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EMPLOYEE HANDBOOK COVER

[COMPANY TRADE NAME HERE]
Employee Policy & Procedure Manual

[Company/Entity name here], Inc.

Issued [Date]
This document is not and should not be considered an employment contract but there may be terms in this policy that employees may be required to accept as a condition of employment. All employees are responsible for knowing the information in these policies. All policies and procedures described herein can be terminated at any time and are subject to change without advance notice. Certain sections of this policy may have been changed since your date of hire. Management reserves the right to use their own discretion in individual cases involving company policies and benefits. It is the responsibility of the employee, only the employee, to ask questions if unsure about stated policies and procedures. Management will not discuss stated policies with spouses, family members or friends unless the employee is incapacitated.
I.         INTRODUCTION  [Below is a standard introduction letter but you may prefer to use your own if it better fits your business.]
A.        WELCOME STATEMENT
Congratulations and thank you for accepting [Company], Inc.'s (hereinafter "Company") offer of employment. One of the keys to our continued success as a company is hiring good Employees. We expect and depend upon you and each Employee to perform the tasks assigned to you to the best of your abilities. We believe that hard work and commitment will not only help us succeed together, but will help give you a sense of pride and accomplishment.
We are glad to have you as a member of the Company team. Every Employee has an important role in our operations and we value the abilities, experience, and background that you bring with you to our Company. It is our Employees who provide the services that our customers rely upon and enable us to grow and create new opportunities in the years to come.
Our management team intends to provide you with all of the support and the resources you will need to perform your job effectively. If, at any time, you need assistance or guidance, please do not hesitate to ask any of the members of our Management team. We are here to help you perform to the best of your abilities
Once again, welcome to [Company]; we are glad to have you with us.
____________________________________

[John Johnson]
CEO [Add appropriate title]

[COMPANY NAME]

B.       DESCRIPTION OF EMPLOYEE MANUAL
This Employee Manual contains information about the employment policies and practices of the Company. We expect each Employee to read this Employee Manual carefully as it is a valuable reference for understanding your job and the Company. This Employee Manual supersedes all previously issued inconsistent verbal or written policy statements. Except for the policy of at-will employment, which can only be changed, in writing, by the Company [CEO], the Company reserves the right to revise, delete, and add to the provisions or policies described in this Employee Manual. All such revisions, deletions, or additions must be in writing and must be signed by the [CEO]. No statements or representations can change the provisions of this Employee Manual.
None of the Company's personnel documents and/or benefit plans, including this Employee Manual, constitutes, or is intended to constitute, an express or implied contract guaranteeing continued employment for any Employee. No Employee, Supervisor or otherwise, has any authority to enter into a contract of employment, express or implied, that changes or alters the at-will employment relationship. All rights are reserved. No part of this Employee Manual may be reproduced in any form or by any electronic or mechanical means, including information storage and retrieval systems, without written permission.
Not all Company policies and procedures are set forth in this Employee Manual. We have summarized only some of the more important ones. If you have any questions or concerns about this Employee Manual or any other policy or procedure, please ask Company’s management.

Right to Revise

This employee handbook contains the employment policies and practices of Company in effect at the time of publication. All previously issued handbooks and any inconsistent policy statements or memoranda are superseded. 

Company reserves the right to revise, modify, delete, or add to any and all policies, procedures, work rules, or benefits stated in this handbook or in any other documents, except for the policy of at-will employment. However, any such changes must be in writing and must be signed by the [CEO of Company].

This handbook sets forth the entire agreement between you and Company, as to the duration of employment and the circumstances under which employment may be terminated. Nothing in this employee handbook or in any other personnel document, including benefits plan descriptions, creates or is intended to create a promise or representation of continued employment for any employee. 

II.        EMPLOYMENT RELATIONSHIP
A.        EMPLOYMENT AT WILL
Employment at the Company may be terminated for any reason, with or without cause or notice, at any time by the Employee or the Company. Nothing in this Employee Manual or in any oral or written statement shall limit the right to terminate employment at-will.
This policy of at-will employment is the sole and entire agreement between you and the Company as to the duration of employment and the circumstances under which employment may be terminated.
With the exception of employment at-will, terms and conditions of employment with the Company may be modified, at any time, at the sole discretion of the Company with or without cause or notice. No implied contract concerning any employment related decision or term or condition of employment can be established by any other statement, conduct, policy, or practice. Examples of the types of terms and conditions of employment that are within the sole discretion of the Company include, but are not limited to, the following: promotion; demotion; transfers; hiring decisions; termination decisions; compensation; benefits; qualifications; discipline; layoff or recall; rules; hours and schedules; work assignments; job duties and responsibilities; production standards; subcontracting; reduction; cessation, or expansion of operations; sale; relocation; merger, or consolidation of operations; determinations concerning the use of equipment, methods, or facilities; or any other terms and conditions that the Company may determine to be necessary for the safe, efficient, and economic operation of its business.

B.        EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER
Company is an equal employment opportunity employer and strives to comply with all applicable laws prohibiting discrimination based on race, color, creed, sex, age, religion, national origin or ancestry, physical or mental disability, veteran status, marital status, medical condition, sexual orientation, as well as any other category protected by federal, state, or local laws. All such discrimination is unlawful and all persons involved in the operations of the Company are prohibited from engaging in this type of conduct.
In accordance with applicable federal and state law protecting qualified individuals with known disabilities, the Company will attempt to reasonably accommodate those individuals unless doing so would create an undue hardship on the Company. Any qualified applicant or Employee with a disability who requires an accommodation in order to perform the essential functions of the job should contact Company and request an accommodation.
You should report every instance of unlawful discrimination or harassment to your immediate supervisor, and Company, regardless of whether you or someone else is the subject of the discrimination. Detailed reports including names, descriptions, and actual events or statements made will greatly enhance the Company's ability to investigate. Any documents supporting the allegations should also be submitted. Based on your report, the Company will conduct an investigation. The Company prohibits any and all retaliation for submitting a report of unlawful discrimination and for cooperating in any investigation. Any Employee who retaliates against the accuser or those involved in the investigation will be disciplined, up to and including termination of employment.
If the investigation determines that prohibited discrimination or other conduct that violates Company policy has occurred, the Company will take disciplinary action, up to and including termination of employment, against those who engaged in the misconduct. Company will also evaluate whether other employment practices should be added or modified in order to deter and prevent that conduct in the future. You will be informed of whatever action(s) the Company takes to resolve any cases of discrimination.
III.     COMMENCING EMPLOYMENT 

A.
BACKGROUND CHECKS
Company recognizes the importance of maintaining a safe workplace with Employees who are honest, trustworthy, qualified, reliable, and nonviolent, and do not present a risk of serious harm to their coworkers or others. For purposes of furthering these concerns and interests, Company reserves the right to investigate an individual's prior employment history, personal references, and educational background, as well as other relevant information that is reasonably available to the Company. Company may review an applicant's or an Employee's credit report and criminal background, if any. In the event that a background check is conducted, Company will comply with the federal Fair Credit Reporting Act and applicable state laws, including providing the job applicant or Employee with any required notices and forms. Consistent with these practices, job applicants or Employees may be asked to sign certain authorization and release forms. Consistent with legal requirements, Company reserves the right to require job applicants or Employees to sign the forms as requested as a condition of employment.  [You may purchase an Authorization for Background Check Separately.]
B.
IMMIGRATION COMPLIANCE

All employees are required under the federal Immigration Reform & Control Act to positively establish the identity of job applicants and to conform that they have the legal right to work in the United States. Documents that establish identity include: Birth certificates, Military I.D. card or draft records, I.D. card with photo issued by State or local authority and Native American tribal documents. Documents confirming the legal right to work include U.S. Social Security number card or citizenship or naturalization certificate. 

C.
EMPLOYMENT STATUS
Employees at Company are classified as full-time nonexempt, part-time nonexempt, temporary, or exempt. Part-time and temporary Employees are not eligible for Company sponsored Employee Benefits, except as required by applicable law.  [The previous sentence may be deleted if benefits will not be offered.]
1.
Full-Time Nonexempt Employees
Full-time nonexempt Employees are those who are normally scheduled to work and who do work a schedule of 40 or more hours per week.

2.
Part-Time Nonexempt Employees
Part-time nonexempt Employees are those who are scheduled to and do work less than 40 hours per week. Part-time nonexempt Employees may be assigned a work schedule in advance or may work on an as-needed basis.

3.
Temporary Employees
Temporary Employees are those who are employed for short-term assignments. Short-term assignments will generally be periods of 6 months or less. Temporary Employees may be classified as exempt or nonexempt on the basis of job duties and compensation.

4.           Exempt Employees
Exempt Employees are those whose job assignments meet the federal and state requirements for overtime exemption. Exempt Employees are compensated on a salary basis and are not eligible for overtime pay. Generally, executive, administrative, professional, and certain outside sales Employees are overtime exempt. The Corporate Office will inform you if your status is exempt.
5. 
Inactive Employees
Employees who are on any type of leave of absence, work-related or non-work-related, that exceeds four months will be placed on inactive status. During the time the employee is on inactive status, benefits such as vacation and sick leave will not be earned and seniority will not continue to accrue.

D.
INTRODUCTORY PERIOD
The first 90 days of continuous employment at Company will no doubt be a learning experience. You will learn your job duties and responsibilities, get acquainted with Company and your fellow Employees, and familiarize yourself with the Company in general. We refer to this initial period of employment as your introductory period.
While we understand that you will be learning a lot about your new job, you are still expected to perform satisfactorily and your performance will be reviewed closely. Also, please understand that completion of the introductory period does not guarantee continued employment and does not change the at-will nature of the employment relationship.
E.
JOB DUTIES
As part of your initial orientation, you will learn the various duties and responsibilities of your job. Company maintains certain expectations and standards applicable to your job position. Your immediate Supervisor will review these with you.
It is expected that Employees will perform additional duties and assume additional responsibilities as needed by their Supervisor or Company for the efficient operation of the Company.
In order to adjust to changes in our business, it may become necessary to modify your job description, add to or remove certain duties and responsibilities, or reassign you to an alternate job position.

IV.       PAYROLL
A.
WORKING HOURS & SCHEDULE
Company corporate office is normally open for business from [8:00 a.m. to 5:00 p.m., Monday through Friday]. Non-Exempt Employees will be assigned a work schedule and you will be expected to begin and end work according to the schedule. Non-Exempt Employees are not authorized to work at the Company outside of the assigned work schedule absent written authorization from a member of Management.
In order to accommodate the needs of our business, it may be necessary to change individual work schedules on either a short-term or long-term basis.
At times, emergencies such as power failures, road closings, earthquakes, or fires, may interfere with the Company's operations. In such an event, the Company may order a temporary shutdown of part or all of its operations. Depending on the circumstances, time off may or may not be paid.

Meal and Rest Periods

Employees are provided with a 30-minute meal period, to be taken approximately in the middle of the workday. Employees are allowed a 10-minute rest period for every four hours of work or major portion thereof. Your supervisor will schedule your meal and rest periods.

You are expected to observe your assigned working hours and the time allowed for meal and rest periods. Do not leave the premises during your rest period and do not take more than 10 minutes for each rest period. You may leave the premises during your meal period.  [Review Meal and Rest Period Laws with an attorney as these laws may vary from state to state.  Further, you may purchase a Meal and Rest Period Waiver separately if authorized in your jurisdiction.]
Timekeeping Requirements 

All non-exempt employees are required to use a time clock to record time worked for payroll purposes. Employees must record their own time at the start and at the end of each work period, including before and after the lunch break. Employees also must record their time whenever they leave the building for any reason other than Company business. A supervisor must initial any handwritten marks or changes on the timecard. Punching another employee’s timecard, allowing another employee to punch your timecard, or altering a timecard is not permissible and is subject to disciplinary action. Any errors on your timecard should be reported immediately to your supervisor.

B.
OVERTIME
When operating requirements or other needs cannot be met during regular working hours, you may be scheduled to work overtime. Your immediate manager or a member of Company must authorize all overtime work in advance. Working overtime without prior authorization may result in disciplinary action. Nonexempt Employees will be paid time and one-half compensation for all hours worked in excess of 8 in one day, 40 in one workweek, and for the first 8 hours on the seventh day of work in a single workweek. Double time will be paid for hours worked in excess of 12 in one day and in excess of 8 on the seventh day of work in a single workweek. Exempt Employees are expected to work as much of each workday as is necessary to complete their job responsibilities. No overtime or additional compensation is provided to exempt Employees.  [Review Time Keeping Requirements and Overtime with an attorney as these laws may vary from state to state.]
C.
PAYMENT OF WAGES
Paydays are [Bi-weekly on every other Friday]. If there is an error in your check, please report it immediately to your direct supervisor. No one other than the Employee to whom the paycheck is written will be allowed to pick up a paycheck unless written authorization has been given for another person to do so.
D.
DISCRETIONARY BONUSES
Bonuses may be given at Company's sole discretion based upon special merit and financial considerations. If bonuses are given, there is no express or implied promise that bonuses will be given at a specific time or for a specific amount or that all Employees will receive equal or proportionate bonuses.
E.        SALARY PAY POLICY
Exempt Employees will be paid a salary in accordance with applicable law. Although exempt Employees are generally entitled to their salary for any week in which work is performed, deductions can and will be made when permitted by law. For example, an exempt Employee's salary may be reduced for complete days of absence for personal reasons and incomplete initial or final weeks of work. There may also be other occasions when an exempt Employee's salary may be reduced.

Advances 
Company does not permit advances against paychecks or against unused vacation except by written authorization by the President.
V.        PERSONNEL
A.
OPEN-DOOR POLICY
Company recognizes that Employees will have suggestions for improving the workplace, as well as complaints about the workplace. The most satisfactory solution to a job-related problem or concern is usually reached through a prompt discussion with a member of Corporate Management. While Company provides you with this opportunity to communicate your views, please understand that not every complaint can be resolved to your satisfaction. Even so, Company believes that open communication is essential to a successful work environment and all Employees should feel free to raise issues of concern without fear of reprisal.
Employment of Relatives

Relatives of employees may be eligible for employment with Company only if individuals involved do not work in a direct supervisory relationship, or in a job position in which a conflict of interest could arise. The Company defines “relatives” as spouses, children, siblings, parents, in-laws, couples and step-relatives. Present employees who marry will be permitted to continue working in the job position held only if they do not work in a direct supervisory relationship with one another or in job positions involving conflict of interest.

Conflict of Interest

All employees must avoid situations involving actual or potential conflicts of interest. Personal or romantic involvement with a competitor, supplier, or subordinate employee of Company that impairs an employee’s ability to exercise good judgment on behalf of the Company, creates an actual or potential conflict of interest. Supervisor-subordinate romantic or personal relationships also can lead to supervisory problems, possible claims of sexual harassment, and morale problems.

An employee involved in any of the types of relationships or situations described in this policy should immediately and fully disclose the relevant circumstances to his or her immediate supervisor, or any other appropriate supervisor, for a determination about whether a potential or actual conflict exists. If an actual or potential conflict is determined, Company may take whatever corrective action appears appropriate according to the circumstances. Failure to disclose facts shall constitute grounds for disciplinary action.

B.
UNLAWFUL HARASSMENT
In accordance with applicable law, Company prohibits unlawful harassment because of sex, race, color, national origin, ancestry, religion, creed, physical or mental disability, marital status, medical condition, sexual orientation, age, or any other basis protected by federal, state, or local law. All such harassment is unlawful and will not be tolerated.
1.         Sexual Harassment Defined
Applicable state and federal law defines sexual harassment as unwanted sexual advances, requests for sexual favors, or visual, verbal, or physical conduct of a sexual nature when: (1) submission to the conduct is made a term or condition of employment; or (2) submission to or rejection of the conduct is used as basis for employment decisions affecting the individual; or (3) the conduct has the purpose or effect of unreasonably interfering with the Employee's work performance or creating an intimidating, hostile, or offensive working environment. This definition includes many forms of offensive behavior. The following is a partial list:

a. Unwanted sexual advances;

b. Offering employment benefits in exchange for sexual favors;

c. Making or threatening reprisals after a negative response to sexual advances;

d. Visual conduct such as leering, making sexual gestures, or displaying sexually suggestive objects, pictures, cartoons, or posters;

e. Verbal conduct such as making or using derogatory comments, epithets, slurs, sexually explicit jokes, or comments about any Employee’s body or dress;

f. Verbal sexual advances or propositions;

g. Verbal abuse of sexual nature, graphic verbal commentary about an individual’s body, sexually degrading words to describe an individual, or suggestive or obscene letters, notes, or invitations;

h. Physical conduct such as touching assault, or impeding or blocking movements; and

i. Retaliation for reporting harassment or threatening to report harassment.

It is unlawful for males to sexually harass females or other males, and for females to sexually harass males or other females. Sexual harassment on the job is unlawful whether it involves coworker harassment by Management, or harassment by persons doing business with or for the Company.
2.         Other Types Of Harassment
Prohibited harassment on the basis of race, color, national origin, ancestry, religion, physical or mental disability, marital status, medical condition, sexual orientation, age, or any other protected basis, includes behavior similar to sexual harassment, such as:

a. Verbal conduct such as threats, epithets, derogatory comments, or slurs;
b. Visual conduct such as derogatory posters, photographs, cartoons, drawings, or gestures;

c. Physical conduct such as assault, unwanted touching, or blocking normal movement; and

d. Retaliation for reporting harassment or threatening to report harassment

3.         Company's Complaint Procedure
Company's complaint procedure provides for an immediate, thorough, and objective investigation of any claim of unlawful or prohibited harassment, appropriate disciplinary action against one found to have engaged in prohibited harassment, and appropriate remedies for any victim of harassment. A claim of harassment may exist even if the Employee has not lost a job or some economic benefit

If you believe you have been harassed on the job, or if you are aware of the harassment of others, you must provide a written or verbal complaint to a member of the Corporate Office as soon as possible. Your complaint should be as detailed as possible, including the names of individuals involved, the names of any witnesses, direct quotations when language is relevant, and any documentary evidence (notes, pictures, cartoons, etcetera).
Applicable law also prohibits retaliation against any Employee by another Employee or by Company for using this complaint procedure or for filing, testifying, assisting, or participating in any manner in any investigation, proceeding, or hearing conducted by a governmental enforcement agency. Additionally, Company will not knowingly permit any retaliation against any Employee who complains of prohibited harassment or who participates in an investigation.
All incidents of prohibited harassment that are reported will be investigated. Company will immediately undertake or direct an effective, thorough, and objective investigation of the harassment allegations. The investigation will be completed and a determination regarding the reported harassment will be made and communicated to the Employee who complained and to the accused harasser(s).
If Company determines that prohibited harassment has occurred, the Company will take effective remedial action commensurate with the circumstances. Appropriate action will also be taken to deter any future harassment. If a complaint of prohibited harassment is substantiated, appropriate disciplinary action, up to and including discharge, will be taken. Whatever action is taken against the harasser will be communicated to the Employee who complained.
4.          Liability For Harassment
Any Employee of Company, whether a coworker or supervisor, who is found to have engaged in prohibited harassment is subject to disciplinary action, up to and including termination of employment. Any Employee, who engages in prohibited harassment, including any Supervisor who knew about the harassment but took no action to stop it, may be held personally liable for monetary damages. Company does not consider conduct in violation of this policy to be within the course and scope of employment.  Accordingly, to the extent permitted by law, Company reserves the right not to provide a defense or pay damages assessed against Employees for conduct in violation of this policy.
C.        PROHIBITED CONDUCT
In order to ensure orderly operations and provide the best possible work environment, Company expects Employees to follow rules of conduct that will protect the interests and safety of personnel. It is not possible to list all the forms of behavior that are considered unacceptable in the workplace, but the following are examples of infractions that may result in disciplinary action, including suspension, demotion, or termination of employment.
1. Falsification of employment records, employment information, or other records.
2. Theft or damage of any Company property or the property of any Employee or client.
3. Removing or borrowing Company property without prior authorization.
4. Unauthorized use of Company equipment, time, materials, or facilities.
5. Working with alcohol or illegal substances in your system.
6. Possessing, distributing, selling, transferring, using, or having alcohol or illegal drugs in your system while in the workplace.
7. Provoking or participating in a fight or fighting during working hours or on premises owned or occupied by Company.
8. Possession of firearms or any other dangerous weapons, at any time, on premises owned or occupied by Company.
9. Engaging in illegal conduct, which is detrimental to the reputation of the Company, whether or not related to job performance.
10. Causing, creating, or participating in a disruption of any kind during working hours or on premises owned or occupied by Company.
11. Insubordination, including, but not limited to, failure or refusal to follow the instructions of your immediate Supervisor or other member of Management. 
12. The use of abusive or threatening language toward any member of Company, Management, or co-worker. This shall include refusal to fully disclose information in the course of Company investigations.
13. Failing to personally notify the appropriate Company representative when unable to report to work.
14. An unreported or unexcused absence on a scheduled workday.
15. Failing to obtain permission from your immediate supervisor to leave work for any reason during normal working hours.
16. Failing to observe working schedules, including rest and lunch periods.
17. Abusing sick or personal leave.
18. Failing to provide a physician's certificate when requested or required to do so.
19. Sleeping or malingering on the job.
20. Making or accepting excessive personal telephone calls during working hours.
21. Working overtime without authorization or refusing to work assigned overtime.
22. Wearing unprofessional or inappropriate styles of dress or hair while working.
23. Violating any safety, health, or security policy, rule, or procedure of Company.
24. Committing a fraudulent act, dishonest act, breach of trust, or violating the duty of loyalty to Company, Company customer and/or vendor under any circumstance.
25. Failing to maintain confidential or proprietary information or Company trade secrets or engaging in direct competition with Company.
26. Unsatisfactory work performance.
Company does not have a formal progressive discipline policy requiring a set number of warnings or counseling sessions. Instead, each case is considered based on its own facts. Any misconduct or violation of Company policies may result in discipline up to and including termination of employment.
This statement of prohibited conduct does not alter or limit the Company's policy of employment at-will. Either you or Company may terminate the employment relationship at any time for any reason, with or without cause or without notice.
D.        CONDUCT & EMPLOYMENT OUTSIDE WORK
In general, Company does not seek to interfere with Employees' off-duty activities. However, Company cannot tolerate off-duty conduct that impacts negatively on the Company, either in terms of an Employee's individual work performance or the business interests of the Company, including its reputation. For example, Company prohibits any illegal or immoral conduct by an off-duty Employee that affects or has the potential to affect the Company. Also, Company prohibits outside employment including self-employment) that conflicts with employment at Company, impacts the Employee's work performance or schedule, and/or affects the business interests of the Company. If in doubt about a violation of this policy, Employees should contact our Corporate Office prior to engaging in any outside employment.
E.        DRUG & ALCOHOL ABUSE
Company maintains zero tolerance for drug and alcohol abuse by its Employees. The use of any illegal drugs, intoxicants, or controlled substances is strictly prohibited. Illicit drug use and indiscriminate alcohol consumption puts everyone at risk and cannot be tolerated. In keeping with our efforts to promote health and safety and protect the interests of our Employees, clients, and the Company, we cannot allow anyone to use, possess, sell, manufacture, purchase, or have alcohol, illegal drugs, intoxicants, or controlled substances in their system at any time on Company premises, in Company vehicles, or while on Company business. Furthermore, the involvement of Employees in these activities off the job raises significant concerns for the Company and will be treated with equal severity.
1.         Prohibited Acts
The following rules and standards of conduct apply to all Employees. Company strictly prohibits the following:
a. Possession, use, or having alcohol or an illegal drug, intoxicant, or controlled substance in your system while on the job or on Company -owned or occupied premises;

b. Driving a vehicle on Company business while having alcohol or an illegal drug,
intoxicant, or controlled substance in your system; 
c. Distributing, selling, manufacturing, or purchasing-or attempting to distribute, sell, manufacture, or purchase-an illegal drug, intoxicant, or controlled substance during working hours or while on Company -owned or occupied premises;
d. Testing positive on a required or requested drug or alcohol test or screen;
e. Refusing either to take or to release information regarding a required or requested drug or alcohol test or screen; and
f. Violating any Company rule or policy regarding alcohol and drug use.
2.         Testing Program
Company may, at its exclusive discretion, require drug and/or alcohol testing:
a. After an offer of employment, but before the applicant commences employment;


b. When a reasonable suspicion exists that any Employee has alcohol or any illegal drug, intoxicant, or controlled substance in his or her system while on the job. Reasonable suspicion means suspicion based on information regarding, among other things, the appearance, behavior, speech, attitude, mood, and/or breath odor of any Employee as well as the possession of any illegal drug; and
c. When required by a state or federal law or regulation. The testing required by Company will involve an initial screening test. If that test result is positive, the positive result will be confirmed using a different testing methodology. The test results will be kept as confidential as possible.
Employees suspected of possessing alcohol, illegal drugs, intoxicants, or controlled substances are subject to inspection and search, with or without notice. Employees' personal belongings, including any bags, purses, briefcases, and clothing, and all Company property, are also subject to inspection and search, with or without notice. Employees who violate Company 's drug and alcohol abuse policy will be removed from the workplace immediately. Company may also bring the matter to the attention of appropriate law enforcement authorities. Any conviction for criminal conduct involving illegal drugs, intoxicants, or controlled substances, whether on or off duty, or any violation of Company 's drug and alcohol abuse policy, including having a positive drug-test result, may lead to disciplinary action, up to and including termination of employment.
Any Employee's conviction on a charge of sale, distribution, manufacturing, attempted sale, distribution, or possession of any controlled substance while off Company property will not be tolerated because that conduct, even though off duty, reflects adversely on the Company. In addition to reflecting adversely on the Company, Company must keep people who are involved with illegal drugs, intoxicants, and controlled substances off premises owned or occupied by Company in order to keep those substances off the premises.
The use of prescription drugs and/or over-the-counter drugs may also affect an Employee's job performance and seriously impair that Employee's value to Company. Any Employee who is using prescription or over-the-counter drugs that may impair his or her ability to safely perform the job or may affect the safety or well being of others must submit a physician's statement that the prescription drug use will not affect job safety. The Employee is not required to identify the medication or the underlying illness. Various federal, state, and local laws protect the rights of individuals with disabilities and others with regard to the confidentiality of medical information, medical treatment, and the use of prescription drugs and substances taken under medical supervision. Nothing contained in this policy is intended to violate or interfere with individual rights
F.
PUNCTUALITY & ATTENDANCE
Company expects you to report to work on a reliable and punctual basis. Absenteeism, early departures from work, and late arrivals burden your fellow Employees and the Company. If you cannot avoid being late to work or are unable to work as scheduled, you must call an appropriate Company representative as soon as possible.
Every time you are absent or late, or leave early, you must provide your immediate Supervisor with an honest reason or explanation. You must also inform Company Management of the expected duration of any absence. Company will comply with applicable laws relating to time off from work, but it is your responsibility to provide sufficient information to enable the Company to make a determination. You must notify our Corporate Office of any change in your status as soon as possible.
Excessive absenteeism may lead to disciplinary action, up to and including termination of employment. Continuing patterns of absences, early departures, or tardiness-regardless of the exact number of days may warrant disciplinary action.
If you fail to report for work without any notification to the appropriate Company representative, you may be considered to have abandoned your employment.
Individuals with disabilities may be granted reasonable accommodation in complying with these policies if undue hardship does not result to Company 's operations. However, regular attendance and promptness are considered part of each Employee's essential job functions.
G.
INVESTIGATIONS OF CURRENT EMPLOYEES
Company may occasionally find it necessary to investigate current Employees, where behavior or other relevant circumstances raise questions concerning work performance, reliability, honesty, trustworthiness, or potential threat to the safety of coworkers or others. Employee investigations may, where appropriate, include credit reports and investigations of criminal records, including appropriate inquiries about any arrest for which the Employee is out on bail. In the event that a consumer report is obtained, Company will comply with the federal Fair Credit Reporting Act and applicable state laws, including providing the Employee with any required notices and forms. Employees subject to an investigation are required to cooperate with Company's lawful efforts to obtain relevant information, and may be disciplined up to and including termination for failure to do so.
H.        PERFORMANCE EVALUATIONS
Performance evaluations are conducted from time to time to provide both you and Company management with the opportunity to discuss your job tasks, identify and correct weaknesses, encourage and recognize strengths, and discuss methods for improving your performance. However, please understand that a positive performance evaluation does not guarantee an increase in salary, a promotion, or even continued employment. Compensation increases and the terms and conditions of employment, including job assignments, transfers, promotions, and demotions, are determined by and at the discretion of Company.
In addition to these more formal performance evaluations, Company encourages you and your immediate Supervisor and/or a member of Executive Management to discuss your job performance on an ongoing basis.
I.
PERSONNEL RECORDS
The information recorded in your personnel file is extremely important. Make sure that the personal data in the file is accurate and up to date. Please report any change of address, phone number, et cetera to our Corporate Office.
Employees may inspect their personnel file in the presence of a Company Corporate Office representative. You may request copies from your file of any documents that you have previously signed. If you desire, you may add a written statement to your file explaining any disputed item.
Only authorized management personnel will have access to your personnel file. However, Company will cooperate with, and provide access to your personnel file to law enforcement officials or local, state, or federal agencies in accordance with applicable law. All requests to review an Employee's personnel file should be referred to our Corporate Office. Confidential health/medical records are not included in your personnel file. Company will safeguard them from disclosure and will divulge that information only as allowed by law; (1) to the Employee's personal physician upon written request of the Employee; or (2) as required for workers' compensation claims.
J.        CUSTOMER RELATIONS
Company 's ongoing success depends on satisfying our customers. Employees of Company are expected to treat customers courteously and with the utmost respect at all times. You must attend to our customer's questions and demands promptly and professionally. If you need assistance, please contact your immediate Supervisor or another Employee who you know will be able to assist you and/or the customer.
K.        CONFIDENTIALITY
The Employee specifically agrees that he/she will not, without Company's prior written consent, at any time, use or divulge, disclose, or communicate to any person, firm, or corporation, in any manner whatsoever, any confidential information of any kind, nature, or description concerning any matters affecting or relating to the business of Company, including:

· The names, buying habits, or practices of any of its customers, 

· Its marketing methods and related data, 

· The names of any of its vendors or suppliers, costs of materials, 

· The prices it obtains or has obtained or at which it sells or has sold its products or services, manufacturing and sales costs, lists or other written records used in Company’s business, 

· Compensation paid to employees and other terms of employment, 

· Manufacturing or design processes, 

· Scientific studies or analyses, 

· Details of training methods, 

· New products or new uses for old products, 

· Merchandising or sales techniques, 

· Contracts and licenses, 

· Or any other confidential information of, about, or concerning the business of Company, its manner of operation, or other confidential data of any kind, nature, or description. 

The foregoing information constitutes important, material, and confidential trade secrets and affect the successful conduct of Company’s business and its goodwill, and that any breach of any term of this paragraph is a material breach of this Agreement.  All equipment, notebooks, documents, memorandums, reports, files, samples, books, correspondence, lists, client/customer lists and information, employee lists and information, other written and graphic records, and the like, affecting or relating to the business of Company, which employee shall prepare, use, construct, observe, possess, or control shall be and remain Company’s sole property.  If any confidential information or other matter described in this paragraph is sought by legal process, the Employee will promptly notify Company and will cooperate with Company in preserving its confidentiality in connection with any legal proceeding.  [You may wish to add items that are confidential specific to your business.]
Employees may be required to enter into separate written confidentiality agreements confirming their understanding of the Company 's confidentiality policies.
L.        EMPLOYEE DRESS & PERSONAL APPEARANCE  [You may adjust the following to reflect the needs of your specific business.]
Company requires a neat professional appearance to represent the Company. The Employee's dress, grooming, person cleanliness and hygiene standards contribute to the morale of all and affect the business image that the Company wishes to present to our customers, vendors and visitors.
During business hours, all Employees are expected to present a clean and neat appearance and to dress according to the requirements of his/her position. Please understand that it would not be possible to encompass all dress code policies that might arise in each and every situation. The following represent some factors, rules and regulations that each Employee must take into consideration when determining appropriate dress:
· Corporate Office Employees
Appropriate casual business attire is required at all times. Bare midriffs are not permitted. Undergarments must be worn at all times. Please check with Corporate Office Management if you have any questions regarding appropriate attire.
· Distribution Center/Warehouse Employees
Appropriate attire for your job classification must be worn at all times. This includes, but is not limited to, all safety gear, back supports, and proper footwear. Bare midriffs are not permitted. Undergarments must be worn at all times. Closed toe, flat shoes are required at all times in the warehouse and distribution area at all times. Please check with Corporate Office Management if you have any questions regarding appropriate attire.
· Store Employees
We believe our store Employees are our best means of advertisement. The way you present yourself to our customers will affect their opinion and attitude towards the Company. Your dress and disposition towards the customer may influence them as to whether or not they will shop at Company, Inc.
All Employees must exercise good judgment in personal grooming. Hair must be a dry, fashionable and a natural color.
Current styles of clothing must be worn, keeping good taste in mind (and excluding those items specified as prohibited). All store employees should try to wear an "outfit" consisting of three (3) coordinating items. 

Denim bottoms may be worn provided they are in perfect condition, current in style.
Undergarments must be worn at all times. Shoes must be free from scuffs and scratches. No open toed shoes; gym or beach shoes, soft flip-flops, high heels or sandals are permitted.

Bare midriffs are not permitted. Likewise, dresses, skirts or similar clothing must be of respectable length. Clothing with offensive slogans, symbols or logos of other companies are prohibited.
Employees who appear at work dressed inappropriately will be sent home to change. Such time away from work will not be paid and may be deemed an unexcused absence.
· Body Piercing
Pierced ears are acceptable and fashionable. Company reserves the right to determine if any other visible body piercing and/body tattoos are acceptable. Certain types of piercings are contrary to the Company image and style. 
VI.      COMPANY FACILITIES
A.        POLICIES AGAINST WORKPLACE VIOLENCE
1.          Statement of Policy
Company recognizes that violence in the workplace is a growing nationwide problem necessitating a response by Companies and employers. The cost of workplace violence is great both in human and financial terms. We, therefore, believe that the safety and security of Company Employees are paramount. 
Acts or threats of physical violence, including intimidation, harassment, and/or coercion, that involve or affect the Company or that occur on Company property or in the conducting of Company business off Company property, will not be tolerated. This prohibition against threats and acts of violence applies to all persons involved in Company operations, including, but not limited to, Company personnel, contract workers, temporary employees, and anyone else on Company property or conducting Company business off Company property. Violations of this policy, by any individual, will lead to appropriate disciplinary and/or legal action.
This policy is intended to bring Company into compliance with existing legal provisions requiring employers to provide a safe workplace; it is not intended to create any obligations beyond those required by existing law.
2.         Definitions
Workplace violence is any intentional conduct that is sufficiently severe, offensive or intimidating to cause an individual to reasonably fear for his or her personal safety or the safety of his or her family, friends, and/or property such that employment conditions are altered, hostile, abusive, or intimidating for one or several Company Employees. Workplace violence may involve any threats or acts of violence occurring on Company premises, regardless of the relationship between the Company and the parties involved in the incident. It also includes threats or acts of violence that affect the business interests of Company or that may lead to an incident of violence on Company premises. Threats or acts of violence occurring off Company premises that involve Employees, agents, or individuals acting as a representative of Company, whether as victims of or active participants in the conduct, may also constitute workplace violence. Specific examples of conduct that may constitute threats or acts of violence under this policy include, but are not limited to, the following:
a. Threats or acts of physical or aggressive contact directed toward another individual;

b. Threats or acts of physical harm directed toward an individual or his/her family, friends. Employees, or property;
c. The intentional destruction or threat of destruction of Company property or another Employee's property;
d. Harassing or threatening phone calls;
e. Surveillance;
f. Stalking;
g. Veiled threats of physical harm or similar intimidation; and
h. Any conduct resulting in the conviction under any criminal code provision relating to violence or threats of violence that adversely affects the Company's legitimate business interests. 
Workplace violence does not refer to occasional comments of a socially acceptable nature. These comments may include references to legitimate sporting activities, popular entertainment, or current events. Rather, it refers to behavior that is personally offensive, threatening, or intimidating.
3.        Enforcement
Any person who engages in a threat or violent action on Company property may be removed from the premises as quickly as safety permits and may be required, at the Company's discretion, to remain off Company premises pending the outcome of an investigation of the incident.
When threats are made or acts of violence are committed by Employee(s), a judgment will be made by the Company as to what actions are appropriate, including possible medical evaluation and/or possible disciplinary action.
Once a violation of this policy has been substantiated, it is Company's policy to put the violator on notice that he/she will be held accountable for his/her actions and then implement a decisive and appropriate response.
Under this policy, decisions may be needed to prevent a threat from being carried out, a violent act from occurring, or a life-threatening situation from developing. No existing policy or procedure of the Company should be interpreted in a manner that prevents the making of these necessary decisions. 

Important Note: Company will make the sole determination of whether, and to what extent the Company will act upon threats or acts of violence. In making this determination, the Company may undertake a case-by-case analysis in order to ascertain whether there is a reasonable basis to believe that workplace violence has or will occur. No provision of this policy shall alter the at-will nature of employment at Company.
B.        USE OF EQUIPMENT  [You may want to ad or subtract from the list of equipment below so that it is specific to your business.]
All Company property including desks, storage areas, work areas, file cabinets, credenzas, computer systems, office telephones, cellular telephones, modems, facsimile machines, cooking equipment, silverware, dishes, glassware and duplicating machines must be used properly and maintained in good working order. Employees who lose, steal, or misuse Company property may be subject to discipline, up to and including discharge.
Company reserves the right, at all times and without prior notice, to inspect and search any and all of its property for the purpose of determining whether this policy or any other Company policy has been violated, or when an inspection and investigation is necessary for purposes of promoting safety in the workplace or compliance with state and federal laws. These inspections may be conducted during or after business hours and in the presence or absence of the Employee.
In addition, in order to ensure the safety and security of Employees and customers, and to protect Company's legitimate business interests, Company reserves the right to question and inspect or search any Employee or other individual entering onto or leaving Company premises. The inspection or search may include any packages or items that the individual may be carrying, including briefcases, handbags, shopping bags, et cetera. These items are subject to inspection and search at any time, with or without prior notice. Company also may require Employees while on the job or on the Company's premises to agree to reasonable inspection of their personal property and/or persons.
Company may also utilize surveillance cameras throughout Company’s facilities or locations.
Employees are not permitted to use Company's equipment for non-work purposes. Accordingly, Employees have no right of privacy as to any information or file maintained in or on Company property or transmitted through the Company’s equipment including computer equipment, emails, cell phones and any and all other modes of communication or gathering or disseminating information. For purposes of inspecting, investigating, or searching Employees' files or documents, Company may override any applicable passwords, codes, or locks in accordance with the best interests of the Company, its Employees, or its customers or visitors. All bills and other documentation related to the use of Company equipment or property are the property of the Company and may be reviewed and used for purposes that the Company considers appropriate.
Employees may access only files or documents that they have permission to enter. Unauthorized review, duplication, dissemination, removal, damage, or alteration of files, or other Company property, or improper use of information obtained by unauthorized means, may be grounds for disciplinary action, up to and including discharge.

Employer Property
All Company property must be maintained according to Company rules and regulations. Property must be kept clean and are to be used only for work-related purposes. Company reserves the right to inspect all company property to ensure compliance with its rules and regulations, without notice to the employee and at any time, not necessarily in the employee’s presence. 

Company voice mail and/or electronic mail (e-mail) are to be used for business purposes only. Company reserves the right to monitor voice mail messages and e-mail messages to ensure compliance with this rule, without notice to the employee and at any time, not necessarily in the employee’s presence.

Company may periodically need to assign and/or change “passwords” and personal codes for voice mail, e-mail, computers & reports. These communication technologies and related storage media and databases are to be used only for Company business and they remain the property of Company reserves the right to keep a record of all passwords and codes use and/or may be able to override any such password system.

Prior authorization must be obtained before any Company property may be removed form the premises. 

For security reasons, employees should not leave personal belongings of value in the workplace. Personal items are subject to inspection and search, with or without notice, with or without the employee’s prior consent.

Terminated employees should remove any personal items at the time they leave Company. Personal items left in the workplace are subject to disposal if not claimed at the time of an employee’s termination.

Use of Electronic Media
Company uses various forms of electronic communication including, but not limited to computers, e-mail, telephones & Internet. All electronic communications, including all software, databases, hardware, and digital files, remain the sole property of Company and are to be used only for the Company business and not for any personal use.

Electronic communication and media may not be used in any manner that would be discriminatory, harassing, or obscene, or for any other purposes that is illegal, against Company policy, or not in the best interest of the Company. 

Employees who misuse electronic communications and engage in defamation, copyright or trademark infringement, misappropriation of trade secrets, discrimination, harassment, or related actions will be subject to discipline and/or immediate termination.

Employees may not install personal software on Company computer systems.

All electronic information created by any employee using any means of electronic communication is the property of Company and remains the property of Company. Personal passwords may be used for purposes of security, but the use of a personal password does not affect the Company’s ownership of the electronic information. Company will override all personal passwords if necessary for any reason. Company reserves the right to access and review electronic files, messages, mail, and other digital archives, and to monitor the use of electronic communications as necessary to ensure that no misuse or violation of Company policy or any law occurs.

Employees are not permitted to access the electronic communications of other employees or third parties unless directed to do so by Company management.

No employee may install or use anonymous e-mail transmission programs or encryption of e-mail communications, except as specifically authorized by the Internet Technology coordinator.

Employees who use devices on which information may be received and/or stored, including but not limited to cell phones, cordless phones, portable computers, fax machines, and voice mail communications are required to use these methods in strict compliance with the trade secrets and confidential communication policy established by the company. These communications tools should not be used for communicating confidential or sensitive information or any trade secrets.

Access to the Internet, websites, and other types of Company-paid computer access are to be used for Company-related business only. The President must approve any information about Company, its products or services, or other types of information that will appear in the electronic media about the Company before the information is placed on an electronic information resource that is accessible to others.

Questions about access to electronic communications or issued relating to security should be addressed to the Internet Technology coordinator.

Prohibited Use of company Cell Phone While Driving
In the interest of the safety of our employees and other drivers, Company employees are prohibited from using cell phones wile driving on Company business and/or Company time.

If your job requires that you keep your cell phone turned on while you are driving, you must use a hands free device and safely pull off the road before conducting company business. Under no circumstances should employees place phone calls while operating a motor vehicle while driving on Company business and/or Company time.

C.        USE OF STATIONERY & MAIL SERVICES
All engraved or printed Company stationery, envelopes, and other work materials are for Company business only. These materials may not be used for personal correspondence or nonbusiness matters. When signing business letters on Company letterhead, the Employee's name and title or position must be used.
Employees are requested not to send or receive personal mail using the Company's mail services. Employees will be asked to reimburse the cost of postage for non-business related materials sent through the Company's mail services.
D.
TELEPHONES
While you are at work, you are expected to perform your job duties and responsibilities. Personal calls, both incoming and outgoing, must be limited to emergencies. The use of personal cellular phones is prohibited during work hours.  Abuse of the telephone policy may result in discipline, up to and including termination.
E.
HOUSEKEEPING
All Employees are expected to maintain their desks, restrooms and work areas in an orderly fashion. It is especially important to keep the store floor area neat and orderly at all times.
F.
HEALTH & SAFETY
The health and safety of Employees and others on Company property are of critical concern to us. We strive to attain the highest possible level of safety in all activities and operations. The Company also intends to comply with all health and safety laws applicable to our business.
To this end, Company must rely upon Employees to ensure that work areas are kept safe and free of hazardous conditions. Employees should be conscientious about workplace safety, including proper operating methods and known dangerous conditions or hazards. You should report any unsafe conditions or potential hazards to your immediate Supervisor and/or the Corporate Office, immediately, even if you believe you have corrected the problem.
Any workplace injury, accident, or illness must be reported to our Corporate Office as soon as possible, regardless of the severity of the injury or accident. If medical attention is required immediately, our Corporate Office, store Management and/or other Employees will assist in obtaining medical care, after which the details of the injury or accident must be reported.

Employee Property
An employee’s personal property, including but not limited to lockers, packages, purses, and backpacks, may be inspected upon reasonable suspicion of unauthorized possession of Company property.
Security
Company has developed guidelines to help maintain a secure workplace. Be aware of persons loitering for no apparent reason in parking areas, walkways, entrances, and exits, and service areas. Report any suspicious persons or activities to the Human Resources coordinator. Secure your desk or office at the end of the day. When called away from your work area for an extended length of time, do not leave valuable and/or personal articles in or around your workstation that may be accessible. The security of facilities as well as the welfare of our employees depends upon the alertness and sensitivity of every individual to potential security risks. You should immediately notify your supervisor when unknown persons are acting in a suspicious manner in or around the facilities, or when keys, security passes, or identification badges are missing.
Ergonomics [This applies to California law and needs to be adjusted to reflect the laws in your own state.]
Company is subject to Cal/OSHA ergonomics standards for minimizing workplace repetitive motion injuries. The Company will make necessary adjustments to reduce exposure to ergonomic hazards through modifications to equipment and processes and employee training. The Company encourages safe and proper work procedures and requires all employees to follow safety instructions and guidelines.

Company believes that reduction of ergonomic risk is instrumental in maintaining an environment of personal safety and well being, and is essential to our business. We intend to provide appropriate resources to create a risk-free environment.

If you have any questions about ergonomics, please contact the Human Resources coordinator.

Smoking
Smoking is not allowed in any enclosed areas of the facility. 

VII.      BENEFITS [This may be adjusted to reflect your preferences, business needs and any laws in your jurisdiction.]
A.
HOLIDAYS
Company is open for business on most commonly observed holidays and therefore does not have any Holiday pay benefit.
B.
INSURANCE BENEFITS
1.         Medical, Dental and Life Insurance
In order to promote further company growth and financial viability, there are no Medical, Dental, and/or Life Insurance benefits.
2.
Disability Insurance [This reflects California law and needs to be adjusted according to your jurisdiction.]
Employees are covered by California State Disability Insurance pursuant to the California Unemployment Insurance Code. Disability insurance is payable when you cannot work because of illness or injury unrelated to your employment at the Company or when you are entitled to temporary workers' compensation at a rate less than the daily disability benefit amount.
3.
Unemployment Compensation
Company contributes to the Unemployment Insurance Fund on behalf of its

Employees
4.
Social Security
Company matches each Employee's Social Security contribution dollar for dollar. You may be eligible to receive these benefits upon your retirement and/or perhaps in other circumstances in accordance with the Social Security laws.
5.
Workers' Compensation
If you are injured or become ill on the job, then you may receive, at no cost to you, workers' compensation insurance benefits, which may include medical care, compensation, and vocational rehabilitation. To receive workers' compensation benefits, you must:

a. Report any work-related injury to our Corporate Office immediately
b. Complete a written claim form and return it to our Corporate Office. 
c. Seek medical treatment and follow-up care if required.

The law requires that Company notify the workers' compensation insurance company of any concerns of false or fraudulent claims. Any person who makes or causes to be made any knowingly false or fraudulent material statement or material misrepresentation for the purpose of obtaining or denying workers' compensation benefits or payments is guilty of a felony. A violation of this law is punishable by imprisonment of one to five years, or by a fine not exceeding $50,000.00 or double the value of the fraud, whichever is greater, or both. Additional civil penalties may be in order.
C.
SICK LEAVE [May need to be adjusted according to your preferences and local laws.]
Company does not provide paid sick leave to Non-Exempt Employees for periods of temporary absence due to illness or injury. Exempt Employees accrue 5 paid sick days per calendar year, which expire at the end of each year. Employees do not accrue sick leave.
Certification by your health care provider may be required for absences of three (3) or more consecutive workdays or for intermittent absences due to the same reason. A health care provider's certification is also required prior to reinstatement after one of those absences. A health care provider's certification may also be required in other circumstances. It is your responsibility to apply for any disability benefits for which you may be eligible as a result of illness or disability, including California State Disability Insurance, workers' compensation insurance, and/or any short-term disability insurance benefits for which you qualify.

Sick leave misuse may lead to discipline and even discharged.
D.
LEAVES OF ABSENCE [May need to be adjusted according to laws in your jurisdiction.]
1.         General Provisions
Company may grant a leave of absence in certain circumstances. You should notify our Corporate Office, in writing, as soon as you become aware that you may need a leave of absence. Company will consider your request in accordance with applicable law and the Company's leave policies. You will be notified whether your leave request is granted or denied. If you are granted leave, you must comply with the Terms and conditions of the leave, including keeping in touch with our Corporate Office during your leave, and giving prompt notice if there is any change in your return date.
You must not accept other employment or apply for unemployment insurance while you are on a leave of absence. Acceptance of other employment while on leave will be treated as a voluntary resignation from employment at Company. Upon return from a leave of absence, you will be credited with the full employment status that existed prior to the start of the leave.
You may be eligible to continue your medical insurance coverage during your leave under the provisions of Cal-COBRA.
Company may hold in abeyance or proceed with any counseling, performance review, or disciplinary action, including discharge, that was contemplated prior to any Employee's request for or receipt of a leave of absence or that has come to the Company's attention during the leave. If any action is held in abeyance during the leave of absence, Company reserves the right to proceed with the action upon the Employee's return. Requesting or receiving a leave of absence in no way relieves Employees of their obligation while on the job to perform their job responsibilities capably and up to Company's expectations and to observe all the Company policies, rules, and procedures.
2.        Medical Leaves Of Absence
A medical leave of absence may be granted for medical disabilities as described below, upon the submission of a valid and acceptable health care provider's certification that an Employee is disabled and unable to perform the functions of his or her position. The health care provider's written certification must also state when the disability began and when the Employee is expected to be able to return to work. Company will attempt to accommodate Employees returning from a medical leave of absence who are unable to perform the essential functions of the job because of a physical or mental disability.
a.        
Non-occupational Medical Leave  
After 12 continuous months of employment, medical leave without pay for a maximum of 15 days may be granted to Employees unable to work due to a non job-related illness or injury.
Employees are hereby notified that Company does not guarantee reinstatement following a non-occupational medical leave. However, the Company will offer any Employee returning from a non-occupational medical leave the same or a comparable position that the individual is qualified to perform, if either position is available.

b.
Occupational Medical Leave
Employees with occupational illnesses, injuries, or disabilities will be granted an occupational medical leave. As an alternative, Company may offer the Employee modified work. Upon the submission of a medical certification that the Employee is able to return to work, the Employee will be reinstated in accordance with applicable law. If an Employee is disabled due to an industrial injury, the Company will attempt to accommodate the Employee.

c.
Pregnancy Disability Leave
Any Employee disabled due to pregnancy, childbirth, or a related medical condition may take a leave of absence for the period of the actual disability, up to a maximum of four (4) months. This leave will be unpaid.
Upon the submission of a medical certification from a health care provider that the Employee is able to return to work, the Employee will, in most circumstances, be offered the same position held at the time of the leave or an equivalent position. However, Employees are not entitled to any greater right to reinstatement than if they had been continuously employed rather than on leave. For example, if the Employee would have been laid off if she had not gone on leave, then the Employee would not be entitled to reinstatement. Similarly, if the Employee's position has been filled in order to avoid undermining the Company's ability to operate safely and efficiently while the Employee was on leave, and there is no equivalent position available, then reinstatement may be denied.
F.        OTHER TIME OFF  [The following is mostly optional but should be reviewed by an attorney familiar with the local laws in your jurisdiction.]
1.
Personal Leaves of Absence
After 12 continuous months of employment, a personal leave of absence without pay for up to two (2) weeks may be granted at the discretion of Company. Requests for personal leave should be limited to unusual circumstances requiring an extended absence.
Employees are hereby notified that Company does not guarantee reinstatement following a personal leave. However, the Company will offer Employees returning from a personal leave of absence the same position, or a comparable position that the individual is qualified to perform, if either position is available.
2.
Funeral or Bereavement Time Off
Any Employee may take up to two (2) consecutive workdays off without pay following the death of the Employee's current spouse, parent, child, sister, brother, domestic partner, grandparent, grandchild, mother-in-law, father-in-law, daughter-in-law, or son-in-law. Company may also approve additional unpaid time off.
                           3.
Civic Duty Time Off
Company encourages Employees to serve on jury or witness duty when called. You must notify our Corporate Office of the need for time off for jury or witness duty as soon as a notice or summons from the court or a subpoena is received. Time off due to jury or witness duty is unpaid.

Military Leave

Employees who wish to serve in the military and take military leave should contact the Human Resources coordinator for information about their rights before and after such leave. You are entitled to reinstatement upon completion of military service, provided you return or apply for reinstatement within the time allowed by law.

Time Off for Voting

If an employee does not have sufficient time outside of working hours to vote in an official state sanctioned election, the employee may take off enough working time to vote. Such time off shall be taken at the beginning or the end of the regular working shift, whichever allows for more free time, and the time taken off shall be combined with the voting time available outside of working hours to a maximum of two hours combined. Under these circumstances, an employee will be allowed a maximum of two hours of time off during an election day without loss of pay. When possible, an employee requesting time off to vote shall give his or her supervisor at least two days notice. 

Volunteer Firefighters and Peace Officers

No employee shall be disciplined for taking time off to perform emergency duty as a volunteer firefighter, peace officer, or emergency rescue personnel. You are also eligible for unpaid leave for required training. If you are an official volunteer firefighter, please alert your supervisor that you may have to take time off for emergency duty. When taking time off for emergency duty, please alert your supervisor before doing so when possible. 

School Activities 

Employees are encouraged to participate in the school activities of their child(ren). The absence is subject to all of the following conditions:

· Parents, guardians, or grandparents having custody of one or more children in kindergarten or grades 1-12 may take time off for a school activity;

· The time off for school activity participation cannot exceed eight hours in any calendar month, or a total of 40 hours each school year;

· Employees planning to take time off for school visitations must provide as much advance notice as possible to their supervisor;

· If both parents are employed by Company, the first employee to request such leave will receive the time off. The other parent will receive the time of only if the lave is approved by his or her supervisor;

· Employees must use vacation leave in order to receive compensation for this time off;

· Employees who do not have paid time off available will take the time off without pay, and

· Employees must provide their supervisor with documentation from the school verifying that the employee participated in a school activity on the day of the absence for the purpose.

Suspension  
If an employee who is the parent or guardian of a child facing suspension from school is summoned to the school to discuss the matter, the employee should alert his or her supervisor as soon as possible before leaving work. In agreement with California Labor Code Section 230.7, no discriminatory action will be taken against an employee who takes time off for this purpose. 

Exempt Employees will not incur any reduction in pay for a partial week of absence due to jury or witness duty. Any additional time off will be without pay. Verification from the court clerk of having served may be required, and you will be expected to report or return to work for the remainder of your work schedule on any day you are dismissed from jury or witness duty.
4.
Leave for Victims of Domestic Violence
Company understands that, if an Employee is the unfortunate victim of domestic violence that such Employee may need to take time from work to appear in court in an effort to obtain relief from such violence. If you need time off to obtain relief from domestic violence, you must give our Corporate Office reasonable notice that you need time off for this purpose. Such time off is unpaid. If you need time off immediately or for an emergency, advance notice is not required, but you may be required to provide documentation or certification of the purpose of your absence within a reasonable time after your time off.
Exempt Employees will not incur any reduction in pay for a partial week of absence due to domestic violence. Any additional time off will be without pay. On the days you take off from work to obtain relief from domestic violence, you will be expected to return to work for the remainder of your work schedule if time permits.
G.       TRAINING PROGRAMS AND SEMINARS [Optional]
During your employment at Company, you may be required to, or you may request to attend a training seminar, conference, et cetera. When Company requires your attendance at one of these functions, you will be reimbursed for any expenses you incur for attending the function and you will be compensated at your regular rate. You must also estimate your expenses for attending the function and submit them to our Corporate Office for approval. You will not be reimbursed for expenses without prior written approval from our Corporate Office. Please note that Employees' voluntary attendance at seminars or other educational forums are not subject to this policy. You will not be compensated for time spent in voluntary attendance in seminars and other programs.
VIII.     TERMINATION
A.        VOLUNTARY TERMINATIONS
If you decide to leave your employment with Company, we ask that you give us at least two weeks written notice. This will give us the opportunity to make the necessary adjustments in operations. Please return all property owned by the Company (e.g., computers, keys, credit cards) prior to your departure. Company retains the right to accept your resignation immediately and pay you the amount of straight time compensation you would have earned in place of any further performance.
B.
INVOLUNTARY TERMINATIONS
While the decision to commence employment is consensual, the same is not always true when the time comes to terminate the employment relationship. As an at-will employer, Company reserves the right to end the employment relationship at any time, with or without cause or notice. In the event your employment is terminated, please return all Company property to our Corporate Office or your store Manager prior to your departure.

C.
REDUCTIONS IN FORCE
While Company hopes to continue growing and providing employment opportunities, business conditions, client demand, and other factors are unpredictable. Changes or downturns in any of these or other areas could create a need to restructure or reduce the number of people employed. In light of these uncertainties, please be advised that it may become necessary to conduct layoffs at some point in the future.
In the event that Company determines to lay off any Employee or a number of Employees, the Company retains full discretion to select which Employee(s) will be laid off. While Company retains full discretion, some of the relevant factors might include the Company's operational requirements and the skill, productivity, ability, and past performance of those involved.

D.
REFERENCES
All reference requests should be directed to our Corporate Office. No other Employee is authorized to release references for a current or former Employee
E.
DISPUTE RESOLUTION
The Employee and Company recognizes that any disputes between them should be resolved in an expedient and efficient manner.  THE EMPLOYEE'S FAILURE TO COMPLY WITH THE DEADLINES PRESCRIBED BY COMPANY'S DISPUTE RESOLUTION PROCEDURE CONSTITUTES A WAIVER OF ANY PENDING CLAIM(S) THAT HE/SHE HAS SUBMITTED TO COMPANY. 

In the event of any dispute between the Employee and Company, the Employee agrees to provide Company prompt written notice of: (1) Any claim; (2) The provision of his/her employment agreement or other authority for the claim; and (3) A copy of all supporting documents.  Within fifteen (15) business days, Company will provide the Employee with a written response, setting out its position and specifying the contract or other provisions relied on and a copy of all supporting documents.  Within ten (10) business days of the written response, the Employee and a representative for Company will meet to discuss resolution of the claim.

In the event that the claim is not resolved at the meeting, the Employee shall submit to Company a written demand for mediation no later than ten (10) days subsequent to the meeting to discuss resolution of the claim.  The mediator will be selected by [AAA Mediation Services of the American Arbitration Association].  The mediation will be held in the [County of Los Angeles] at a time and place selected by the mediator.  The mediation will be conducted according to the Commercial Arbitration Rules and Mediation Procedures of the [American Arbitration Association].  The cost of mediation will be borne by the parties equally.  At least fifteen (15) business days before the date of the mediation, the Employee and Company shall provide the mediator with a statement of its position and copies of all supporting documents. If the claim involves third parties, such as insurers or subcontractors, they shall also be asked to participate in the mediation.

If the Employee has participated in the mediation and is dissatisfied with the outcome, he/she may submit a written demand for arbitration no later than ten (10) days subsequent to the mediation.  The arbitrator will be selected by the [American Arbitration Association].  The arbitration will be held in the [County of Los Angeles] at a time and place selected by the arbitrator.  The arbitration will be conducted according to the Commercial Arbitration Rules and Mediation Procedures of the [American Arbitration Association].  The cost of arbitration will be borne by the parties equally.  Before arbitration commences, the Employee and Company shall pay the arbitrator half of the expected cost of the arbitration.  The arbitrator is empowered to enter a default award if a party fails to participate in the arbitration.  No more than thirty (30) days before the arbitration, the Employee or Company may serve a document request calling for any document that would be discoverable in civil litigation.  The party served with this request shall deliver the requested documents and any objections within ten (10) business days. The arbitrator may resolve any dispute over the exchange of documents.  The Employee and Company may take no more than two (2) depositions, each of which will last no more than four (4) hours each.  The arbitrator may resolve any dispute over the depositions as they would be resolved in civil litigation.  Within fifteen (15) days after completion of the arbitration, the arbitrator will submit a tentative decision in writing, specifying the reasoning for the decision and any calculations necessary to explain the award. Each party has fifteen (15) days in which to submit written comments to the tentative decision. Within ten(10) days after the deadline for written comments, the arbitrator will announce the final award.  The arbitrator shall not have the power to commit errors of law or legal reasoning, and the award may be vacated or corrected on appeal to a court of competent jurisdiction for any such error.

Despite any statute to the contrary, any claim arising from or relating to the employment agreement between the Employee and Company must by brought within one (1) year after it arises, provided that any negotiations or mediation undertaken between the Employee and Company tolls the time period within which the claim must be brought.

In any litigation, arbitration, or other adversarial proceeding between the Employee and Company, the prevailing party will be awarded reasonable attorney fees and any costs and expenses incurred in resolving the dispute and in enforcing the final judgment.  If either the Employee or Company commences arbitration or litigation against the other party, then at least thirty (30) days before commencement of the arbitration or trial, each party shall submit to the other a confidential settlement offer (the “Offer”). This Offer is not admissible in evidence in any arbitration or at trial with respect to the liability of a party. Each Offer must be kept confidential by the parties until the arbitrator or court makes a final award. If the parties do not reach a settlement, the arbitrator or court will award the prevailing party reasonable costs and expenses incurred in the arbitration or litigation, including but not limited to expert witness fees and attorney fees.  If the final award by the arbitrator or court is less than the defendant’s Offer, then the defendant is the prevailing party. If the final award by the arbitrator or court is more than the plaintiff’s Offer, then the plaintiff is the prevailing party. If the final award by the arbitrator or court is between the two Offers, neither party is a prevailing party and each party pays for its own costs and expenses. A party that has not made an Offer cannot be a prevailing party; that party’s Offer will be deemed to be zero if it is the defendant, or the claimed amount if it is the plaintiff.  If either the Employee or Company commences an action without first participating in mediation, or refuses a submit to mediation, that party is not entitled to any award of attorney fees, even if that party would otherwise be entitled to such an award.

IX. LEGAL COUNSELING
The Parties agree that it is very important that each of them have an opportunity to consult with independent legal counsel to review this Manual in order to be made aware of the potential legal risks arising from this Agreement and to negotiate any aspects of this Agreement on their behalf prior to execution.  Each Party will thus be deemed to be entering any agreement voluntarily, knowingly, and with full understanding of the risks associated with their participation.

Employee represents that either he or she has consulted independent legal counsel prior to agreeing to the terms herein or he or she has voluntarily knowingly elected not to retain independent legal counsel and hereby expressly waives any future claim or objection relating in any way to their lack of independent legal representation. 
X.      ACKNOWLEDGMENT AND ARBITRATION AGREEMENT
This is to acknowledge that I have received a copy of Company’s Employee Manual and understand that it sets forth the terms and conditions of my employment as well as the duties, responsibilities, and obligations of employment with Company. I understand and agree that it is my responsibility to read the Employee Manual and to abide by the rules, policies, and standards set forth in the Employee Manual.
I also acknowledge that my employment with Company is not for a specified period of time and can be terminated at any time for any reason, with or without cause or notice, by me or by the Company. I acknowledge that no oral or written statements or representations regarding my employment can alter the foregoing. I also acknowledge that no Employee has the authority to enter into an employment agreement, express or implied, providing for employment other than at-will.
I also acknowledge that, except for the policy of at-will employment Company reserves the right to revise, delete, and add to the provisions of this Employee Manual. All such revisions, deletions, or additions must be in writing and must be signed by the President of the Company. No oral statements or representations can change the provisions of this Employee Manual. I also acknowledge that, except for the policy of at-will employment, terms and conditions of employment with Company may be modified at the sole discretion of the Company with or without cause or notice at any time. No implied contract concerning any employment related decision, term of employment or condition of employment can be established by any other statement, conduct, policy, or practice.
I understand that the foregoing agreement and any other executed confidentiality or arbitration agreement are concerning my at-will employment status. The Company's right to determine and modify the terms and conditions of employment is the sole and entire agreement between myself and Company concerning the duration of my employment, the circumstances under which my employment may be terminated, and the circumstances under which the terms and conditions of my employment may change. I further understand that this agreement supersedes all prior agreements, understandings, and representations concerning my employment with Company.  In the event that I am dissatisfied or disagree with any action taken by Company, I agree to submit the matter to Company's grievance and arbitration procedures for final and binding arbitration. I understand and agree that this system provides for a resolution of my dispute without a jury, and that Company and I am waiving any right to jury trial, and that I will not initiate a lawsuit in court.
XI. ENFORCEABILITY OF AGREEMENT: 

The Parties have entered into this Agreement with the understanding and expectation that this Agreement is legally enforceable in accordance with its terms and that it is consistent with, and should be construed, to the extent applicable, in accordance with the laws of [California]. [Add your state.] 

In the event that this Agreement, or any portion or provision thereof, should be deemed legally unenforceable, the Parties nonetheless agree that this Agreement represents their agreement in fact and that each of them desires and agrees to be bound by its terms and that the terms of this Agreement should guide any legal determination of the Parties’ respective rights and obligations. Any provision found to be invalid shall be deemed severable from the remainder of this Agreement and shall not cause the invalidity or the unenforceability of the remainder of this Agreement. If such provision(s) shall be deemed invalid due to its scope or breadth, then said provision(s) shall be deemed valid to the extent of the scope or breadth permitted by law. 
	Employee Name (PRINT)                                              Employee Signature
	Date


WITNESS

	Manager  Name (PRINT)                                            Manager Signature
	Date
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