Company Name
Employee Handbook



EMPLOYEE HANDBOOK

Month Year











1

1

[bookmark: _Toc513608608]
[bookmark: _Toc85805380]RECEIPT OF EMPLOYEE HANDBOOK	Comment by Author: THIS EXACT RECEIPT IS REQUIRED FOR EMPLOYEES WORKING IN SC. If you have employees in both SC and NC, you may use this Receipt as it will suffice in both states. 

If you do not have employees in SC, feel free to use the alternative Receipt at the end of this document. 

Per SC legislation Section 41-1-110, an employee handbook must have a conspicuous disclaimer. It must be underlined and in all caps. It also must be on the first page of the document and signed by the employee.

What is the first page? The page inside the cover page will suffice but be sure to label this as page one! The employee and the employer should receive a copy.
I HAVE RECEIVED A COPY OF COMPANY NAME EMPLOYEE HANDBOOK.  I ACKNOWLEDGE THAT I AM REQUIRED TO READ AND ABIDE BY THE POLICIES INCLUDED IN THIS EMPLOYEE HANDBOOK.
BECAUSE THE INFORMATION IN THIS EMPLOYEE HANDBOOK IS NECESSARILY SUBJECT TO CHANGE AS SITUATIONS WARRANT, I UNDERSTAND THAT CHANGES IN POLICIES MAY SUPERSEDE, REVISE, OR ELIMINATE POLICIES IN THIS EMPLOYEE HANDBOOK.  I FURTHER UNDERSTAND THAT THE HANDBOOK DOES NOT GUARANTEE ME ANY SPECIFIC POLICIES, PROCEDURES, RULES, OR LENGTH OF EMPLOYMENT.  ALL REFERENCES TO POLICIES AND PROCEDURES ARE ONLY DISCRETIONARY GUIDELINES.
NOTHING IN THIS HANDBOOK IS TO BE CONSTRUED AS A CONTRACT OF EMPLOYMENT.  NO ONE, OTHER THAN THE CHIEF EXECUTIVE OFFICER OF THE COMPANY, HAS THE AUTHORITY TO INITIATE A CONTRACT WITH AN EMPLOYEE, AND ALL CONTRACTS WILL BE IN WRITING.
I ACKNOWLEDGE THAT MY EMPLOYMENT WITH COMPANY NAME IS ON AN “AT-WILL” BASIS, AND THE COMPANY OR I MAY TERMINATE THE EMPLOYMENT RELATIONSHIP AT ANY TIME.
THIS EMPLOYEE HANDBOOK IS NOT INTENDED AS AN EXHAUSTIVE COMPILATION OF THE COMPANY’S EXPECTATIONS, BUT RATHER IT PROVIDES INFORMATION ON CERTAIN POLICIES AND BENEFITS WHICH ARE CURRENTLY IN EFFECT. THESE POLICIES MAY BE MODIFIED OR SUPPLEMENTED, AS PART OF OUR CONTINUOUS EFFORT TO IMPROVE OPERATIONS AND TO MAKE COMPANY NAME A BETTER PLACE TO WORK.
AS OF ITS ISSUE DATE, THIS EMPLOYEE HANDBOOK REPLACES ALL PREVIOUSLY DISTRIBUTED EDITIONS. ANY POLICY CONTAINED IN ANY PREVIOUS EMPLOYEE HANDBOOK WHICH DOES NOT APPEAR IN THIS EDITION, OR IS DIFFERENT FROM THE INFORMATION PROVIDED IN THIS EDITION, IS INVALID.

___________________________________________
Employee Name

____________________________________________
Employee Signature

___________________________
Date Signed


Instructions for customizing the handbook template:
· Review the entire document.
· Review notes/comments for further information.  Delete comments before publishing final handbook.
· Use the Find/Replace feature in Microsoft Word to update company name where indicated.
· Acknowledge highlighted options shown throughout policies and make the appropriate selection for your company.  
· Delete policies that do not apply to your company.
· The template is designed in such a way that additional policies should not be required.
· Don’t forget to delete this page!
Call Catapult’s Advice Team if you have any questions. 
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[bookmark: _Toc61875767]

COMPANY NAME
[bookmark: _Toc380315756][bookmark: _Toc380315950][bookmark: _Toc380316016][bookmark: _Toc380316082][bookmark: _Toc380316229][bookmark: _Toc380316320][bookmark: _Toc513608609][bookmark: _Toc61875768][bookmark: _Toc85805381]Company History	Comment by Author: This section should be customized for every organization.  You may want to include information such as the following.
· Year founded

· Mission

· Products/services

· Customer base

· Geographic territory
[bookmark: _Toc380315757][bookmark: _Toc380315951][bookmark: _Toc380316017][bookmark: _Toc380316083][bookmark: _Toc380316230][bookmark: _Toc380316321]

[bookmark: _Toc513608610][bookmark: _Toc61875769][bookmark: _Toc85805382]MESSAGE FROM THE PRESIDENT	Comment by Author: This section should be customized for every organization.  We have provided sample language to consider.
Welcome to COMPANY NAME!  We are glad to have you as one of our team members.  You are part of a team that is dedicated to quality and excellence.	Comment by Author: Use the Replace feature (Ctrl + H) to find and replace COMPANY NAME with your company name. There are 90+ changes which will update at once.
At COMPANY NAME, we are committed to providing our employees with the opportunity to work at their highest level of ability.  Every team member is a valuable asset.
Enclosed is a copy of our Employee Handbook.  We hope you will find it to be a useful overview of our policies, benefits, and the responsibilities you share as a member of our organization.
We look forward to your contributions.  We hope that you will find your employment to be a rewarding opportunity to participate in our continued growth and prosperity.

Sincerely,

Jane Doe
President


[bookmark: _Toc380315758][bookmark: _Toc380315952][bookmark: _Toc380316018][bookmark: _Toc380316084][bookmark: _Toc380316231][bookmark: _Toc380316322][bookmark: _Toc513608611][bookmark: _Toc61875770][bookmark: _Toc85805383]ABOUT THIS EMPLOYEE HANDBOOK
At COMPANY NAME, we recognize the importance of providing our employees with a good work environment and an excellent benefits package.
This employee handbook was prepared to help you become acquainted with COMPANY NAME and to provide answers to questions you may have about your employment.  It is designed as a convenient guide to Company policy and employee benefits.  By our formal communication of these policies, procedures, and benefits, we hope that you will gain a better understanding of your position and of COMPANY NAME.
We encourage you to read the employee handbook and refer to it for your employment questions.  This employee handbook provides only a summary of policies and benefits.  If there is a discrepancy between the material in this employee handbook and the terms of benefits or other contractual documents, the document specific to the individual plan will govern.  Should any portion of this handbook conflict with local, state, or federal law, the appropriate law will govern. 
If you have questions about information in this employee handbook, consult your supervisor or the Human Resource Director.	Comment by Author: This document makes many references to HR. Make sure to customize if your organization does not have HR or an HR Director. It’s important your policies accurately reflect procedure and clearly direct employees on where to go. 
The contents of this employee handbook are presented as guidelines of some of the Company's current policies and procedures, and they will be changed and updated by the Company when necessary.  This Employee Handbook does not constitute a contract for employment between you and the Company.  Employment is on an “at-will” basis, and the Company or the employee may terminate the employment relationship at any time for any reason, other than those prohibited by law.
No supervisor or member of management, except for the Company's Chief Executive Officer, has the authority to bind the Company to any employment contract for any specified period, with any employee, either verbally or in writing.
This employee handbook is not intended as an exhaustive compilation of the Company’s expectations, but rather it provides information on certain policies and benefits which are currently in effect. These policies may be modified or supplemented, as part of our continuous effort to improve operations and to make COMPANY NAME a better place to work.
[bookmark: _Toc380315759][bookmark: _Toc380315953][bookmark: _Toc380316019][bookmark: _Toc380316085][bookmark: _Toc380316232][bookmark: _Toc380316323]As of its issue date, this employee handbook replaces all previously distributed editions. Any policy contained in any previous employee handbook which does not appear in this edition, or is different from the information provided in this edition, is invalid.

[bookmark: _Toc513608612][bookmark: _Toc61875771][bookmark: _Toc85805384]SECTION 1:  THE WORK ENVIRONMENT
COMPANY NAME has developed written policies and procedures to help you function effectively and to help shape the environment in which you work.  This section briefly describes some of the policies and procedures that affect each employee.
If you need additional information or have questions about the policies and procedures described in this section, see your supervisor or contact the Human Resource Director.
1.1 [bookmark: _Toc513608613][bookmark: _Toc61875772][bookmark: _Toc85805385]EQUAL EMPLOYMENT OPPORTUNITY
COMPANY NAME makes recruitment, employment, promotional and all other Human Resource decisions without regard to race, color, religion, national origin, age, sex, gender identity or expression, sexual orientation, disability, veteran status, genetic information, or any other class protected by state or local law.	Comment by Author: These are federally protected categories. Check your state and local requirements to see if any categories need to be added. For example the city of Charlotte protects “natural hairstyle.” SC includes “childbirth, or related medical conditions, including, but not limited to, lactation,” in addition to pregnancy. 

Your EEO statement should be consistently written in all policies and procedures and everywhere else it is listed, for example, on your website.  
This policy applies to all aspects of employment that include but are not limited to hiring, promotion, training, transfers, job assignments, terminations, recalls, wage and salary administration, and application of all Company policies, procedures, and benefits.
All employees are expected to comply with this Equal Employment Opportunity Policy. Managers and supervisors who are responsible for meeting business objectives are expected to cooperate fully in meeting COMPANY NAME’s equal employment opportunity objectives. Any employee who believes he or she has been discriminated against must immediately report any incident to his or her supervisor or Human Resources. The Company will not tolerate retaliation against any employee who reports acts of discrimination or provides information in connection with any such complaint.
It is COMPANY NAME’s policy to comply with all relevant and applicable provisions of the Americans with Disabilities Act of 1990 (ADA), the ADA Amendments Act of 2008 and related state and local laws. COMPANY NAME will not discriminate against any qualified employee or job applicant with respect to any terms, privileges, or conditions of employment because of physical or mental disability. In addition, COMPANY NAME will make reasonable accommodations for employees or applicants with disabilities, provided that the individual is otherwise qualified to safely perform the essential functions of the job, with or without accommodation, and provided that any accommodations made do not impose an undue hardship on COMPANY NAME. Any employee who feels that an accommodation is necessary to be able to perform the essential functions of his or her job should speak with his or her manager, or contact Human Resources.
[bookmark: _Hlk117669139][bookmark: _Hlk117669148]In connection with an accommodation request, an employee may be asked to provide an ADA form sufficiently completed by his or her treating physician(s) or healthcare provider(s).  As permitted by the ADA, under certain circumstances, an employee may also be asked to undergo one or more examinations by a physician chosen by COMPANY NAME.  In such cases, COMPANY NAME will pay the full costs associated with the examination(s). 
In accordance with the ADA, any medical records for an employee will be kept in a confidential file and will be maintained in compliance with legal requirements. In addition, the existence of an employee's disability, and any associated records, reports, and other knowledge gained by COMPANY NAME will be kept confidential.
[bookmark: _Toc380315761][bookmark: _Toc380315955][bookmark: _Toc380316021][bookmark: _Toc380316087][bookmark: _Toc380316234][bookmark: _Toc380316325][bookmark: _Toc513608614][bookmark: _Toc61875773][bookmark: _Toc85805386]1.2   UNION-FREE POLICY STATEMENT

COMPANY NAME is committed to treating its employees with respect and dignity and to providing them with excellent benefits, optimum working conditions and competitive wages. COMPANY NAME understands that at times employees have concerns and suggestions for improvements. The Company encourages its employees to speak up and take advantage of the open-door policy set forth below in Section 1.5. The Company listens to its employees and takes their comments seriously.

The direct personal relationship between COMPANY NAME employees and their supervisors ensures the best environment for achievement of individual and company goals. COMPANY NAME believes that a third-party influence would erode its well-established successful employee-supervisor relationship. A union would not benefit the company's employees, customers or the company. 
[bookmark: _Toc380315762][bookmark: _Toc380315956][bookmark: _Toc380316022][bookmark: _Toc380316088][bookmark: _Toc380316235][bookmark: _Toc380316326][bookmark: _Toc513608615][bookmark: _Toc61875774][bookmark: _Toc85805387]1.3   YOUR SUPERVISOR
You and your supervisor are two essential parts of a close working team, each with certain responsibilities to the other.  Your supervisor will ensure that you do your job correctly, thoroughly, and safely.  Your supervisor will also help you get the necessary training to perform your job.
At COMPANY NAME, success at your job means as much to your supervisor as it does for you.  Your supervisor is very interested in you as an individual and as a member of COMPANY NAME.  One of your supervisor's most important jobs is helping you to work effectively and to the best of your abilities.
Because we are committed to safety and quality at COMPANY NAME, it is important that you seek assistance from your supervisor if you have questions about your job.  Your supervisor is dedicated to being responsive to your needs.  If you seek answers to your questions and resolutions to problems, you can perform your job with greater ease.
All employees should feel free to contact their supervisor with any questions, suggestions and/or complaints. If employees do not feel comfortable contacting their supervisor or are not satisfied with their supervisor's response, they should contact Human Resources.
[bookmark: _Toc380315763][bookmark: _Toc380315957][bookmark: _Toc380316023][bookmark: _Toc380316089][bookmark: _Toc380316236][bookmark: _Toc380316327][bookmark: _Toc513608616][bookmark: _Toc61875775][bookmark: _Toc85805388]1.4   WORK ASSIGNMENTS
There may be times when your work assignment will change; sometimes, for example, it is necessary to reassign employees to available work based on their qualifications, experience and abilities. COMPANY NAME will attempt to work with you if such an assignment change is necessary, so that it is mutually agreeable.  Reassignments include but are not limited to a change in work schedule, job function, and relocation to another department at COMPANY NAME.  
[bookmark: _Toc380315764][bookmark: _Toc380315958][bookmark: _Toc380316024][bookmark: _Toc380316090][bookmark: _Toc380316237][bookmark: _Toc380316328][bookmark: _Toc513608617][bookmark: _Toc61875776][bookmark: _Toc85805389]1.5   OPEN COMMUNICATION POLICY
COMPANY NAME strives to maintain good relationships among its employees.  We believe that for the Company and its employees to properly and efficiently carry out their responsibilities to each other, both parties must promote effective communication.  The Company will make every effort to keep you informed of operations and policies.  
We take pride that our Company is enriched by the ideas and experiences of our employees.  Respect for the individual is reflected in our commitment to being responsive to our employees' inquiries.  If you have a question or a problem, your supervisor is available to listen to you.  He or she should be able to assist you or direct you to the person best suited to help you.  It is COMPANY NAME's intent that you will receive answers to your questions or resolutions to your problems.  A remedy that is completely satisfactory to you is not always possible, but you are entitled to a fair and adequate explanation.
If you have any questions or problems regarding your job or the workplace, you should seek assistance to have them resolved promptly and adequately by your supervisor.  If you do not feel comfortable contacting your supervisor or are not satisfied with your supervisor's response, you should contact Human Resources.
[bookmark: _Toc380315765][bookmark: _Toc380315959][bookmark: _Toc380316025][bookmark: _Toc380316091][bookmark: _Toc380316238][bookmark: _Toc380316329][bookmark: _Toc513608618][bookmark: _Toc61875777][bookmark: _Toc85805390]1.6   ADDRESSING YOUR COMPLAINTS
Professionalism is important at COMPANY NAME.  It is the Company's desire that you are treated with dignity, respect, consideration, and fairness in your work relationships.  If a problem occurs on the job, we try to ensure a fair and prompt solution.  If you have a complaint or problem and need assistance, you should do the following:
1.	Discuss the situation with your supervisor within three working days of the incident.  Your supervisor will promptly respond to you.  If your complaint is against your supervisor, you should proceed directly to step 3 in this process.
2.	If, after discussing the situation with your supervisor, you feel a satisfactory solution has not been reached, you have the option of having your supervisor arrange a meeting for you with your Department Manager.
3.	If you continue to feel the problem has not been satisfactorily resolved, you may arrange to discuss the matter with Human Resources.
COMPANY NAME ensures that any employee who follows this procedure may do so without fear of retribution and will not be criticized, penalized, or discriminated against in any way.
[bookmark: _Toc380315766][bookmark: _Toc380315960][bookmark: _Toc380316026][bookmark: _Toc380316092][bookmark: _Toc380316239][bookmark: _Toc380316330][bookmark: _Toc513608619][bookmark: _Toc61875778][bookmark: _Toc85805391]1.7   PARKING
The Company provides ample parking spaces for employees, and employees should park only in those parking spaces designated and marked as employee parking spaces.  All employees are expected to drive safely and to demonstrate courtesy, safety, and concern for pedestrians and other vehicles on Company property.
Employees use such spaces at their own risk.  The Company will not be liable for any damage or theft caused to any motor vehicle, or contents thereof, while parked in the Company parking lot.
The Company reserves the right to search vehicles in the Company’s parking lot when there is reasonable suspicion to believe illegal activities have taken place, such as, theft or possession of drugs.
[bookmark: _Toc380315767][bookmark: _Toc380315961][bookmark: _Toc380316027][bookmark: _Toc380316093][bookmark: _Toc380316240][bookmark: _Toc380316331][bookmark: _Toc513608620][bookmark: _Toc61875779][bookmark: _Toc85805392]1.8   BULLETIN BOARDS
Bulletin boards located throughout COMPANY NAME are used to inform you about Company information and contain communication on workplace activities, employee resources, federal, state and local guidance, law and policies, reminders and additional information relevant to Company and its employees.  All bulletin boards are maintained exclusively by the Human Resources Department, and personal notices/announcements must be approved by the Human Resources Department before they are posted on Company bulletin boards.
[bookmark: _Toc380315769][bookmark: _Toc380315963][bookmark: _Toc380316029][bookmark: _Toc380316095][bookmark: _Toc380316242][bookmark: _Toc380316333][bookmark: _Toc513608622][bookmark: _Toc61875781][bookmark: _Toc85805393]1.10   CIVIC AND COMMUNITY INVOLVEMENT
We encourage our employees to participate in civic and community activities and organizations.  We ask only that you conduct such activities on your off-hours.
[bookmark: _Toc380315770][bookmark: _Toc380315964][bookmark: _Toc380316030][bookmark: _Toc380316096][bookmark: _Toc380316243][bookmark: _Toc380316334][bookmark: _Toc513608623][bookmark: _Toc61875782][bookmark: _Toc85805394]1.11   SECURITY/SEARCHES
To provide for your security as well as that of the Company and all its employees, we ask that you report any act of a suspicious nature or the presence of any unauthorized persons on Company premises.  In addition, we ask that you cooperate in all security procedures.
Before removing discarded or salvage materials from Company premises, you must have written permission from your supervisor.
The Company reserves the right to conduct announced and unannounced searches and inspections of employees, their personal effects or Company provided materials such as lockers, desks, files, computers and packages, as it deems appropriate, as long as there is reasonable basis for doing so.  Employees are expected to cooperate in the conduct of any such searches.  Any employee who is found in possession of any illegal or prohibited articles will be subject to disciplinary action, up to and including termination.
[bookmark: _Toc473445959][bookmark: _Toc513608624][bookmark: _Toc61875783][bookmark: _Toc85805395]1.12   EMPLOYMENT OF RELATIVES
Due to potential for perceived or actual conflicts, such as favoritism or personal conflicts from outside the work environment, which can be carried into the daily working relationship, COMPANY NAME will hire relatives of persons currently employed only if:
· Candidates for employment will not be working directly for or supervising a relative.  If a direct supervisory or managerial relationship would be established, that relative cannot be considered as an applicant for the open position.
· Candidates for employment will not occupy a position in the same line of authority in which employees can initiate or participate in decisions involving a direct benefit to the relative. Such decisions include hiring, retention, transfer, promotion, wages and leave requests.
For the purposes of this policy, relatives include the following: spouse, parent, child, sibling, in-law, grandparent, grandchild, aunt, uncle, first cousin, step-relative, or any individual with whom an employee has a close personal relationship, such as a domestic partner, co-habitant, or significant other.
If employees begin a dating relationship, enter into a marriage, or otherwise become relatives, partners or members of the same household, and one party is in a supervisory position, that person is required to inform both his or her supervisor and Human Resources of the relationship. The employees will have 60 days to resolve the situation on their own. After 60 days, if the employees have not yet resolved the situation on their own by means acceptable to COMPANY NAME, such as a transfer or employment outside the Company, the employees’ supervisor(s) will work with Human Resources to determine the most appropriate action for the specific situation. This may include transfer or, if necessary, termination of one of the employees.
If you are in a relationship with a co-worker that may create a conflict, or which may include or become one of the prohibited situations you must notify your supervisor or Human Resources.
If there is a situation where an action of COMPANY NAME, such as reduction in force, results in an involuntary circumstance in which two relatives, partners or members of the same household may be reporting to each other, one of the employees will be reassigned within 60 days. During those 60 days, the supervisory employee will not have involvement or direct input in the employment decisions of the other employee.
COMPANY NAME reserves the right to apply this policy to situations where there is a conflict or the potential for conflict because of the relationship between employees, even if no direct reporting relationship or authority is involved. In these situations, COMPANY NAME will reassign one of the employees within 60 days.
[bookmark: _Toc380315771][bookmark: _Toc380315965][bookmark: _Toc380316031][bookmark: _Toc380316097][bookmark: _Toc380316244][bookmark: _Toc380316335][bookmark: _Toc513608625][bookmark: _Toc61875784][bookmark: _Toc85805396]SECTION 2:  YOUR PAY AND WORK HOURS
This section is designed to give you a better understanding of your employment status at COMPANY NAME and to provide information on your compensation and work hours.
[bookmark: _Toc380315772][bookmark: _Toc380315966][bookmark: _Toc380316032][bookmark: _Toc380316098][bookmark: _Toc380316245][bookmark: _Toc380316336][bookmark: _Toc513608626][bookmark: _Toc61875785][bookmark: _Toc85805397][bookmark: _Toc61875786][bookmark: _Toc85805398][bookmark: _Toc380315773][bookmark: _Toc380315967][bookmark: _Toc380316033][bookmark: _Toc380316099][bookmark: _Toc380316246][bookmark: _Toc380316337][bookmark: _Toc513608627]2.1   EMPLOYEE STATUS
Regular, Full-Time Employee - An employee hired into a position designated to be full-time is reasonably expected to work a full work schedule of an average of 30 hours or more per week, and any required overtime (unless otherwise required by law).  These employees are eligible for benefits as outlined in the benefits sections and benefits booklets.	Comment by Author: Cross reference with these policies/plan documents to ensure information matches.
Regular or Temporary Part-Time Employee - An employee hired into a position designated to be part-time is expected to work an average of fewer than 30 hours per week.   These employees will only receive those benefits mandated by state or federal law.
Temporary Full-Time Employee - An employee who has been hired for a limited period of time, which usually does not exceed three to six months.  These employees will only receive those benefits mandated by state or federal law.
In addition, all employees are classified, according to the Fair Labor Standards Act, as “Exempt” or “Non-Exempt.”  
· Non-exempt employees must maintain an accurate record of all hours worked and will be paid overtime for all hours worked in excess of forty (40) in the pay week.  Non-exempt employees may be full-time, part-time, or temporary and may be paid on an hourly or salaried basis.
· Exempt employees are paid a predetermined salary for any week in which they perform any work, without regard to the number of days or hours worked, and are not eligible for overtime pay.  Exempt employees may be full-time, part-time, or temporary.  The predetermined salary may only be reduced for specific, lawfully permitted reasons.  
· If you believe that an improper deduction has been made from your pay, you must notify your supervisor or Human Resources.  The reason for the deduction will be thoroughly investigated and if it is determined that an error was made, you will be reimbursed.
2.2   TIMEKEEPING POLICY 
Employees must record their actual time worked for payroll and benefit purposes.  Time worked includes all time that an employee is required to be performing duties for the company. 
Exempt employees are required to record their daily work attendance and report full days of absence from work for reasons such as leaves of absence, sick leave, or personal business.
Non-exempt employees must record the time work begins and ends, as well as the beginning and ending time of any departure from work for any non-work-related reason, on forms as prescribed by the Company.  Non-exempt employees may not start work until their scheduled starting time.  Employees should clock in no sooner than 10 minutes before their scheduled shift and clock out no later than 10 minutes after their scheduled shift.  Non-exempt employees are required to take a full 30-minute lunch break away from their work area. Without prior approval, non-exempt employees are prohibited from taking work home on the evenings and weekends. All after hours work is prohibited, including emails and phone calls. 
It is your responsibility to sign your time sheet to certify the accuracy of all time recorded.
Any errors in your time sheet should be reported immediately to your supervisor, who will attempt to correct legitimate errors.  Employees who consistently miss time clock entries will be subject to disciplinary action.
Altering, falsifying or tampering with time records is prohibited and subjects the employee to discipline, up to and including discharge.
[bookmark: _Toc61875787][bookmark: _Toc85805399]2.3   PAY DAY
For purposes of pay, our work week begins at 11:00 P.M. Sunday and ends at 10:59 P.M. the following Sunday.	Comment by Author: Customize.
You will be paid bi-weekly on Fridays, for all hours worked through the end of the associated pay cycle.  Paychecks will be direct deposited into the account(s) you designate.  	Comment by Author: Companies may elect to require direct deposit in NC & SC.  Other states may have different regulations.  

Outline alternative pay or “live” check options which may apply.
[bookmark: _Toc380315774][bookmark: _Toc380315968][bookmark: _Toc380316034][bookmark: _Toc380316100][bookmark: _Toc380316247][bookmark: _Toc380316338][bookmark: _Toc513608628][bookmark: _Toc61875788][bookmark: _Toc85805400]2.4   EMPLOYEE SCHEDULES
The Company usually operates on a forty-hour work week.  Many of our employees are employed on regularly scheduled shifts as follows:
· First Shift		7:00AM-3:00PM
· Second Shift	3:00PM-11:00PM
· Third Shift		11:00PM-7:00AM
Office employees have a schedule from 8:00 A.M. to 5:00 P.M.
Your supervisor will discuss your work schedule, lunch and break times with you.
[bookmark: _Toc380315775][bookmark: _Toc380315969][bookmark: _Toc380316035][bookmark: _Toc380316101][bookmark: _Toc380316248][bookmark: _Toc380316339][bookmark: _Toc513608629][bookmark: _Toc61875789][bookmark: _Toc85805401]2.5   OVERTIME PAY 
From time to time, business demands may require that you work overtime.  Accordingly, COMPANY NAME will pay overtime in accordance with the Fair Labor Standards Act.
All overtime must be pre-approved by your supervisor. 
The Company will try to give employees as much advance notification as possible concerning overtime.  While this is not always possible, it is the employee’s responsibility to work all overtime as requested by the management of the Company.	Comment by Author: Spell out your Company’s procedure for requesting / approving overtime.
[bookmark: _Toc61875790][bookmark: _Toc85805402]2.6   PAY TRANSPARENCY POLICY 	Comment by Author: This is only required for federal contractors.  Delete this policy if it does not apply to your organization.
COMPANY NAME will not discharge or in any other manner discriminate against employees or applicants because they have inquired about, discussed, or disclosed their own pay or the pay of another employee or applicant. However, employees who have access to the compensation information of other employees or applicants as a part of their essential job functions cannot disclose the pay of other employees or applicants to individuals who do not otherwise have access to compensation information, unless the disclosure is (a) in response to a formal complaint or charge, (b) in furtherance of an investigation, proceeding, hearing, or action, including an investigation conducted by the employer, or (c) consistent with the a legal duty to furnish such information.
[bookmark: _Toc380315776][bookmark: _Toc380315970][bookmark: _Toc380316036][bookmark: _Toc380316102][bookmark: _Toc380316249][bookmark: _Toc380316340][bookmark: _Toc513608630][bookmark: _Toc61875791][bookmark: _Toc85805403]2.7   CALL BACK PAY	Comment by Author: A minimum guarantee of hours is not required federally, or in NC/SC.
Should an emergency arise requiring you to be called back in to work during hours other than your regularly scheduled work hours, you will receive at a minimum, two hours pay.  If you work longer than two hours, you will receive pay for all time worked.
[bookmark: _Toc380315777][bookmark: _Toc380315971][bookmark: _Toc380316037][bookmark: _Toc380316103][bookmark: _Toc380316250][bookmark: _Toc380316341][bookmark: _Toc513608631][bookmark: _Toc61875792][bookmark: _Toc85805404]2.8   INCLEMENT WEATHER POLICY 
Because of our responsibilities and obligations to our customers, it is COMPANY NAME’s policy to remain open if possible.  If severe weather conditions exist, forcing the facility to shut down, we will try to inform you of this before you leave to come to work.  If you have any question as to whether the facility is open, it is your responsibility to call the Company.
[bookmark: _Hlk506462553]If the facility is open, and you do not perform any work, you will not be paid.  You must use a paid time benefit day if you wish to receive pay for this day.
If the facility is not open, and you do not perform any work, you will not be paid.  You must use a paid time benefit day if you wish to receive pay for this day. 	Comment by Author: Keep in mind, exempt employees must be paid under the FLSA, unless they perform absolutely no work in an entire workweek. 
[bookmark: _Toc380315778][bookmark: _Toc380315972][bookmark: _Toc380316038][bookmark: _Toc380316104][bookmark: _Toc380316251][bookmark: _Toc380316342][bookmark: _Toc513608632]

[bookmark: _Toc61875793][bookmark: _Toc85805405]SECTION 3:  YOUR BENEFITS
While your compensation provides current income to meet your needs, your employee benefits protect you and your family against rising costs and the financial consequences of ill health, disability, or death.  COMPANY NAME’s employee benefits are briefly described in this section.  If you have questions or need additional information on these benefits, please refer to your Employee Benefits Booklet, or contact your supervisor or the Human Resource Director.
[bookmark: _Toc380315779][bookmark: _Toc380315973][bookmark: _Toc380316039][bookmark: _Toc380316105][bookmark: _Toc380316252][bookmark: _Toc380316343][bookmark: _Toc513608633][bookmark: _Toc61875794][bookmark: _Toc85805406]3.1   HEALTH INSURANCE
All regular, full-time employees and their eligible dependents qualify for group medical insurance.  Your insurance will be in effect on the first of the month following your date of hire.  See your Employee Benefits Booklet for details.
[bookmark: _Toc61875795][bookmark: _Toc85805407]3.2   CONFIDENTIALITY OF PROTECTED HEALTH INFORMATION
The policy of COMPANY NAME is to maintain the privacy of protected health information of individuals covered under the group health plans sponsored by COMPANY NAME and to provide such individuals specific rights with respect to their protected health information in accordance with the Health Insurance Portability and Accountability Act (“HIPAA”).
COMPANY NAME and the group health plan will not use or disclose protected health information except as necessary for treatment, payment and other healthcare operations, or as otherwise permitted or required by law.  Protected health information may be disclosed to and used by employees responsible for carrying out administrative functions for the Company’s group health plans – for example, enrollment/disenrollment, claims administration, and benefit payment.  However, these employees will only have access to information on a “need to know” basis and will use and disclose only the minimum necessary protected health information to accomplish the intended Plan administration purpose.  COMPANY NAME and the plans will not, without authorization, use or disclose protected health information for employment-related actions and decisions or in connection with any other benefit or employee benefit plan of COMPANY NAME.
For full details regarding privacy rules, please refer to summary plan description for the relevant group health plan.  You may also obtain copies of the Notice of Privacy Practices distributed for each plan from Human Resources. 
This Section does not apply to COMPANY NAME’s use or disclosure of employee medical information obtained outside of the group health plan, including but not limited to administrating FMLA leave, the ADA reasonable accommodation process, or workers’ compensation.  Such medical information will be maintained, used, and disclosed in accordance with legal requirements, including the Americans with Disabilities Act.  
[bookmark: _Toc380315780][bookmark: _Toc380315974][bookmark: _Toc380316040][bookmark: _Toc380316106][bookmark: _Toc380316253][bookmark: _Toc380316344][bookmark: _Toc513608634][bookmark: _Toc61875796][bookmark: _Toc85805408]3.3   LIFE INSURANCE
Upon becoming a regular, full-time employee, you will receive Life Insurance in the amount of 75% of your annual salary ($5,000 minimum and $25,000 maximum).  Dependent life insurance is available at an additional cost to you.
You will also receive as a regular, full-time employee, Accidental Death and Dismemberment Insurance.  For more information on these benefits, refer to your Employee Benefits booklet.
[bookmark: _Toc380315781][bookmark: _Toc380315975][bookmark: _Toc380316041][bookmark: _Toc380316107][bookmark: _Toc380316254][bookmark: _Toc380316345][bookmark: _Toc513608635][bookmark: _Toc32913443][bookmark: _Toc61875797][bookmark: _Toc85805409][bookmark: _Toc380315782][bookmark: _Toc380315976][bookmark: _Toc380316042][bookmark: _Toc380316108][bookmark: _Toc380316255][bookmark: _Toc380316346][bookmark: _Toc513608636]3.4   RETIREMENT PLAN
COMPANY NAME provides a Retirement Plan.  For more information, please refer to your Summary Plan Description.
[bookmark: _Toc61875798][bookmark: _Toc85805410]3.5   SHORT-TERM DISABILITY BENEFIT
All regular, full-time employees are eligible to participate on the first of the month following their date of hire.  This benefit provides income protection to you if you incur a non-occupational illness or injury that disables you from your regular job.  This coverage begins after seven consecutive calendar days of disability.  For more information on the cost of participating in this benefit, or on the coverage itself, contact the Human Resource Department.
[bookmark: _Toc61960655][bookmark: _Toc85805411]3.6   LONG-TERM DISABILITY BENEFIT
Full-time employees are eligible to participate in the Long-Term Disability plan, subject to all terms and conditions of the agreement between the Company and the insurance carrier.
This is solely a monetary benefit and not a leave of absence. Employees who will be out of work must also request a formal leave of absence. See the Leave of Absence sections of this handbook for more information.
[bookmark: _Toc380315783][bookmark: _Toc380315977][bookmark: _Toc380316043][bookmark: _Toc380316109][bookmark: _Toc380316256][bookmark: _Toc380316347][bookmark: _Toc513608637][bookmark: _Toc61875799][bookmark: _Toc85805412]3.7   WORKERS' COMPENSATION INSURANCE
All employees are covered by Workers' Compensation Insurance.  This insurance is administered in accordance with the state law.
This coverage provides medical care and partial income payments in case you suffer from a work-related injury or illness.  There is no cost to you for this protection.
[bookmark: _Hlk506463676]If you suffer a work-related injury or illness (no matter how minor it may appear), you must report it to your supervisor as soon as reasonably possible, but in no event, later than leaving the facility, or within 8 hours of the illness or injury, whichever is earlier.  This will enable you to obtain any necessary medical attention and qualify for coverage as quickly as possible.  
[bookmark: _Toc473445973][bookmark: _Toc513608638][bookmark: _Toc32913446][bookmark: _Toc61875800][bookmark: _Toc85805413][bookmark: _Toc380315786][bookmark: _Toc380315980][bookmark: _Toc380316046][bookmark: _Toc380316112][bookmark: _Toc380316259][bookmark: _Toc380316350][bookmark: _Toc513608640]3.8   TEMPORARY MEDICAL ABSENCE/SICK DAYS	Comment by Author: Choose EITHER Sick (3.8) AND Vacation (3.9) OR PTO (3.20). Delete whichever polic(ies) will not apply.
If you are absent from work due to illness or injury (on or off the job), you will be excused on a day-to-day, unpaid basis for up to one week.  If you are unable to return to work after one week, it is your responsibility to apply for a medical leave of absence by contacting the Human Resources Department.
If you have been employed for 90 calendar days as a regular, full-time employee, you are eligible for three paid sick days per year.  These days can/cannot be carried over from year-to-year.  Unused sick days are/are not paid out at termination of employment.  Paid sick days do not count towards weekly overtime.  
[bookmark: _Toc85805414]3.9   VACATION	Comment by Author: Choose EITHER Sick (3.8) AND Vacation (3.9) OR PTO (3.20). Delete whichever polic(ies) will not apply.
All full-time employees are eligible to receive vacation pay.  New employees receive limited vacation days for use during the first calendar year.  The amount of vacation time is provided as follows:
· Hired before June 30th, you will receive five days of vacation between your hire date and the end of the calendar year.
· Hired between July 1st and September 30th, you will receive three days of vacation between your hire date and the end of the calendar year.
· Hired on October 1st or later, you will not receive any vacation until the beginning of the next calendar year.
The vacation schedule beginning January after your hire date and based on tenure is as follows:
· January 1st following hire date through the end of five years of employment – two weeks of vacation
· Six years of employment through the end of twelve years of employment – three weeks of vacation
· Over twelve years of employment – four weeks of vacation
Vacation may be used in hourly, half-day, full-day increments.
Vacation pay is not considered the same as hours worked for the purpose of computing weekly overtime.
A paid leave of absence counts as service when calculating vacation eligibility.  An unpaid leave of absence, excluding military leave, of four (4) weeks or longer does not count as service for vacation eligibility.
Forfeiture of Accrued, Vacation:	
Vacation may / may not be carried from one year to the next.
Any accrued, but unused, vacation time will be paid to you upon resignation of employment, provided you offer to work a two-week notice, as outlined in our Resignation Policy.  Failure to provide a notice will result in the forfeiture of accrued, unused vacation.  This vacation payout will be less any money owed the Company, as authorized by law.
If you involuntarily separate from the Company for any reason, other than a reduction in force, you will not be paid your accrued, unused vacation.
OR
COMPANY NAME does not pay out the value of any unused accrued vacation upon separation from employment for any reason.
[bookmark: _Toc380315793][bookmark: _Toc380315987][bookmark: _Toc380316053][bookmark: _Toc380316119][bookmark: _Toc380316266][bookmark: _Toc380316357][bookmark: _Toc513608647][bookmark: _Toc61875811][bookmark: _Toc85805415][bookmark: _Toc61875801]3.10   PAID TIME OFF	Comment by Author: Choose EITHER Sick (3.8) AND Vacation (3.9) OR PTO (3.20). Delete whichever polic(ies) will not apply.

COMPANY NAME believes that employees should have opportunities to be away from work to help balance their lives and recognizes that employees may have diverse needs for taking time off.  This Paid Time Off (PTO) policy is established to meet employee needs and contains provisions for time used for vacation and sick/medical leave. 

The benefits of PTO are that it promotes a flexible approach to time off which allows/requires employees to be accountable and responsible for managing their own PTO hours.  This allows employees to maintain adequate PTO reserves as needed for vacation, illness or disability, appointments, emergencies or other needs that require time off from work.

Regular full time and part time employees begin accruing PTO upon hire.  Temporary employees are not eligible to accrue PTO.  PTO accruals are available for use after 90 calendar days of employment.  No advanced PTO will be granted.  Employees are paid for time off from work only when sufficient PTO is available.    	Comment by Author: Select who and when employees accrue PTO and edit for your organization. 

Length of service determines the rate at which the employee will accrue PTO. Employees become eligible for the higher accrual rate on the first day of the pay period in which the employee’s anniversary date falls.

A paid leave of absence counts as service when calculating PTO eligibility.  An unpaid leave of absence, excluding military leave, of four (4) weeks or longer does not count as service for PTO eligibility.

	Years of Service	Comment by Author: Uses common vacation accruals of two weeks.
Adds 5 days (1 week) to each level to consider the 5 day wait for STD and in consideration that PTO is to cover sick time as well as vacation instead of two “banks.”
Max accrual is annual accrual amount plus 10 days (2 weeks).  This will allow for employees to work a full year plus.
	Hourly accrual rate per pay period
	Annual PTO Accrual
	Maximum Accrual

	Hire date through fifth (5) year anniversary
	4.615
	15 days (120 hours)
	25 days (200 hours)

	Five (5) years through twelfth (12) anniversary 
	6.154
	20 days (160 hours)
	30 days (240 hours)

	Thirteen (13) years through nineteenth (19) anniversary
	7.692
	25 days (200) hours)
	35 days (280 hours)

	Twenty (20) or more years
	9.231
	30 days (240 hours)
	40 days (320 hours)


PTO is paid at the employee’s base rate of pay at the time that it is used.  It does not include overtime or any special forms of compensation such as incentives, variable compensation or bonuses.  
PTO may be used in hourly, half-day, full-day increments. Requests to use PTO must be made in accordance with COMPANY NAME’s Attendance Policy.
[bookmark: _Hlk506465953]PTO is not considered the same as hours worked for the purpose of computing weekly overtime.
Forfeiture of Accrued, PTO:	
Any accrued, but unused, PTO will be paid to you upon resignation of employment, provided you offer to work a two-week notice, as outlined in our Resignation Policy.  Failure to provide a notice will result in the forfeiture of accrued, unused PTO.  This PTO payout will be less any money owed the Company, as authorized by law.  If you involuntarily separate from the Company for any reason, other than a reduction in force, you will not be paid your accrued, unused PTO.
OR
COMPANY NAME does not pay out the value of any unused accrued PTO upon separation from employment for any reason.
[bookmark: _Toc85805416]3.11  PERSONAL LEAVE
[bookmark: _Toc380315787][bookmark: _Toc380315981][bookmark: _Toc380316047][bookmark: _Toc380316113][bookmark: _Toc380316260][bookmark: _Toc380316351][bookmark: _Toc513608641]In the event you experience personal needs, an unpaid personal leave may be granted for up to one week by your supervisor.  Such requests must be made in writing to the employee’s supervisor and will be reviewed on a case-by-case basis.  Several factors will be considered, including, but not limited to, the reason for the leave, tenure, the length of time the employee will be away, current staffing requirements, and whether the employee has received any form of disciplinary action within the prior six (6) months.  Personal leaves requiring more than one week require the approval of the Department Manager and Human Resources.  Generally, a personal leave will not extend past 30 calendar days.  Employees must exhaust any eligible vacation or sick time before taking unpaid personal leave.   Employee health benefits will be continued in the same manner as prior to the leave, if the leave is for [enter number] weeks or less, but the employee will be expected to remit payment for the employee’s portion of the health insurance premium prior to leaving on personal leave, and in an amount equivalent to the expected period of absence.  If the leave exceeds beyond [enter number] week period, employees will be advised of their COBRA rights.	Comment by Author: Customize regarding your organization’s paid time off plan.	Comment by Author: Check your health insurance plan document for what this number should be.	Comment by Author: Check your health insurance plan document for what this number should be.
[bookmark: _Toc85805417]3.12  MEDICAL LEAVE OF ABSENCE (NON-FMLA)
If you are not eligible for FMLA, or have exhausted your FMLA covered leave, and have a medical condition that requires you to be away from work, you may be eligible for a non-FMLA medical leave of absence. 
OR 	Comment by Author: If your company is not covered by FMLA – use second statement and delete first.  
If you have a medical condition that requires you to be away from work, you may be eligible for a non-FMLA medical leave of absence.
An unpaid medical leave may be granted for up to 30 calendar days upon certification of your illness by your physician.  Should your recovery require additional time, a leave may be renewed for 30 additional calendar days, pending medical certification. Non-FMLA leave will not typically extend beyond 3 months, except in situations of a disability, when additional time may be granted as a reasonable accommodation, assuming it does not present a hardship for COMPANY NAME. 
Such requests will be reviewed by the Human Resources Department.  Several factors will be considered, including, but not limited to, the reason for the leave, current business conditions at the time of the request, and the employee’s work record and tenure.   Employees must use any available sick or vacation days concurrently with this medical leave.  If you do not return to work at the expiration of your leave, your employment may be terminated.  While every effort will be made to hold your position during this leave of absence, there are no job reinstatement rights associated with this leave of absence.	Comment by Author: Customize regarding your organization’s paid time off plan.

[bookmark: _Toc61875802][bookmark: _Toc85805418][bookmark: _Hlk56678516]3.13   FAMILY MEDICAL LEAVE ACT (FMLA)	Comment by Author: This is only required for elementary and secondary schools, public employers, and private employers with at least 50 employees (including temps even through an agency).

This is not a complete FMLA policy.  You should have a master document that contains a full explanation of how your company will implement FMLA.  This document should be available to your employees.
 In accordance with the Family Medical Leave Act that went into effect on August 5, 1993, COMPANY NAME provides eligible employees up to twelve weeks of leave for family and medical reasons.
Guidelines:
1.	Eligibility.  Employees are eligible to take up to 12 weeks of unpaid family/medical leave within a 12 month period [must describe how 12 months is calculated here- we recommend “rolling back method”] and be restored to the same or an equivalent position upon their return from leave provided they: a) have worked for COMPANY NAME for at least 12 months, b) for at least 1250 hours in the last 12 months; and c) are employed at a worksite that has 50 or more employees within a 75 mile radius.
2.	Reasons for Leave.  Eligible employees may take family/medical leave for any of the following reasons:  a) the birth of a son or daughter and in order to care for and/or bond with such son or daughter; b) the placement of a son or daughter with the employee for adoption or foster care; c) to care for a spouse, son, daughter, or parent with a serious health condition; d) to care for the employee’s own serious health condition which renders the employee unable to perform the essential functions of the position, e) in accordance with the National Defense Authorization Act:
· Eligible employees may take up to 12 weeks family medical leave for a qualifying exigency related to a covered service member on active duty or who has been notified of an impending call or order to active duty. Covered family members include spouse, parent, and child. 
· Or an eligible employee who is the spouse, son, daughter, parent, or next of kin of a covered service member shall be entitled to a total of 26 workweeks for military related medical treatment to care for the service member. Under the caregiver leave the twelve-month period will be calculated rolling forward from the first day of leave. 	Comment by Author: FYI- the caregiver provisions mandate rolling forward.
Leave because of reasons "a" or "b" must be completed within the 12-month period beginning on the date of birth or placement.
3.	Notice of Leave.  If the need for family/medical leave is foreseeable, the employee must give the Company at least 30 days prior written notice.  If this is not possible, the employee must at least give notice as soon as is practical (within 1 to 2 business days of learning of their need for leave).  Failure to provide such notice may be grounds for delay of leave.  Where the need for leave is not foreseeable, the employee must comply with the same notice and procedural requirements that apply to other similar absences as set forth herein in Section 5.1, except in extraordinary circumstances.  The Company has Family Medical Leave forms available from the Human Resource Department.  These forms must be used when employees request leave.
4.	Medical Certification.  If employees are requesting leave because of their own or a covered family member’s serious health condition, the employee and the relevant health care provider must supply appropriate medical certification.  The Company has the right to request second or third medical opinions, at its expense.  Medical Certification Forms are available from the Human Resource Department.  When an employee requests leave, the Company will notify them of the requirement for medical certification and when it is due (at least 15 calendar days after the employee requests leave).  If an employee provides at least 30 days’ notice of medical leave, the employee should provide the medical certification before leave begins.  Failure to provide requested medical certification in a timely manner may result in denial of leave until it is provided.  The Company may require subsequent medical recertification on a reasonable basis.
5.	Reporting While on Leave.  While an employee is out on leave, they must keep the company up to date with the status of their leave, and their intent to return to work. Depending on the nature and length of the absences, the employee may be required to check in at varying intervals of either every couple of weeks, or monthly. 
6.	Leave is Unpaid.  Family/medical leave is unpaid leave [although the employee must use PTO/vacation/sick time or may be eligible for short or long-term disability payments and/or workers’ compensation benefits under those insurance plans.  These plans are described elsewhere in the Handbook].  The substitution of paid leave time for unpaid leave time does not extend the 12-week leave period.  	Comment by Author: Employers may elect to make leave paid or unpaid.  The bracketed material must be modified depending on whether the Company provides paid personal, family or medical/sick leave and under what circumstances these paid leaves may be used.  

Remove brackets and highlight as appropriate.	Comment by Author: Employers can require employees to substitute accrued and unused paid time off for any unpaid FMLA leave and require that it runs concurrently with FMLA leave.The bracketed material must be modified depending on whether the Company provides paid personal, family or medical/sick leave and under what circumstances these paid leaves may be used.

Remove brackets and highlight as appropriate.
7.	Medical and Other Benefits.  During an approved family/medical leave, the Company will maintain the employee's health benefits, as if they had continued to be actively employed.  If paid leave is substituted for unpaid family/medical leave, the Company will deduct the employee's portion of the health plan premium as a regular payroll deduction.  If the employee's leave is unpaid, the employee must pay their portion of the premium through personal check.  The employee's health care coverage will cease if the premium payment is more than 30 days late.  If the employee elects not to return to work at the end of the leave period, he/she will be required to reimburse the Company for the costs of premiums paid by the Company for maintaining coverage during his/her leave, unless the employee cannot return to work because of a serious health condition or circumstances beyond their control.  	Comment by Author: The Company must decide what, if any, other benefits will continue to accrue during leave periods.  There is no obligation to continue to provide or accrue any benefits other than health care under the FMLA.  You just need to be consistent with people on paid/unpaid leave that is not covered under FMLA. 
8.	Intermittent and Reduced Schedule Leave.  Leave because of a serious health condition, may be taken intermittently (in separate blocks of time due to a single health condition) or on a reduced leave schedule (reducing the usual number of hours the employee works in each work week or workday) if medically necessary.  In addition, while the employee is on an intermittent or reduced schedule leave that is foreseeable based on planned medical treatment, the Company may temporarily transfer the employee to an available alternative position which better accommodates the employee's recurring leave, and which has equivalent pay and benefits.
9.	Returning from Leave.  Upon return from family/medical leave, employees will be restored to their original or equivalent positions with equivalent pay, benefits, and employment terms, unless business conditions have so changed to make this impossible.  In accordance with the FMLA, the Company may deny restoration to certain key employees, but only if necessary to avoid substantial and grievous economic injury to the Company’s operations.  If an employee takes leave because of their own serious health condition, they are required to provide medical certification that they are fit to resume work.  Return to Work Medical Certification Forms are available in the Human Resource Department.  Employees will not be permitted to resume work until the Return to Work Medical Certification Form is provided.
[bookmark: _Toc380315788][bookmark: _Toc380315982][bookmark: _Toc380316048][bookmark: _Toc380316114][bookmark: _Toc380316261][bookmark: _Toc380316352][bookmark: _Toc513608642][bookmark: _Toc61875803][bookmark: _Toc85805419]3.14   MILITARY LEAVE OF ABSENCE
A military leave of absence is a military obligation that requires a short-term absence (two weeks or less) or a long-term absence (usually no longer than five years).  Federal law governs a military leave of absence.  For more information regarding a military leave of absence please consult the Human Resources Department. COMPANY NAME will not retaliate against employees who request or take leave in accordance with this policy.
[bookmark: _Toc380315789][bookmark: _Toc380315983][bookmark: _Toc380316049][bookmark: _Toc380316115][bookmark: _Toc380316262][bookmark: _Toc380316353][bookmark: _Toc473445978][bookmark: _Toc513608643][bookmark: _Toc61875804][bookmark: _Toc85805420][bookmark: _Toc380315792][bookmark: _Toc380315986][bookmark: _Toc380316052][bookmark: _Toc380316118][bookmark: _Toc380316265][bookmark: _Toc380316356]3.15   MILITARY TRAINING PAY	Comment by Author: Pay is not required. Consider what is appropriate for your company.
If it is necessary that you lose work time because of military training duty, and if you have completed one year's continuous service, the Company pays the difference between your regular pay and your Military compensation for a maximum of two weeks per year for duty in the State or National Guard or United States Reserves.  
[bookmark: _Toc380315790][bookmark: _Toc380315984][bookmark: _Toc380316050][bookmark: _Toc380316116][bookmark: _Toc380316263][bookmark: _Toc380316354][bookmark: _Toc473445979][bookmark: _Toc513608644][bookmark: _Toc61875805][bookmark: _Toc85805421]3.16   BEREAVEMENT LEAVE	Comment by Author: This is not required. Consider what is appropriate for your company. You can modify this list as you see fit. For example, some employers grant leave for step-parents, step-children, father-in-law, and/or mother-in-law.
As a regular, full-time employee, if a relative in your immediate family dies, COMPANY NAME grants you up to three consecutive calendar days of paid leave to arrange for and attend the funeral.  Immediate family includes: your spouse, mother, father (or guardian), child, brother, sister, grandparent and grandchildren.
Should a death occur in your immediate family, please notify your supervisor as soon as possible.
Paid bereavement leave does not count toward weekly overtime.
[bookmark: _Toc380315791][bookmark: _Toc380315985][bookmark: _Toc380316051][bookmark: _Toc380316117][bookmark: _Toc380316264][bookmark: _Toc380316355][bookmark: _Toc473445980][bookmark: _Toc513608645][bookmark: _Toc61875806][bookmark: _Toc85805422]3.17   JURY DUTY	Comment by Author: You are required to provide this time off, however, it is not required to be paid in NC/SC.  
However, under federal wage & hour regulations, you must pay an exempt employee unless he performs absolutely no work in an entire workweek. 
COMPANY NAME encourages you to accept and fulfill your civic duty in your community.  Notify your supervisor as soon as you receive a notice of jury duty so that staffing provisions can be made.  Your supervisor must also be provided a copy of your summons.
If you serve on jury duty, you will be paid the difference between eight hours straight time pay less the pay received for jury duty, for each day served, for a maximum of two calendar weeks per year.
To receive pay from the Company, you must provide a statement certified by a court official as to your service as a juror, the dates and hours of attendance, and the compensation received.
Paid jury leave does not count towards weekly overtime.
COMPANY NAME will not retaliate against employees who request or take leave in accordance with this policy.
[bookmark: _Toc61875807][bookmark: _Toc85805423][bookmark: _Toc513608646]3.18   SCHOOL VISITATION LEAVE	Comment by Author: This leave is required by NC law. If SC employer, this may be deleted. 
If an employee is the parent, guardian, or person standing in loco parentis of a school-aged child, COMPANY NAME will provide the employee up to four hours of time off per year to attend or otherwise be involved in activities at the child’s school.  The employee and their supervisor must mutually agree to the scheduling of leave.  Employees must submit a written request for leave at least 48 hours in advance of the requested absence.  Employees may be required to provide documentation from the child's school verifying that the employee was involved at the school during the leave time.

Leave under this policy is unpaid; however, exempt employees will be paid as required by law. Employees may opt to use sick time/vacation time/PTO in place of unpaid leave.

COMPANY NAME will not retaliate against employees who request or take leave in accordance with this policy.
[bookmark: _Toc61875808][bookmark: _Toc85805424]3.19   JUVENILE ORDER LEAVE	Comment by Author: This leave is required by NC law. If SC employer, this may be deleted. 

All employees who are parents, guardians or custodians of juveniles will be given leave to comply with juvenile court orders, issued by a court of competent jurisdiction.  Employees subject to such orders must notify their manager immediately upon being served with an order and provide a copy of the order.  Leave under this policy is unpaid; however, exempt employees will be paid as required by law. Employees may opt to use sick time/vacation time/PTO in place of unpaid leave.
[bookmark: _Toc61875809][bookmark: _Toc85805425]3.20   DOMESTIC VIOLENCE LEAVE	Comment by Author: This leave is required by NC law. If SC employer, this may be deleted. 

Employees who are the victims of domestic violence will be provided with leave to seek an injunction for protection, to obtain medical care or counseling, to obtain services from a victim services organization, to secure the employee’s home from the perpetrator, or to seek legal assistance to address domestic or sexual violence. Leave under this policy is be unpaid; however, exempt employees will be paid as required by law. You may opt to use sick time/vacation time/PTO in place of unpaid leave.
[bookmark: _Toc61875810][bookmark: _Toc85805426]3.21   HOLIDAYS
COMPANY NAME recognizes certain days of religious and historic importance as holidays, and pays regular, full-time, active employees eight hours straight time for each of eight holidays.  Piece rate employees, and drivers who are paid by mileage, will receive eight hours of pay based on their six-week hourly average, excluding overtime.
The holidays observed by COMPANY NAME are:
	New Year’s Day
	Labor Day

	Presidents Day
	Thanksgiving Day

	Good Friday
	Christmas Eve

	July 4th
	Christmas Day


To receive holiday pay, you must work your regular scheduled hours before and after the holiday, unless the absence is excused by your supervisor and approved documentation is submitted by you.
If you are a non-exempt employee and are required to work on a scheduled holiday, you will receive your regular rate of pay for the time worked in addition to holiday pay.  If you are scheduled to work on a holiday and fail to report to work as scheduled, you will forfeit your holiday pay.	Comment by Author: NC and SC do not require any additional pay for working on a holiday. Customize as appropriate. 
Holiday pay is not considered the same as hours worked for the purpose of computing weekly overtime.
[bookmark: _Toc380315794][bookmark: _Toc380315988][bookmark: _Toc380316054][bookmark: _Toc380316120][bookmark: _Toc380316267][bookmark: _Toc380316358][bookmark: _Toc473445983][bookmark: _Toc513608648][bookmark: _Toc61875812][bookmark: _Toc85805427][bookmark: _Toc380315795][bookmark: _Toc380315989][bookmark: _Toc380316055][bookmark: _Toc380316121][bookmark: _Toc380316268][bookmark: _Toc380316359]3.22   PAID BREAKS/MEALS	Comment by Author: Employers are not required by law to provide breaks/meals to employees over 18 in NC/SC. However, there might be other state requirements. Federal wage and hour law says for a break to be unpaid, it must be more than 20 mins and for a meal period to be unpaid, it must be at least 30 mins. 
COMPANY NAME provides you with two paid breaks per day.  Your supervisor will discuss the break schedule with you.  You are also allowed XX amount of time for meals that is/is not paid time.  Your supervisor will discuss the timing of your meal period with you.
[bookmark: _Toc85805428][bookmark: _Toc473445984][bookmark: _Toc513608649]3.23   ACCOMMODATIONS FOR NURSING MOTHERS
COMPANY NAME will provide nursing mothers reasonable unpaid break time to express milk for their infant child(ren) for up to one year following the child's birth.  If you are nursing, you will be provided with a space, other than a restroom, that is shielded from view and free from intrusion from co-workers and the public.  Employees must bring their own cooler or storage container.  Breaks greater than 30 minutes to express milk will not be paid for non-exempt employees.  Break time should, if possible, be taken concurrently with any other break time already provided.
[bookmark: _Toc61875813][bookmark: _Toc85805429]3.24   EDUCATIONAL ASSISTANCE	Comment by Author: This section is not required by law.  Consider what is appropropriate for your company.
COMPANY NAME encourages employees to improve their skills by taking classes outside the Company.  The following guidelines apply to those employees who request the Company’s financial assistance with educational assistance.  Full-time, regular employees who have completed six-months of employment are eligible under this policy.
Courses or programs must be offered by an approved institution – for example, accredited school, college or university.  Courses or programs must be scheduled outside the employee’s regular work hours, and all homework must be done on the employee’s time.  Each course must be applied for separately and is evaluated on its individual merits in accordance with this procedure.
An employee should request permission to take a course(s) three weeks before the course begins.  Human Resources will provide the necessary forms to complete.  If approved, an employee will be reimbursed for tuition, books and fees at the completion of the course.  If a grade of “A” or “B” is obtained, reimbursement will be at 100%, up to a maximum of [insert].  If a “C” is obtained, reimbursement will be at 75%, up to a maximum of [insert].  There will be no reimbursement for grades below a “C” or for “withdrawals” or “incompletes.”  The Company will reimburse for a maximum of three (3) classes per semester/quarter.  It is the employee’s responsibility to submit receipt/cancelled checks, etc., as well as transcripts, before reimbursement will be made.
If the Company reimburses an employee for coursework, and the employee leaves the Company for any reason, other than a reduction in force, the employee will be required to reimburse the Company, in accordance with state and federal regulations, according to the following schedule:
· If the employee leaves within 6 months of reimbursement, the employee owes Company 100%.	Comment by Author: The reimbursement provision is only allowable for non-exempt employees, with signed authorization, under NC/SC law.  For exempt employees, deductions and reimbursements of this nature violate the salary basis test under the FLSA.
· If the employee leaves within 9-12 months of reimbursement, the employee owes Company 50%.



[bookmark: _Toc380315797][bookmark: _Toc380315991][bookmark: _Toc380316057][bookmark: _Toc380316123][bookmark: _Toc380316270][bookmark: _Toc380316361][bookmark: _Toc513608652][bookmark: _Toc61875814][bookmark: _Toc85805430]SECTION 4:  YOUR CAREER AT YOUR COMPANY NAME
COMPANY NAME makes every effort to hire qualified people to do quality work.  The fact that you were hired by COMPANY NAME means that someone here has already recognized your skills and potential.
Whether you are just beginning your career with us, or continuing a successful one, your supervisor can provide you with some goals and objectives that can add purpose to your career with the Company.
[bookmark: _Toc380315799][bookmark: _Toc380315993][bookmark: _Toc380316059][bookmark: _Toc380316125][bookmark: _Toc380316272][bookmark: _Toc380316363][bookmark: _Toc513608654][bookmark: _Toc61875816][bookmark: _Toc85805431]4.1   PROMOTIONS
COMPANY NAME seeks to select the individuals who best meet the organization needs to fill open positions.  
To be considered for promotion, you must have been in your current position for at least six months and have demonstrated consistently high standards of performance, as reflected in your two most recent review cycles. Other factors taken into consideration include relevant work experience, skill set that matches or exceeds the minimum requirements of the new position, personal motivation and willingness for a change in responsibilities.  When no major differences exist between internal candidates, length of service may also be considered.  Employees who have received any form of disciplinary action within the past 12 months, or who are currently on a performance improvement plan, are not eligible for promotion consideration.
COMPANY NAME reserves the right to hire the individual (internally or externally) who best meets the organization’s needs.
[bookmark: _Toc380315800][bookmark: _Toc380315994][bookmark: _Toc380316060][bookmark: _Toc380316126][bookmark: _Toc380316273][bookmark: _Toc380316364][bookmark: _Toc513608655][bookmark: _Toc61875817][bookmark: _Toc85805432]4.2   JOB POSTING
When there is an opening for a position at COMPANY NAME, information on the position may be posted internally for a week before it is posted externally.  	Comment by Author: Federal contractors have requirements under OFCCP for job postings.  
If you are interested in, and meet the minimum qualifications for a position, you must complete a Job Request Form.  Only regular, full-time employees, who have not received any disciplinary action within the past 12 months, are eligible to apply.  
You must stay in your position for six months before you are eligible to apply for another position in the Company.
COMPANY NAME reserves the right to transfer employees to different positions, when deemed necessary, to maintain efficient operations and production.
The Company has the right to consider individuals from outside the Company as well as individuals who have applied via the job posting system.  Additionally, COMPANY NAME reserves the right to fill positions through any means or combination of means it deems preferable, including but not limited to posting the position internally and/or externally, directly promoting an employee and/or searching through its candidate database. 

[bookmark: _Toc380315802][bookmark: _Toc380315996][bookmark: _Toc380316062][bookmark: _Toc380316128][bookmark: _Toc380316275][bookmark: _Toc380316366][bookmark: _Toc513608657][bookmark: _Toc61875818][bookmark: _Toc85805433]
SECTION 5:  YOUR RESPONSIBILITIES
Working at COMPANY NAME not only offers certain benefits and privileges, but also requires some important responsibilities.  To help you understand and carry out your responsibilities, the Company has established specific written rules and procedures.
This section summarizes some of COMPANY NAME policies and rules.  Some are general Company rules, and others are in relation to individual conduct.
It is important that you understand and adhere to these guidelines.  If you need any of these responsibilities clarified, contact your supervisor, or the Human Resource Director.
[bookmark: _Toc380315803][bookmark: _Toc380315997][bookmark: _Toc380316063][bookmark: _Toc380316129][bookmark: _Toc380316276][bookmark: _Toc380316367][bookmark: _Toc513608658][bookmark: _Toc61875819][bookmark: _Toc85805434]5.1   ATTENDANCE/ABSENTEEISM/TARDINESS
Because every job at COMPANY NAME is important to the Company's efficient operation, COMPANY NAME depends on employees to come to work each day, arrive on time, and not leave work earlier than scheduled.  Regular and punctual attendance is essential to our success and is an expected and essential function of every position at COMPANY NAME.  Absenteeism and tardiness reduce efficiency and burden fellow employees.  Attendance is also a key factor in your performance appraisal.
If you are late or must be absent, you are required to provide reasonable notice to your supervisor. COMPANY NAME’s call-in procedures are listed below:
Notice / Call-In Procedure – Emergencies
If you are unable to work, report to work on time, or work your entire workday due to illness or a personal emergency, you must notify your supervisor as soon as possible. If you are unable to report to work (or report to work on time), you should contact your supervisor to provide reasonable notice, but no later than thirty (30) minutes before you are scheduled to start work, if practical, but in no event more than two (2) hours from the time you are scheduled to start work.    
All notifications of absences must be either face-to-face or by telephone to your supervisor.  No employee may call in sick by email, instant message, text message, or social media or by leaving a message for another employee. 

When you contact your supervisor to report your need for leave, you must provide at least the following information:
· The specific reason for your absence, with sufficient information to allow us to determine whether FMLA may apply to your request.
· When your leave will begin and when you expect to return to work, including specific dates and times of absences, if known; and
· A telephone number where you may be reached for further information.
If your need for leave is covered by FMLA, you must also call XXX; if you fail to do so, your leave may not be covered by FMLA.	Comment by Author: This should refer to the position at the Company responsible for administering FMLA and/or any applicable Third Party Administrator. 
Failure to follow this Notice / Call-In Procedure may result in termination.

Absences due to an illness that lasts longer than three (3) days may require documentation such as a doctor’s note.  
Should you need to leave work early, this must be approved by your supervisor. You must make sure that any urgent, uncompleted tasks are arranged to be completed by another employee.  
Notice / Call-In Procedure – Scheduled Absences
For scheduled absences, such as a routine doctor’s appointment or a vacation, the Company requires at least three (3) weeks’ advance notice.  
Excused absences and tardies are those that are pre-arranged and approved in advance by your supervisor.  Exceptions to this are sudden emergencies, sickness, or accidents which may be considered excused.
If you are not at your workstation at your assigned starting time, you will be considered tardy.
If you are absent three or more consecutive workdays without giving proper notice to your supervisor, the Company will deem you to have voluntarily abandoned your job and will interpret this as your voluntary resignation from employment.
[bookmark: _Toc380315804][bookmark: _Toc380315998][bookmark: _Toc380316064][bookmark: _Toc380316130][bookmark: _Toc380316277][bookmark: _Toc380316368][bookmark: _Toc513608659][bookmark: _Toc61875820][bookmark: _Toc85805435][bookmark: _Toc380315805][bookmark: _Toc380315999][bookmark: _Toc380316065][bookmark: _Toc380316131][bookmark: _Toc380316278][bookmark: _Toc380316369][bookmark: _Toc513608660]5.2   CORRECTIVE DISCIPLINARY ACTION
We believe that open communication between you and your supervisor can provide the basis for resolving any problems associated with your behavior or performance.
[bookmark: _Toc61875821]COMPANY NAME does not have a formal disciplinary process but will take any disciplinary action necessary depending on the facts of each situation.  Nonetheless, at COMPANY NAME, discipline is not intended to punish, but to help the disciplined employee understand and correct their behavior.  Violation of COMPANY NAME’S policies, rules, and expectation levels may result in disciplinary action including verbal warning, written warning, suspension, demotion, transfer, or termination of employment.  In general, for minor incidents, a verbal redirection may be appropriate before a written warning. However, more significant and/or repeated issues may result in a written warning.  Depending on the seriousness of the offense, a final warning or termination may occur at any point.
5.3   HEALTH AND SAFETY
COMPANY NAME is dedicated to providing an environment that is health and safety conscious.  Your security is our concern.  Only with a concentrated effort on everyone's part can we provide this environment.
Therefore, the following list has been provided to help everyone focus on our safety efforts:
· Always report any injury, no matter how slight, to your supervisor.
· Be alert to fire and safety hazards and report them immediately.
· Keep aisles free at all times.
· Wear proper clothing and personal protective equipment at all times.
· Observe all safety practices associated with your job.
· Refrain from eating and drinking in manufacturing areas.
· Housekeeping is everyone's responsibility; please clean up your work area throughout the day.
· Use proper lifting techniques.
· Radio ear plugs, headsets, etc. are prohibited for safety reasons.
Employees who have ideas or suggestions to improve the safety of the work environment are encouraged to talk with their supervisors.  Employees can voice their safety concerns, report unsafe conditions or make suggestions for improvements without fear of retaliation.
[bookmark: _Toc380315806][bookmark: _Toc380316000][bookmark: _Toc380316066][bookmark: _Toc380316132][bookmark: _Toc380316279][bookmark: _Toc380316370][bookmark: _Toc513608661][bookmark: _Toc61875822][bookmark: _Toc85805436]5.4   REPORTING ON-THE JOB INJURIES, ACCIDENTS & EMERGENCIES
Should you be injured on the job, or even if an incident occurs that does not result in an injury or illness, you must report the incident to your supervisor as soon as reasonably possible, but no later than leaving the facility, or 8 hours after becoming aware of the injury, whichever is earlier.  
Should your injury require medical treatment, your supervisor will arrange for you to see a physician.  If the physician determines that you cannot return to work that day, you will be paid at your regular rate of pay for the remainder of the day.
No employee who makes a good-faith effort to comply with this policy will be disciplined for not promptly reporting a workplace incident.
[bookmark: _Toc61960679][bookmark: _Toc85805437]5.5   OPERATION OF COMPANY VEHICLES 
All employees authorized to drive Company-owned or leased vehicles or personal vehicles in conducting Company business must possess a current, valid driver's license and an acceptable driving record. Any change in license status or driving record must be reported to management immediately.
An employee must have a valid driver's license in their possession while operating a vehicle off or on Company property. It is the responsibility of every employee to drive safely and obey all traffic, vehicle safety, and parking laws or regulations. Drivers must demonstrate safe driving habits at all times.
Company-owned or leased vehicles may be used only as authorized by management.
Employees who drive on Company business must abide by all state or local laws prohibiting or limiting portable communication device (PCD) use, including cell phones or personal digital assistants, while driving. Further, even if use is permitted, employees may choose to refrain from using any PCD while driving. "Use" includes, but is not limited to, talking or listening to another person or sending an electronic or text message via the PCD.
Regardless of the circumstances, including slow or stopped traffic, if any use is permitted while driving, employees should proceed to a safe location off the road and safely stop the vehicle before placing or accepting a call. If acceptance of a call is absolutely necessary while the employee is driving, and permitted by law, the employee must use a hands-free option and advise the caller that they are unable to speak at that time and will return the call shortly.
Under no circumstances should employees feel that they need to place themselves at risk to fulfill business needs.
Since this policy does not require any employee to use a PCD while driving, employees who are charged with traffic violations resulting from the use of their PCD while driving will be solely responsible for all liabilities that result from such actions. Texting and emailing while driving are prohibited in all circumstances.
[bookmark: _Toc380315807][bookmark: _Toc380316001][bookmark: _Toc380316067][bookmark: _Toc380316133][bookmark: _Toc380316280][bookmark: _Toc380316371][bookmark: _Toc513608662][bookmark: _Toc61875823][bookmark: _Toc85805438]5.6   PERSONAL TELEPHONE CALLS / CELL PHONE USE
There are times when an employee must take care of personal business during working hours.  However, personal telephone calls and texting must be kept to a minimum, because these interruptions clearly distract from the efficient operation of business.  Abuse of telephone privileges can result in disciplinary action.
Personal cell phones must be turned off in production areas.  If you work in a production area, or in an area where you are unable to be reached, the receptionist or your supervisor will take a message and deliver it to you.  Every effort will be made to assist an employee receiving an emergency call.
If you are driving a vehicle (personal or Company) on Company business, you MUST use a hands-free device while using your cell phone.  Calls made while using hands-free devices should be made only when necessary and kept as brief as possible.  If use of a hands-free device is not possible, you are required to pull off of the road to a safe area before using your cell phone.  It is unlawful for any motor vehicle operator to text message while driving. 
Employees who travel for business are obligated to learn and comply with any laws restricting cellular phone use while driving in the states where they travel. Compliance with all local, state, and federal laws is required.  Employees will be solely responsible for traffic violations, personal injury and property damage resulting from the use of their phone while driving and/or are subject to disciplinary action including termination.  In the event COMPANY NAME is deemed legally responsible to a third party, the employee will reimburse COMPANY NAME for any and all fines, damages, judgments, attorneys’ fees, and costs incurred as a result. 
[bookmark: _Toc61875824][bookmark: _Toc85805439][bookmark: _Toc513608663][bookmark: _Toc380315808][bookmark: _Toc380316002][bookmark: _Toc380316068][bookmark: _Toc380316134][bookmark: _Toc380316281][bookmark: _Toc380316372]5.7   REFERENCE REQUESTS
Inquiries regarding current or former employees should always be directed to the Human Resources Department. If you have questions about this policy, please refer to your supervisor. 
[bookmark: _Toc61875825][bookmark: _Toc85805440]5.8   COMPANY COMMUNICATIONS POLICY
[bookmark: CiTag0]Telephones and computers, including email and internet access are provided for Company business use, and excessive personal use of these devices is prohibited.  COMPANY NAME owns the computers, software, and phones making up the voice mail, email, internet systems, network systems and other computing resources (“Company Devices”) and permits employees to use them in performance of their duties for the Company.  It is prohibited for users to install software products on their Company Devices without approval from the IT Director and their manager.
Company Devices are intended to be used for business purposes, but if used within reasonable limits, they can be for informal and personal uses.  However, communication through Company Devices is subject to monitoring by the Company, and the use of discriminatory, hostile, suggestive, or otherwise inappropriate language is strictly prohibited. The display or transmission of any kind of sexually explicit image or document on or through any Company Device is a violation of our policy on sexual harassment and is prohibited. Also, sexually explicit material may not be archived, stored, distributed, edited or recorded using any Company Device.  All other existing Company policies also apply to conduct on Company Devices. 
COMPANY NAME uses software and data to identify inappropriate or sexually explicit internet sites. We may block access from within our networks to all such sites of which we are aware. If you accidently connect to a site that contains sexually explicit or offensive material, you must disconnect from that site immediately, regardless of whether that site was previously deemed acceptable by our screening or rating program.
Use of Company Devices in violation of COMPANY NAME’s policy on solicitation and distribution of literature is also strictly prohibited.  While the Company does not intend to patrol every communication through email/voicemail/internet, employees have no right or expectation of privacy when using these resources.  Additionally, as Company records, all email, voicemail and internet records are subject to disclosure to law enforcement or government officials.
Please remember that our Company's positive reputation is critical to supporting our mission and strategic objectives. 
· Employee use of social media during work hours shall be limited to business purposes only. 
· As with all other communications, employees shall conduct themselves in a professional manner when using such forums. Harassment, bullying, discrimination, or retaliation that would not be permissible in the workplace is not permissible between co-workers online, even if it is done after hours, from home, and on home computers. In sum, respectful communication is still a requirement for the wellbeing of all parties.
· Disclosure of trade secrets and other proprietary information is prohibited.
· [bookmark: HI300B000810004665]Public expression of opinion in conflict with the Company's formal equal employment policy may be conducive to a hostile work environment and is thus prohibited.
COMPANY NAME may, at its option, monitor internal and external sources to identify inappropriate use. Employees responsible for posting disparaging material or for other misuse will be subject to discipline, up to and including termination. 
COMPANY NAME reserves the right to take legal action if necessary.
Violation of this policy will be considered grounds for disciplinary action, up to and including discharge.
Nothing in this policy should be construed to prohibit any form of Section 7 activity under the National Labor Relations Act and nothing herein is intended to prevent, deter, or interfere with employees in the exercise of any employee rights under the National Labor Relations Act.  Additionally, this policy will not be interpreted or applied in a way that would interfere with any whistleblower protections under federal or state law. 
[bookmark: _Toc61875826][bookmark: _Toc85805441]5.9   PERSONNEL FILES/ADDRESS OR PERSONAL STATUS CHANGES	Comment by Author: North and South Carolina laws do not require private employers to share this information with employees.  However, it is recommended that employers allow current (not former) employees view the file, under controlled conditions with a member of management or human resources present.
It is important that the Human Resource Director and your supervisor have your correct home address and telephone number at all times.  You should report any changes to the Human Resource Director and your supervisor immediately.
If your personal status, such as your marital status, should change or if you have an addition to your family and you need to change your insurance and/or tax elections, you should notify the Human Resource Director.
COMPANY NAME maintains personnel files on each employee. These files contain documentation regarding all aspects of your tenure with the Company, such as performance appraisals, beneficiary designation forms, disciplinary warning notices, and letters of recommendation. Current employees may review their personnel file on an annual basis. You may / may not make photocopies of documents contained in your file.  If you are interested in reviewing your file, contact the Human Resources Department to schedule an appointment.  
[bookmark: _Toc61875827][bookmark: _Toc85805442]5.10   CONFIDENTIAL INFORMATION
As a condition of employment, COMPANY NAME employees are required to protect the confidentiality of Company proprietary information, and confidential commercially sensitive information (collectively referred to as “Confidential Information”).  The following is a non-exhaustive list of Confidential Information: all information relating to the Company’s or its customers’, contractors’, suppliers’, vendors’, or partners’ financial or sales records/reports; marketing strategies/plans; price lists; business strategies/plans; products and product development; customer, client, membership or donor lists; trademarks and other intellectual property; contracts; personnel and customer information; or other information that the Company considers Confidential Information. If you have any questions about whether some information or document is considered by the Company to be Confidential Information, please contact your supervisor.  Access to this information should be limited to a "need to know" basis and must not be used for personal benefit, disclosed, or released without prior written authorization from management.  If you have information that leads you to suspect that employees or competitors are obtaining such information, you are required to inform your supervisor.  Violation of this policy may result in disciplinary action up to and including termination.
[bookmark: _Toc61875828][bookmark: _Toc85805443]5.11   CONFLICT OF INTEREST
Due to the nature of our business, we ask that you not perform services in any manner for anyone whose business is the same as, similar to, or otherwise competitive with, the Company.  Likewise, we ask that you do not engage in any after-hours businesses or business practices that would conflict with your time or interests with our Company.
[bookmark: _Toc61875829][bookmark: _Toc85805444]5.12   BUSINESS GIFTS
It is the policy of COMPANY NAME that business gifts are not to be used to influence suppliers or customers in any business transactions.  Business gifts are permissible only when they are used as a symbol of goodwill or appreciation, or in the interest of public affairs.  For more information on this policy, contact your supervisor.
[bookmark: _Toc61875830][bookmark: _Toc85805445]5.13   CARE OF COMPANY EQUIPMENT
The equipment, machinery, materials, supplies, and vehicles provided by COMPANY NAME represent a substantial investment.  You are expected to use proper care when using Company property and equipment. If you lose, break or damage any property or equipment, you must report it to your supervisor immediately. Conserving equipment, materials, and time creates a savings that helps our Company keep a competitive price edge, which in turn helps the Company remain profitable.  When the Company profits, you also profit.
[bookmark: _Toc61875831][bookmark: _Toc85805446]5.14   SOLICITATION AND DISTRIBUTION OF LITERATURE ON COMPANY PREMISES
To maintain efficient and safe operations and to encourage employees to give their full attention to their jobs, COMPANY NAME must limit solicitation and distribution of literature on Company premises.  Please help us to insure this by refraining from the following:
· Distribution of literature by employees in work areas on Company property
· Distribution of literature by employees during working time in non-work areas on Company property, which in any way interferes with work
· Solicitation by employees on Company property during working time, which in any way interferes with work
· Solicitation and/or distribution of literature by non-employees on Company property
This policy is not intended to restrict the statutory rights of employees, including the right to discuss terms and conditions of employment.
[bookmark: _Toc61875832][bookmark: _Toc85805447][bookmark: _Toc380315814][bookmark: _Toc380316008][bookmark: _Toc380316074][bookmark: _Toc380316140][bookmark: _Toc380316287][bookmark: _Toc380316378][bookmark: _Toc513608670]5.15   ARRESTS AND CONVICTIONS POLICY
[bookmark: a0b2p1z8b3][bookmark: ctx1]Employees arrested or convicted of a crime for any reason, other than a traffic citation such as a speeding ticket (unless driving a company vehicle), must notify COMPANY NAME within 24 hours.  In accordance with legal requirements, the Company will conduct an individualized assessment to determine whether the employee will be disqualified from employment, using the following factors:	Comment by Author: Employers should consider the “Green Factors” set forth by the EEOC: https://www.eeoc.gov/laws/guidance/enforcement-guidance-consideration-arrest-and-conviction-records-employment-decisions

· [bookmark: a0b2p1z8b6]The nature and gravity of the offense or conduct;
· [bookmark: a0b2p1z8b7]The time that has passed since the offense, conduct and/or completion of the sentence; and
· [bookmark: a0b2p1z8b8]The nature of the job held.
[bookmark: a0b2p1z8b9]In all cases, COMPANY NAME reserves the right to:
· [bookmark: a0b2p1z8c0]Assign the employee to different responsibilities or department,
· [bookmark: a0b2p1z8c1][bookmark: a0b2p1z8c2]Suspend the employee with or without pay, or
· Terminate the employee.
[bookmark: _Toc61875833][bookmark: _Toc85805448]5.16   HARASSMENT/SEXUAL HARASSMENT
Policy Against Workplace Harassment
It is COMPANY NAME’s goal to maintain a pleasant, professional, and productive work environment.   As such, COMPANY NAME has a strict policy against all types of workplace harassment, including sexual harassment and other forms of workplace harassment based upon an individual's race, color, religion, national origin, age, sex, gender identity or expression, sexual orientation, disability, veteran status, genetic information, or any other class protected by state or local law. All forms of harassment of, or by, employees, vendors, visitors, customers, and clients are strictly prohibited and will not be tolerated.
Sexual Harassment
Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when (1) submission to such conduct is made either explicitly or implicitly as a term or condition of an individual's employment; (2) submission to, or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual; or (3) such conduct has the purpose or effect of unreasonably interfering with an individual's work performance or creating an intimidating, hostile, or offensive work environment.
While it is not possible to identify every act that constitutes or may constitute sexual harassment, the following are some examples of sexual harassment:
· Unwelcome requests for sexual favors;
· Lewd or derogatory comments or jokes;
· Comments regarding sexual behavior or the body of another;
· Sexual innuendo and other vocal activity such as catcalls or whistles;
· Obscene letters, notes, emails, invitations, photographs, cartoons, articles, computer programs, internet web sites, or other written or pictorial materials of a sexual nature;
· Repeated requests for dates after being informed that interest is unwelcome;
· Retaliating against another for refusing a sexual advance or reporting an incident of possible sexual harassment to the Organization or any government agency;
· Offering or providing favors or employment benefits such as promotions, favorable evaluations, favorable assigned duties or shifts, etc., in exchange for sexual favors; and
· Any unwanted physical touching or assaults, or blocking or impeding movements.
Other Harassment
Other workplace harassment is verbal or physical conduct that insults or shows hostility or aversion towards an individual because of the individual's race, color, religion, national origin, age, disability, veteran status, genetic information, or any other class protected by state or local law.
Again, while it is not possible to list all the circumstances that may constitute other forms of workplace harassment, the following are some examples of conduct that may constitute workplace harassment:
· The use of disparaging or abusive words or phrases, slurs, negative stereotyping, or threatening, intimidating, or hostile acts that relate to the above protected categories;
· Joking and teasing that relate to the above protected categories;
· Singling out an individual for abusive conduct based on his or her protected categories, as listed above;
· Computer programs or internet websites that denigrate, insult, offend, or ridicule based on one of the above protected categories;
· Written or graphic material that insults, stereotypes, or shows aversion or hostility towards an individual or group because of one of the above protected categories and that is placed on walls, bulletin boards, email, voicemail, or elsewhere on our premises, or circulated in the workplace; and
· A display of symbols, slogans, or items that are associated with hate or intolerance towards any select group.
Reporting Harassment
If you feel you have witnessed or have been harassed in any way, immediately report the incident to your supervisor or any member of management.   If your complaint of harassment is against your immediate supervisor, you should report this harassment to the next level of supervision (please refer to the Complaint Procedure in your handbook).
It is your right and responsibility to report any form of harassment without fear of reprisal.  Because problems related to harassment may be of a personal nature, and because you may be reluctant to discuss a situation with your supervisor, feel free to contact the Human Resource Director.
Supervisors are required to immediately report all conduct they believe may violate this policy, whether they directly observe this conduct, or it is reported to them by an employee or another individual, directly to the Director of Human Resources or any member of management above their level.  
COMPANY NAME’s policy is to investigate all harassment complaints thoroughly and promptly. To the fullest extent practicable, the Company will keep complaints, investigative records, and the results of the investigation confidential. If an investigation confirms that harassment has occurred, the Company will take corrective action, including appropriate discipline, up to and including termination to effectively end the harassment.
Retaliation against any employee who, based on a reasonable belief, reports an incident of alleged offensive workplace behavior or who participates in an investigation will not be tolerated.	
Any type of harassment, whether engaged in by fellow employees, or by non-employees, with whom the employee comes in contact in the course of their employment, violates this policy and will not be tolerated, this includes harassment that may occur off the Company premises.
[bookmark: _Toc61875834][bookmark: _Toc85805449]5.17   WEAPONS POLICY
Our Company strictly prohibits weapons of any type on Company property and at any Company-sponsored event.  This includes visible and concealed weapons, even those for which the proper permits have been obtained.  While this list is not all-inclusive, weapons include firearms, knives with a blade longer than four inches, any explosive materials, or any other objects that could be used to harass, intimidate, or injure another individual or that the Company in its sole discretion considers dangerous or a threat to employee safety.  Violators of this policy will be subject to disciplinary action up to and including termination.	Comment by Author: A NC company must post a conspicuous notice or statement that carrying a concealed handgun is prohibited (NCGS 14-415.11(8)).  This is usually done via a posting on the front door of the main entrance of the company’s premises.  

South Carolina law is much more specific and detailed, requiring that the employer post a “clearly visible” firearms prohibition at each entrance to the premises that is at least 8 inches wide by 12 inches tall and that contains particular language and symbols. (S.C. Code Ann. § 23-31-235). 
[bookmark: _Toc61875835][bookmark: _Toc85805450]5.18   THREATS AND VIOLENCE POLICY
Our policy is to strive to maintain a work environment that is free from intimidation, threats or violent acts.  This includes, but is not limited to, intimidating, threatening or hostile behaviors, physical abuse, vandalism, arson, sabotage, use of weapons, carrying weapons of any kind onto Company property, or any other act, which, in the Company’s sole discretion, is inappropriate to the workplace.  In addition, jokes or offensive comments regarding violent events will not be tolerated and may result in disciplinary action up to and including termination.
Employees who feel they have been subjected to any of the behaviors listed above or who in any way feel intimidated, threatened or subjected to a violent act should immediately report the incident to their supervisor or to Human Resources.  Complaints will be promptly investigated, and appropriate action will be taken.  Any employee determined to have violated this policy will be subject to disciplinary action up to and including termination. Nonemployees engaged in violent acts on the Company’s premises will be reported to the proper authorities and fully prosecuted. 
The Company reserves the right to conduct searches and inspections of employees, their personal effects or Company provided materials such as lockers, desks, files, computers, packages and vehicles without notice.  Any employee who refuses to submit to a search or is found in possession of prohibited articles will be subject to disciplinary action up to and including termination.
[bookmark: _Toc61875836][bookmark: _Toc85805451]5.19   ALCOHOL AND DRUG POLICY
[bookmark: _Hlk23774881]COMPANY NAME is committed to providing a safe work environment for you and all employees.  To provide this environment, the Company expressly prohibits the use, possession, manufacture, or distribution of illegal or unauthorized substances, including alcohol, in the workplace.  
COMPANY NAME holds periodic social events for employees.  Be advised that your attendance at these events may be voluntary and not constitute part of your work-related duties.  Any exceptions to this policy must be in writing and signed by a manager prior to the event. Limited use of alcoholic beverages may be allowed during such Company sponsored events which are designated and approved by the President of the Company.  If you choose to drink alcoholic beverages, you must do so in a responsible manner. Do not drink and drive. Instead, please call a ride share company or appoint a designated driver.  
Prospective employees are required to submit to and pass a drug test prior to employment.  Applicants who refuse to consent to a drug test will no longer be considered for employment with the Company.  Certain positions, such as those requiring a commercial driver’s license, may be subject to drug and alcohol testing policies and procedures as imposed by the federal government.  	Comment by Author: Customize to reflect your procedures. 
Employees involved in an on-the-job accident may be subject to post-accident drug screening.
Employees may be asked to submit to a drug screening for reasonable suspicion, which suspicion will generally, but not always, be based on observations made by the employee’s supervisor and the Human Resources Manager.  Examples of observations and behaviors that create a reasonable suspicion that an employee is under the influence of illegal drugs or alcohol include:
· Odors (smell of alcohol);
· Movements (unsteady, dizzy);
· Eyes (dilated, constricted or watery eyes, or involuntary eye movements);
· Face (flushed, sweating, confused);
· Speech (slurred, slow, distracted mid-thought, inability to verbalize thoughts).
In addition to pre-employment, post-accident and reasonable suspicion, the Company reserves the right to conduct random testing. 
Employees who refuse to submit to a drug/alcohol test will be subject to disciplinary action up to and including termination.  Employees who have a positive drug test will be subject to disciplinary action up to and including termination.  Employees who try to alter the results of a drug test will be terminated.  
The Company reserves the right to search personal belongings and work areas to determine if alcohol or drugs are present on Company property.  Refusal to submit to a search can result in removal from the property and disciplinary action up to and including termination.
[bookmark: _Toc64345706][bookmark: _Toc61875837][bookmark: _Toc85805452][bookmark: _Toc473446010][bookmark: _Toc513608675]5.20   SMOKING POLICY
Our Company has been designated as “smoke-free.”  This means that we do not permit smoking anywhere on the Company premises. This includes electronic cigarettes or other electronic smoking devices, cigars, pipes, chewing tobacco, and any other tobacco products.  Use of tobacco is permitted outside our facilities and in the parking lot.  Please deposit your cigarette butts in the proper receptacles before you enter the building.  Employees must observe all smoking rules when visiting client or customer sites. 
[bookmark: _Toc61875838][bookmark: _Toc85805453]5.21   OUTSIDE EMPLOYMENT
COMPANY NAME recognizes that employees sometimes seek additional employment during their off hours.  COMPANY NAME asks these employees to remember that, despite any outside employment, their position with COMPANY NAME is their primary responsibility.  All employees holding outside employment must inform their supervisor of the nature of the work and the hours when they work.  If an employee’s supervisor determines that the outside employment interferes with the employee’s performance or creates an actual or apparent conflict of interest, the employee can be asked to terminate the outside employment.
COMPANY NAME does not consider outside employment to be an excuse for poor job performance, tardiness, absenteeism, or refusal to work overtime.
If you are on an approved leave of absence (medical or personal) from COMPANY NAME, you are not to continue or accept outside employment during this time.
[bookmark: _Toc61875839][bookmark: _Toc85805454]5.22   DRESS CODE
Appropriate dress is a critical issue because it makes an impression on the people who come in contact with COMPANY NAME.  Employees are required to dress in appropriate  business/business casual/casual attire and to behave in a professional, businesslike manner.  
· [Appropriate business attire includes suits, ties, dress shirts, dress pants, blazers, skirts, blouses, and appropriate dress shoes.	Comment by Author: Customize depending on your choice above.
· Appropriate business casual attire includes collared shirts, sweaters, skirts, dresses, blouses, dress pants, khakis, and appropriate dress shoes or loafers.
· Appropriate casual attire includes denim, khakis, capris, dresses, skirts, t-shirts (no writing or pictures), polo shirts, and appropriate casual shoes including athletic shoes.] 
For employees not meeting with customers, casual attire is acceptable on Fridays.  Clothing should be neat and clean at all times.  	Comment by Author: If not otherwise a casual environment. 
Use above examples. 
Inappropriate attire at all times includes sweatpants, spandex, tight-fitting or revealing clothing, backless tops or dresses, midriff tops, tank tops, halter tops, mini-skirts, hats. 
Visible piercings are limited to two in each ear lobe.  No visible undergarments. 
Tattoos should be covered at all times.
OR
Tattoos bigger than a quarter must be covered when meeting with customers.
Please use good judgment in your choice of work clothes and remember to conduct yourself at all times in a way that best represents you and COMPANY NAME.  When in doubt, don’t wear it.  If you have questions about what is appropriate, see your supervisor or the Human Resources Department.
COMPANY NAME recognizes the importance of individually held religious beliefs to persons within its workforce.  COMPANY NAME will reasonably accommodate a staff member’s religious beliefs in terms of workplace attire unless the accommodation creates an undue hardship.  Accommodation of religious beliefs in terms of attire may be difficult in light of safety issues for staff members.  Those requesting a workplace attire accommodation based on religious beliefs should be referred to the Human Resources Department.
[bookmark: _Toc61875840][bookmark: _Toc85805455]5.23   RESIGNATION	
You may voluntarily terminate your employment by submitting your resignation in writing to your supervisor.  We ask that you give the Company a two-week notice when resigning your employment.  If you do not offer to work a two-week notice, the Company will not pay you for any unused, but accrued, vacation time.  Depending upon the circumstances related to your resignation, the Company has the right to reduce or waive the two-week notice.  If this occurs, you  will/will not be paid for the unworked notice period.  After resigning employment, you will receive your final paycheck, and any unused vacation pay, on the next regularly scheduled payday.
[bookmark: _Toc61875841][bookmark: _Toc85805456][bookmark: _Toc380315821][bookmark: _Toc380316015][bookmark: _Toc380316081][bookmark: _Toc380316147][bookmark: _Toc380316294][bookmark: _Toc380316385][bookmark: _Toc513608679]5.24   EXIT INTERVIEW
Should you choose to leave COMPANY NAME, an exit interview provides the opportunity for you to discuss your problems, feelings, and attitudes about the Company, your supervisor, fellow employees, and your pay and benefits.
If circumstances permit, employees who leave COMPANY NAME will be asked to participate in an exit interview with the Human Resource Director.

[bookmark: _Toc514942063][bookmark: _Toc61875842][bookmark: _Toc85805457]RECEIPT OF EMPLOYEE HANDBOOK	Comment by Author: Delete this Receipt if using the one on the first page. Employees working in SC are required to get the Receipt on the first page. 

I have received a copy of COMPANY NAME employee handbook.  I acknowledge that I am required to read and abide by the policies included in this employee handbook.
Because the information in this employee handbook is necessarily subject to change as situations warrant, I understand that changes in policies may supersede, revise, or eliminate policies in this employee handbook.  I further understand that the handbook does not guarantee me any specific policies, procedures, rules, or length of employment.  All references to policies and procedures are only discretionary guidelines.
Nothing in this handbook is to be construed as a contract of employment.  No one, other than the Chief Executive Officer of the Company, has the authority to initiate a contract with an employee, and all contracts will be in writing.
I acknowledge that my employment with COMPANY NAME is on an “At-Will” basis, and the Company or I may terminate the employment relationship at any time.
This employee handbook is not intended as an exhaustive compilation of the Company’s expectations, but rather it provides information on certain policies and benefits which are currently in effect. These policies may be modified or supplemented, as part of our continuous effort to improve operations and to make COMPANY NAME a better place to work.
As of its issue date, this employee handbook replaces all previously distributed editions. Any policy contained in any previous employee handbook which does not appear in this edition, or is different from the information provided in this edition, is invalid.


___________________________________________
Employee Name

____________________________________________
Employee Signature

___________________________
Date Signed


Month, Year
Page xx
