








[COMPANY NAME]
EMPLOYEE HANDBOOK

INTRODUCTION
	Welcome to [employer name].  This personnel guide contains information about the employment policies of the Company, in effect at the time of its publication.  This guide is only a summary of the Company’s policies.  Employees who have questions concerning Company policies, employment benefits or any other matter concerning their employment, are encouraged to contact their supervisor for further information and clarification.

ABOUT THIS HANDBOOK
All employees of the Company are employees at will and, as such, are free to resign at any time with or without reason.  The Company, likewise, retains the right to terminate an employee’s employment at any time with or without reason or notice.  Nothing contained in this handbook or any other company policy or practice is intended to be nor should be construed as a guarantee that employment or any benefit program will be continued for any period of time.  Any salary figures stated to an employee in annual or monthly terms are stated for the sake of convenience or to facilitate comparisons and are not intended to create an employment contract for any specific period of time.  Furthermore, the contents of this handbook or any other company policy or practice in no way constitute an employment contract.  Final interpretation and application is within the discretion of the Company.  The terms of this policy manual may be unilaterally modified, discontinued, or interpreted by the Company at any time.  Other than the President of the Company, no manager or representative of the Company has authority to enter into any agreement, express or implied, for employment for any specific period of time, or to make any agreement for employment or any benefit other than at‑will.  Only the President has the authority to make any such agreement, and then only in writing signed by the President which specifically references this change in the term and/or condition of employment.

YOUR FIRST 90 DAYS OF EMPLOYMENT
The first 90 days of employment at the Company are considered those during which you learn your responsibilities and get acquainted with your fellow employees.  During this time you will have a chance to decide whether you are and will be happy with your job, and your supervisor will have the opportunity to determine whether you are adapting to your new work at the Company.  During or at the conclusion of your first 90 days, you will be given a written performance review addressing your strengths and weaknesses.  If the Company decides you should continue to be employed by it, you will be advised of any improvements expected from you and you will be given the opportunity to express any recommendations that you have to improve the efficiency of the Company.  Completion of this initial employment period does not entitle you to remain employed by the Company.  Both you and the Company are free, at any time, with or without advance notice, to end the employment relationship.
After completion of 90 days of employment, full‑time employees will be eligible for the benefits described in this guide.  Part time employees are not eligible for these employment benefits.

EQUAL EMPLOYMENT OPPORTUNITY
It is the policy of the Company to provide equal employment opportunity for all persons by placing the most qualified person in each job, without regard to race, color, religion, age, sex, national origin, physical or mental disability, veteran status, or any other classification protected by federal, state, or local law.  This applies to, but is not limited to, hiring, placement, promotion, demotion, transfer, recall, recruitment, recruitment advertising, lay‑off or termination, rate of pay or other forms of compensation, selection for training and all other aspects of employment.

PROHIBITIED HARASSMENT POLICY
The Company is committed to providing all of its employees with a work place free of harassment.  The Company maintains a strict policy prohibiting sexual harassment and discrimination or harassment on the basis of race, color, national origin, religion, sex, physical or mental disability, age, veteran status, protected activity (i.e. opposition to prohibited discrimination or participation in the statutory complaint process), or any other characteristic protected by applicable law.  The Company’s policy against harassment applies to harassment that violates any applicable law and also prohibits conduct that may not necessarily be illegal, but may be determined to be inconsistent with the Company’s prohibited harassment policy
This prohibition applies to all employees, vendors, independent contractors or customers of the Company.  No employee of the Company is expected to tolerate any conduct prohibited by this policy from anyone at work or engaged in Company business.
SEXUAL HARASSMENT DEFINED
Sexual harassment prohibited by this policy includes any unwanted sexual advances, requests for sexual favors or visual, verbal or physical conduct of a sexual nature when:
· Submission to such conduct is made a term or condition of employment; or
· Submission to or rejection of such conduct is used as a basis for employment decisions affecting the individual; or
· Such conduct has the purpose or effect of unreasonably interfering with an employee’s work performance or creating an intimidating, hostile or offensive working environment.
The definition of prohibited sexual harassment includes many forms of offensive behavior.  The following is a partial list of such conduct:
· Unwanted sexual advances.
· Offering employment benefits in exchange for sexual favors.
· Making or threatening retaliation or reprisals after a negative response to sexual advances.
· Visual conduct such as leering, making sexual gestures, or displaying sexually suggestive objects or pictures, articles, drawings, cartoons, calendars or posters.
· Verbal conduct such as making or using derogatory comments, epithets, slurs, sexually explicit jokes, comments about an employee’s body, dress or appearance.
· Written communication of a sexual nature distributed in hard copy or via a computer network, including without limitation degrading words to describe an individual, or suggestive or obscene letters, notes, or invitations. 
· Verbal sexual advances or propositions.
· Verbal abuse of a sexual nature, graphic verbal commentary about an individual’s body, sexually degrading words to describe an individual, or suggestive or obscene letters, notes or invitations.
· Offensive physical proximity or physical contact or conduct including, without limitation, touching, assault, impeding or blocking movements.
· Any action relating to an employee’s job status which is, in fact, affected by consideration of the granting or refusal of sexual favors.
· Retaliation for making harassment reports or threatening to report harassment. 
Sexual harassment can occur between employees of the same sex.  It is unlawful for males to sexually harass females or other males, and for females to sexually harass males or other females.  Sexual harassment on the job is unlawful whether it involves coworker harassment, harassment by a manager or supervisor, or harassment by persons doing business without or for the Company.
OTHER TYPES OF HARASSMENT
The Company also prohibits harassment on the basis of race, color, national origin, religion, gender, physical or mental disability, age, veteran status, protected activity, or any other characteristic protected by applicable law.  Such prohibited harassment includes but is not limited to the following examples of offensive conduct:
· Verbal conduct such as making or using threats, epithets, derogatory comments, slurs, explicit or offensive jokes, or comments about characteristics related to one’s legally protected status. 
· Visual conduct such as gestures or the display or dissemination of derogatory objects, pictures, articles, posters, cartoons, letters, notes, invitations, or drawings.
· Written communications containing statements that may be offensive to individuals in a particular protected group, such as racial or ethnic stereotypes or caricatures.
· Offensive physical conduct such as assault, unwanted touching or impeding or blocking normal movement.
· Retaliation for making or threatening to make harassment reports to the Company, or for participating in an investigation into harassment allegations. 
THE COMPANY’S COMPLAINT PROCEDURE
Any employee who believes he or she has been subjected to harassment prohibited by this policy should immediately tell the harasser to stop his/her unwanted behavior and immediately report that behavior, preferably in writing, to the Employee Relations Manager or any other Employee Relations Department representative with whom the employee works.  If for some reason it is not appropriate to complain to Employee Relations, complaints may be directed to
					.
If an employee becomes aware of harassing conduct engaged in or suffered by a Company employee, regardless of whether such harassment directly affects that employee, the employee should immediately report that information, preferably in writing, to the Employee Relations Manager or any other Employee Relations Department representative with whom the employee works.  If for some reason it is not appropriate to complain to Employee Relations, complains may be directed to 						.
Although isolated incidents of harassment generally do not violate federal law, a pattern of such incidents may be unlawful.  Therefore, employees are strongly encouraged to report any harassing conduct so that the Company can stop harassment before it becomes severe or pervasive.  
The Company will protect the confidentiality of any harassment allegations to the extent possible while conducting an investigation.  The Company cannot conduct an effective investigation without revealing certain information to the alleged harasser and potential witnesses.  However, information and records relating to harassment complaints will be shared on a “need to know” basis only. 
Whenever the Company is made aware of a situation which may violate this policy, the Company will conduct an immediate, thorough and objective investigation of any harassment claims.  If the Company determines that prohibited harassment has occurred, it will take appropriate disciplinary action against a person found to have engaged in prohibited harassment, and provide appropriate remedies for any victim of harassment.  A determination regarding the harassment alleged will be made and communicated to the person claiming harassment as soon as practical under the circumstances.  The type of discipline administered will depend upon the severity of the conduct, as well as any other factors prevented in the particular circumstances.  Employees violating the policy, however, are subject to discipline up to and including termination.  Whatever action is taken against the harasser will be communicated to the employee who complained.  
Reminder:  An individual who wishes to file a charge of unlawful discrimination with the EEOC must do so within 180 days, or 300 days if the individual is in a “deferral state,” i.e. a state with its own fair employment practices law and an EEOC-approved enforcement agency.  The individual may also have additional time to file a charge of unlawful discrimination with the state enforcement agency.  This deadline runs from the last date of unlawful harassment, not from the date that the harassment complaint is resolved. 
THE COMPANY’S POLICY AGAINST RETALIATION
The Company strictly prohibits retaliation against any person by another employee or by the Company for using this complaint procedure, reporting harassment, or for filing, testifying, assisting or participating in any manner in any investigation, proceeding or hearing conducted by the Company or a governmental enforcement agency.  Additionally, the Company will not knowingly permit any retaliation against any employee who complains of prohibited harassment or who participates in an investigation.  Prohibited retaliation includes, but is not limited to, termination, demotion, suspension, failure to hire or consider for hire, failure to give equal consideration in making employment decisions, failure to make employment recommendations impartially, adversely affecting working conditions, or otherwise denying any employment benefits.
The Company does not consider conduct in violation of this policy to be within the course and scope of employment and does not sanction such conduct on the part of any employee, including management employees. 

NO SOLICITATIONS AND NO COLLECTIONS RULE
All distribution of any literature, solicitations for any purpose, or collection of money or contributions on behalf of employees, and other individuals, or any organization strictly is forbidden during paid working time.  Employees are not permitted to distribute literature in working areas at any time.

DOCUMENTATION REQUIRED FOR EMPLOYMENT
All applicants for employment must present information necessary for the Company to complete required government forms.  The Company retains the right to copy documentation essential for record‑keeping requirements.

PERFORMANCE STANDARDS AND PROGRESSIVE DISCIPLINE
A good working environment does not just happen.  It is the result of courtesy and thoughtfulness from each individual.  For this reason, it may be helpful to identify some types of conduct that are not permissible, and that may lead to disciplinary action -- including immediate termination.  Although it is not possible to provide an exhaustive list of all types of unacceptable conduct and performance, the following are some examples of such unacceptable behaviors:
· Refusal to perform properly assigned work by a supervisor, deliberately delaying or restricting production, or inciting others to delay or restrict work output.
· Any deliberate act which might endanger the safety of lives or others.  Threatening, intimidating or coercing fellow employees.
· Harassment or discrimination against any employee based on his or her religion, race, color, national origin, physical or mental disability, age, gender, veteran status or any other category protected by federal, state, or local law.
· Willfully falsifying any Company record.
· Intentionally altering or making incorrect entries on a time record or permitting or approving another employee to make intentional false entries on a time record.
· Leaving Company premises other than on Company business during working hours (excluding lunch periods) without permission of a supervisor.
· Destroying, damaging, defacing, or stealing Company records, property, tools, equipment, or the property of others on Company premises.
· Fighting on Company premises.
· Sexual, verbal, physical or visual forms of harassment directed at any person associated with Company business.
· Bringing and/or consuming liquor, narcotics or other mind altering or illegal drugs onto Company premises or entering Company premises under the influence of such substances. (Employees who under doctor’s orders are required to use prescription drugs that might be mind altering shall notify management of this situation.)
· Carrying or possessing firearms or other dangerous weapons on Company premises without Company consent.
· Failure to return to work on expiration of vacation or leave of absence, or when called back after layoff.
· Sleeping on Company premises during scheduled work hours.
· Gambling on Company premises.
· Excessive tardiness or absenteeism.
· Failure to notify a supervisor of absence from work.
· Failure to observe Company work hours (shift start, shift end, rest and meal periods).
· Selling or offering for sale on Company premises any article or service without management approval.
· Unsatisfactory work performance.
· Insubordination.
· Loafing or other abuse of time during assigned work hours.
· Interfering with any other employee’s performance of duties.
· Performing personal work on Company time.
· Violation of safety rules.
The above list is not intended to be all‑inclusive.  Its primary purpose is to identify the standards of performance/conduct that are expected and required for the benefit of all employees.  The Company shall investigate and respond to all complaints regarding violations of these standards.
In order to provide a constructive method of dealing with problems involving performance and conduct, while at the same time maintaining an at‑will employment relationship, the Company has instituted a progressive discipline policy.  The policy applies to all employees and is used at the discretion of the Company.
Discipline may be instituted for various reasons including, but not limited to, violations of the above‑listed performance and conduct standards.  Generally, progressive discipline may consist of one or more of the following:
· Verbal counseling
· Written warning
· Probationary period
· Final written warning (may include suspension)
· Termination
In the discretion of the Company, any or none of this disciplinary steps may be utilized prior to termination.

APPLICANT AND EMPLOYEE INVESTIGATION POLICY
The Company recognizes the importance of maintaining a safe workplace with employees who are honest, trustworthy, qualified, reliable and non‑violent, and who do not present a risk of serious harm to their co‑employees or others.  For the benefit of all employees and the Company, in furthering these interests and enforcing the Company’s policies, the Company may perform applicant background checks and employee investigations.  These background checks and investigations may be performed by the Company in whole or in part, in the Company’s discretion.
The Company’s applicant background checks and employee investigations may also include the use of consumer reporting agencies to gather and report information to the Company in the form of consumer or investigative consumer reports regulated by federal law.  Such reports, if obtained, will be prepared by consumer reporting agencies and may contain information concerning your credit standing or worthiness, character, general reputation, personal characteristics, or mode of living.  Federal law defines a “consumer reporting agency” as any person (or entity) which for monetary fees, dues, or on a cooperative nonprofit basis, regularly engages in whole or in part in the practice of assembling or evaluating consumer credit information or other information on consumers for the purpose of furnishing reports to third parties.  The Company is not a consumer reporting agency.
The types of reports that may be requested from consumer reporting agencies under this policy, include, but are not limited to, credit reports, criminal records checks, court records checks, driving records, and/or summaries of educational and employment records and histories.  The information contained in these reports may be obtained, by a consumer reporting agency from public record sources or through personal interviews with a person’s co‑workers, neighbors, friends, associates, current or former employers, or other personal acquaintances.  Any information contained in such reports may be taken into consideration in evaluating a person’s suitability for employment, promotion, reassignment or retention as an employee.
If the Company requests an investigative consumer report to be performed by a consumer reporting agency, as defined by federal law, an applicant or employee will receive a notice indicating that the report has been requested no later than three days after the request is made to the agency.  This additional notice, if issued, will provide the applicant or employee with further information pertaining to federal law governing investigative consumer reports.  The applicant or employee will not receive such a notice if the investigation is performed by the Company or a person or entity other than a consumer reporting agency.
If any adverse decision is made with regard to employment based entirely or in part on the information contained in a consumer report or investigative consumer report prepared by a consumer reporting agency, the Company will notify the applicant or employee and give the person a copy of the report, as well as a summary of applicable rights.  If an applicant or employee has filed for bankruptcy, no employment decision will be based solely on this information.
A person’s consent is required by law before the Company may obtain a consumer report or investigative consumer report from a consumer reporting agency pertaining to employment.  The employee’s signature on the acknowledgment form provided with this handbook indicates that the employee carefully has read and understood the policy and that the Company may request and review a consumer report or investigative consumer report regarding the employee consistent with this policy during the course of employment.  The employee’s signature on the acknowledgment form also indicates that the employee consents to the release of a consumer report or an investigative consumer report to the Company for employment purposes, including any future decisions concerning employment, promotion, reassignment or retention as an employee of the Company.  An employee’s signature additionally reflects the employee’s understanding that such consent will remain in effect indefinitely until revoked (canceled) in writing, as described in the acknowledgment form.
Limitations on the Company’s ability to conduct lawful investigations of applicants and employees for purposes of promoting a safe workplace and otherwise maintaining an honest, trustworthy, qualified, reliable, and non‑violent workforce, are not in the best interests of the Company or its employees.  Employees are consequently expected to maintain their consent to the Company’s potential use of consumer and investigative consumer reports in keeping with this policy and are otherwise expected to cooperate fully with the Company’s lawful efforts to obtain such information.  Refusal to‑ consent to a consumer report or investigative consumer report as required by this policy, or any other attempt to interfere or failure to cooperate with the Company’s lawful investigation of an employee, may result in discipline, up to and including termination from employment.
In addition, all employees strongly are encouraged immediately to report to their supervisor or any member of the human resources department any incidents of potentially threatening, harmful or criminal behavior of co‑employees, supervisors, customers, clients, vendors or other Company visitors that may negatively affect the safety, security, productivity or financial interests of the Company or its workplace.

VOICE MAIL AND ELECTRONIC MAIL
As part of its technology platform, the Company provides a voice mail system and an electronic-mail system, commonly known as [insert name of e‑mail carrier].  These systems are provided to assist in the conduct of business within the Company.
All voice and electronic messages composed, sent or received, like all computer equipment and the data stored on it, are and remain the property of the Company at all times.  The Company therefore reserves the right to retrieve and read any messages which are composed, sent or received by any employee.  The use of voice and electronic mail should be limited to the conduct of business at the Company.  Voice and electronic mail should not be used for the conduct of personal business.
While both voice mail and electronic mail may accommodate the use of passwords for security, the reliability of maintaining confidentiality cannot be guaranteed.  You must assume that any and all messages may be read by someone other than the intended or designated recipient.  As it is possible to recreate a message even after it has been deleted by the user, ultimate privacy of messages cannot be ensured to anyone.
Voice and electronic mail messages may not contain any content that might reasonably be considered offensive or disruptive to any employee, customer, client or vendor of the Company.  Offensive conduct includes, but is not limited to, sexual comments or images, racial slurs, gender‑specific comments or any comments which would offend someone based on his or her age, race, national origin, gender, physical and mental disability, religious beliefs, veteran status, and any other category protected by federal, state, or local law.  Employees learning of any misuse of the voice or electronic mail systems or violation of this policy shall notify their supervisor or a member of the human resources department.

ARBITRATION
[Not Necessarily Recommended.  Please discuss with Counsel
before implementing]
When an employee is terminated by the Company, and he or she contends that such termination was wrongful or otherwise in violation of the conditions of employment or was in violation of any express or implied condition, term or covenant of employment, whether founded in fact or in law, or otherwise in violation of any of his or her contractual, statutory, constitutional or common‑law rights, the employee and the Company shall submit any such matter(s) to binding arbitration in accordance with the JAMS/Endispute Arbitration Rules and Procedures for Employment Disputes.

LEAVES OF ABSENCE

Family and medical leave is available to employees as provided in the Family and Medical Leave Act (FMLA).  Employees must have worked for the company for twelve months and have at least 1,250 hours of service during the last twelve months of employment to be eligible for family and medical leave.  Employees who qualify under the FMLA may take leave for the following reasons:
· birth of a child of the employee and in order to care for the child;
· placement of a child with the employee for adoption or foster care;
· to care for the spouse, child, or parent of the employee with a serious health condition; or
· a serious health condition of the employee that renders the employee incapable of performing the functions of his or her job.
The right to family and medical leave for the birth, adoption, or placement for foster care of a child will expire twelve months from the date of the birth, adoption, or placement for foster care.
Leave Period
Family and medical leave will consist of paid and unpaid leave and is available for a maximum of twelve weeks during any twelve‑month period immediately following the employee’s request for leave.  An employee may take intermittent leave when medically necessary and after prior notification to the company of the need for intermittent leave.  Paid leave will consist of the time for which the employee has vacation time, sick time, or any other paid benefits for leave which the employee must use while on leave.  The remainder of the family and medical leave will be unpaid.
Requesting and Certifying Leave
In every instance possible, the employee must provide the company with thirty days prior notification before taking family or medical leave.  Applications are available from the human resources department, which must be completed and returned to initiate family and medical leave.  The application for family and medical leave based on the serious health condition of the employee, or employee’s spouse, child, or parent also must be accompanied by a medical certification completed by a health care provider.  A form for this certification also may be obtained from the human resources department.  The company may request periodic reports regarding the employee’s status while on leave and estimated time for return to work.
Benefits During Leave
While on family and medical leave, employees will be maintained on the company’s health plan and the same conditions for maintenance of that coverage will apply while on family and medical leave.  Employees may be required to reimburse the company for coverage while on family and medical leave if the employee does not return to the company after completion of leave.  Other benefits such as seniority, vacation time, and sick time will not accrue during the leave period, but the employee will not lose any such benefits while on leave.  Employees may elect to continue insurance coverage as provided under COBRA once family and medical leave has expired or if the employee is not eligible for family and medical leave.  
Return from Leave
Except for designated “highly compensated employees” or if there are changed circumstances during leave, employees who return to work prior to the expiration of family and medical leave will be returned to their former position, or a position with equivalent pay, benefits, and other terms and conditions of employment.  If the employee is not qualified for family and medical leave, or leave extends beyond the period for family and medical leave, the company will guarantee return to the employee’s position only during the time that the employee has vacation or sick time.  The company may fill the employee’s position after the expiration of vacation, sick time, and family and medical leave.  When the employee returns to work after the expiration of vacation, sick time and family and medical leave, the employee will be placed in his or her former position, if it is available.  If the company replaced the employee, or the employee’s former position otherwise is not available, the company will search for an open position in the organization for which the employee is qualified.  If there are no positions available for which the employee is qualified, the employee will be subject to layoff.  Employees should complete a form for notice of intent to return from leave when able to return to work.  Employees who are returning to work from the employee’s own serious health condition, also must submit a medical certification that the employee is fit to resume work.  All forms required by this policy may be obtained from the human resources department.  


(For company not subject to FMLA)
In the event of illness, injury, pregnancy, other health condition, or personal reason necessitating an absence from work, full‑time employees may be granted an unpaid leave of absence.  You must contact the personnel department to request a leave of absence and submit a doctor’s note stating the medical reason for the absence or a written justification for a personal leave with an estimate of the length of the absence.  You may use your vacation and sick pay benefits during your leave of absence and the company will maintain your position for you during that time.
After you have used your vacation and sick pay, you may return to your position if it is available or to an open comparable position if you meet the requirements for the position.  You may elect to continue your insurance benefits as provided under COBRA once you take a leave of absence and have used your vacation and sick pay. ]

DEATH IN THE FAMILY
Upon approval of the immediate supervisor, an employee will be allowed a reasonable amount of time off with full pay in the event of the death of a member of his/her immediate family, (i.e., mother, father, sister, brother, husband, wife, daughter, son, grandparents, and legal guardians).

CONFIDENTIALITY OF EMPLOYEE INFORMATION
The Company is an organization to which many matters of a confidential nature are entrusted.  Employees are expected to exercise utmost discretion in the handling and disposition of all information.  Confidential information should only be communicated to those individuals who have a need to know and in the best interests of the company.
Any request for information pertaining to present or former employees, or regarding disputes pertaining to the company, should be referred to the human resources department or the President.  It is the policy of the Company to verify only the dates of employment and positions held in response to reference requests.  No salary information will be given unless the asking entity has a specific figure, in which case the Company may confirm that figure.
Management employees should not speak with individuals or their representatives who may have grievances or disputes with the company.  A casual comment by a management employment might be construed to be a statement of the company’s position on an issue, and be detrimental to the company’s interest.  Non‑management employees cannot be prohibited from speaking with individuals or their representatives who may have disputes with the company except during working time.  Non‑management employees, however, are not required to speak with individuals or their representatives who may have disputes with the company and may refuse to speak with such individuals if they wish.  The company prefers to coordinate all information provided to outside parties through appropriate channels as set forth above.

ILLEGAL AND UNAUTHORIZED ITEMS, DRUGS, NARCOTICS,
CONTROLLED DANGEROUS SUBSTANCES, ALCOHOLIC BEVERAGES
FIREARMS AND WEAPONS, AND STOLEN PROPERTY
Purpose
It is the Company’s intent to provide a work environment conducive to attaining high work standards and as free as possible of safety and health hazards.
This statement is to notify and remind all Company employees and employees of contractors and other companies that unauthorized possession or use of drugs, narcotics, intoxicating beverages, firearms or weapons are not permitted under our current rules on any of our Company premises.  Being under the influence of drugs, narcotics, or intoxicating beverages during working time or possession of paraphernalia and equipment related to illegal drug use also is prohibited.
Definitions
· “Drugs” are defined to include narcotics, alcohol, and other illegal substances that may cause addiction and/or affect coordination or memory.
· “Company premises” shall include all land, whether occupied or vacant, buildings, structures, installations, automobiles, trucks and other vehicles, lockers and rooms.
Policy
All employees are reminded that the following actions are included as violations of this policy: (1) use, possession, sale or distribution of drugs on Company premises or in Company vehicles; (2) employee operation of Company vehicles or equipment while under the influence of drugs; (3) possession of prescribed drugs that are not in the correct container; (4) possession of prescribed drugs that are not prescribed to the person in possession; (5) possession of any correctly prescribed drug which is unsafe to use while on a business location; employees using these types of drugs should contact their immediate supervisor before reporting to work; and (6) possession of “look‑alike” drugs in any form; “possession” is meant as having any amount of these substances on one’s person, belongings, vehicles, quarters or lockers.
Employee Responsibilities
Employee responsibilities under this policy include (1) reporting any known use, sale, possession or distribution on Company premises or in vehicles; and (2) informing supervisors if they are using any prescribed medicine that could affect performance or safety.
Supervisor Responsibilities
The supervisor should advise the President or the human resources department of any policy violation.  The supervisor, President, or the human resources department should document situations of actual or suspected drug abuse.
Searches and Tests
The Company reserves the right, at all times, to have authorized personnel conduct searches or inspections of personal effects, lockers, desks, baggage, and vehicles of employees and other personnel for the purpose of determining if any such persons are in possession of any illegal or unauthorized items or stolen property.  These searches will be conducted from time to time without prior announcement.  The Company also reserves the right, at all times, to have authorized personnel conduct urinalysis, blood or other tests of our employees and employees of contractors and other companies for the purpose of determining if any such persons are using or under the influence of illegal drugs or intoxicating beverages.
Any Company employee who refuses to a search, urinalysis, blood, or other test, or is found with any such illegal or unauthorized items will be subject to disciplinary action up to and including immediate discharge.  Any other person having business with us who refuses to submit to a search, urinalysis, blood test or who is found in possession of any such illegal or unauthorized items will not be allowed on any of our Company’s premises.
Employees who are sent to a Doctor for treatment may be required to undergo a urinalysis or blood test as a condition for continued employment.
The following action will result for those employees found to be in violation of the Company’s Policy on Illegal and Unauthorized Items, Drugs, Narcotics, Controlled Dangerous Substances, Alcoholic Beverages, Firearms and Weapons, and Stolen Property.
· First offense as a result of the urinalysis, blood or other test of an employee will result in a written reprimand and a mandatory conference with a staff person from the Company’s health and life insurance carrier and any necessary treatment before the employee will be allowed to return to work.  Should the employee refuse to attend the conference with the insurance staff person or to follow the recommendations of the treatment facility, the Company will terminate the employee immediately.
· Second offense as a result of the urinalysis, blood or other test of an employee will result in immediate termination of that employee.
[some employers may wish to have immediate termination for a positive drug test]
· The first offense as a result of a violation of the Company’s policy against possession of illegal or unauthorized items, drugs, narcotics, controlled dangerous substances, alcoholic beverages, firearms and weapons, and stolen property may result in immediate termination.
· Refusal to sign the acknowledgment form or any other consent to searches, inspections or analyses will be deemed to be a voluntary termination initiated by the employee.

OVERTIME
Non‑exempt employees are eligible for overtime on the following basis:
· All overtime must be approved in advance by the employee’s supervisor.
· Non‑exempt employees are paid a straight time rate for the first forty ‑hours worked in a week, and a time and one‑half (1‑1/2) rate for all hours worked in excess of forty in a week.
· Time paid but not worked, such as holidays, vacation, sick leave, jury duty and other excused absences, is counted as work time in determining the amount of overtime due.
Non‑Exempt Employee Compensatory Time
· A non‑exempt employee can request compensatory time off in lieu of overtime pay.  Compensatory time must be taken during the same work week as the overtime hours‑occur and at a time approved by the employee’s supervisor.  Each work week stands alone.
[the following is not required by law but an employer may elect to do this]
Exempt Employee Compensatory Time
· Exempt employees who work overtime regularly or consistently during a particularly busy period may be granted compensatory time off by their immediate supervisors.
It is necessary that all employees, even exempt employees, keep time sheets so that an accurate record is maintained for overtime and compensatory time.

WORKPLACE VIOLENCE
	[Company name] has adopted this Zero Tolerance Policy for workplace violence because it recognizes that workplace violence is a growing nationwide problem which needs to be addressed by all employers.  Consistent with this policy, acts or threats of physical violence, including intimidation, harassment, and/or coercion, which involve or affect the Company or which occur on [company name] property will not be tolerated.
	Acts or threats of violence include conduct which is sufficiently severe, offensive, or intimidating to alter the employment conditions at [company name] or to create a hostile, abusive, or intimidating work environment for one or several [company name] employees.  Examples of workplace violence include, but are not limited to, the following:
· All threats or acts of violence occurring on Company premises, regardless of the relationship between the Company and the parties involved in the incident.
· All threats or acts of violence occurring off the Company premises involving someone who is acting in the capacity of a representative of the Company.
· All threats or acts of violence occurring off the Company premises involving an employee of [company name] if the threats or acts affect the legitimate interests of the Company.
· Any acts or threats resulting in the conviction of an employee or agent of the Company, or of any individual performing services for the Company on a contract or temporary basis, under any criminal code provision relating to violence or threats of violence which adversely affect the legitimate interests and goals of [company name].
Specific examples of conduct which may be considered threats or acts of violence include, but are not limited to, the following:
· Hitting or shoving an individual.
· Threatening an individual or his/her family, friends, associates, or property with harm.
· The intentional destruction or threat of destruction of Company property. 
· Harassing or threatening phone calls.
· Harassing surveillance or stalking.
· The suggestion or intimation that violence is appropriate.
· Unauthorized possession or inappropriate use of firearms or weapons.
	The Company’s prohibition against threats and acts of violence applies to all persons involved in the Company’s operation, including but not limited to [company name] personnel, contract and temporary workers, and anyone else on [company name] property.  Violations of this policy by any individual on [company name] property, by any individual acting as a representative of [company name] while off [company name] property, or by any individual acting off of [company name] property when his/her actions affect the Company’s business interests will lead to disciplinary action (up to and including termination) and/or legal action as appropriate.  No provision of this policy shall alter the at-will nature of the employment relationship at [company name].
	Every employee and every person on [company name] property is encouraged to report incidents of threats or acts of physical violence of which he/she is aware.  The report should be made to the Human Resources Department, the reporting individual’s immediate supervisor, or another supervisory employee if the immediate supervisor is not available.  Nothing in this policy alters any other reporting obligation established in Company policies or in state, federal, or other applicable law.

VACATION
[this is just one example of a vacation policy]
Non‑Exempt
Tenure 	Vacation
6 Months	1 week (borrowed from first year vacation)
1 year	2 weeks
2 years	3 weeks
10 years	4 weeks
Exempt
6 months	1 week (borrowed from first year vacation)
1 year	2 weeks
2 years	3 weeks
5 years	4 weeks
Unused vacation time cannot be carried over to the following anniversary year (based on hire date) although exceptions can be made if authorized by the employee’s supervisor.  Compensation will not be paid in lieu of unused vacation time.  Vacation request forms must be completed and submitted to supervisor or the human resources department for approval.

SICK/PERSONAL TIME
[this is just one example of a sick time policy]
Tenure Sick/Personal Time
3 months 	1 day
1 year 	5 days
5 years 	7 days
Based on calendar year, unused sick pay cannot be carried forward to the following year nor will it be paid in lieu of taking sick time.  Any employee taking personal time off must take their work load into consideration.  Each employee is expected to be responsible enough so as not to disadvantage either their fellow employees or the Company.

IN CLOSING
Many Company policies and employment benefits have been summarized or treated only briefly in this guide, and this guide cannot anticipate every situation or answer every question about employment.  In order to retain the necessary flexibility to administer its employment policies, the Company reserves the right, with the exception of the employment at‑will and arbitration policies, to change and revise policies described in this guide with or without notice whenever the Company determines such action is warranted.  To be effective, any change must be in writing.
Any suggestions for improvement of Company policies are always welcome, and it is the intent of the Company to encourage employee recommendations that will benefit employment relations.  Should you have any questions concerning your employment with the Company, you should always feel free to address those questions to your supervisor, other appropriate management employee of the Company, or the human resources department.

ACKNOWLEDGMENT
I have received my copy of the [company name] Employee Handbook, which outlines my privileges and obligations as an employee.  I have or will familiarize myself with the information in this handbook including the Company’s policies on harassment.  I understand that nothing stated in this handbook or any other company policy or practice constitutes a contract employment or guarantee of any employee benefit.
Since the information in this booklet is necessarily subject to change by administrative action of the company, it is understood that policies set forth may be modified, superseded, or eliminated at any time.  The Company also may change hours, wages and working conditions at any time.  I understand and agree, that other than the President of the Company, no manager or representative of the Company has authority to enter into any agreement, express or implied, for employment for any specific period of time, or to make any agreement for employment or benefit other than at‑will.  Only the President has the authority to make any such agreement, and then only in writing signed by the President which specifically references this change in the term and/or condition of employment.  I also understand that I or the company may terminate my employment at any time for any reason.  I further understand and agree that the company may offset any paycheck with any amounts that I owe them including the value of any company property that I need to return in good condition.
I acknowledge that I have read the company’s policy on illegal and unauthorized items, drugs, narcotics, controlled dangerous substances, alcoholic beverages, firearms and weapons, and stolen property.  I understand that the above mentioned items are prohibited on the company’s premises which shall include all land, whether occupied or vacant, building, structures, installations, automobiles, trucks and other vehicles, lockers and rooms.  I understand that unannounced searches may be conducted of my person, and my personal effects, including my vehicle if it is on Company property, for the limited purpose of determining whether illegal and unauthorized items, drugs, narcotics, controlled dangerous substances, alcoholic beverages, firearms and weapons, and stolen property are in my possession while on any Company work location.  I understand that an unannounced urinalysis as well as blood or other tests may be used in determining the use of drugs, narcotics, controlled dangerous substances and alcoholic beverages.  I understand that a violation of this policy may subject me to discharge from employment.
I give my consent to the Company or its authorized representative to search my person or personal effects, and to a urinalysis, blood or other test.  I further consent that the results of any urinalysis or a blood test be released to the Company.
I further acknowledge that I have carefully read and understand the separate Disclosure of the Company’s Background Checks and Employee Investigations Policy provided to me and, by my signature below, acknowledge that the Company may request consumer reports or investigative consumer concerning me from consumer reporting agencies, and that such reports would be released to the Company for purposes of evaluating my suitability for employment, promotion, reassignment or retention as an employee in keeping with that policy.  I additionally acknowledge my understanding that such reports may contain information concerning my credit standing or worthiness, character, general reputation, personal characteristics, or mode of living, and may include credit reports, criminal records checks, court records checks, and/or educational and employment records and histories.
By my signature below, I consent to the release of consumer or investigative consumer that may be requested by the Company regarding me, during the course of my employment and affirm that such consent will remain in effect until revoked in a written document signed by me.  In the event that I wish to refuse or revoke such consent at any time, I understand that I may do so by either signing the Refusal or Revocation of Consent Statement below and returning it to the human resources department at the Company, or sending a signed letter or statement to the Company at the same address, indicating that I revoke my consent to the Company’s obtaining consumer reports or investigative reports about me for employment purposes.  I further understand that any and all information contained in my job application or otherwise disclosed to the Company by me may be utilized for the purpose of obtaining the consumer reports or investigative consumer reports requested by the Company and confirm that all such information is true and correct.
Acknowledged by:


			
Print Name	Social Security Number


			
Employee Signature	Date

REFUSAL OR REVOCATION OF CONSENT STATEMENT (DO NOT SIGN UNLESS YOU HAVE DECIDED THAT YOU WILL NOT CONSENT, OR WILL NO LONGER CONSENT TO THE COMPANY OBTAINING CONSUMER REPORTS OR INVESTIGATIVE CONSUMER REPORTS REGARDING YOU FOR EMPLOYMENT PURPOSES.)
I do not consent to the Company obtaining consumer reports or investigative reports about me for employment purposes.  If I have previously granted my consent, I hereby revoke it and understand that such revocation will take effect immediately after the Company receives this written revocation and has actual knowledge of it sufficient to communicate the revocation to those employees or agents of the Company who typically request consumer reports for the Company.  I acknowledge and consent to all other provisions of this acknowledgement provided above.


			
Print Name	Social Security Number


			
Employee Signature	Date


33
