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INTRODUCTION
Welcome

As an employee of THE COMPANY, Inc. (“THE COMPANY” or the “Company”), we hope you will find your employment to be both challenging and rewarding.  Because the quality of our employees is the key to our success, we carefully select our new employees.  In turn, we expect employees to contribute to the success of THE COMPANY.

This Employee Handbook sets forth the terms and conditions of employment of all employees and managers and contains the policies and procedures in effect at the time of publication.  It is clearly not possible to anticipate every situation that may arise in the workplace, and circumstances undoubtedly will require that policies, practices, and benefits change from time to time.  All previously issued handbooks, and any inconsistent policy or benefit statement or memorandum, are superseded.

This Employee Handbook is designed to familiarize you with major policies of THE COMPANY.  Human Resources will be happy to answer any questions you may have.  

After you have read the Employee Handbook, please sign and date the Employee Acknowledgement Form located on the following page and return it to Human Resources.  Alternatively, you may scan the signed Employee Acknowledgement Form and e-mail it to hr@ THE COMPANY.com.
Employee Acknowledgement Form
I have received and read a copy of the THE COMPANY Employee Handbook and understand all the THE COMPANY policies, guidelines and procedures stated within.  The Employee Handbook describes important information about THE COMPANY and I understand that I should consult Human Resources or my supervisor regarding any questions I might have.  I acknowledge that there is no specific length of employment.  Either I or THE COMPANY can terminate the relationship at will, with or without cause.  Moreover, because I am an at-will employee, THE COMPANY has an absolute right to transfer, demote, suspend, and/or administer discipline at-will.

I understand that THE COMPANY reserves the right to modify, supplement or rescind any and/or all of its policies, except regarding the at-will nature of our relationship, whenever it deems necessary or useful to do so, at any time with or without notice.  I understand that my at-will employment relationship with THE COMPANY can only be modified by a written agreement signed by me and my immediate manager, or the CEO of THE COMPANY
EMPLOYEE'S NAME (printed):  









EMPLOYEE'S SIGNATURE: 









DATE: 







WORKING ENVIRONMENT

At-Will Employment
The employment relationship between THE COMPANY and its employees is “at-will” for an unspecified term and may be terminated by the employee or THE COMPANY at any time, with or without cause or advance notice.  Also, THE COMPANY reserves the right to transfer, demote, suspend and/or administer discipline with or without cause or advance notice.

None of the policies, procedures or contents of this manual is intended to create a contractual obligation that in any way conflicts with THE COMPANY’s policy of at-will employment.  The at-will employment relationship can only be modified by a written agreement signed by the employee and the CEO of THE COMPANY. 

Equal Employment Opportunity Commitment

THE COMPANY is strongly committed to providing equal opportunity to all employees and applicants for employment.  We do not discriminate on the basis of race, color, religion, national origin, ancestry, gender, citizenship, sex, age, medical condition, sexual orientation, marital status, pregnancy, physical or mental disability, veteran status or other consideration made unlawful by federal, state or local law, or on the basis of any perception that an applicant or employee has any of these characteristics or on the basis that an applicant or employee is associated with someone who has or is perceived to have these characteristics.  THE COMPANY strictly prohibits the harassment of any individual on any basis listed above (see the Policy Against Harassment for further clarification).  

The Equal Employment Commitment Opportunity policy applies to all employment practices, including recruitment, advertising, job application procedures, hiring, firing, advancement, compensation, training, benefits, transfers, social and recreational programs and any other terms, conditions and privileges of employment.

An employee who believes that he or she has been subjected to any form of unlawful discrimination should make a complaint, preferably written, to his or her supervisor or Human Resources.  Complaints should be specific and should include the names of individuals involved and the names of any witnesses.  THE COMPANY will immediately undertake an effective, thorough and objective investigation and attempt to resolve the situation.  If we determine that unlawful discrimination has occurred, effective remedial action will be taken to deter any future discrimination.

Employees will not be retaliated against for bringing a complaint in good faith under the Equal Employment Opportunity Commitment Policy or the Policy Against Harassment or for honestly assisting in investigating such a complaint, even if the investigation produces insufficient evidence that there has been a violation, or if the charges cannot be proven.  However, disciplinary action may be taken if false or frivolous accusations are made in bad faith. 
Disability Accommodation

THE COMPANY is committed to complying fully with state and federal disability discrimination laws.  As previously stated, no program or activity administered by THE COMPANY shall exclude from participation, deny benefits to or subject to discrimination any individual based on an employee’s actual or perceived disability or based on an employee’s association with someone who has an actual or perceived disability.

We are further committed to providing reasonable accommodation to the known physical or mental limitations of an otherwise qualified applicant or employee.  If you believe you are a qualified individual with a disability and that you need a reasonable accommodation in order to perform the essential functions of your job, please notify Human Resources.  The accommodation process is interactive and allows the applicant or employee to identify possible accommodations.  However, THE COMPANY has the right to choose among effective accommodations.

Policy Against Harassment
THE COMPANY prohibits and will not tolerate harassment of employees, applicants, or persons providing services pursuant to a contract based on factors such as race, color, religion, national origin, ancestry, sex, gender, citizenship, age, medical condition, sexual orientation, marital status, pregnancy, physical and mental disabilities, veteran or other consideration made unlawful by federal, state or local laws, including persons perceived to have any of these characteristics or associating with someone who has or is perceived to have any of these characteristics.  THE COMPANY will also take all reasonable steps to prevent or eliminate unlawful harassment by non-employees, including customers, clients, and suppliers, who have workplace contact with employees. All such harassment is prohibited by THE COMPANY and is against the law.

Definition 
Unlawful harassment is generally considered to be behavior that does not relate to the ongoing business of THE COMPANY, has the purpose or effect of interfering with an employee’s performance of his or her duties or creates a hostile, intimidating or abusive work environment; and is directed at an individual because of the individual’s inclusion in a protected class.

Prohibited unlawful harassment includes, but is not limited to, the following behavior:

1) Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual advances, invitations or comments;

2) Visual conduct such as derogatory and/or sexually-oriented posters, photography, cartoons, drawing or gestures;

3) Physical conduct such as assault, unwanted touching, blocking normal movement or interfering with work because of sex, race or any other protected basis;

4) Threats, demands to submit to sexual requests as a condition of continued employment, or to avoid some other loss, and offers of employment benefits in return for sexual favors.

Reporting and Complaint Procedure

An employee who believes that he or she has been subjected to any form of unlawful harassment is required to make a complaint, preferably written, to Human Resources or to his or her supervisor.  Complaints should be specific and should include the names of individuals involved and the names of any witnesses.  In the event that you believe your immediate supervisor has engaged in inappropriate behavior in violation of this policy, promptly report the conduct to the offending supervisor’s supervisor or to Human Resources.  

THE COMPANY will immediately undertake an effective, thorough and objective investigation and attempt to resolve the situation.  If THE COMPANY determines that unlawful harassment has occurred, effective remedial action will be taken commensurate with the severity of the offense.  The nature of the remedial action will depend upon the severity of the offense.  Appropriate action will also be taken to deter any future unlawful harassment.

Retaliation

Employees will not be retaliated against for bringing a complaint in good faith under the Equal Employment Opportunity Policy or the Policy Against Harassment or for honestly assisting in investigating such a complaint, even if the investigation produces insufficient evidence that there has been a violation, or if the charges cannot be proven.  However, disciplinary action may be taken, up to and including termination, if false or frivolous accusations are made in bad faith.
Workplace Anti-Violence Policy
THE COMPANY is committed to providing a workplace that is free from acts of violence or threats of violence.  In keeping with this commitment, we have established a strict policy that prohibits any employee from threatening or committing any act of violence in the workplace, while on duty, while on THE COMPANY -related business, or while operating any vehicle or equipment owned or leased by THE COMPANY  This policy applies to all employees.

In order to achieve our goal of providing a workplace that is secure and free from violence, we must enlist each employee’s support.  Compliance with this policy and THE COMPANY’s commitment to a zero-tolerance policy with respect to workplace violence is every employee’s responsibility.  A violation of the policy’s terms, by engaging in or contributing to violent behavior, or by threatening others with violence will lead to disciplinary action, up to and including immediate termination.

If an employee becomes aware of an imminent act of violence, or threat of violence, or actual violence, the employee must immediately call 911 and then report the incident to his or her supervisor or Human Resources.

There will be no retaliation against employees for bringing a complaint in good faith under the Workplace Anti-Violence Policy or for honestly assisting in investigating such a complaint, even if the investigation produces insufficient evidence that there has been a violation, or if the charges cannot be proven.  However, disciplinary action may be taken if false or frivolous accusations are made in bad faith.
Non-Solicitation Policy
In an effort to ensure a productive and harmonious work environment, persons not employed by THE COMPANY may not solicit or distribute literature in the workplace during working time without approval from upper management.

We recognize that employees have interests in events and organizations outside the workplace.  However, employees may not solicit or distribute literature concerning these activities during working time.  (Working time does not include lunch periods, work breaks, or any other periods in which employees are properly not engaged in performing their work tasks.)

In addition, the posting of written solicitations on THE COMPANY bulletin boards is intended for the display of important information and employees should consult them frequently for information regarding:

· Payday notice

· Workers' compensation insurance information

· State disability insurance/unemployment insurance information

· Other State and Federal Employment information

Drug-Free Workplace Policy
This policy applies to all employees and applicants of THE COMPANY, as well as any individual who is conducting business at THE COMPANY  This policy includes, but is not limited to, full-time, part-time and temporary employees, off-site employees, contractors, volunteers, interns, and applicants.  This policy applies during all working hours and whenever conducting business or representing THE COMPANY  The intent of this policy is to provide a drug-free work environment.

THE COMPANY is committed to protecting the safety, health and well-being of all employees and other individuals in our workplace.  We recognize that alcohol abuse and drug abuse pose a significant threat to our goals.  We have established a drug-free workplace program that balances our respect for individuals with the need to maintain a drug-free environment.  This policy recognizes that employee involvement with alcohol and other drugs can be very disruptive, adversely affect the quality of work and performance of employees, pose serious health risks to users and others, and have a negative impact on productivity and morale.

Prohibited Behavior

Therefore, THE COMPANY has established the following policy:

1) It is a violation of company policy for any employee to possess, sell, trade, or offer for sale illegal drugs or otherwise engage in the illegal use of drugs or alcohol on the job;

2) It is a violation of company policy for anyone to report to work under the influence of illegal drugs or alcohol;

3) It is a violation of the company policy for anyone to use prescription drugs illegally; and

4) Violations of this policy are subject to disciplinary action up to and including termination.  

Prescription and over-the-counter drugs are not prohibited when taken in standard dosage and/or according to a physician’s prescription.  Any employee taking prescribed or over-the-counter medications will be responsible for consulting the prescribing physician and/or pharmacist to ascertain whether the medication may interfere with safe performance of his or her job.  If the use a medication could compromise the safety of the employee, fellow employees or the public, it is the employee’s responsibility to use appropriate personnel procedures (e.g. call-in sick, use leave, request change of duty, notify his or her supervisor or Human Resources, etc.) to avoid unsafe workplace practices.

Notification of Convictions

Any employee who is convicted of a criminal drug violation in the workplace must notify THE COMPANY in writing within five calendar days of the conviction.  The Company will take appropriate personnel action within 30 days of notification.  When appropriate, federal contracting agencies will be notified within 10 days of the employee providing notice of the conviction.

Consequences

One of the goals of our drug-free workplace program is to encourage employees to voluntarily seek help with alcohol and/or drug problems.  If, however, an individual violates the policy, the consequences are serious.  If an employee violates the Drug-Free Workplace Policy, he or she will be subject to disciplinary action (up to and including termination) and/or may be required to enter rehabilitation.  An employee required to enter rehabilitation who fails to successfully complete it and/or repeatedly violates this policy will be terminated from employment.  This policy does not prohibit the employee from being disciplined or discharged for other violations and/or performance problems.

Return-to-Work Agreements

Following a violation of the drug-fee workplace policy, an employee may be offered an opportunity to participate in rehabilitation.  In such cases, the employee must sign and abide by the terms set forth in a Return-to-Work Agreement as a condition of continued employment.

Confidentiality

All information received by the Company through the Drug-Free Workplace Program is confidential communication.  Access to this information is limited to those who have a legitimate need to know in compliance with relevant laws and management positions.

· Document negative changes and problems in performance.

· Counsel employees as to expected performance improvement.

· Clearly state consequences of policy violations.
Open Door Policy
Management’s door is always open, anytime you have an idea that can make things better or a concern.  We value open, honest and respectful communication and we are committed to addressing workplace issues that are important to our employees.  

If you have questions or concerns, you should talk directly with the person or people most involved (often this will be your supervisor).  If this is uncomfortable, or if you feel that your concerns have not been adequately addressed, you may, at any time, choose to talk to Human Resources or the CEO.  While THE COMPANY provides employees with the opportunity to convey their views, not every complaint can be resolved to every employee’s satisfaction.

SALARY AND WAGE ADMINISTRATION

Employment Categories
The intent of this policy is to define employment classifications so that employees understand their employment status and benefit eligibility.  These classifications do not guarantee employment for any specified period of time.  Accordingly, the right to terminate the employment relationship at-will at any time is retained by both the employee and THE COMPANY  

Exempt/Nonexempt Classification
Each employee is designated as either EXEMPT or NONEXEMPT from the provisions of federal and state wage and hour laws.  An employee's EXEMPT or NONEXEMPT classification may be changed only upon written notification by THE COMPANY management.

Exempt Employee 

An exempt employee is an employee who is classified by the Company as exempt under the provisions of the state and federal wage and hour laws.  Exempt employees are compensated for performing defined functions and assignments, not for hours worked.  Irregular hours can be expected in these positions.

Non-Exempt Employee 

A non-exempt employee is an employee who is not exempt from the provisions of the state and federal wage and hour laws.  Non-Exempt employees are compensated for hours worked and paid overtime wages in accordance with state and federal regulations.  Refer to the Industrial Welfare Commission Orders posted on the bulletin board for further regulations.   
In addition to being classified as exempt or non-exempt, each employee will belong to one other employment category:

Regular Full-Time

Regular full-time employees are employees who are not in a temporary status and who are regularly scheduled to work a full-time schedule of 40 hours per week.  Generally, regular full-time employees are eligible for THE COMPANY ‘s benefit package, subject to the terms, conditions, and limitations of each benefit program.  

Regular Part-Time

Regular part-time employees are employees who are not assigned to a temporary status and who are regularly scheduled to work less than 40 hours per week.  While regular part-time employees receive all legally mandated benefits (such as social security and workers' compensation insurance), they may be ineligible for some of THE COMPANY’s other benefit programs, based on their number of regularly scheduled hours and the requirements of each specific plan.    

Temporary 

Temporary employees are employees who are hired as interim replacements, to temporarily supplement the work force, or to assist in the completion of a specific project.  Employment assignments in this category are of a limited duration.  Employment beyond any initially stated period does not in any way imply a change in employment status.  Temporary employees retain that status unless and until notified of a change in writing signed by Human Resources.  Temporary employees are ineligible for THE COMPANY’s benefit programs.

Hours of Work

Standard Workweek

The regularly scheduled workweek for full-time employees is 40 hours a week, with a normal eight-hour workday Monday through Friday.  For payroll and time-keeping purposes, the standard workweek for THE COMPANY begins at 12:01 a.m. on Monday and ends at 12:00 midnight on the following Sunday. 

Meal and Break Periods

Break and meal periods are provided to give employees the opportunity to rest and relax.

Each workday, full-time non-exempt employees are provided with two 10-minute breaks for every four hours of work or major portion thereof.  Supervisors will coordinate the regular break times with the employees.  Breaks may not be combined or added to the meal period.  Break time is counted and paid as time worked.

All non-exempt employees are provided with one 30-minute, unpaid meal period each workday, to be taken within the first five hours of work, which can be waived if the employee does not work more than six hours.  Non-exempt employees whose work period exceeds ten (10) hours will be given a second 30-minute, unpaid meal period, which can be waived if the employee does not work more than twelve hours.  Employees are relieved of all active work requirements during their meal periods.
Employees are expected to record their working hours and the time allowed for meal periods.

It is each employee’s obligation to ensure that rest and meal periods are taken in accordance with this policy.  An employee who is unable to take a rest or meal period during any workday must notify a supervisor and/or Human Resources immediately.

Make-Up Time

Make-up time may be granted to non-exempt employees for absences during normal work hours because of an employee’s personal obligations.  Make-up hours worked are paid at the employee’s regular rate of pay.

An employee must voluntarily request and be granted by their supervisor make-up time before the time-off is taken and before the make-up hours are worked. The Company retains sole discretion to grant or deny requests for make-up time.

Overtime

Fluctuating workloads may require employees to work beyond their regular workday or week.  If the employee’s job classification is nonexempt, the hours of work are governed by the provisions of laws regarding overtime.  Any overtime must be pre-approved by your supervisor.  The unauthorized working of overtime can result in discipline up to and including termination.  Please check with your supervisor or Human Resources if you have questions.  Exempt employees do not receive overtime pay.

Pay Policies
Payment of Wages
Wages are paid semi-monthly on the 15th and the last day of the month, which represent hours worked during the defined pay period.   Please see Human Resources for the pay period schedule.

In the event that a regularly scheduled payday falls on a weekend or holiday, employees will receive their pay on the last day of work preceding the day off. 

Pay Advances

THE COMPANY does not give advances against wages.

Corrections to Payroll

Errors arising from the payroll processing will be worked out with the payroll contact and the employee.  The employee’s supervisor will be involved only if that supervisor was involved in the error.  Payment due to a correction will be processed in accordance with state law.  

Lost Checks

Please notify THE COMPANY immediately in the case of a lost check.  THE COMPANY will replace the check once the bank authorizes the company to do so.  This usually requires a waiting period of five working days from the date the loss is reported.  The employee may be responsible for fees incurred by THE COMPANY for stopping payment on the lost check.

Overtime Pay for Non-Exempt Employees

When operating requirements or other needs cannot be met during regular working hours, non-exempt employees may be required to work overtime.  All overtime work must receive the supervisor's prior authorization.  Overtime assignments will be distributed as equitably as practical to all employees qualified to perform the required work.

Overtime compensation is paid to all non-exempt employees in accordance with federal and state wage and hour laws.  Overtime pay is based on actual hours worked.  Time off for vacation, sick time, or any other leaves of absence will not be considered hours worked for purposes of calculating overtime.

Time-Keeping

Accurately recording time worked is the responsibility of every non-exempt employee.  Federal and state laws require THE COMPANY to keep an accurate record of time worked in order to calculate employee pay and benefits.  Time worked is all the time actually spent on the job performing assigned duties.


Non-exempt employees should accurately record the time they begin and end their work, as well as the beginning and ending time of each meal period.  They should also record the beginning and ending time of any split shift or departure from work for personal reasons.  Employees should record work hours only for themselves.
Altering, falsifying, or tampering with time records may result in disciplinary action, up to and including termination.

If corrections or modifications are made to the time record, both the employee and the supervisor must verify the accuracy of the changes by initialing the time record.

Pay Records
Paychecks
Employees will receive a summary of earnings, deductions and taxes with each paycheck.  The itemized statement will show both the current and year-to-date amounts.  According to federal and state requirements, the following deductions will be made:

· Medicare

· Social Security

· Federal Income Tax

· California Income Tax

· California Short Term Disability

In addition, if the employee has other voluntary deductions including, but not limited to, benefit premiums, these amounts will also be shown.

Requesting Pay Records

In addition to the Paycheck Summary, current and former employees may request pay records by submitting their request to Human Resources, preferably in writing.  The request should include the time period as well as the specific information that the employee is requesting.  If supervisors receive requests for pay record information, they must put this request in writing and forward it to Human Resources.

Employee Benefits

Health Benefits

THE COMPANY provides its employees with the option to participate in Medical, Dental, and Vision insurance programs.  For information regarding available benefit plans, qualification requirements, and required employee contributions, please contact the Human Resources Department.

State Disability Insurance

California State law requires that all employees be covered by State Disability Insurance (SDI).  This is a low cost disability protection in the event of a non-work related accident or illness that prevents an employee from working.  This insurance is financed from mandatory payroll tax deductions each pay period from all employees’ wages.  Contact Human Resources for claim form or more information.

Benefits Continuation (“COBRA”)

The California State Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their qualified dependents the opportunity to continue their medical insurance coverage under THE COMPANY’s plan when a “qualifying event” would normally result in the loss of eligibility.  Examples of qualifying events are: separation from THE COMPANY; death of an employee; reduction in an employee’s work hours; leave of absence; employee’s divorce or legal separation; or dependent child no longer meeting eligibility requirements.  Under COBRA, the employee or dependent pays the full cost of coverage at THE COMPANY’s group rates plus an administration fee.  For questions and/or more information, contact Human Resources.

Performance Management

A review and discussion of each employee's performance is conducted to enable the employee and the supervisor to discuss the employee's performance relative to his or her goals and objectives, in addition to those of THE COMPANY Supervisors and employees are also strongly encouraged to discuss job performance and goals on an informal, day-to-day basis.  Additional formal performance evaluations may be conducted to provide both supervisors and employees the opportunity to discuss job tasks, identify and correct weaknesses, encourage and recognize strengths, and discuss positive, purposeful approaches for meeting goals.

The performance of all employees is generally evaluated annually.  However, the frequency of performance evaluations may vary depending upon length of service, job position, past performance, changes in job duties or recurring performance problems.

After receiving the review, an employee will be required to sign the evaluation report acknowledging that it has been presented and discussed between the employee and supervisor.

While merit-based pay adjustments may be awarded by THE COMPANY in an effort to recognize superior employee performance, positive performance evaluations do not always guarantee increases in salary or promotions.  Salary increases and promotions are solely within the discretion of THE COMPANY and depend on many factors in addition to performance.  

THE COMPANY’s provision of performance evaluations does not alter the at-will employment relationship.

Termination

Termination of employment is an inevitable part of personnel activity within any organization.  Because employment with THE COMPANY is at-will and thus based on mutual consent, both the employee and the Company have the right to terminate the employment relationship at-will, with or without cause, at any time.

Voluntary Resignation

An employee who voluntarily resigns his or her employment is asked to prepare a signed written letter of resignation informing THE COMPANY of the intended resignation date.  

An employee is also considered to have voluntarily terminated employment by failing to report to work for three consecutive scheduled workdays without notice, or without prior approval by his or her supervisor.

Discharge

Violation of the policies and procedures of THE COMPANY may result in disciplinary action up to and including termination.  While THE COMPANY may use progressive discipline including, but not limited to, verbal and written warnings, suspension, probationary periods and termination of employment, the system is not formalized.  THE COMPANY reserves the right to utilize any form of disciplinary action up to and including immediate termination at any stage it deems appropriate, depending on the circumstances.

Exit Interview

We will generally schedule exit interviews at the time of employment termination.  The exit interview will provide an opportunity to discuss such issues as employee benefits, conversion privileges, repayment of outstanding debts to THE COMPANY, or return of property owned by THE COMPANY  Suggestions, complaints and questions can also be discussed at this time.

Employees will receive their final pay in accordance with applicable state law.

TIME-OFF
Holiday Pay

Holiday time off with pay will be granted to all regular full-time employees for the days listed below.  Regular part-time employees, who work 30 or more hours, will be granted holiday pay on a pro-rated basis determined by normal hours worked.

· New Years Day
· Presidents Day 

· Memorial Day 
· Independence Day (4th of July)
· Labor Day 
· Veterans Day
· Thanksgiving 

· Day after Thanksgiving 

· Christmas Eve
· Christmas 
Recognized holidays that fall on a Saturday will be observed on the preceding Friday.  Those that that fall on a Sunday will be observed on the following Monday.  THE COMPANY reserves the right to change or substitute holidays.  Employees will be given notice of any such changes.

Regular full-time and regular part-time employees, who work 30 hours or more, are eligible for holiday pay immediately upon their start date.  Holiday pay will be calculated based on an employee’s straight-time pay rate (as of the date of the holiday) times the number of hours the employee would otherwise have worked on that day.

If a recognized holiday falls during an employee’s paid absence (such as vacation), holiday pay will be provided instead of the paid time off benefit that would otherwise have applied.  Paid time off for holidays will not be counted as hours worked for the purposes of determining whether overtime pay is owed.

In the rare circumstances that non-exempt employees must work on a recognized holiday, they will receive holiday pay plus wages at their straight time rate for the hours worked on the holiday.  If exempt employees must work on a recognized holiday, they may reschedule their observance of the holiday to a different (normally worked) date that is mutually acceptable to both the supervisor and employee.

Sick Leave Benefits
THE COMPANY provides sick time for periods of temporary absence due to illnesses or injuries to all regular full-time employees and regular part-time employees who work 30 or more hours.  Regular full-time employees will accrue five days of sick leave per year.  Regular part-time employees, who work 30 or more hours, will be granted a pro-rated amount of sick leave, based on normal hours worked.     

Employees may use sick leave benefits for an absence due to their own illness or injury.  In addition, employees may use up to one-half of their yearly sick leave for the purpose of attending to a child, parent, spouse or domestic partner who is ill.  All conditions and restrictions placed on an employee’s use of sick leave apply also to sick leave used for care of a child, parent, spouse or domestic partner. 

Employees who are unable to report to work due to illness, injury, or for the purpose of attending to a family member who is ill, should notify their direct supervisor before the scheduled start of their workday if possible.  The direct supervisor must also be contacted on each additional day of absence.  Before returning to work from a sick leave absence of five work days or more (for either the employee’s own sickness or to care for a family member who is ill), an employee must provide a physician's verification.  

An employee is considered to have voluntarily terminated employment by failing to report to work for three consecutive scheduled workdays without notice, or without prior approval by their supervisor.

Sick leave benefits will be calculated based on the employee's base pay rate at the time of absence and will not include any special forms of compensation, such as incentives, commissions, bonuses, overtime, or shift differentials.  As an additional condition of eligibility for sick leave benefits, an employee on an extended absence must apply for any other available compensation and benefits, such as workers' compensation or state disability insurance (SDI).  Sick leave benefits will be used to supplement any payments that an employee is eligible to receive from state disability insurance, workers' compensation or THE COMPANY provided disability insurance programs.  The combination of any such disability payments and sick leave benefits cannot exceed the employee's normal weekly earnings.  

Accrued sick days can be carried over year to year.  Once an employee has accumulated 10 sick days, no additional sick leave will be accrued until the total number of accrued days falls below 10 days.  There is no retroactive granting of sick hours for the period of time the accrued sick time reached the cap.  

Unused sick leave benefits will not be paid to employees while they are employed or upon termination of employment.

Vacation

This policy applies to all regular full-time employees and regular part-time employees who work 30 or more hours.  The intent of this policy is to provide paid time off for employees as a means to rest and rejuvenate.  THE COMPANY encourages employees to utilize this benefit every year.  The Company believes personal time off is an important means to enable continuation of strong performance and positive contribution to the Company, as well as to encourage a balanced and enriching life for employees.
Regular full-time employees will accrue 10 days of vacation per year.  Regular part-time employees with continuous service working 30 hours or more per week will accrue vacation on a pro-rated basis determined by normal hours worked.  

Active service for all regular employees commences with their first day of work and continues thereafter unless broken by an absence without pay or a leave of absence.  Temporary employees do not accrue paid vacation.

Employees may use vacation on an hourly basis but are encouraged to use vacation in 8-hour blocks.
Once an employee has accumulated 25 vacation days, no additional vacation leave will be accrued until the total number of accrued days falls below 25 days.  There is no retroactive granting of vacation hours for the period of time the accrued vacation reached the cap. 

In order to request vacation time, employees should submit a Time-Off Request form to their supervisor.  Efforts will be made to accommodate all employees’ requests for specific vacation leave time.  However, supervisors will also consider the needs of the Company when evaluating vacation requests.  The Company reserves the right to schedule employees for vacations or to pay-off earned, unused vacation at any time.

An employee whose employment terminates will be paid for accrued, unused vacation days.  In cases where an employee terminates employment with the Company, and has been permitted to take vacation time prior to actual accrual, the final paycheck will reflect a deduction relative to the amount of un-accrued time-off taken.

In the event an employee experiences an accident or illness during his or her vacation period, the amount of lost time may be subtracted from the vacation time taken, but only upon presentation of a doctor’s certificate.
A holiday that falls during an employee’s vacation leave will be treated and paid as holiday and not as a day of vacation leave.

Pregnancy Disability Leave
Pregnancy disability leaves of absence without pay are available to eligible employees who are temporarily unable to work due to a disability related to pregnancy, childbirth, or related medical conditions.  Employees are normally granted unpaid leave for the period of the disability up to a maximum of four months within any 12 month-period.  

To Request a Leave

A health care provider's statement must be submitted to Human Resources verifying the need for pregnancy disability leave and its beginning and expected ending dates.  Any changes in this information should be promptly reported to Human Resources.

Pay Status

Pregnancy disability leave is unpaid.  Employees are encouraged to apply for state disability benefits (which usually provide about 50% of the employee’s regular salary).  

Impact on Benefits

For pregnancy leaves of four weeks or less, salary and performance reviews will continue as usual.  A salary action which would have ordinarily taken place during the time of the leave will become effective upon return to work.  For pregnancy disability leaves of over four weeks, salary and performance reviews may be extended equal to the length of the leave.

Return From Leave

So that an employee's return to work can be properly scheduled, an employee on pregnancy disability leave is requested to provide THE COMPANY with at least two weeks advance notice of the date she intends to return to work.  

An employee returning to work at or before the end of an approved leave will be reinstated to their job, or a comparable position, except as permitted by law.  

If an employee fails to report to work promptly at the end of the pregnancy disability leave, THE COMPANY will assume that the employee has resigned.

Additional Accommodations
THE COMPANY will provide reasonable accommodation to an employee for conditions related to pregnancy, childbirth, or related medical conditions, if she so requests, with the advice of her health care provider.

Personal Leave of Absence
Full-time regular employees who have completed at least three months of service may be eligible to take a Personal Leave of Absence.  The maximum time that may be taken for personal leave is four months in any 24 month period.  Personal leave is unpaid and an employee must use all accrued vacation time while on a Personal Leave of Absence.  Employees may continue health benefits while on personal leave by paying the full premium cost through COBRA.
Employees may request a Personal Leave of Absence by completing the Time Off Request Form.  Supervisors approving a Personal Leave of Absence must obtain approval from the CEO prior to communicating the approval to the employee. Business necessity is taken into consideration when reviewing requests for a Personal Leave of Absence.

Upon returning to work, THE COMPANY will make every reasonable effort to reinstate the employee in the same or comparable position for which the employee is qualified.  Failure to return to work on the originally approved date without additional approval may result in termination.
Other Time-Off

Paid Family Leave Insurance Program

The Paid Family Leave Insurance Program provides qualified employees up to six weeks of wage replacement benefits for employees who take time-off work to care for a seriously ill child, spouse, parent, or domestic partner of or the birth, adoption, or foster care placement of a new child.  

Jury Duty and Other Court-Related Leaves
THE COMPANY provides unpaid time off to encourage employees to fulfill their civic responsibilities by serving jury duty or appearing in court as a witness when required.  Employees must submit an electronic or written notice and provide copies of the jury duty summons to their supervisor and to Human Resources as soon as possible so that arrangements to accommodate the absence may be made.  Employees are expected to report for work whenever the court schedule permits, including any remaining parts of a normally scheduled workday.

Either the employee or the Company may request a postponement of jury duty if, in the Company’s judgment, the employee’s absence would create serious operational difficulties.

Time Off to Vote

Generally, employees are able to find time to vote either before or after their regular work schedule.  If, however, full-time employees are unable to vote in an election during their non-working hours, THE COMPANY will grant up to two hours of paid time off to vote.

Employees requiring time off to vote should make their electronic or written requests at least two working days prior to the election day.  Advance notice is required so that the necessary time off can be scheduled at the beginning or end of the work shift, whichever provides the least disruption to the normal work schedule.  Employees must submit a voter's receipt on the first working day following the election to qualify for paid time off.

Court Appearance Leave

Employees who are victims of a crime may take time-off without pay to appear in court, comply with a subpoena or other court order or to appear as a witness in any judicial proceeding.

Domestic Violence and Sexual Assault Victim Leave

Employees who are victims of domestic violence or sexual assault may take unpaid time-off to appear in court to attempt to obtain relief or to ensure the health, safety or welfare of the employee or a child.  This may include efforts to obtain a temporary restraining order, a restraining order, or other injunctive relief from a court.  If desired, employees may use any accrued paid time-off for this leave.  Reasonable notice must be given to your supervisor before appearing in court.

Employees who are victims of domestic violence may also take unpaid time-off to seek medical attention, obtain services from a domestic violence program, obtain psychological counseling and participate in safety planning.  If desired, employees may use any accrued paid time-off.  

Leave For Victims of Violent Crimes

California law requires employers to provide time-off where an employee is the victim of a serious crime in order to attend judicial proceedings related to the crime.  An employee shall also be allowed time-off to attend judicial proceedings where the victim of the crime is an employee’s immediate family member, registered domestic partner, or the child of a registered domestic partner.  “Immediate family member” is defined to include the employee’s spouse, child, stepchild, brother, stepbrother, sister, stepsister, mother, stepmother, father, or stepfather.

If an employee needs time-off from work for this purpose, the employee must give prior notice and provide a copy of the notice of each scheduled proceeding that is provided to the victim by the agency responsible for providing notice.  If advance notice is not feasible, within a reasonable time after the absence, the employee must provide documentation confirming the judicial proceeding.  Such documentation must be from the court or government agency setting the hearing, the district attorney or prosecuting attorney’s office, or the victim/witness office that is advocating on behalf of the victim.

Employees taking such time-off may elect to use accrued vacation or sick time to supplement unpaid time-off.

Military Leave

Military leave of absence will be granted to employees who are absent from work because of service in the U.S. uniformed services in accordance with the Uniformed Services Employment and Reemployment Rights Act (USERRA).  Advance notice of military service is required, unless military necessity prevents such notice or it is otherwise impossible or unreasonable.

The leave will be unpaid.  However, employees may use any available vacation for the absence, but are not required to do so.  Exempt employee’s salary will not be docked for partial week absences due to military service.

Employees on military leave will receive rights and benefits comparable to those they would receive under THE COMPANY’ policies for other types of leave.  Continuation of health insurance benefits is available based on the length of the leave and subject to the terms, conditions and limitations of the applicable plan for which the employee is otherwise eligible.  Employees on leave for 30 days or less will receive continued health insurance benefits but are responsible for paying their portion of the health care coverage continuation rights.  Vacation and sick time will continue to accrue and holiday benefits will be granted during any paid portion of a military leave of absence.  

Employees on military leave for up to 30 days may take reasonable travel time following the end of their service, plus eight hours and the remaining calendar day, before returning to work on the next regular shift.  Employees on longer military leave must apply for reinstatement as follows: if leave is less than 180 days, within two weeks; if leave is longer that 180 days, within 90 days.

Employees returning from military leave within five years will be placed in the position they would have attained had they remained continuously employed or a comparable position depending upon the length of military service and whether the employee is qualified for the position with or without reasonable accommodation.  Employees will be treated as if they were continuously employed for purposes of determining benefits based on length of service.

Contact Human Resources for more information or questions about military leave.

Workers’ Compensation Leave

If an employee sustains a work-related injury, he or she will be eligible for a medical leave of absence for the period of disability in accordance with all applicable laws covering occupational injuries.  Human Resources must be contacted immediately if an employee sustains a work-related injury or illness.

Employees on Workers’ Compensation Leave are required to keep their supervisor updated as to their work status.

Employees must provide a doctor’s release before returning to work. 

Suspended Pupil/Child Leave

California law requires employers to provide time-off for parents required to visit a child’s school where the child has served a period of suspension from school.  To be eligible for time-off to attend a child’s school, the employee must be the parent or legal guardian of a child in kindergarten or in grades 1 through 12 and must present to his/her supervisor the school’s letter, which requests the employee’s appearance at the school, at least two days before the requested time-off.  Employees may use accrued paid time-off attending a child’s school under these circumstances.  If not, suspended pupil/child leave will be unpaid.

Time-Off For Parents

Employees who are parents of one or more children in kindergarten, or in grades 1 through 12, may take unpaid time-off of up to forty hours per school year to attend authorized school activities which involve one or more of the employee’s school age children.  To be eligible for parental time-off, the employee must obtain from the school, written verification that he or she attended or participated in the school activity.  Parental time-off may not exceed eight hours in any calendar month.

Employees may use any accrued vacation while they attend their child’s school activities.  For scheduling purposes, employees must notify their supervisors at least one week before the date of the school activity, so that their work duties may be covered.

Volunteer Emergency

If you volunteer your time as a firefighter, reserve peace officer, or emergency rescue personnel, you may be entitled to take unpaid leave to perform emergency duty.

Additionally, if you act as a volunteer firefighter, reserve peace officer, or emergency rescue personnel, you may take unpaid leave of up to 14 days per calendar year for the purpose of engaging in fire or law enforcement training.

If you qualify for either of these types of leaves, you may use accrued vacation during your leave.  Time spent on this leave counts for purposes of determining “length of service.”  However, you will not accrue vacation or sick time or receive holiday pay during this leave.

Literacy Education Leave

THE COMPANY will reasonably accommodate employees who are seeking to enroll in an adult literacy education program provided the accommodation requested would not result in an undue hardship to THE COMPANY  THE COMPANY does not provide paid time-off for participation in an adult literacy education program, however employees may use accrued vacation.

Alcohol and Drug Rehabilitation Leave

THE COMPANY will reasonably accommodate employees who wish to voluntarily enter and participate in an alcohol or drug rehabilitation program provided that the accommodation does not impose an undue hardship on the Company.  THE COMPANY does not provide paid time-off for participation in an alcohol or drug rehabilitation program; however employees may use accrued vacation or sick leave to compensate for unpaid time-off.

This policy in no way restricts the Company’s right to impose discipline, including actions up to and including termination of employment, for violation of the Company’s Drug-Free Workplace Policy.

COMPANY PROPERTY, INFORMATION, 
AND EQUIPMENT

Computer, Telephone, Email and Voicemail Usage

To further its business operations, THE COMPANY maintains and makes available to its employees a computer system, including the use of email and the Internet, as well as a phone system, including the use of voicemail.  All computers and all data stored on the computers, including without limitation email messages, as well as all phones and all data stored on the phones, including without limitation voicemail messages, are the property of THE COMPANY
The computer system, phone system, Internet, voicemail and email messages are only to be used for legitimate business-related reasons, and shall not be used for personal or otherwise inappropriate purposes.  THE COMPANY  at any time, at its sole discretion, may retrieve, review, read, copy, disclose and use any data in the computer system, including any email or Internet messages, and any data in the phone system, including any voicemail message or any Internet information sent to or received from others through the computer or phone systems.

THE COMPANY strives to maintain a workplace that is free of harassment and is sensitive to the diversity of its employees.  Therefore, THE COMPANY prohibits the use of computers and the email system in ways that are disruptive, offensive to others, or harmful to morale.

For example, the display or transmission of sexually explicit images, messages, and cartoons is not allowed.  Other such misuses include, but are not limited to, ethnic slurs, racial comments, off-color jokes, or anything that may be construed as harassment or showing disrespect for others.

Email may not be used to solicit others for commercial ventures, religious or political causes, outside organizations, or other non-business matters.

THE COMPANY purchases and licenses the use of various computer software for business purposes and does not own the copyright to this software or its related documentation.  Unless authorized by the software developer, THE COMPANY does not have the right to reproduce such software for use on more than one computer.

Employees may only use software on local area networks or on multiple machines according to the software license agreement.  THE COMPANY prohibits the illegal duplication of software and its related documentation.  Employees are not permitted to use or download Company-owned software for personal use outside of the Company.

Software may only be installed by the Information Technologies department (“IT”).  Employees are not permitted to use unauthorized software on the Company’s computer system.

Employees should notify their immediate supervisor, IT, Human Resources, or any member of management upon learning of violations of this policy.  Employees who violate this policy will be subject to disciplinary action, up to and including termination of employment.

Security of the Computer System

It is vital to maintain the security of the computer system.  Therefore, employees are required to keep log-in protocols and passwords confidential and only disclose them to other Company employees on a need-to-know basis.

Confidentiality of Information

It is vital to maintain the confidentiality of information on the computer system.  If internal distribution of a computer document is limited, mark it: “DO NOT FORWARD WITHOUT PERMISSION.”

Non-Competition

Employees may not use the computer system for purposes which are adverse to the Company’s business interests, including, but not limited to, engaging in unauthorized communications to or business transactions with competitors; transferring the Company’s confidential, trade secret or proprietary information to third-parties without the express written consent of upper management; preparing computerized information, files or documents which could be used to compete with the Company or for personal gain; or using the computer system to take other actions which are adverse to the Company.

Access to Computer Documents

All computer documents are automatically backed up on a regular basis.  All computer documents, including e-mail, voicemail and online messages, are Company documents.  The Company reserves the right to monitor, access, print and disclose computer documents for legitimate business reasons, including to investigate suspected misconduct, locate needed information, satisfy a law or government request, or protect the Company’s interests.  Employees are advised not to use the computer system for personal business or activities.  Computer documents may also be subject to disclosure in the even of legal action.

Internet Use

Employees using Internet access via Company hardware and software are representing THE COMPANY  As such, their conduct should be ethical and lawful at all times.  Channels may be accessed for official Company business to gain technical or analytical information and to establish business contacts.

Internet access should not be used for personal gain or advancement of personal views, for solicitation of non-company business, or result in the disruption of the Company network operation or interfere with personal productivity at work.

Copyrighted materials belonging to entities other than THE COMPANY may not be transmitted by employees on the Company’s network.  All employees obtaining access to other companies’ or individuals’ materials must respect all copyrights and may not copy, retrieve, modify or forward copyrighted materials, except with permission or as a single copy to reference only.  
The system should not be used in a way that disrupts its use by others.  This includes excessive dial-in usage, sending or receiving many large files and “spamming” (sending e-mail messages to thousands of users.)

The Internet is full of programs that can be downloaded, but some of them may contain computer viruses that can extensively damage the Company’s computers.  Also, many browser add-on packages (called “plug-ins”) are available to download.  There is no guarantee that such will be compatible with other programs on the network and such may cause problems; therefore employees are to refrain from downloading plug-ins.  Furthermore, employees may not download software without the express acknowledgment and support of the IT department to ensure that proper licenses are obtained and viruses are not transmitted.

Each employee is responsible for the content of all text, audio or images that he/she places or sends over the Company’s Internet and e-mail system.  No e-mail or other electronic communications may be sent which hides the identity of the sender or represents the sender as someone else.  THE COMPANY’s name is attached to all messages, so employees should use discretion in formulating messages.

Desk Inspection Policy
Although desks, cabinets and shelves are made available for the convenience of employees while at work, employees should remember that all desks, cabinets and shelves remain the sole property of THE COMPANY  Moreover, THE COMPANY reserves the right to open and inspect desks, cabinets, and shelves, as well as any contents, effects, or articles in desks, cabinets, and shelves.  Such an inspection can occur at any time, with or without advance notice or consent.  An inspection may be conducted before, during, or after working hours by a Manager or security personnel designated by THE COMPANY  Consequently, employees should not use THE COMPANY property, including space, furniture, computers or equipment to receive, create or keep material or information that they want to keep private.

Prohibited materials, including weapons, explosives, illegal drugs or illegally obtained medications, may not be placed in a desk, cabinet or shelf.  Employees, who, if requested, fail to cooperate in any inspection will be subject to disciplinary action, up to and including termination.  THE COMPANY is not responsible for any articles that are placed or left in a desk, cabinet, or shelf that are lost, damaged, stolen or destroyed.

Safety Policy

Every employee is responsible for safety.  To achieve our goal of providing a completely safe workplace, everyone must be safety conscious.  Employees should report any unsafe or hazardous condition directly to their supervisor or the Safety Officer immediately.

In case of an accident involving a personal injury, regardless of how serious, employees should notify a manager, the Safety Officer or Human Resources immediately.  Failure to report accidents can result in a violation of legal requirements, and can lead to difficulties in processing insurance and benefit claims.

If an employee is injured on the job, he or she may be entitled to benefits under the state workers’ compensation law.  THE COMPANY carries workers’ compensation insurance and will assist employees to obtain all benefits to which they are legally entitled.

Protection of Trade Secrets/Non-Disclosure of Company Information

The protection of confidential business information and trade secrets is vital to the interests and success of the Company.  Such confidential information includes, but is not limited to, the following examples:

· Compensation data 

· Customer lists 
· Price lists
· Financial information 

· Labor relation strategies 

· Marketing strategies 

· New materials research 

· Pending projects and proposals

· Proprietary production processes

· Research and development strategies

· Technological data and prototypes

All employees are required to sign an Employee Proprietary Information and Inventions Agreement as a condition of employment.  Any employee who misappropriates for his or her own use or discloses trade secrets or confidential business information to other persons or organizations will be subject to disciplinary action (up to and including discharge) and legal action, even if he or she does not actually benefit from the disclosed information.

Trade secret and confidential information may be exchanged among Company employees on a need to know basis in connection with regular business duties.  If an employee has any uncertainty as to whether someone is authorized to receive certain trade secret or confidential information, the employee should contact his or her supervisor to discuss the matter before any such disclosure is made.
Vehicle Usage
An employee driving on company business must maintain a valid California driver’s license of the proper class for the vehicle operated and must wear safety belts while operating the vehicle. No employee shall operate a vehicle on company business while under the influence of alcohol and/or drugs. Employees are responsible for citations received.  Employees authorized by their Department Head to use their personal vehicle for company business will be reimbursed monthly.  

Travel

All normal travel expenses (air/train/metro/bus tickets, rental car, gas, tolls, meals, lodging, etc.) will be reimbursed fully within one month of the employee turning in a trip expense report.  Receipts are required for all expenses, however reimbursements for expenses under $20 may be approved without a receipt by an employees direct manager.  Per Diem expenses will not be paid.

