CompanyName
Policies and Procedures

Handbook

General Policies

Introduction

This policy and procedures handbook applies to all CompanyName (CompanyName) associates.  For the purpose of this policy handbook, CompanyName refers to its associates as associates.  

This handbook is not a contract.  The policies described and language provided herein are merely a guide to current CompanyName practices.  These guidelines are not intended and do not create a contract of employment between CompanyName and its associates.  All associates of CompanyName are employed on an at-will basis.

It is important that you read, understand, and become familiar with the handbook and comply with the standards that have been established.  Please talk with your supervisor if you have any questions or need additional information.

It is obviously not possible to anticipate every situation that may arise in the workplace or to provide information that answers every possible question.  As a result, CompanyName reserves the right to modify, supplement, rescind, or revise any policy, benefit, or provision from time to time, with or without notice, as it deems necessary or appropriate in its sole and absolute discretion.
Workers’ Compensation Insurance

All associates are automatically covered by Workers’ Compensation Insurance at the time they are hired until the date employment is terminated. Benefits are provided as required by Colorado law.

You must report any work-related injury or illness to your supervisor and complete and sign a written incident form, as soon as an incident occurs, regardless of how minor it may be.  It is also important to get proper first-aid and/or medical attention immediately.

General Workers’ Compensation Procedures

What should I do if I'm injured on-the-job? 
Getting injured is an unfortunate fact of life but if something happens during the course of your employment, there are certain steps you need to follow to ensure you receive all of the Colorado workers' compensation benefits you're entitled to. Not following the procedures could put your benefits at risk. 

If your injuries are threatening to life and/or limb, seek medical attention immediately and then notify your employer in writing. 

Reporting your Injury 
If your injuries are NOT life or limb threatening, verbally notify your supervisor and complete an internal accident reporting form. You are also required to notify your employer in writing within four working days of the injury. Your benefits may be reduced for each day past four days.

Include the following on your brief written statement to your Supervisor:

· How the injury occurred 

· When the injury occurred 

· Where the injury occurred…and 

· What body parts were affected 

Designating a Physician (Employer) 
Once you report your non-life or limb threatening injury to CompanyName IN WRITING, CompanyName will direct you to see one of their Designated Providers and provide you with the contact information for their workers' compensation insurer. 
If you're not in your usual workplace and are injured, you can seek medical treatment immediately, and then refer to the Designated Provider List CompanyName has provided to you. It's very important you only see doctors or medical providers authorized by CompanyName’s workers' compensation insurer through the Designated Provider List. All treatment must go through or be referred by the Workers’ Compensation “primary physician.” If you simply obtain medical treatment on your own (outside situations mentioned earlier) it may be deemed unauthorized and become your financial responsibility.
Wage and Salary Reviews
Associates are generally reviewed at least once a year, near the beginning of the calendar year, for consideration of a merit increase.  A wage or salary review does not imply an automatic increase, only that you are eligible for consideration based on job performance.    

Performance Evaluation Policy

The purpose of evaluations is to assist the associates of CompanyName to be as effective as possible and to help the associate in his/her growth and development.

Evaluations are usually completed on a calendar year basis, but may be performed more or less often.

Personnel Records

It is important that CompanyName always has current information about you.  You need to notify CompanyName immediately in writing if you change your name, address, phone number, etc.  If for some reason you need to change your name or correct your Social Security number, you will be asked to provide original documentation authorizing the change and give this information to your supervisor. 
Personal Appearance
Associates contribute to the corporate culture and reputation of CompanyName in the way they present themselves. A professional appearance is essential to a favorable impression with clients, regulators, and company shareholders (owners). Good grooming and appropriate dress reflect associate pride and inspire confidence on the part of such persons. 

Managers may exercise good discretion to determine appropriateness in appearance. Associates who do not meet a professional standard may be sent home to change and non-exempt associates will not be paid for that time off. Generally speaking, CompanyName’s policy requires business casual dress. Some basic essentials of appropriate dress include clothing to be neat and clean. A reasonable standard of dress rules out tight or short pants, tank tops, crop or halter-tops or any extreme in dress, accessory, fragrances or hair. It is impossible and undesirable to define an absolute code for dress and fragrances. CompanyName will apply a rule of reason on a case-by-case basis. Associates should dress in accordance with their full time gender expression.
Management may make exceptions for special occasions. An associates unsure of what is appropriate should check with the manager or supervisor. 

If you are meeting clients, business dress is appropriate.
Lost and Found

Associates should not bring large sums of money, jewelry, or other valuables to work.  CompanyName will not be responsible for personal property that is lost, damaged, stolen or destroyed and you release CompanyName from any and all liability with respect to your personal property. 
If you happen to find personal belongings that are not your own, please turn them in to your supervisor.

Access to CompanyName Property

It is important that CompanyName have access at all times to CompanyName property, as well as other records, documents, and files.  As a result, CompanyName reserves the right to access associate offices, work stations, filing cabinets, desks, computers, telephones and any other CompanyName property at its discretion, without advance notice or consent. Copying of CompanyName’s keys and/or sharing the building key access code are strictly prohibited.
Access to CompanyName Premises

Keys will be issued to only those associates who are responsible for unlocking the office building in the morning and closing it in the evening.  On a limited basis, keys and the building key pad access code may be issued to associates who need to gain entry to the office building to do work during non-business hours.  Entry to the office building is for work purposes only.  Keys and the building access code issued to an associate are the responsibility of the associate.  Associates are expected not to use their keys or building access code to gain entry to the office building during non-business hours unless authorized in writing by a supervisor to do so.

Business Expense Reporting

Associates will be reimbursed for all pre-approved business-related expenses in writing by a supervisor, upon submission of accurate and receipted expense reports to their supervisor.  Associates are requested to submit these reports in a timely manner but in no event less than monthly after an appropriate expense is made to ensure proper accounting and prompt reimbursement.  Reimbursement will normally be on a monthly basis, one month following the month in which the relevant expense is submitted for reimbursement.
Personal Use of Telephones

From time to time it may be necessary for associates to make and receive personal calls and text messages on CompanyName phones.  However, these calls and text messages should be limited to a reasonable length of time, and should be made, whenever possible, during scheduled break and meal periods.  Associates are expected to use good judgement and common sense when it comes to personal phone calls and text messages.  Any personal long distance calls made must be reimbursed to CompanyName.

Computer, Email and Internet Usage
Introduction 
CompanyName recognizes that use of the Internet has many benefits for CompanyName and its associates. The Internet and e-mail can make communication more efficient and effective. Therefore, associates are encouraged to use the Internet appropriately. Unacceptable usage of the Internet can place CompanyName and others at risk. This policy discusses acceptable usage of the Internet and e-mail.
Guidelines 
The following guidelines have been established for using the Internet and e-mail in an appropriate, ethical and professional manner.
1. CompanyName Internet and e-mail access may not be used for transmitting, retrieving or storing of any communications of a defamatory, discriminatory or harassing nature or pornographic. No messages with derogatory or inflammatory remarks about an individual's race, age, disability, religion, national origin, physical attributes or sexual preference shall be transmitted. Harassment of any kind is prohibited.
2. Disparaging, abusive, profane, or offensive language; materials that might adversely or negatively reflect upon CompanyName or be contrary to CompanyName best interests; and any illegal activities—including piracy, cracking, extortion, blackmail, copyright infringement, and unauthorized access to any computers on the Internet or e-mail—are forbidden.
3. Copyrighted materials belonging to entities other than CompanyName may not be transmitted by associates on the CompanyName's network. All associates obtaining access to other companies' or individual's materials must respect all copyrights and may not copy, retrieve, modify or forward copyrighted materials, except with permission or as a single copy to reference only. If you find something on the Internet that may be interesting to others, do not copy it to a network drive. Instead, give the URL (uniform resource locator or "address") to the person who may be interested in the information and have that person look at it on his/her own.
4. Do not use the system in a way that disrupts its use by others. This includes excessive dial-in usage, sending or receiving many large files and "spamming" (sending e-mail messages to thousands of users.)
5. The Internet is full of useful programs that can be downloaded, but some of them may contain computer viruses that can extensively damage our computers. Be sure to virus-check downloaded files immediately. Instructions on how to check for viruses are available through the IT Department. Also, many browser add-on packages (called "plug-ins") are available to download. There is no guarantee that such will be compatible with other programs on the network and such may cause problems; therefore, please refrain from downloading such plug-ins.
6. Each associate is responsible for the content of all text, audio or images that he/she places or sends over CompanyName's Internet and e-mail system. No e-mail or other electronic communications may be sent which hides the identity of the sender or represents the sender as someone else. Also, be aware that CompanyName’s name is attached to all messages so use discretion in formulating messages.
7. Generally, e-mail is not private or confidential. All electronic communications are CompanyName property. Therefore, CompanyName reserves the right to examine, monitor and regulate e-mail messages, directories and files, as well as Internet usage. Also, the Internet is not secure so don't assume that others cannot read—or possibly alter—your messages.
8. Internal and external e-mail messages are considered business records and may be subject to discovery in the event of litigation. Be aware of this possibility when sending e-mail within and outside CompanyName.
CompanyName's Right to Monitor and Consequences 
All CompanyName-supplied technology, including computer systems and CompanyName-related work records, belong to CompanyName and not the associate. CompanyName routinely monitors usage patterns for its e-mail and Internet communications. Although encouraged to explore the vast resources available on the Internet, associates should use discretion in the sites that are accessed.
Since all the computer systems and software, as well as the e-mail and Internet connection, are CompanyName-owned, all CompanyName policies are in effect at all times. Any associate who abuses the privilege of CompanyName facilitated access to e-mail or the Internet, may be denied access to the Internet and, if appropriate, be subject to disciplinary action up to and including termination.
Associate Parking

CompanyName will not be responsible for theft or damage to any vehicles parked on or near CompanyName’s property.  Also, CompanyName will not be responsible for personal property left in vehicles that is lost, damaged, stolen, or destroyed. Therefore, you release CompanyName from any and all liability with respect to your vehicle and your personal property. 
ETHICS AND RELATIONSHIPS

To achieve and uphold CompanyName’s principle of conducting our business and relationships in a respectful manner, the following policies are established.

Corporate Ethics

It is recognized that adherence to high industry standards of integrity and ethics is necessary for CompanyName, as well as individual associates.  This can only be accomplished by the conscious and thoughtful action of responsible individuals.

· It is the policy of CompanyName to comply with applicable laws and to conduct its affairs so as to merit recognition for exemplary corporate citizenship.

· No undisclosed or unrecorded fund or asset shall be established for any purpose and no false entry made in the records for any reason.  No improper or illegal gratuities, payments or favors shall be dispensed in an effort to obtain preferential treatment from any source.  Actions which might be construed as violations of laws relating to unfair trade practices shall be strictly avoided.  Any indirect means or methods employed in breach of the above will not be condoned.

Gifts, Gratuities, and Other Business Courtesies 
All purchases must be accomplished in a manner that preserves the integrity of a procurement process based on fair price, quality, and performance.

You must never use your position as an CompanyName associate to solicit business courtesies. 

You may only offer, give, or accept business courtesies that are within applicable law and regulation, the policies of CompanyName or the receiver of the business courtesy, and that will not cause embarrassment, or reflect negatively on, CompanyName’s reputation.

Associate offerings and supervisors approving expenditures for business courtesies must ensure that those courtesies are in the proper course of business and could not reasonably be construed as improper inducements.
Conflict of Interest

The purpose of this policy is to protect associates from entering into any business arrangement where personal interests come into conflict with those of CompanyName.  Any associate action that may be detrimental to the interests of CompanyName may create a conflict.  Such a conflict could arise as a result of monetary investment in or commitment of an associate’s time and services to any operation with a product, financial, or operational tie to CompanyName.  Such a conflict may also arise as a result of credit purchases from CompanyName dealers.  Therefore, should the possibility of either real or apparent conflict arise, the associate must: (i) submit a brief written description of the real or apparent conflict with his or her supervisor in advance, (ii) discuss the circumstances in advance with his or her supervisor, and (iii) clear such activity with his or her supervisor’s written consent, subject to any conditions raised by the supervisor on such activity. 
Similarly, associates are expected to avoid outside activities of either a personal or job related nature requiring an allocation of time or effort to the extent that performance of the associate’s job would be impaired.

CompanyName may conduct an annual review, or such further reviews that it feels is appropriate in its sole and absolute discretion, of adherence to this Conflict of Interest policy.
Fair and Ethical Treatment of Suppliers

Associates who purchase materials of any type are expected to negotiate aggressively to obtain the best possible arrangement for CompanyName.  Such negotiations are expected to be fair, ethical and guided by the rules of common courtesy.  Suppliers should not be asked to submit bids unless they have a reasonable chance of obtaining the business involved.  In addition, any suppliers’ proprietary information clearly marked or identified as such by a supplier should be held in confidence and not disclosed to persons not employed by CompanyName.

Relationship with Competitors

It is CompanyName’s desire to maintain a reputation for fairness and integrity among competitors in the industries in which we are engaged.

Our associates will not:

· Unfairly condemn the products, personnel or business practices of competitors;

· Spread any false rumor or other information concerning competitors;

· Disclose any confidential relationship or other non-public information that may exist between a competitor and CompanyName, such as a contemplated merger or acquisition;

· Discuss pricing, future plans or activities in any way.

Nondisclosure of Information and Non-solicitation of Customers, Suppliers, and Associates
CompanyName associates are in positions of trust and confidence and many associates have access to trade secrets and confidential or proprietary business information. CompanyName associates also shall not disrupt CompanyName’s business relationships or operations. In furtherance of the protection of CompanyName’s trade secrets, confidential information, proprietary business information, and relationships with its customers, suppliers and associates, all associates must sign CompanyName’s then existing Associate Non-Disclosure and Non-Solicitation Agreement as a condition of employment or continuing employment.
Protection of Sensitive Information
Policy
CompanyName, in the course of its business activities, generates and acquires title to, or otherwise takes custody of, large amounts of Sensitive Information that are valuable assets of CompanyName’s customers. It is CompanyName’s policy to properly identify, effectively manage, and diligently protect all such Sensitive Information. 

Definitions 

Personal Information – Collectively refers to Personally Identifiable Information for persons in the U.S. and Personal Data for persons in non-U.S. countries. Personal Information includes only that information which is collected for the purposes of conducting official company business. Personal Information does not include information that is available to the general public or information collected as a result of incidental personal use of computing and information resources. 

Personally Identifiable Information (PII) (applicable to the United States) – The combination of the first name or first initial and last name of an individual, plus any of the following information that identifies or relates to that individual:

· Social Security Number;

· driver's license number;

· financial or benefit account number in combination with any required code permitting access;

· bank account number (with or without routing number, access code, or Personal Identification Number [PIN]);

· medical or health information;

· consumer report (background information or verification reports or credit report);

· salary, wage, or deduction information;

· date of birth or age; 

· race or ethnicity;

· biometric, bio monitoring, or genetic information;

· passport number; 

· personal contact information (home address, personal phone number, or personal e-mail); or

· any other identifying category specified in applicable state or local law. 

Note: PII does not include personal contact information provided to CompanyName in the ordinary course of business, when such information is the individual's business contact information. 

Sensitive Personal Data – A subset of Personal Data revealing racial or ethnic origin, political opinions or affiliations, religious or philosophical beliefs, trade-union membership, criminal proceedings, or data concerning health or sexual orientation. 

Sensitive Information must be stored in accordance with this procedure.
Records Management
Definition

Portable Electronic Device – Examples include electronic computing equipment such as Personal Digital Assistants (PDAs), BlackBerry devices, laptops, handheld computers, and tablet PCs; and mobile media storage devices such as DVDs, CDs, universal serial bus (USB) connectors, and external drives. 

Hard Copy Storage

Secure hard copies in a locked desk, locked office, or locked cabinet or container. Alternate storage arrangements may be approved on a case-by-case basis by the President. 

Storage on Local Area Networks (LANs), Desktop Hard Drives, and Databases 

Protect Sensitive Information in a LAN, desktop hard drive, or database with the appropriate access controls (unique user ID and password at a minimum). 

Storage on Portable Electronic Devices 

Protect Sensitive Information on the portable electronic device with the appropriate access controls (unique user ID and password at a minimum). 

Note: Personal Information on portable electronic devices must be encrypted. 

Secure the portable electronic device in a locked desk, locked office, or locked cabinet or container. Alternate storage arrangements may be approved on a case-by-case basis by the President. 

Storage on Workstations 

Protect Sensitive Information on the workstation with the appropriate access controls (unique user ID and password at a minimum).

If the workstation includes portable electronic devices, also follow the instructions in Storage on Portable Electronic Devices for those devices.

Deviations

Any deviation from this procedure requires the prior approval of the President of CompanyName.
Software Duplication

As a general matter, CompanyName licenses the use of most of its computer software from a variety of outside sources or otherwise has the right to use its computer software. CompanyName does not own this software or its related documentation and, unless authorized, does not have the right to reproduce it.  Unauthorized reproduction of software is against the law and CompanyName policy.

· Only originals or authorized back-ups should be in use.

· Associates shall not duplicate software, except as supervised and authorized in writing by CompanyName.

· Associates shall use software only in an authorized manner and for proper purposes.

Equal Employment Opportunity

CompanyName will provide equal employment opportunity to associates and applicants for employment without regard to race, ethnicity, religion, color, sex, national origin, age, United States military veteran's status, ancestry, sexual orientation, gender identity or expression, marital status, family structure, genetic information, or mental or physical disability, so long as the essential functions of the job can be performed with or without reasonable accommodation. 

CompanyName seeks to provide an inclusive work environment that allows all people, including those with impairments, to fully contribute to operational success. For associates with an impairment that may not be a disability, CompanyName may, but is not required to, provide work-related modifications to assist the associate in performing his or her essential job functions.

In addition, in accordance with the Americans with Disabilities Act (ADA), as amended, and applicable state and federal laws, CompanyName will not discriminate in any aspect of employment or retaliate against qualified persons with disabilities, and will try to provide reasonable accommodations to qualified persons who have disclosed disabilities. Qualified persons with disabilities must be able to perform the essential job functions, with or without reasonable accommodations. 
Definitions under the ADA
Disability – A physical or mental impairment that substantially limits a major life activity. An individual with a disability also includes someone who has a record of such impairment or someone who is regarded as having such impairment. Disabilities under federal and state anti-discrimination law generally are defined as long-term physical or mental impairments and not short-term impairments. This policy is not to be construed in any way as defining disability for purposes of applying for or receiving workers’ compensation, short-term disability, or long-term disability benefits. 

Essential Job Functions – Tasks that are critical or comprise the fundamental requirements of the job. Tasks that bear only a marginal relationship to the job are not “essential job functions.”

Qualified Person – Someone who satisfies the skill, experience, education, and other job-related requirements of the position and who can perform the essential job functions with or without a reasonable accommodation. 

Reasonable Accommodation – A work-related modification that does not impose an undue hardship on CompanyName or its operations and that enables a person with a disability to participate in the job application process, perform the essential job functions, and enjoy benefits of employment equal to those enjoyed by associates without disabilities. 
Requesting a Work-Related Modification (Associates) 
An associate requiring a work-related modification to perform the essential job functions should inform his or her immediate manager and place in writing the details of the requested modification. This request should be provided to the President of CompanyName. 

If a work-related modification can be easily provided without altering the essential job functions, without undue financial hardship, or adversely affecting operations, CompanyName will provide it. 

If a reasonable work-related modification cannot be made the associate will need to search for a vacant position for which the associate is qualified. 

All associates are encouraged to maintain an atmosphere that is supportive of associates with impairments and disabilities. Retaliation against any job applicant or associate for requesting a reasonable accommodation or a work-related modification is prohibited.
Diversity and Inclusion

By building an inclusive work environment, we help ensure that CompanyName is able to attract, develop and retain a diverse workforce that has the opportunity to showcase and develop their skills and abilities. We believe that all associates should have a safe and inclusive work environment in which everyone is treated fairly, with the highest standards of professionalism, ethical conduct and full compliance with the law.

At CompanyName, we embrace the diverse talents and perspectives of our people to power innovation and business success. Diversity and inclusion are woven throughout our culture and reflect our values of respecting others and performing with excellence. By leveraging our associates’ unique talents and experiences, we can deliver excellent service, affordable solutions and unparalleled customer value.

Providing a work environment that is free from harassment and promotes equality is a priority at CompanyName. We take this commitment seriously and hold each other accountable.
Harassment-Free Workplace 

CompanyName is committed to maintaining a work environment that is free of physical, psychological, and verbal harassment, or other abusive conduct. 

This policy applies to CompanyName associates. It also applies to the conduct of CompanyName associates with respect to contractors, suppliers, business partners, visitors, and customers; and conversely to their treatment of CompanyName associates. 

This policy governs conduct in the workplace (any place where CompanyName associates perform work) as well as off-premises situations with a relationship to the workplace or that affect the workplace. 

CompanyName prohibits verbal or physical conduct that offends, abuses, intimidates, torments, degrades, or threatens a person on the basis of his or her race, ethnicity, religion, color, sex, national origin, age, United States military veteran's status, ancestry, sexual orientation, gender identity or expression, marital status, family structure, genetic information, or mental or physical disability. Examples of prohibited conduct include but are not limited to: 

· unwelcome touching, assault, impeding or blocking movements; 

· accessing, transmitting, or displaying offensive messages, images, or cartoons; 

· making or using derogatory comments, epithets, slurs, jokes, or objects; and 

· sexual harassment, including gender-based harassment of a person of the same sex. 

Examples of sexual harassment include but are not limited to: 

· unwanted sexual advances, including verbal sexual advances and propositions; 

· offering employment benefits in exchange for sexual favors; 

· making or threatening reprisals after a negative response to sexual advances; 

· leering, making sexual gestures; 

· displaying pornographic or sexually suggestive objects or pictures, cartoons, or posters; 

· using inappropriate terms of endearment; 

· verbal abuse of a sexual nature; 

· graphic verbal commentaries about an individual's body; 

· sexually degrading words used to describe an individual; and 

· suggestive or obscene letters, notes, or invitations. 

Reporting and Investigating Harassment Complaints 
If you believe that you have been harassed, you should inform the individual directly that the conduct is unwelcome and must stop, provided you are comfortable doing so. If you have questions or concerns about whether or how to address the person responsible for the conduct, consult your supervisor.

Promptly report the facts of the incident to your supervisor. Note: If the complaint concerns your supervisor, report the incident directly to the President and/or Human Resources.

CompanyName will ensure that the incident is investigated promptly and, depending on the results of the investigation, that the appropriate actions / disciplinary measures, up to and including termination from employment, are taken. 

Note: Supervisors must not independently investigate complaints of harassment. If a complaint is reported to a supervisor, then he or she must promptly report it to the President and Human Resources who will be responsible for managing the investigation.

CompanyName will adhere to a "zero tolerance" approach in the enforcement of this policy, with our goal being to maintain a safe and secure workplace. Zero tolerance means that we will investigate thoroughly and objectively any report of violation of this policy by any leader, associate, or customer. We will take appropriate action, up to and including termination from employment, whenever such inappropriate behavior occurs.    
Immigration Reform and Control Act Of 1986

CompanyName complies with the Federal immigration laws. 

As an ongoing condition of employment, you may be required to provide documentation verifying your identity and legal authority to work in the United States.

Associate Responsibility

All associates are responsible for adhering to all CompanyName policies.  Failure to adhere may result in disciplinary or other appropriate action, including but not limited to immediate termination of employment. 
EMPLOYMENT POLICIES

Clearance of News

In order to minimize the possibility of inaccurate news, confidential or otherwise inappropriate information from being published or disclosed, all news releases, articles designed for publication, or similar forms of communication must be approved in writing by the President of CompanyName prior to release. Any inquires from third parties about CompanyName must be referred to the President. 
Emergency Procedures

In the event of any emergency, including but not limited to fire or severe weather, associates should follow any and all procedures established by building management or otherwise necessary to ensure their safety.

Employment Practices

Hours of Work

The standard work week for salaried associates is 40 or more hours and for part-time hourly associates varies from zero to 40 hours, comprised of five days (Monday through Friday) of eight hours each day between the hours of 8:00 am and 5:00 pm, with either one half hour or one hour for lunch, unless other arrangements are made with an appropriate supervisor.  Hours may also consist of evenings and weekends as deemed necessary by management. Please talk to your supervisor for more information or, if applicable, see your particular job description for details.

Pay

Paychecks will be issued on the 15th day of the month for the pay period of the 1st day through the 15th day of the same month, and paychecks will be issued on the last day of the month for the 16th day through the last day of the month of the same month.  Should a payday fall on a weekend or holiday, payday will be the last business day prior to the scheduled payday.  Regular pay will be current through the payday.

Overtime

The general policy of CompanyName is that overtime should be limited to emergency situations and not be used as a routine procedure.  On certain occasions the volume of work might make it necessary for nonexempt, hourly associates to work additional hours.  All overtime must be at the request, and prior written approval of, the supervisor.

Salaried associates are not paid overtime per customary professional practices.  Hourly associates entitled to overtime pay will be paid time and one-half for work performed over 40 hours per week.  For the purpose of overtime computation of regular hourly associates, holidays and vacation days will be considered time worked. CompanyName follows the Fair Labor Standards Act in regard to these policies.
Reporting Absence

If you are unable to report to work, notify your immediate supervisor or another member of your department within at least one-half hour prior to the beginning of the business day.  Give your supervisor the cause and probable length of absence.
An "Incidental Absence" may be granted when you request an absence from work due to:

· Important personal business that cannot reasonably be conducted outside of regularly scheduled work hours. 

· Your own illness or injury. 

· Doctor's appointments for the examination, diagnosis, or treatment of your own health condition. 

· The illness or injury of your child, parent, spouse, or same sex domestic partner. 

· Doctor's appointments for the examination, diagnosis, or treatment of the health condition of your parent, child, spouse, or same sex domestic partner. 
· Seeking assistance for domestic violence/abuse, sexual assault, or stalking, for yourself or your parent, child, spouse, or same sex domestic partner.
Tardiness

You should be ready to work at the designated starting time.  If you will be late, call your immediate supervisor and advise when you expect to be in.

Resignation

Associates who plan to resign are requested to give sufficient notice to enable CompanyName to make necessary arrangements for replacements.  

Office Appearance and Security
Everyone’s cooperation is needed to keep the office neat and clean, as well as secure.  Turn lights off when they are not required, keep your work area neat and clean, and insure the appropriate equipment is turned off at night. In addition, associates are expected to lock confidential information in appropriate file cabinets at the end of the day and lock the office door when leaving. 
Telecommute
We will offer the opportunity to telecommute when it will benefit the organization and the associate. At any time CompanyName may revoke any telecommuting privileges. 

Telecommuting – When an associate is engaged in CompanyName work at a location other than an CompanyName designated office or job site, usually a home office. This includes work that is performed away from the job site, or at home, and includes any use of telecommunications equipment, such as cell phones, laptop computers, and home computers. 

CompanyName offers Situational Telecommuting – When an associate telecommutes based upon temporary situational needs, typically during his or her regularly scheduled work hours, and not on a predefined regular, recurring telecommuting schedule.  
Requesting Approval to Telecommute 
CompanyName supervisors have the discretion and obligation to determine whether an associate who requests telecommuting is eligible to telecommute. Not all positions are conducive to telecommuting. 

Telecommuting may not be used as a substitute for dependent care.  Telecommuting can be requested at any time. An associate may begin telecommuting only after telecommuting has been approved by your supervisor. 

The associate is responsible for any damage to CompanyName provided equipment resulting from intentional misuse while the equipment is in the associate's possession. 

The associate is responsible for all expenses incurred in setting up the telecommuting workspace that apply to home offices. The associate is responsible for all costs and liabilities associated with using non-CompanyName office space.
Final Payment Due to Death of Associate

In the event of the death of a regular, full-time associate, CompanyName will pay to that associate’s spouse or the associate’s representative:

· Full pay to the associate’s date of death, and

· Pay for any earned but unused paid time off.
Participation in Athletic or Social Events

Participation in or attendance at social or athletic events is voluntary.  Associates are always expected to conduct themselves in an appropriate manner.  All social and athletic events are associate sponsored.  CompanyName is not liable or responsible for any injury or other damage that may result from participation at a social or athletic event and you release CompanyName from any and all liability with respect to your participation in such events.
Part-time Hourly Associates

Benefit Eligibility

Persons accepting part-time employment are not eligible for any benefits.

Temporary Employment

Temporary Employment is defined as employment for a specific period of time, not to exceed three consecutive months in any calendar year, or intermittent employment on an as-needed basis.

Compensation

The rate of pay for a person accepting temporary employment will be no less than the Federal Minimum Wage or Colorado State Minimum Wage, whichever supersedes. 
Benefits

Persons accepting Temporary Employment are not eligible for any benefits.

Vehicle Use

Associate Owned or Leased Vehicles

Associates who routinely use their own vehicle for CompanyName business may do so at their own risk and subject only to reimbursement for mileage as provided below. You must submit a certificate of insurance to your supervisor verifying liability coverage prior to using your vehicle for CompanyName business. Generally reimbursements are at the rate established by the IRS for the timeframe in which the reimbursement applies (the 2013 IRS mileage reimbursement rate is 56.5 cents per mile) to cover gas plus maintenance of the vehicle, or as otherwise required by applicable law. Please confirm any questions you may have in writing with your supervisor or, if applicable, see your particular job description for reimbursement amounts.

TIME AWAY FROM WORK

Holidays and Paid Time Off (PTO)

All regular full-time associates (excludes part-time associates) are eligible for up to 10 paid holidays per year. The following general, federal bank holiday schedule will be used:


New Year’s Day



Labor Day


Martin Luther King, Jr.'s Birthday

Columbus Day


Presidents' Day



Veterans Day

Memorial Day



Thanksgiving Day

Independence Day 



Christmas Day

Any of the above holidays falling on a Saturday or Sunday will be observed as announced in advance by CompanyName.
Paid Time Off (PTO)

All regular full-time associates (excludes part-time associates) are eligible for PTO.  The following general PTO schedule will be used:

Salaried associates:

· Prorated 80 hours of PTO during the first partial calendar year (ex: associate begins in July so therefore has a prorated 50% of PTO for that first partial calendar year).

· 80 hours PTO beginning the first full calendar year of service.

· 120 hours PTO beginning the sixth full calendar year of service.

PTO encompasses what is generally referred to as vacation and sick time. For the purposes of PTO, it can be used for either vacation or sick time. For example, if an associate is not sick during a calendar year, all PTO may be used for vacation time. If the associate is sick one week during the calendar year, then one week may be used for sick and the remainder used for vacation time.

PTO entitlement is earned at the rate of one-twelfth (1/24) of the amount for each pay period the associate is actively at work and is tracked on a calendar year basis.  PTO for each calendar year is available to use at anytime during that calendar year. If employment is terminated, the PTO earned up to the termination date is used to calculate either a pay out of PTO to the associate or a reduction of the associate’s final pay for repayment of PTO taken but not yet earned for that calendar year period. Example: Associate is eligible for 80 hours PTO. Associate terminates after one-half of the calendar year. Associate has therefore earned 40 hours of PTO. Associate has only taken 24 hours of PTO. Therefore associate will be paid out 16 hours of PTO with his/her final paycheck.

PTO is intended to provide you with time off for sickness and/or for a vacation to provide you with a period of rest and relaxation. Consequently, you may not waive PTO and draw pay. PTO earned during a calendar year must be used in that calendar year, excepting a maximum carryover of 40 hours to the following year. Holidays occurring during an associate’s vacation period will not be counted against PTO.
Except in the case where FMLA (Family Medical Leave Act) applies, an associate absent from work, for any reason, for more than 30 consecutive calendar days accrues no PTO during each such absence.  An associate returning from an absence may be required to undergo a waiting period until eligible to take earned PTO. The length of the waiting period shall be determined by the associate’s supervisor in light of current work demands.

PTO may be taken at the convenience of CompanyName as arranged with the associate’s supervisor any time during the calendar year. Seniority will be given preference in the case of a conflict within one department.

PTO requests must be made in writing and with advance notice so as not to cause due hardship on CompanyName business operations. Last minute PTO requests used for sick time purposes are expected to be requested only during reasonable, short-term absences due to accident and illness.  CompanyName may require a doctor’s certification of inability to work.

Part-time associates and commissioned sales associates will not receive PTO.

Paid holidays occurring during a period of absence will not be charged against accumulated PTO leave and full pay for the holiday will be paid.

When using PTO for sick time off, associates will be considered in an active employment status.  When PTO pay is exhausted, employment may be terminated at the discretion of CompanyName or a non-paid sick leave of absence may be granted at the discretion of CompanyName.  

Disability for Regular Full-time Associates

CompanyName does not provide disability coverage. Associates are encouraged to purchase disability insurance to possibly cover sick leave absences of more than their PTO leave. In case of a non-work related illness (including pregnancy and childbirth) or injury requiring an absence of more than their PTO leave, the associate may be granted sick leave without pay in CompanyName’s sole discretion and in accordance with applicable laws. During any leave without pay, PTO will not be accrued or earned and holidays will not be paid out. 

NOTE:  A doctor must certify any disability, and the associate must use all of their accumulated PTO leave before receiving leave without pay.  Associates should consult their individual disability insurance plans.

CompanyName retains the right to require proof of disability and the right to require an independent medical examination to determine disability.

Bereavement Leave

"Bereavement Leave" may be granted when you request an absence from work due to a death in your immediate family. Pay for up to three days absence may be granted for fulltime associates, and the absence must be approved in writing from the associate’s supervisor. Where the death of an immediate family member occurs at some distant point and the paid absence is insufficient time to permit funeral attendance, additional time without pay may be granted by the associate’s supervisor.
"Immediate family" includes your,

· Parents (your parents, stepparents, or an individual who stood in the place of a parent to you when you were a child). 

· Current spouse or current same sex domestic partner. 

· Children, stepchildren, and their current spouses. 

· Siblings, stepsiblings, half siblings, and their current spouses. 

· Grandparents, step grandparents, grandchildren, and step grandchildren. 

· Current spouses or current same sex domestic partner’s parents (same definition as associate’s parents), grandparents, step grandparents, children, stepchildren, grandchildren, and step grandchildren. 

· Current spouse's or current same sex domestic partner’s siblings, stepsiblings, half siblings and their current spouses. 

Full day absences relating to deaths of individuals not considered immediate family members will be unpaid time taken for personal reasons. Alternatively, you may use accrued PTO. 
Jury Duty

Associates will be allowed time off for jury duty. Where there is an extended time of Jury Duty, greater than one week, the time off will be without pay.

Personal Leave of Absence

Time off or a personal leave of absence may be granted in writing at CompanyName’s discretion.  A request for a leave of absence should be made in writing to your immediate supervisor and requires their written approval as well as the President’s.  PTO is not accrued or earned during any leave of absence and holidays are not available.

Snow Days

In the event of snow, if the supervisor determines, in his or her sole discretion, that the associate has made a reasonable attempt to get to work or is unable to do so, the associate will be paid for the day. If the supervisor determines, in his or her sole discretion, that the associate could have come in and does not, the time will be taken as PTO or deducted from the associate’s pay.

Voting

Associates are urged to register and vote.  If necessary, based on the associate’s required hours and polling place hours, associates will be allowed time off from work to vote.

Family and Medical Leave

CompanyName may provide associates with non-paid family and/or medical leave in its sole discretion upon prior written request by associate and written approval by CompanyName, except as may otherwise be required by law. Anyone seeking further information should contact your supervisor.

In all cases, if the leave is foreseeable, the associate must provide as much notice as is practicable.  All leave applications must be in writing indicating the reason for the leave and the dates when the leave will begin and end. 
Where appropriate, CompanyName may require certification by a health care provider and reserves the right to request a second opinion.

CompanyName requires associates to use any paid time off which the associate is otherwise eligible to use simultaneously with the leave taken under this policy except as may be otherwise required by law. Paid time off includes, but is not limited to PTO and holidays. 
An associate returning from such leave has no guaranteed right to reinstatement. The at-will relationship is the same as if the associate had been continuously employed during the leave period.  

This policy shall be interpreted so that it is applied consistent with any applicable federal and state rules or regulations.

BENEFITS

Medical Insurance

Subject to eligible requirements and deductibles, CompanyName pays 99% of the Associate-Only Medical Insurance Premium with the Non-Tobacco Rating for eligible regular, full-time associates (excludes part-time associates) under CompanyName’s medical insurance policy. CompanyName does NOT pay premiums for dependents or any other third parties. The associate may opt to cover eligible dependents of the associate under CompanyName’s medical insurance policy by paying 100% of the premiums through a payroll deduction. 
Contact your supervisor for details regarding CompanyName’s medical insurance and your eligibility for coverage. All medical insurance benefits will be terminated upon associate’s termination from employment, except as may otherwise be required by law. CompanyName reserves the right to modify or terminate its medical insurance plans and policies and payment of premiums on behalf of associates at any time and in its sole discretion. 
Colorado State Continuation/Conversion (or COBRA)
Upon leaving CompanyName’s employment, you may be eligible for the continuation of your health insurance benefits, in which you pay 100 percent of the health insurance premium yourself. Ask your supervisor for details.
Tuition Assistance

CompanyName encourages all associates to continue their formal training and education, particularly when such training or education is related to their job.

When CompanyName requests an associate to take special training or educational courses, all fees, books, and other necessary expenses (including room, board and travel when courses are out of town) may be paid by CompanyName if pre-approved by associate’s supervisor in writing.
When an associate makes a written request to take special training or educational courses, they may be reimbursed in the sole discretion of CompanyName:
· Subject area must be related to the associate’s current job or approved career plan.

· The course must be approved in advance and in writing by the associate’s supervisor.  

· The associate must provide evidence of satisfactory completion of the course.

Tuition assistance is available to regular full-time associates only. Courses taken only for personal improvement, cultural stimulation or that are part of a general degree program will not be considered for reimbursement.

Important Warning – Read Carefully

The contents of this handbook are merely guidelines of current CompanyName practices and are presented as a matter of information only.  CompanyName reserves the right to modify, revoke, suspend, terminate, or change any or all such plans, policies, or procedures, in whole or in part, at any time, with or without notice.  The language used in this handbook is not intended to create, nor is it to be construed to create, a contract (express or implied) between CompanyName and any one or all of its associates.  No agent of CompanyName has any authority to enter into any agreement for employment for any specified period of time, or to make any agreement contrary to the foregoing, except in writing that specifically names you and that is personally signed by the President of CompanyName.  These guidelines and policies do not affect, alter or modify the “employment at will” status of the associate or associates of CompanyName.

The information contained in this handbook is intended to apply to all associates in all locations.  In some instances, state and/or local laws may conflict with the plans, policies and procedures contained in this book.  CompanyName will comply with applicable state and local laws.  

Associate Statement of Acknowledgement

This is to acknowledge that I have received a copy of CompanyName’s human resources policies and procedures handbook.  I understand that it provides guidelines and summary information about CompanyName human resources policies, procedures, benefits, and rules of conduct.  I also understand that it is my responsibility to read, understand, become familiar with, and comply with the standards that have been established.  I further understand that CompanyName reserves the right to modify, supplement, rescind, or revise any provision, benefit, or policy from time to time, with or without notice, as it deems necessary or appropriate.

I acknowledge that this is not a contract of employment.  My employment with CompanyName is at-will.  Both CompanyName and I have the right to terminate the employment relationship at any time.  I further acknowledge that this employment relationship may not be modified by any oral or implied agreement.


Associate’s Name (Please Print)


Associate’s Signature

Date
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