his or her working time. In addition, no employee can solicit another employee during that employee's working time. Working time is defined as all time an employee is required to be on company premises, on duty or at a prescribed workplace, including preparation time, opening and closing times and required meetings.

This policy does not restrict employee activity during lunch or rest periods or before or after working time.

Distribution of literature relating to any cause or organization is not permitted in working areas at any time. Such literature may be shared in non-work areas such as the lunch room or the parking lot. Nonemployees are not allowed to solicit or distribute written material for any purpose on company property, including parking areas.
Conflicts of Interest

Each person employed by Company shall not engage in any activity if it will:

· Adversely affect on-the-job work performance,

· Create a conflict with the business interests and purposes of the company or

· Have a negative impact on the business or reputation of the company, its product or other company employees.

Electronic Communications

Company Property

Electronic equipment, including but not limited to computers, telephones, pagers, printers and fax machines, used or owned by the company and all information stored on this equipment is company property. Company reserves the right to review and disclose any information sent, received or stored on this equipment. For example, the company may review and disclose any electronic mail (e-mail), voice mail, computer passwords, fax documents and computer files found on company equipment.

Confidentiality

Much of the information stored in the company’s electronic equipment is confidential; disclosure can only be made at the company’s discretion, any unauthorized disclosure to outsiders or coworkers is prohibited. You are not permitted to search coworkers’ electronic files without permission from the coworker or proper authorization from a supervisor. The company’s policy on confidentiality (see page 32) applies to information and communications on all company electronic equipment. 

Business Use

During work hours, you may use the company’s electronic equipment only for business related purposes. The company’s Policy Against Harassment (see page 5) applies to electronic communications. Company always strictly prohibits any information that could be considered obscene, discriminatory or harassing and any material that could violate the company’s harassment policy or that could create a hostile or intimidating work environment. Personal use of the company electronic equipment is restricted to after regular work hours and must not interfere or conflict with business use. You should not expect that any information on company equipment is private. 

Software

Copying software programs and downloading programs or information from the Internet can result in copyright violations or viruses. You are strictly prohibited from making any copies of software without prior approval of the [Systems Administrator]. Installing software from home on company equipment is also forbidden. Any software programs that you wish to install on company electronic equipment must first be registered with [Systems Administrator].

Caution

Deleting information from electronic equipment usually does not mean that it has been permanently destroyed. Information that you would be embarrassed revealing to coworkers, a jury or family members should never be sent, stored or received on the company’s electronic equipment. 

Monitoring Acknowledgment Statement

I understand that the Company is electronic communication equipment is to be used for conducting the company’s business. I understand that use of this equipment for my personal purposes is [strictly prohibited]/[restricted to after work hours and only when the personal use does not conflict or interfere with the company’s business use.] I agree never to use a password that has not been disclosed to the company. I agree never to access any file or retrieve any stored communication when not authorized to do so.

I am aware that the company reserves the right to review, intercept, access and disclose any information on the company’s systems at any time, with or without employee notice and that such access may occur during or after working hours. I am aware that use of a password does not restrict the company’s right to access electronic communications. I am aware that violations of the company policy may subject me to disciplinary actions, up to and including termination. 

I acknowledge that I have read and that I understand the company’s policy regarding electronic communication equipment. I authorize the company to review, intercept, access and disclose any of my communications or files on the company equipment.

Signature of Employee



Date 

Attendance Policy 

Our Expectations

Company expects all employees to be on time, at work and ready to work a full shift as a condition of hire and continued employment. Absenteeism, early departures and late arrivals burden your fellow employees. While it is recognized that it may be necessary for you to be absent occasionally, it is important that absences be kept to a minimum. 

You are expected to take care of personal affairs and obligations at a time other than during working hours. However, if it is necessary to be off for personal convenience, prior approval must be received from your immediate supervisor. In reviewing that request, he or she will take into consideration the operating needs of his or her department. You may also want to review the policy on obtaining a leave of absence (page 25). 

Call-in Requirements

If you will be absent from work for any reason, it is absolutely necessary for you to personally notify [name or position] before the start of your scheduled shift; unless an unforeseeable event or an emergency prevents you from giving advance notice. In the case of an unforeseeable event or emergency, you must personally notify [name or position] within two hours after the event or emergency. Notice of the employee’s absence from a spouse, parent or other person is not acceptable, unless an emergency prevents the employee from personally contacting [name or position]. You must state why you are unable to attend work and must leave a phone number where you can be reached. Notifying the company of an absence or tardiness does not excuse the absence or tardiness. Upon request, you must furnish proof satisfactory to the company to substantiate the reason for absence or tardiness. Any employee who knowingly falsifies information relating to their absence will be disciplined. Incarceration for any alleged criminal or civil law violation is not a valid excuse for not following this call in policy. 

Failure to call in violates the call-in policy and will lead to disciplinary action up to and including discharge. If you fail to either call in or report to work for 3 consecutive work days you will be terminated. 

Doctor’s Release and Status Reports

A doctor’s release may be required after any illness. A doctor’s release will be required verifying that you are able to return to work following an injury or illness resulting in three (3) or more consecutive days’ absence.

If you are off work due to an injury or illness, you are required to contact [name or position] once each week to report the status of your ailment and anticipated return-to-work date. Reporting requirements are the same for both on the job and off the job injuries and illnesses.

Company may grant reasonable accommodation in complying with these policies to individuals with disabilities if it does not cause undue hardship to the company’s operations or cause a direct threat to health and safety. However, regular attendance and promptness are considered part of each employee’s essential job functions.

Discipline

Excessive absenteeism or tardiness may lead to disciplinary action, up to and including termination of employment. Other continuing patterns of absences, early departures or tardiness, regardless of the exact number of days, may warrant disciplinary action. The company will consider your record of tardiness, unexcused absences, excessive excused absences, suspensions, personal days off, leave of absence (except when provided according to state and federal law) and nonindustrial sickness or injury resulting in time missed.
Work-Related Searches and Monitoring

In order to enforce Company drug and alcohol policy, stop theft, prevent workplace violence, prevent harassment and otherwise protect the interests of the company, its customers and its employees, the company may use searches, video or other surveillance if necessary.

It is in your best interest not to bring items on company property that you do not wish someone else to discover. The company reserves the right to make an unannounced search of company property or of personal property that you bring onto company premises. Company property may include, but is not limited to, desks, file cabinets, computer files, e-mail, lockers, work areas, toolboxes and work vehicles. Personal property that you bring onto company premises may include, but is not limited to, jackets, briefcases, purses, lunch boxes, packages and personal vehicles. 

To the extent possible, we will conduct searches in a manner that respects your dignity and privacy. The company will not force you to consent to a search; however, not consenting to a search may result in disciplinary action up to and including discharge. Employees who have concerns about the manner in which a search or surveillance was conducted should immediately contact [two alternative company representatives, e.g., the human resources department or the plant manager].

Drug and Alcohol Policy

Purpose

Company has a commitment to its employees, customers and the community to provide a drug- and alcohol-free working environment. The company expects employees to be in a suitable mental and physical condition to perform their assigned job duties satisfactorily at all times. In addition, the company has an obligation to its employees to ensure safe working conditions. To meet that obligation and to further our commitment to promote high standards of employee performance, productivity, health, safety and reliability, Company has established this policy.

Scope

This policy covers all applicants for employment and all hourly and salaried employees for the company.

Prohibited Behavior

The following clearly outlines the company’s position regarding drugs and alcohol and the behaviors prohibited by this policy.

Employees Shall Not:

· Report for work or remain at work with any detectable level of alcohol or controlled substance, intoxicant or illegal drug in their system.

· Engage in the unauthorized use of any alcohol or illegal drug on company premises or on company time, including rest and meal periods.

· Possess or attempt to distribute, sell, obtain, manufacture, transfer, share or receive any alcohol, controlled substance (drugs) or any other substances that impair job performance or pose a hazard to the safety and welfare of the employee, coworkers, customers or members of the community. The company prohibits the use of drug paraphernalia or alcohol containers while you are on company property or company time. Violation of this rule will result in immediate termination.

· Use medically authorized (prescription) or over-the-counter drugs in a manner inconsistent with the directions for the medication.

Medically Authorized (Prescription) Drugs, Over-the-Counter Drugs and Alcohol

When your doctor prescribes prescription drugs, you must ask whether the drugs will impair your ability to safely perform your job. If so, get the doctor’s statement in writing. The doctor should be familiar with your work duties before signing the statement. The statement need not identify the drug, but may simply say that you are unable to perform safety-sensitive functions due to your prescription medication. Give the doctor’s written statement to [personnel office]. The company may ask the physician to complete a fitness-for-duty form indicating when we can expect you back at work. Where possible, the company may temporarily assign other work consistent with your medical condition.

Some over-the-counter drugs also may impair job performance. Please read the instructions carefully to determine if any drug you are taking will impair your ability to safely perform your job. The company may require a physician’s written certification from employees requesting a job reassignment or time off for medical reasons or because they are taking an over-the-counter drug that impairs performance or safety. The certification need not identify the name of the drug.

Abuse of medically authorized or over-the-counter drugs is a violation of this policy. Using another person’s prescription medication is also considered abuse.

In addition, occasionally alcohol is served at company-sponsored social events. Alcohol may be served at such events only with the approval of the president of the company. Only the moderate and limited use of alcohol is acceptable. Employees are expected to remain responsible, professional and sober at all times.

On occasion, managerial and executive staff may entertain during work hours or after work hours as representatives of the company. These occasions may include lunches, dinners and business conferences. On any such occasion, only the moderate and limited use of alcoholic beverages is acceptable. Managers and executives are expected to remain responsible, professional and sober at all times.

Violation of Policy

Employees who violate the drug and alcohol policy are subject to disciplinary action, up to and including termination.

Drug and Alcohol Testing

The company tests for drugs and alcohol under the circumstances described below. We may require urine, saliva, breath and/or blood samples for a drug or alcohol test. When samples need to be analyzed in a laboratory, we will use one that is properly licensed. 

Applicants for Employment

Any offer of employment is contingent upon satisfying drug-testing requirements. If the applicant fails to comply with this policy, the testing requirements or the company’s related requests or if the test result is positive, the company will withdraw the offer of employment. Applicants who tamper with, adulterate or substitute their urine or other bodily samples are permanently barred from employment with us.

Suspicion

An employee’s performance, appearance, behavior, speech, mood, odors, etc., can provide reasonable suspicion of a drug and/or alcohol policy violation. The suspicion can be grounds for requiring a fitness-for-duty evaluation, including a drug and/or alcohol test. The basis for reasonable suspicion can include, but is not limited to, the following:

· Absenteeism or tardiness

· Declining work performance (after unsuccessful supervisor intervention)

· Physical indicators (for example, pinpoint pupils, dilated pupils, change in skin coloration, bloodshot eyes, excessive perspiration, etc.)

· Behavioral indicators (for example, stumbling, slurred speech, incoherent speech, rapid speech, apparent confusion, moodiness, weariness, fatigue, unusually energetic, unfocused, lack of concentration, disorientation, emotional outburst, hostility, unexplained changes in behavior, inability to do normal job tasks, the unsafe handling of equipment or tools, behaviors such as drinking alcohol or using drugs, etc. 

· The smell of alcohol or drugs

When there is reasonable suspicion, the employee is not to return to work until fitness for duty is established. The company will treat this time as a suspension pending the outcome of the drug and alcohol testing. In the absence of any other concurrent disciplinary action, the company will pay for the straight time lost from work if the test results are negative. 

Accidents

An accident includes any incident involving property damage, physical injury or near miss. Any employee that contributes to or causes an accident (e.g., a forklift driver who runs someone over) is subject to a drug test, as are any injured employees.

Important note: If a subsequent incident investigation results in a recommendation for termination of employment or other disciplinary action (i.e., for safety or other policy violation), the termination or other disciplinary action will occur regardless of the test results.

Testing as Otherwise Required by a State or Federal Law or Regulation

You will also be required to submit to any drug or alcohol tests that are required by state or federal law or regulation while you are on company property or on company time.

Positive Test

If the test is positive, we may refer the employee to a certified drug and alcohol treatment center in lieu of discipline on the first such occasion. The following procedure will apply:

· All “positive” tests are retested for confirmation. For a urinalysis, a gas chromatography/mass spectrometry test or a superior or equally reliable test will be conducted. Confirmatory tests also will be done for saliva, blood alcohol tests, breath tests or any other substance test.

· If the secondary test confirms the initial positive result, the company will immediately suspend the employee (without pay) for violation of company policy. The employee may then have the opportunity to sign either a “Last Chance Agreement” and seek treatment or sever his or her employment.

· An employee who is offered rehabilitation must meet with an accredited Employee Assistance Program (EAP) counselor. This counselor will assess the nature and severity of the employee’s problem and establish a treatment program. The company will consider a failure to complete the program or to cooperate with the drug and alcohol counselor as a breach of the “Last Chance Agreement” and will immediately terminate the employee.

· Before returning to work, the employee is required to submit to an alcohol and/or drug test. This test must be alcohol-free and drug-free to allow the employee to return to work. After returning to work, the employee is required to submit to unscheduled testing at the employer’s discretion. The time period for unscheduled testing will be stated in the last chance agreement and may range from 12 months to five years. The company may also require other conditions. Refusing to take a test during this period is considered a breach of the “Last Chance Agreement” and will result in immediate termination. A positive test will result in immediate termination for violation of company policy.

· When an employee who is under a “Last Chance Agreement” tests positive for alcohol or drug use, the employee will be discharged. (Only one “Last Chance Agreement” is permitted; a second positive test will result in immediate termination.) The company will also terminate an employee for any other violation of a “Last Chance Agreement,” as determined by the company or the certified drug and alcohol counselor, apart from a positive test result.

· Medical benefits may cover some costs for this treatment. Any costs accrued that are not covered by insurance are the sole responsibility of the employee.

Appeal Procedure

When a sufficient sample is available, the employee or applicant, at his or her expense (but maintaining an independent chain of custody), will have the opportunity to have the sample sent from the original laboratory to a second licensed or approved facility for GC/MS testing or other approved confirmatory test. An employee may request an independent test by notifying [person or department] in writing within five calendar days after the day the employee is informed of the test results. The test result will be kept confidential and will be available only to the employee and designated company representatives. If disciplinary action is executed for reasons other than the test results, the appeal will have no effect on such action. There is no appeal procedure for a confirmed positive breath alcohol test.

Refusal to Test

The company will terminate an employee or withdraw any offer of employment to an applicant who refuses to submit to drug and alcohol testing under the conditions described in this policy or who otherwise fails to comply with this policy, the testing requirements or the company’s related requests.

Refusal to submit to a test includes failing without valid medical explanation to give enough urine, breath, blood or other approved physical sample for a drug or alcohol test and/or engaging in conduct that clearly obstructs the testing process.

Confidentiality

The results and records of alcohol and drug testing are considered confidential and must not be discussed or shared with anyone who does not need to know. Also, a manager must not discuss the suspected reason for a referral with anyone who does not need to know. These records shall not become part of an employee’s personnel file.

Testing Samples

A local medical facility will collect samples for drug and alcohol testing. A licensed testing facility will do laboratory and confirmatory testing on samples. Employees and applicants may request the name and address of these facilities.

Searches

Our company policy on searches includes situations involving potential use or possession of drugs or alcohol on company property or company time. Please refer to the Search Policy contained elsewhere in this handbook for more information. 

Employee Responsibility

It is the responsibility of all employees to:

· Sign a form consenting to drug and alcohol testing.

· Abide by this policy.

· Voluntarily seek assistance through the EAP if you have a substance abuse problem.

· Encourage other employees to seek assistance.

· Report any violations or any suspected violations of this policy to your immediate supervisor or to [person or department].

Other Conditions

Any employee tampering with, substituting, adulterating, falsifying or altering a drug or alcohol sample, screening test or any aspect of the testing process or providing inaccurate or false information will be subject to immediate termination. 

The company requires all employees to cooperate fully in any company or law enforcement investigations resulting from this policy. This includes signing any necessary authorizations for releasing test results to the company. The company will consider refusal to authorize the release of test results as a refusal to test. 

The company expects employees to be honest when questioned by a supervisor, manager or law enforcement officer. Any criminal conduct on company time or business will result in immediate termination of employment. An employee who intentionally interferes with a company investigation will be subject to disciplinary action including termination of employment.

Employees must comply with all company rules and job performance standards upon returning to work after completing a voluntary treatment program. Violation of company policy or rules will result in appropriate disciplinary action separate from this policy.

Company reserves the right to decide whether reasonable suspicion exists, the level of discipline to be applied and whether an employee should be given the opportunity to participate in a drug and/or alcohol treatment program. The company may amend this policy at any time.

Misconduct Away From the Workplace

The company wishes to maintain an excellent reputation in the business and local community. We have a policy against employee misconduct that damages the company’s reputation or an employee’s working relationship with the company. This includes misconduct both at work and away from the workplace. Company policy requires all employees to report drug-related and alcohol-related arrests and convictions within five calendar days of their occurrence. Violation of this policy will result in disciplinary action up to and including discharge from employment.

Definitions

For the purpose of this policy, the following definitions are provided:

· “Presence” is ANY DETECTABLE LEVEL of alcohol or drugs in an employee’s blood or urine as determined by the testing agency and company. [Optional but recommended language: A current list of the levels considered “detectable” may be obtained from the [person or department].]

· “Controlled substances” are all forms of narcotics, depressants, stimulants, hallucinogens and cannabis, whose sale, purchase, transfer, use or possession is prohibited by law.

· “Over-the-Counter Drugs” are those that are generally available without prescription from a medical doctor and are limited to those drugs that can impair the judgment of an employee to safely do his or her duties.

· “Medically Authorized (Prescription) Drugs” are those drugs that are used during medical treatment and are prescribed and authorized for use by a licensed physician, practitioner or dentist.

· “Drug Paraphernalia” are any items that are used for the administering or storing of prohibited drugs.

Work-Related Accidents and Injuries 

Reporting Injuries 

Report all on-the-job injuries or illnesses, no matter how slight, to your supervisor or the Workers’ Compensation Coordinator immediately or no later than the end of your shift. Your failure to follow this procedure may affect your right to workers’ compensation benefits and subject you to disciplinary action up to and including termination.

In the event that you become injured or ill at work, your supervisor will provide assistance and ensure that you get proper care. Your supervisor will assist in arranging for first aid treatment or needed transportation. In the event of a serious injury accident, your supervisor will assist in notifying emergency medical services.

In the event that you suffer an industrial injury or illness that requires immediate medical attention and the symptoms did not appear until after work hours (e.g. flash burns to the eyes), you must report the injury as soon as possible following treatment. Your failure to follow this procedure may affect your right to workers’ compensation benefits and subject you to disciplinary action up to and including termination.

When employees are unable to complete their shift because of an industrial injury or illness, only a supervisor can excuse them from work. All employees who require medical care resulting from an industrial injury or illness, except in the case of emergency treatment, must obtain a Physician Referral Notice from their supervisor.

All employees returning to work following treatment for an industrial injury or illness must present a Return-to-Work Slip, signed by the treatment provider. Any employee attempting to return to work without a signed Return-to-Work Slip will be referred back to his or her treatment provider and the company may consider time away from work as unexcused.

Time Off for Treatment and Recovery

Employees injured at work will receive regular wages for any time lost to obtain medical attention on the day of their accident. The injured employee will receive wages as if he or she completed the regularly scheduled shift.

The company requires all employees excused from work as the result of an industrial injury or illness to maintain daily contact by phone and in person weekly with the personnel office (unless otherwise arranged). Failure to follow this procedure may subject employees to disciplinary action up to and including termination.

All employees off work as the result of an industrial injury or illness must supply their supervisor or personnel office with a current phone number (unlisted or not, both home and message) and an address (both physical and Post Office box, if applicable).

Early Return To Work—Transitional, Modified or Alternate Duty

Whenever possible, the company will provide temporary transitional, modified or alternate work to qualified employees who have sustained an industrial injury or illness. Transitional, modified or alternate work may be limited to 30 days or until the injured or ill employees receive a full-duty release returning them to their usual and customary jobs. If, at the end of 30 days, the employee has not returned to regular duty, the company will re-evaluate the case. Following the evaluation, the company may extend the offer of temporary transitional, modified or alternate work for two weeks at a time for a period not to exceed an additional 30 days.

Employees released to temporary transitional, modified or alternate work must report to work for their next regularly scheduled shift. In addition, employees must provide their supervisor with their temporary transitional, modified or alternate duty release forms, including detailed work restrictions. 

Once the physician releases an employee to an available position within the employee’s restrictions, the employee must abide by the physicians’ restrictions and to follow through on necessary medical treatment.

Employees must notify their company official (Name of Person) if they are using any prescription drugs that may jeopardize job performance or safety. It is not necessary, however, that we know what specific drugs an employee is taking or why, but only that the employee can safely work.

Employees must notify their supervisor if they notice an increase in pain or disability or if they have any problems performing their job.

The company encourages employees to schedule any needed follow-up medical care during non-work hours. Employees must give adequate notice to their supervisor to be relieved from work for doctors’ appointments.

Reporting Accidents

In order that the company can respond accordingly, you must report all accidents to your supervisor or the [personnel office] immediately or no later than the end of your shift. You must report: 

· Personal injuries to employees, contractors, temporary service workers or vendors

· Property damage

· Product damage

· Any accident or near miss that you have observed 

Your failure to follow this procedure may subject you to disciplinary action up to and including termination.

 Personnel Records

The accuracy of each employee’s personnel records is essential for the proper handling of many issues of importance to you as well as to the company. It is your responsibility to promptly notify the [personnel office] of any of the following personal data changes:

· Mailing address

· Physical address/location

· Home/message phone number

· Person and phone number to call in the event of an emergency

· Any official name change 

· Marital status change (marriage, divorce or separation)

· Any change in dependent status (birth, marriage, death or loss of legal custody) 

· Insurance beneficiary

· Military status

Forms to update your personnel records are available from your supervisor or the [personnel office]. Changes may be made in person at the [personnel office] during regular business hours. Failure to keep your personnel records up to date can adversely affect your work opportunities (e.g., if we are not able to contact you) and the eligibility of you and your dependents for employee benefits.

Employee-Owned Tools and Equipment at the Workplace

This employee-owned tools and equipment at the workplace policy is in coordination with other company policies that are designed to provide a safe and efficient workplace.

General Requirement

Company requires employee-furnished tools and personal protective equipment to be maintained in a safe condition at all times. Company will inspect these items to maintain compliance with applicable federal and state safety and health regulations. 

Employees must keep their tools and personal protective equipment in locked storage cabinets provided by the company when these articles are not in use. Should any articles be lost due to theft or deteriorate to the point where replacement is necessary, the employee will pay for them.

Employee Acknowledgment 

I have received a copy of the Company Employee Handbook. I understand that it is my obligation to understand all of the rules, policies, terms and conditions and to abide by them. If I have any questions regarding these policies, I will ask my supervisor or the [state position, e.g., the human resources manager]. I understand and agree that employment at Company is “at will.” I also understand and agree that any provision of this handbook may be amended or revised at any time by Company with or without notice.
Signed: ________________________________________ Date: ___________________

(Please return to the [state position, e.g., the human resources manager] prior to [state time period, e.g., first payday].)
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