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About This Handbook/Employment at Will 
This handbook is prepared to help employees find the answers to many questions that 
they may have regarding their employment with XYZ , Inc. (“XYZ , CA”, “Company, Organization”).  
Please take the necessary time to read it. We do not expect this handbook to answer all questions. 
Supervisors and Human Resources also serve as a major source of information. 
 
Neither this handbook nor any other verbal or written communication by a management representative 
is, nor should be considered an agreement, contract of employment, express or implied, or a promise of 
treatment in any particular manner in any given situation, nor does it confer any contractual rights 
whatsoever. 
 
XYZ  adheres to the policy of employment at will, which permits XYZ  or the employee to end the 
employment relationship at any time, for any reason, with or without cause or notice. 
 
No XYZ  representative other than President or CEO may modify at-will status and/or provide any special 
arrangement concerning terms or conditions of employment in an individual case or generally and any 
such modification must be signed and in writing. 
 
Any salary figures provided to an employee in annual or monthly terms are stated for the sake of 
convenience or to facilitate comparisons and are not intended and do not create an employment 
contract for any specific period of time. 
 
Nothing in this statement is intended to interfere with, restrain, or prevent concerted activity as 
protected by the National Labor Relations Act. Such activity includes employee communications 
regarding wages, hours, or other terms or conditions of employment. XYZ  employees have the right to 
engage in or refrain from such activities. 
 
Many matters covered by this handbook, such as benefit plan descriptions, are also described in 
separate Creation Action documents. These XYZ  documents are always controlling over any statement 
made in this handbook or by any member of management. 
 
This handbook states only general XYZ  guidelines. XYZ  may, at any time, in its sole discretion, modify or 
vary from anything stated in this handbook, with or without notice, except for the rights of the parties to 
end employment at will, which may only be modified by an express written agreement signed by the 
employee and Office Manager or Principals. 
 
This handbook supersedes all prior handbooks. 
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Introduction 
For employees who are commencing employment with XYZ  on behalf of our family let me extend a 
warm and sincere welcome into the XYZ  family. 
 
For employees who have been with us, thanks for your past and continued service. 
 
We extend our personal best wishes for success and happiness here at XYZ . We 
understand “people are our greatest assets” and that it is our employees who provide the services that 
our customers rely upon, and who will enable us to create new opportunities in the years to come. 
 
We are delighted that you have chosen to join our organization and hope that you will enjoy a long and 
successful career with us. As you become familiar with our culture and mission, we hope you will take 
advantage of opportunities to enhance your career and further XYZ ’s goals.  
 
You are joining an organization that has a reputation for outstanding leadership, innovation, and 
expertise. Our employees use their creativity and talent to invent new solutions, meet new demands, and 
offer the most effective services in the industry. With your active involvement, creativity, and support, 
XYZ  will continue to achieve its goals. We sincerely hope you will take pride in being an important part of 
XYZ ’s success.  
 
Please take time to review the policies contained in this handbook. If you have questions, feel free to ask 
Natasha Pinedo at 786-446-8959 in Human Resources.   
 
 
 
 
 
 
 
 
Y 
 
 
 
 
 
 
 
 
 
 
 
 



 

Page 6 of 31 
 

GOVERNING PRINCIPLES OF EMPLOYMENT 
Equal Employment Opportunity (EEO) 

XYZ , Inc.  is an Equal Employment Opportunity Employer that does not discriminate on the basis of 
actual or perceived race, creed, color, religion, alienage or national origin, ancestry, citizenship status, 
age, disability or handicap, sex, marital status, veteran status, sexual orientation, genetic information, 
arrest record, or any other characteristic protected by applicable federal, state, or local laws. Our 
management team is dedicated to this policy with respect to recruitment, hiring, placement, promotion, 
transfer, training, compensation, benefits, employee activities and general treatment during 
employment. 
 
 

NON-HARASSMENT 

It is XYZ , Inc.'s policy to prohibit intentional and unintentional harassment of or against job 
applicants, contractors, interns, volunteers or employees by another employee, supervisor, vendor, 
customer or any third party on the basis of actual or perceived race, color, creed, religion, national 
origin, ancestry, citizenship status, age, sex, or gender (including pregnancy, childbirth and 
pregnancy-related conditions), gender identity or expression (including transgender status), sexual 
orientation, marital status, military service, and veteran status, physical or mental disability, genetic 
information or any other characteristic protected by applicable federal, state, or local laws (referred to 
as "protected characteristics"). Such conduct will not be tolerated by XYZ . 
 
Harassment Defined 
Harassment generally is defined in this policy as unwelcome verbal, visual or physical conduct that 
denigrates or shows hostility or aversion towards an individual because of any actual or perceived 
protected characteristic or has the purpose or effect of unreasonably interfering with an individual's 
work performance or creating an intimidating, hostile or offensive working environment. 
 
Sexual Harassment Defined 
Sexual harassment can include all of the above actions, as well as other unwelcome conduct, such 
as unwelcome or unsolicited sexual advances, requests for sexual favors, conversations regarding 
sexual activities and other verbal, visual or physical conduct of a sexual nature when: 

• submission to that conduct or those advances, or requests is made either explicitly or implicitly 
a term or condition of an individual's employment; or 

• submission to or rejection of the conduct or advances or requests by an individual is used as 
the basis for employment decisions affecting the individual; or 

• the conduct or advances or requests have the purpose or effect of unreasonably interfering 
with an individual's work performance or creating an intimidating, hostile or offensive working 
environment. 

 
Examples of conduct that violate this policy include: 
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1. unwelcome flirtations, leering, whistling, touching, pinching, assault, blocking normal 
Movement, 
2. requests for sexual favors or demands for sexual favors in exchange for favorable treatment, 
3. obscene or vulgar gestures, posters, or comments, 
4. sexual jokes or comments about a person's body, sexual prowess, or sexual deficiencies, 
5. propositions or suggestive or insulting comments of a sexual nature, 
6. derogatory cartoons, posters, and drawings, 
7. sexually explicit e-mails, text messages or voicemails, 
8. uninvited touching of a sexual nature, 
9. unwelcome sexually related comments, 
10. conversation about one's own or someone else's sex life, 
11. conduct or comments consistently targeted at only one gender, even if the content is not 
Sexual, and 
12. teasing or other conduct directed toward a person because of the person's gender. 
 

Reporting Procedures 
If the employee has been subjected to or witnessed conduct which violates this policy, the employee 
should immediately report the matter to any member of management. If the employee is unable for 
any reason to contact this person, or if the employee has not received an initial response within five 
(5) business days after reporting any incident of what the employee perceives to be harassment, the 
employee should contact the Human Resources Department. If the person toward whom the complaint 
is directed is one of the individuals indicated above, the employee should contact any higher-level 
manager in the reporting hierarchy. 
 
Investigation Procedures 
Every report of perceived harassment will be fully investigated, and corrective action will be taken 
where appropriate. All complaints will be kept confidential to the extent possible, but confidentiality 
cannot be guaranteed. All employees must cooperate with all investigations conducted pursuant to 
this policy. 
 
Retaliation Prohibited 
In addition, XYZ  will not allow any form of retaliation against individuals who report 
unwelcome conduct to management or who cooperate in the investigations of such reports in 
accordance with this policy. If the employee has been subjected to any such retaliation, the 
employee should report it in the same manner in which the employee would report a claim of 
perceived harassment under this policy. 
 
Violation of this policy including any improper retaliatory conduct will result in disciplinary action, up 
to and including termination. 
 

WORKPLACE VIOLENCE 

XYZ , Inc. is strongly committed to providing a safe workplace. The purpose of this policy 
is to minimize the risk of personal injury to employees and damage to XYZ  and 
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personal property. 
 
XYZ  does not expect employees to become experts in psychology or to physically 
subdue a threatening or violent individual. Indeed, XYZ  specifically discourages employees from 
engaging in any physical confrontation with a violent or potentially violent individual. However, XYZ  
does expect and encourage employees to exercise reasonable judgment in identifying potentially 
dangerous situations. 
 
Experts in the mental health profession state that prior to engaging in acts of violence, troubled 
individuals often exhibit one or more of the following behaviors or signs: over-resentment, anger and 
hostility; extreme agitation; making ominous threats such as bad things will happen to a particular 
person, or a catastrophic event will occur; sudden and significant decline in work performance; 
irresponsible, irrational, intimidating, aggressive or otherwise inappropriate behavior; reacting to 
questions with an antagonistic or overtly negative attitude; discussing weapons and their use, and/or 
brandishing weapons in the workplace; overreacting or reacting harshly to changes in Creative 
Action policies and procedures; personality conflicts with co-workers; obsession or preoccupation with a 
co-worker or supervisor; attempts to sabotage the work or equipment of a coworker; blaming others for 
mistakes and circumstances; or demonstrating a propensity to behave and react irrationally. 
 
Prohibited Conduct 
Threats, threatening language or any other acts of aggression or violence made toward or by any 
XYZ  employee WILL NOT BE TOLERATED. For purposes of this policy, a threat includes any verbal or 
physical harassment or abuse, any attempt at intimidating or instilling fear in others, menacing gestures, 
flashing of weapons, stalking or any other hostile, aggressive, injurious, or destructive action undertaken 
for the purpose of domination or intimidation. To the extent permitted by law, employees and visitors 
are prohibited from carrying weapons onto XYZ  premises. 
 
Procedures for Reporting a Threat 
All potentially dangerous situations, including threats by co-workers, should be reported immediately 
to any member of management with whom the employee feels comfortable. Reports of threats may 
be maintained confidential to the extent maintaining confidentiality does not impede XYZ  ability to 
investigate and respond to the complaints. All threats will be promptly investigated. All employees must 
cooperate with all investigations. No employee will be subjected to retaliation, 
intimidation or disciplinary action as a result of reporting a threat in good faith under this policy. 
 
If XYZ  determines, after an appropriate good faith investigation, that someone has 
violated this policy, XYZ  will take swift and appropriate corrective action. 
 
If the employee is the recipient of a threat made by an outside party, that employee should follow the 
steps detailed in this section. It is important for XYZ  to be aware of any potential danger in its offices. 
Indeed, XYZ  wants to take effective measures to protect everyone from the threat of a violent act by 
employees or by anyone else. 
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CODE OF CONDUCT 

The following rules are intended to give you examples of the XYZ , Inc.’s expectations. Obviously, these 
rules cannot cover every possible situation that might arise.  You must understand that conduct not 
specifically listed below, but that adversely affects the interest of the Organization, other employees, or 
clients, may also result in disciplinary action, up to and including termination. 

Job Performance 
Employees may be disciplined up to and including termination for cause for poor job performance as 
determined by the XYZ , Inc., including but not limited to the following: 
a. Below average work quality or quantity, 
b. Poor attitude, including rudeness, or lack of cooperation, 
c. Excessive absenteeism, tardiness, or abuse of such privileges; and 
d. Failure to follow instructions or Organization’s procedures 
 
Misconduct 
Depending on the severity of the misconduct, as determined by XYZ , Inc., employees may be 
disciplined, including suspension or immediate termination for cause, for any of the following: 
a. Insubordination or Discourtesy 
b. Dishonesty or Theft 
c. Violation of conflict-of-interest rules 
d. Unauthorized use or disclosure of confidential or property information belonging to the 

Organization’s or a client 
e. Falsifying or altering Organization’s records 
f. Interference with the work performance of others 
g. Fighting with another employee 
h. Harassment of another employee 
i. Being under the influence or using, manufacturing, dispensing, distributing, possession, or selling 

alcohol, drugs, or illegal substances on Organization’s Property or while conducting the 
Organization’s business. 

j. Gambling on Organization’s premises 
k. Sleeping on the job or leaving the job without authorization 
l. Possession of a firearm or other dangerous weapon on Organization’s property or while conducting 

Organization’s business 
m. Mishandling Organization’s records, including falsification of timecards, records and/or employment 

applications 
n. Failing to report to the Organization’s, within three (3) business days, any arrest 
o. Excessive use of the telephone for non-Organization’s business (personal phone calls) 
p. Excessive or unauthorized use of the Organization’s internet access, including but not limited to use 

of personnel message or instant message services and/or social networking websites (twitter, 
Facebook, etc.). 

q. Breach of confidentiality as to the Organization’s or its clients including but not limited to disclosure 
of protected attorney client communications, disclosure of clients protected medical information 
(HIPPA) and/or disclosure of office trade secrets 

r. Violation of the Florida Rules of Professional Responsibility 
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s. Taking pictures or videos, or any other form of media related activity pertaining to youth or adult 
client, unless approved by a parent consent media release for signed, authorized by client and/or 
client’s parents/guardian(s). 

t. This is not an exhaustive list. Disciplinary action may be taken for other work-related misconduct as 
well. 

PROVIDER STANDARD OF CONDUCT 

Providers must conduct business operations and customer care in an ethical manner consistent 
with the provisions outlined in this manual and the ethical standards listed below. Additionally 

All Providers shall abide by the following standards of conduct: 
1. A Provider must deliver services with objectivity and respect for the unique needs and values of the 

Customer they are serving. 
2. A Provider shall not discriminate based on factors irrelevant to the provision of services. 
3. A Provider shall furnish sufficient, objective information to enable a Customer to make informed 

decisions. 
4. A Provider shall not advertise or market services in a misleading manner. 
5. A Provider shall not engage in uninvited solicitation of potential Customers. 
6. A Provider shall ensure personal and professional competence of staff. 
7. A Provider shall conduct business with honesty, integrity, and fairness. 
8. A Provider shall fulfill all professional commitments in good faith. 
9. A Provider must conduct themselves in a professional manner while wearing anything with company 

logo or information during or out of work working hours.  

 

OPERATIONAL POLICIES 
EMPLOYEE CLASSIFICATIONS 

For purposes of this handbook, all XYZ  employees fall within one of the classifications below. 
Full-Time Employees - Employees who regularly work at least 40 hours per week who were not 
hired on a short-term basis. 
Part-Time Employees - Employees who regularly work fewer than 40 hours per week who were not 
hired on a short-term basis. 
Short-Term Employees - Employees who were hired for a specific short-term project, or on a short term 
freelance, per diem or temporary basis. Short-Term employees generally are not eligible for any of XYZ  
benefits but are eligible to receive statutory benefits. 
 
In addition to the above classifications, employees are categorized as either "exempt" or "nonexempt" 
for purposes of federal and state wage and hour laws. Employees classified as exempt do not receive 
overtime pay; they generally receive the same weekly salary regardless of hours worked. 
The employee will be informed of these classifications upon hire and informed of any subsequent 
changes to the classifications. 
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INTRODUCTORY PERIOD 

The first 90 days of employees' employment is an introductory period. This is an opportunity for 
XYZ  to evaluate the employee's performance. It also is an opportunity for employees 
to decide whether they are happy being employed by XYZ . XYZ  may extend the introductory period if it 
desires. Completion of the introductory period does not alter the employee's at-will status. 
 

OUR EMPLOYMENT RECORDS 

To obtain their position, employees have provided personal information, such as address and 
telephone number. This information is contained in their personnel file. 
 
Employees should keep their personnel file up to date by informing the Human Resources Department 
of any changes. Employees also should inform the Human Resources Department of any specialized 
training or skills they acquire, as well as any changes to any required visas. Unreported changes of 
address, marital status, etc. can affect withholding tax and benefit coverage. Further, an "out of date" 
emergency contact or an inability to reach employees in a crisis could cause a severe health or safety 
risk or other significant problem. 

WORKING HOURS AND SCHEDULE 

XYZ  normally is open for regular business hours from 9 to 5, Monday through Friday. 
Employees will be assigned a work schedule and will be expected to begin and end work according 
to the schedule. To accommodate the needs of the business, at some point XYZ  may 
need to change individual work schedules on either a short-term or long-term basis. 
 
Employees will be provided meal and rest periods as required by law. A supervisor will provide further 
details. 
 

TIMEKEEPING PROCEDURES 

XYZ  is working on implementing a system to aid in seamless timekeeping and payroll processes. In the 
interim please feel free to contact Human Resources directly with any questions related to how your 
paycheck is calculated and processed.  

OVERTIME  

Like most successful companies, XYZ  experiences periods of extremely high activity. During these busy 
periods, additional work is required from all of us. Effort will be made to provide employees with 
adequate advance notice in such situations. 

Employees may work overtime only with prior management authorization ONLY to work full day outside 
of normal workdays. 
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YOUR PAYCHECK 

Employees will be paid semi-monthly (1st and 15th of each month) for all the time worked during the 
past pay period. 
 
Payroll stubs itemize deductions made from gross earnings. By law, XYZ  is required 
to make deductions for Social Security, federal income tax and any other appropriate taxes. These 
required deductions also may include any court-ordered garnishments. Payroll stubs also will 
differentiate between regular pay received and overtime pay received. 
 
If there is an error in any employee's pay, the employee should bring the matter to the attention of 
the Head of Human Resources immediately so XYZ  can resolve the matter quickly and amicably. 
 
Paychecks will be given only to the employee, unless the employee requests that they be mailed or 
authorizes in writing that another person may accept the check. 
 

DIRECT DEPOSIT 

XYZ  strongly encourages employees to use direct deposit. Authorization forms are available from the 
Head of Human Resources 
 

BUSINESS EXPENSE REIMBURSEMENT 

Employees will be reimbursed for reasonable approved expenses incurred in the course of business. 
These expenses must be approved by the employee's Supervisor, and may include air travel, hotels, 
motels, meals, cab fare, rental vehicles, or gas and car mileage for personal vehicles. Also included are 
any company client/business expenses. All expenses incurred should be submitted to the Head of 
Human Resources along with the receipts in a timely manner. 
  
Employees are expected to exercise restraint and good judgment when incurring expenses. Employees 
should contact their Supervisor in advance if they have any questions about whether an expense will be 
reimbursed. 

PERFORMANCE REVIEW 

Depending on the employee's position and classification, XYZ  endeavors to review performance 
annually. However, a positive performance evaluation does not guarantee an increase in salary, a 
promotion or 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 management. 
  
In addition to these formal performance evaluations, XYZ  encourages employees and supervisors to 
discuss job performance on a frequent and ongoing basis. 
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RECORD RETENTION 

XYZ  acknowledges its responsibility to preserve information relating to litigation, audits, and 
investigations. Failure on the part of employees to follow this policy can result in possible civil and 
criminal sanctions against XYZ  and its employees and possible disciplinary action against responsible 
individuals (up to and including discharge of the employee). Each employee has an obligation to contact 
the Human Resources Department to inform them of potential or actual litigation, external audit, 
investigation, or similar proceeding involving XYZ  that may have an impact on record retention 
protocols. 
 

BENEFITS 
OVERVIEW 

It is XYZ  policy to provide a combination of supplemental benefits to all eligible employees. In keeping 
with this goal, each benefit program has been carefully devised. These benefits include time-off 
benefits, such as vacations and holidays, etc. We are constantly studying and evaluating our benefits 
programs and policies to better meet present and future requirements. These policies have been 
developed and continue to be refined to keep up with changing times and needs. 
  
The next few pages contain a brief outline of the benefits programs XYZ  provides employees and their 
families. Of course, the information presented here is intended to serve only as guidelines. 
  
While XYZ  intends to maintain these employee benefits, it reserves the absolute right to modify, amend 
or terminate these benefits at any time and for any reason. 
  
If employees have any questions regarding benefits, they should contact the Head of Human Resources. 
 
Holiday Schedule 
XYZ , Inc. observes the following 2020 paid holiday schedule: 

• Christmas Eve  
• Christmas Day  
• New Year’s Eve-  
• New Year’s Day-  
• Martin Luther King Jr. 
• Memorial Day 
• Independence Day  
• Labor Day 
• Veterans Day  
• Thanksgiving Day 
• Friday after Thanksgiving  

Employee must successfully complete the 90-day Introductory period to be eligible.  
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When holidays fall or are celebrated on a regular workday or If a holiday falls within an eligible 
employee's approved vacation period, XYZ  will inform employees how to proceed.  
 

Time off program 

XYZ  appreciates how hard employees work and recognizes the importance of providing time for rest 
and relaxation. There are no regulations in the State of Florida or Federal that require organizations to 
provide employees with paid time off. However, XYZ  appreciates its employees and their need for 
work/life balance. 
 
XYZ  employees are professionals with responsibilities to the company, to our internal and external 
customers, and to themselves. XYZ  expects each employee to determine for himself or herself, 
consistent with the employee’s responsibilities, how much time to take off from work they are able to 
take.  Time away from work is beneficial, and all employees are encouraged to take it; however, no 
particular amount of time off is promised, guaranteed, vested, or accrued. Compensation is not reduced 
for taking time off under this policy, but the time off will not be counted as hours worked when 
computing overtime.    

Personal Time (PT), Sick Time (ST) and Vacation 

What is the difference between Personal Time and Vacation/Holiday/Sick Time? 
PT is an additional time off that provides an employee with flexibility in the use of personal time for 
planned and unplanned absences.  
Vacation and Sick Time are set days for employees for each specific need.  
*** All time off is approved based on seniority. 
 
After 3 Month Successful completion of Introductory Period: 

• 2 Personal Days 
• 2 Sick Days 

After 1st year of service  
• 5 Vacation days (1 week/40 Hours) 
• 2 Personal Days 
• 3 Sick Days 

After 2nd year of service thru the 4th year: 
• 10 Vacation days (2 weeks/80 Hours) 
• 2 Personal Days 
• 3 Sick Days 

After the 5th year of Service: 
• 15 Vacation days (3 weeks/120 Hours) 
• 2 Personal Days 
• 3 Sick Days 

 
Vacation Block out days: 

• Spring Break: (the 1 week when Miami Dade County public schools’ calendars are out) 
• Summer: (Last week of May – 1st week of August) 
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• Winter Break: (the 2 weeks when Miami Dade County public schools’ Calendars are out) 
 
Time off Payments 
Time off shall be at the employee’s current rate of pay as paid hours and not worked hours.  
Time off should be taken during the year accrued. However, under certain operational circumstances 
accrued and unused time off can be carried over to the following calendar year at a max of 10 carry over 
days or a choice of a lump sum payment can be made upon written request and only if approved by 
Senior Management.  
  
Every effort will be made to grant employees' vacation preference, consistent with operating schedules. 
However, if too many people request the same period of time off, XYZ , Inc. reserves the right to choose 
who may take vacation during that period. Employees with the longest length of service generally will be 
given preference.  
 
Time off must be submitted to managers at least two (2) weeks in advance of the requested vacation 
dates unless unforeseeable.  
  

• Vacation may be used only in full-day increments. 
• Sick days must be taken during the year they are received 

Bereavement Policy (Death in immediate family) 
(Does not affect sick, personal, or vacation days)  
 
For the purposes of this policy, an immediate family member includes a spouse, domestic/civil union 
partner, parent and parent-in law, Grandparent or grandparent-in-law, child, parent, sibling, or any 
other relation required by applicable law.  

• 3 days 

The death of a family member is a time when employees wish to be with their families. XYZ  will provide 
3 days after the death of the immediate family member as continuation of pay If any additional time off 
is needed the employee may take time from their Time off programs with written approval. If no 
accrued time is available employee can request in writing for additional time with approval from Senior 
Management.  
 
to be taken unpaid is eligible for time off and loses a close relative, the employee will be allowed paid 
time off to assist in attending to obligations and commitments. Employees must inform their supervisor 
prior to commencing bereavement leave. In administering this policy, XYZ . may require verification of 
death. 
 

Tardiness & Call out policy 

Tardiness: 
All employees must Call and speak to supervisor at least 1 hour before scheduled start time. 
 

Call out: 
All employees must Call and speak to supervisor at least 2 hours before scheduled start time. 
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If the employees call in sick for three (3) or more consecutive days, they may be required to provide 
their supervisor with a doctor's note on the day they return to work. 
Employees should call, stating the nature of the illness and its expected duration, for every day of 
absenteeism. 
 
Employees are hired to perform important functions at XYZ . As with any group effort, operating 
effectively takes cooperation and commitment from everyone. Therefore, attendance and punctuality 
are especially important. Unnecessary absences and lateness are expensive, disruptive and place an 
unfair burden on fellow employees and Supervisors. We expect excellent attendance from all 
employees. Excessive absenteeism or tardiness will result in disciplinary action up to and including 
discharge. 
  
We do recognize, however, there are times when absences and tardiness cannot be avoided. In such 
cases, employees are expected to notify Supervisors as outlined above.  
 
Unreported absences of three (3) consecutive workdays generally will be considered a voluntary 
resignation of employment with XYZ . 

HEALTH AND SAFETY 

The health and safety of employees and others on XYZ  property are of critical concern to XYZ . XYZ  
intends to comply with all health and safety laws applicable to our business. To this end, we must rely 
upon employees to ensure that work areas are kept safe and free of hazardous conditions. Employees 
are required to be conscientious about workplace safety, including proper operating methods, and 
recognize dangerous conditions or hazards. Any unsafe conditions or potential hazards should be 
reported to management immediately, even if the problem appears to be corrected. Any suspicion of a 
concealed danger present on XYZ 's premises, facility, piece of equipment, process, or business practice 
for which XYZ  is responsible should be brought to the attention of management immediately. 
  
Periodically, XYZ  may issue rules and guidelines governing workplace safety and health. XYZ  may also 
issue rules and guidelines regarding the handling and disposal of hazardous substances and waste. All 
employees should familiarize themselves with these rules and guidelines, as strict compliance will be 
expected. 
  
Any workplace injury, accident, or illness must be reported to the employee's supervisor as soon as 
possible, regardless of the severity of the injury or accident. 

WORKERS' COMPENSATION 

On-the-job injuries are covered by XYZ 's Workers' Compensation Insurance Policy, which is provided at 
no cost. If employees are injured on the job, no matter how slightly, they should report the incident 
immediately to their supervisor. Failure to follow XYZ  procedures may affect the ability of employees to 
receive Workers Compensation benefits. 
 
This is solely a monetary benefit and not a leave of absence entitlement. Employees who need to miss 
work due to a workplace injury must also request a formal leave of absence.  
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JURY DUTY LEAVES 

XYZ  realizes that it is the obligation of all U.S. citizens to serve on a jury when summoned to do so. All 
employees will be allowed time off to perform such civic service as required by law. Employees are 
expected, however, to provide proper notice of a request to perform jury duty and verification of their 
service. If assigned to a Jury XYZ  will continue pay up to 5 days. Any Jury requiring additional time off 
would require the use of your Time Off benefits. 
  
Employees also are expected to keep management informed of the expected length of jury duty service 
and to report to work for the major portion of the day if excused by the court. If the required absence 
presents a serious conflict for management, employees may be asked to try to postpone jury duty. 

VOTING LEAVE 

In the event employees do not have sufficient time outside of working hours to vote in a statewide 
election, the employee may take off enough working time to vote. This time should be taken at the 
beginning or end of the regular work schedule. Supervisors should be notified at least two (2) days prior 
to the voting day. 

MILITARY LEAVE 

If employees are called into active military service or enlist in the uniformed services, they will be 
eligible to receive an unpaid military leave of absence. Employee will first be paid out from the accrued 
Time off. To be eligible for military leave, employees must provide management with advance notice of 
service obligations unless they are prevented from providing such notice by military necessity or it is 
otherwise impossible or unreasonable to provide such notice. Provided the absence does not exceed 
applicable statutory limitations, employees will retain reemployment rights and accrue seniority and 
benefits in accordance with applicable federal and state laws. Employees should ask management for 
further information about eligibility for Military Leave. 
  
If employees are required to attend yearly Reserves or National Guard duty, they can apply for an 
unpaid temporary military leave of absence not to exceed the number of days allowed by law (including 
travel). They should give management as much advance notice of their need for military leave as 
possible so that XYZ  can maintain proper coverage while employees are away. 
 

USE OF COMMUNICATIONS AND COMPUTER SYSTEMS 
XYZ 's communication and computer systems are intended primarily for business purposes; however 
limited personal usage is permitted if it does not hinder performance of job duties or violate any other 
XYZ  policy. This includes the voice mail, e-mail, and Internet systems. Users have no legitimate 
expectation of privacy in regard to their use of XYZ  systems. 
  
XYZ  may access the voice mail and e-mail systems and obtain the communications within the systems, 
including past voice mail and e-mail messages, without notice to users of the system, in the ordinary 
course of business when XYZ . deems it appropriate to do so. The reasons for which XYZ  may obtain 
such access include, but are not limited to:  
• maintaining the system,  
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• preventing or investigating allegations of system abuse or misuse,  
• assuring compliance with software copyright laws,  
• complying with legal and regulatory requests for information; and  
• ensuring that XYZ  operations continue appropriately during the employee's absence. 
  
Further, XYZ  may review Internet usage to ensure that such use with XYZ  property, or communications 
sent via the Internet with XYZ , Inc. property, are appropriate. The reasons for which XYZ  may review 
employees' use of the Internet with XYZ  property include, but are not limited to: 
• maintaining the system,  
• preventing or investigating allegations of system abuse or misuse,  
• assuring compliance with software copyright laws,  
• complying with legal and regulatory requests for information; and 
•  ensuring that XYZ  operations continue appropriately during the employee's absence. 
  
XYZ  may store electronic communications for a period of time after the communication is created. From 
time to time, copies of communications may be deleted. 
  
XYZ  policies prohibiting harassment, in their entirety, apply to the use of XYZ  communication and 
computer systems. No one may use any communication or computer system in a manner that may be 
construed by others as harassing or offensive based on race, national origin, sex, sexual orientation, age, 
disability, religious beliefs, or any other characteristic protected by federal, state, or local law. 
 
Further, since XYZ  communication and computer systems are intended for business use, all employees, 
upon request, must inform management of any private access codes or passwords. 
  
Unauthorized duplication of copyrighted computer software violates the law and is strictly prohibited. 
 
No employee may access, or attempt to obtain access to, another employee's computer systems 
without appropriate authorization. 
  
Violators of this policy may be subject to disciplinary action, up to and including discharge. 

USE OF SOCIAL MEDIA 

XYZ  respects the right of any employee to maintain a blog or web page or to participate in a social 
networking, Twitter, or similar site, including but not limited to Facebook and LinkedIn. However, to 
protect XYZ  interests and ensure employees focus on their job duties, employees must adhere to the 
following rules: 
  
First and foremost, employees are highly encouraged to ensure all social media sites are set to Private 
and not public to avoid any perception of violation of conflict of interest. However, if employee chooses 
to post public please ensure you follow all the appropriate privacy guidelines.  
 

• Employees may not post on a blog or web page or participate on a social networking platform, 
such as Twitter or similar site, during work time or at any time with XYZ  equipment or property.  

• Employee must not post anything that reflect XYZ  logos.  
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• Employees must not invite or receive connection invites with any XYZ  customer unless written 
consent is received from the customer and/or customer guardian and must be pre-approved by 
Senior Management.  

  
All rules regarding confidential and proprietary business information apply in full to blogs, web pages 
and social networking platforms, such as Twitter, Facebook, LinkedIn, or similar sites. Any information 
that cannot be disclosed through a conversation, a note or an e-mail also cannot be disclosed in a blog, 
web page or social networking site. 
  
Whether the employees are posting something on their own blog, web page, social networking, Twitter, 
or similar site or on someone else's, if the employee mentions XYZ  and expresses either a political 
opinion or an opinion regarding XYZ 's actions that could pose an actual or potential conflict of interest 
with XYZ  the poster must include a disclaimer. The poster should specifically state that the opinion 
expressed is his/her personal opinion and not XYZ 's position. This is necessary to preserve XYZ 's good 
will in the marketplace. 

Any conduct that is impermissible under the law if expressed in any other form or forum is 
impermissible if expressed through a blog, web page, social networking, Twitter, or similar site. For 
example, posted material that is discriminatory, obscene, defamatory, libelous, or violent is forbidden. 
XYZ  policies apply equally to employee social media usage. 
  
XYZ  encourages all employees to keep in mind the speed and manner in which information posted on a 
blog, web page, and/or social networking site is received and often misunderstood by readers. 
Employees must use their best judgment. Employees with any questions should review the guidelines 
above and/or consult with their manager. Failure to follow these guidelines may result in discipline, up 
to and including discharge. 

PERSONAL AND COMPANY-PROVIDED PORTABLE COMMUNICATION DEVICES 

XYZ ’s provided portable communication devices (PCDs), including cell phones and personal digital 
assistants, should be used primarily for business purposes. Employees have no reasonable expectation 
of privacy in regard to the use of such devices, and all use is subject to monitoring, to the maximum 
extent permitted by applicable law. This includes, as permitted, the right to monitor personal 
communications, as necessary. 
  
Some employees may be authorized to use their own PCD for business purposes. These employees 
should work with the Human Resource department to configure their PCD for business use. 
Communications sent via a personal PCD also may subject to monitoring if sent through XYZ 's networks 
and the PCD must be provided for inspection and review upon request. 
  
All conversations, text messages and e-mails must be professional. When sending a text message or 
using a PCD for business purposes, whether it is a XYZ  provided or personal device, employees must 
comply with applicable XYZ  guidelines, including policies on sexual harassment, discrimination, conduct, 
confidentiality, equipment use and operation of vehicles. Using a XYZ  issued PCD to send or receive 
personal text messages is prohibited at all times and personal use during working hours should be 
limited to emergency situations. 
 



 

Page 20 of 31 
 

If employees who use a personal PCD for business resign or are discharged, they will be required to 
submit the device to the Human Resources department for resetting on or before their last day of work. 
At that time, the Human Resource department will reset and remove all information from the device, 
including but not limited to, XYZ . information and personal data (such as contacts, e-mails, and 
photographs). The Human Resources department will make efforts to provide employees with the 
personal data in another form (e.g., on a disk) to the extent practicable; however, the employee may 
lose some or all personal data saved on the device. 
  
Employees may not use their personal PCD for business unless they agree to submit the device to the 
Human Resources department on or before their last day of work for resetting and removal of XYZ  
information. This is the only way currently possible to ensure that all XYZ  information is removed from 
the device at the time of termination. The removal of XYZ  information is crucial to ensure compliance 
with XYZ  confidentiality and proprietary information policies and objectives. 
Please note that whether employees use their personal PCD or a XYZ  issued device, XYZ  electronic 
communications policies, including but not limited to, proper use of communications and computer 
systems, remain in effect. 
  
Portable Communication Device Use While Driving 
Employees who drive on XYZ  business must abide by all state or local laws prohibiting or limiting PCD 
(cell phone or personal digital assistant) use while driving. Further, even if usage is permitted, 
employees may choose to refrain from using any PCD while driving. "Use" includes, but is not limited to, 
talking, or listening to another person or sending an electronic or text message via the PCD. 
  
Regardless of the circumstances, including slow or stopped traffic, if any use is permitted while driving, 
employees should proceed to a safe location off the road and safely stop the vehicle before placing or 
accepting a call. If acceptance of a call is absolutely necessary while driving, and permitted by law, 
employees must use a hands-free option and advise the caller that they are unable to speak at that time 
and will return the call shortly. 
  
Under no circumstances should employees feel that they need to place themselves at risk to fulfill 
business needs. 
 
Since this policy does not require any employee to use a cell phone while driving, employees who are 
charged with traffic violations resulting from the use of their PCDs while driving will be solely 
responsible for all liabilities that result from such actions. 
  
Texting and e-mailing while driving is prohibited in all circumstances. 

CAMERA PHONES/RECORDING DEVICES 

Due to the potential for issues such as invasion of privacy, sexual harassment, and loss of productivity, 
as well as inappropriate disclosure of confidential information, no employee may use a camera phone 
function on any phone on XYZ  or employer property or while performing work for XYZ .  
 
The use of tape recorders, Dictaphones, or other types of voice recording devices anywhere on XYZ  
property, including to record conversations or activities of other employees or management, or while 
performing work for XYZ  is also strictly prohibited, unless the device was provided to you by XYZ  and is 
used solely for legitimate business purposes. 
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VOICE MAIL/ TELEPHONE POLICY 

All employee voice mail should be emptied by the end of each business day.  Any message shall be 
returned no later than the following business day from the receipt of the telephone call. All telephone 
calls (including calls resulting in you leaving a telephone message) should be documented in the 
comments section of (Software). Lack of communication is the most frequent cause of complaints 
regarding lawyer services.  Your documentation of all type of communication will greatly assist us in 
responding to such complaints. 

Employees are not required to be subject to abuse or harassment by anyone over the telephone.  If a 
client, adjuster, or any other person on the telephone becomes abusive or harassing, please place the 
person on hold and immediately contact an attorney to complete the phone call.  

Disruptions during work time can lead to errors and delays. Therefore, personal telephone calls must be 
kept to a minimum, and only be made or received after working time, or during lunch or break time. 
  
For safety and security reasons, employees are prohibited from having personal guests visit or 
accompanying them anywhere in XYZ  facilities other than the reception areas. 
 

Personal telephone calls & texts during work hours must be limited; Telephones, tablets, and other 
mobile devices must be silence or on vibrate during working hours. 

XYZ ’s PRIVACY AND CONFIDENTIALITY 

The Organization maintains sensitive materials that may be of a very confidential nature, either as to the 
Organization, its personnel, or clients.  As such, under no circumstances should an Employee’s work area 
be offered for use to a client, vendor, or any other non-employee without the approval of management. 

Furthermore, under no circumstances should any files or documents be removed from the office 
without prior written approval from Management.  If a file is removed without authorization, it will 
be grounds for termination and/or criminal prosecution.  

Office policy and procedures, workloads, client lists, vendors or other of the organization’s business are 
not to be disclosed to any third parties under any circumstances. 

Provider Confidentiality and Protected/Proprietary Information  

During the course of work, employees may become aware of confidential information about XYZ  's 
business, including but not limited to information regarding XYZ  finances, pricing, software and 
computer programs, marketing strategies, suppliers and customers and potential customers. Employees 
also may become aware of similar confidential information belonging to XYZ 's customers and 
Employers/Partners.  
 
In an effort to facilitate the vocational rehabilitation process, Vocational Rehab will share confidential 
information about our customers with the Provider. Vocational Rehab Counselors will share only what is 
necessary to secure needed services. Providers must ensure that any confidential information provided 
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by Vocational Rehab or obtained by the Provider during service delivery remains confidential and stored 
and both hard copy and electronic formats stored and locked when not in use.   
 
Confidential information includes any information that may lead to the identification of a specific 
individual. Examples of protected information include, but are not limited to: 
• Customer's Name 
• Parent's/Legal Guardian's Name 
• Social Security Number 
• Customer's Physical Address 
• Medical/Psychological Information 
 
It is extremely important that all such information remain confidential, and particularly not be disclosed 
to XYZ 's competitors.  
 

XYZ  property includes not only tangible property, like desks and machinery, but also intangible property 
such as information that was obtained or discussions with customers and/or partners.  Of particular 
importance are proprietary information and confidential information.  Propriety information includes all 
information obtained by the organizations’ employees during the course of their work.  This Manual, for 
example, contains property information.  Confidential information is any organizational information that 
is not known generally to the public or the industry. 

Employees must not use or disclose any proprietary or confidential information that they obtain during 
employment with the Organization’s, except as required by their jobs. Employees are prohibited from 
making or assisting any other person from making any type of photographic, video graphic, or any other 
type of media record of any organizational facility, property, or information without the express written 
consent of Management. If an employee is in a position that gives him or her access to particularly 
sensitive information, the employee may be required to sign a written nondisclosure agreement.  In 
addition, all employees must observe good security practices.  They are expected to keep proprietary 
and confidential information secure from outside visitors and all other persons who do not have a 
legitimate reason to see or use such information.  

Any employee who improperly copies, removes (whether physically or electronically), uses, or discloses 
confidential information to anyone outside of XYZ  may be subject to disciplinary action up to and 
including termination. Employees may be required to sign an agreement reiterating these obligations. 

INSPECTIONS 

XYZ  reserves the right to require employees while on XYZ  property, or on client property, to agree to 
the inspection of their persons, personal possessions and property, personal vehicles parked on XYZ  or 
client property, and work areas. This includes lockers, vehicles, desks, cabinets, workstations, packages, 
handbags, briefcases and other personal possessions or places of concealment, as well as personal mail 
sent to XYZ  or to its clients. Employees are expected to cooperate in the conduct of any search or 
inspection. 
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USE OF FACILITIES, EQUIPMENT AND PROPERTY, INCLUDING INTELLECTUAL PROPERTY 

Equipment essential in accomplishing job duties is often expensive and may be difficult to replace. 
When using property, employees are expected to exercise care, perform required maintenance, and 
follow all operating instructions, safety standards and guidelines. 
  
Employees should notify their supervisor if any equipment, machines, or tools appear to be damaged, 
defective or in need of repair. Prompt reporting of loss, damages, defects, and the need for repairs 
could prevent deterioration of equipment and possible injury to employees or others. Supervisors can 
answer any questions about the employees' responsibility for maintenance and care of equipment used 
on the job. 
  
Employees also are prohibited from any unauthorized use of XYZ 's intellectual property, such as audio 
and video tapes, print materials and software. 
  
Improper, careless, negligent, destructive, or unsafe use or operation of equipment can result in 
discipline, up to and including discharge. 
 
Further, XYZ  is not responsible for any damage to employees' personal belongings unless the 
employee's supervisor provided advance approval for the employee to bring the personal property to 
work. 

PUBLICITY/STATEMENTS TO THE MEDIA 

All media inquiries regarding the position of XYZ  as to any issues must be referred to the Head of 
Human Resources. Only the Head of Human Resources is authorized to make or approve public 
statements on behalf of XYZ . No employees, unless specifically designated by the Head of Human 
Resources, are authorized to make those statements on behalf of XYZ . Any employee wishing to write 
and/or publish an article, paper, or other publication on behalf of XYZ  must first obtain approval from 
the Head of Human Resources. 
 

EMPLOYEE DRESS AND PERSONAL APPEARANCE 
Employees are expected to report to work well groomed, clean, and dressed according to the 
requirements of their position. Some employees may be required to wear uniforms or safety 
equipment/clothing. Employees should contact their supervisor for specific information regarding 
acceptable attire for their position. If employees report to work dressed or groomed inappropriately, 
they may be prevented from working until they return to work well-groomed and wearing the proper 
attire. 
 

Objective 
We strive to maintain a workplace environment that functions well and is free from unnecessary 
distractions and annoyances. As part of that effort, the company requires employees to maintain a neat 
and clean appearance that is appropriate for the workplace setting and for the work being performed. 
To that end, management is responsible to enforce guidelines for workplace-appropriate attire and 
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grooming for their areas; guidelines may limit natural or artificial scents that could be distracting, 
annoying or health hazardous to others.  
 

Procedures 
All XYZ  employees are expected to present a professional, image to clients, visitors, customers, and the 
public. Acceptable personal appearance, like proper maintenance of work areas, is an ongoing 
requirement of employment with XYZ . 
Supervisors should communicate any department-specific workplace attire and grooming guidelines to 
staff members during new-hire orientation and evaluation periods. Any questions about the 
department’s guidelines for attire should be discussed with the immediate supervisor.  
 
Any staff member who does not meet the attire or grooming standards will be subject to corrective 
action and may be asked to leave the premises to change clothing.  
 
All staff members must always carry or wear the identification badge while at work. 
 

Specific requirements 
Certain staff members may be required to meet special dress, grooming and hygiene standards, such as 
wearing uniforms and layered clothing. Uniforms and layered clothing will be provided to employees by 
XYZ . 
Not permitted to wear are ripped, frayed, or disheveled clothing or athletic wear. Likewise, tight, 
revealing or otherwise workplace-inappropriate dress.  

Reasonable accommodation of religious beliefs 
XYZ  recognizes the importance of individually held religious beliefs to persons within its workforce. XYZ  
will reasonably accommodate a staff member’s religious beliefs in terms of workplace attire unless the 
accommodation creates an undue hardship. Accommodation of religious beliefs in terms of attire may 
be difficult in light of safety issues for staff members. Those requesting a workplace attire 
accommodation based on religious beliefs should be referred to the human resources department. 
Business Casual Dress 

Appropriate Inappropriate 

Slacks 

• Slacks Khakis or corduroys 

• Jeans – only allowed on Casual Fridays (must 
be clean and free of rips, tears, and fraying; 
may not be excessively tight or revealing) 

• Skorts, capris 

• Sweatpants, leggings, exercise wear 

• Shorts, low-rise or hip-hugger pants or 
jeans 

Shirts 
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• Only provided approved shirts with XYZ  
logo.  

• Only provided approved Jackets or sweaters 
with XYZ  logo.  

• Only provided Logo tops are permitted.  

Shoes 

• Closed toe shoes • Sandals, thongs, flip-flops, open-toe shoes 

 

Addressing workplace attire and hygiene problems 
Violations of the policy can range from inappropriate clothing items to offensive perfumes and body 
odor. If a staff member comes to work in inappropriate dress, he or she will be required to go home, 
change into conforming attire, or properly groom, and return to work. 
 

If a staff member’s poor hygiene or use of too much perfume/cologne is an issue, the supervisor should 
discuss the problem with the staff member in private and should point out the specific areas to be 
corrected. If the problem persists, supervisors should follow the normal corrective action process. 

Tattoos, Jewelry, Makeup, Perfume, Hats and Head covering  
Accessories and head covering should be in good taste, with minima and limited visible body piercing. 
Face piercings are not acceptable due to potential injury to both yourself and/or a customer. 
Remember, that some employees are allergic to the chemicals in perfumes and make-up, so wear these 
substances with restraint. Tattoos are allowed as long as they are not offensive or cause any type of 
reaction from our customers. If any complaints related to a specific tattoo occurs, you will be asked to 
ensure that tattoos be always covered. Permissible head covering must be approved.  XYZ  permits 
employees to wear jewelry or to display tattoos at the workplace within the following guidelines. 
Factors that management will consider determining whether jewelry or tattoos may pose a conflict with 
the employee’s job or work environment include: 

1. Personal safety of self or others, or damage to company property. 
2. Productivity or performance expectations. 
3. Offensiveness to co-workers, customers, vendors, or others in the workplace based on racial, 

sexual, religious, ethnic, or other characteristics or attributes of a sensitive or legally protected 
nature. 

4. Corporate or societal norms. 
5. Customer complaints. 

If management determines at any time that an employee’s jewelry or tattoos may present such a 
conflict, the employee will be encouraged to identify appropriate options, such as removal of excess or 
offensive jewelry, covering of tattoos, transfer to an alternative position, or other reasonable means to 
resolve the conflict. 
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An environment of cooperation, respect, and fair and consistent treatment for all employees is the 
company’s goal. Nonetheless, the company is legally responsible for ensuring that no employees are 
subject to harassment or a hostile work environment.  

As an initial step toward resolution of any complaint or offense under this policy, supervisors and 
managers will be responsible for explaining the policy and answering employee questions. If an 
agreeable solution cannot be reached at that stage, the human resource manager will follow company 
procedures to resolve the issue. Offenses to these guidelines may be sent home and will be managed 
through the corrective action process.  
 

 

Standards of Operation 
OPEN DOOR POLICY 

The purpose of the Open-Door Policy is to implement the philosophy of XYZ  that employees should be 
encouraged to raise their work-related concerns informally with their managers. The Organization will 
attempt to keep all such expressions of concern, their investigation, and the terms of their resolution 
confidential, recognizing, however, that in the course of investigation and resolving the concerns some 
dissemination of information to others may be appropriate or necessary.  

Additionally, the organization encourages you to voice any suggestion or idea that will lead to the 
improvement of the organization’s operations.  Suggestions may be made by verbal communications, e-
mail, or other written means by which you feel most comfortable. You are encouraged to raise work-
related concerns with Office Management as soon as possible after an event that causes the concerns.  
You are encouraged to pursue discussion of your work-related concerns with these individuals until the 
matter is fully resolved.  It may not always be possible to achieve the result you want, but if not, the 
Organization will attempt in each case to explain why. No employee will be disciplined or otherwise 
penalized for raising a good-faith concern. 

CORRECTIVE ACTION 

If your performance does not meet XYZ ’s standards as outlined herein and/or if your behavior is found 
to be unprofessional or unethical, XYZ  may take appropriate corrective or disciplinary action to ensure 
that your conduct is consistent with XYZ ’s objectives.  While corrective action is intended to be fair and 
constructive for all employees, XYZ  reserves the right to forego corrective action in lieu of immediate 
termination whenever the Organization deems it appropriate. 

Corrective and/or disciplinary action for unsatisfactory behavior may include but is not limited to a 
verbal or written warning, denial of bonus, loss of vacation, demotion, decrease in salary, or 
termination. 

  

ATTENDANCE AND PUNCTUALITY 
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To maintain an efficient and productive operation, each employee must maintain XYZ ’s standards of 
attendance and punctuality.  XYZ  expects employees to report to work on time, observe the limits for 
lunch periods and not to leave work early without prior approval from management. You are expected 
to give timely notice to your manager when you will be absent or tardy.  Employees may be disciplined 
up to and including termination for failure to maintain general good standards of attendance and 
punctuality.  Punctuality means that you must report to work on time and be present to begin working 
in a timely manner, as compared to simply being physically present. Failure to start working on your 
assigned time will result in: 

• 1st Tardiness: Verbal Warning 
• 2nd Tardiness: Written Warning 
• 3rd Tardiness: One Day Suspension 

Authorized and Unauthorized Unpaid Absence 
You are considered to be on an authorized unpaid absence when you personally contact your manager 
twenty-four (24) hours prior to the commencement of the workday and obtain permission to be absent 
from work. Relatives or friends should not call on your behalf unless you are physically unable to do so 
yourself. You must speak directly with your Manager. Management will consider your need, 
circumstances, job performance, length of service, and other relevant factors, and the Organization’s 
requirements in granting or denying the request.  If the request is made in a timely manner and is 
authorized by your manager, the absence shall be deemed "authorized." The twenty-four (24) hour 
notice requirement may be waived by your manager when the circumstances warrant, such as when you 
are out of town on an emergency or sick. Failure to meet these requirements will result in discipline up 
to and including termination. 
 
You are considered to be on an unauthorized, unpaid absence if you fail to obtain prior permission from 
your manager to be absent or late in reporting for work. Unauthorized absences will result in disciplinary 
action up to and including termination. In addition, you are considered to have resigned when you fail to 
report to work without notice to the Organization’s for two (2) consecutive days. 

• 1st unauthorized absence: Written Warning. 
• 2nd unauthorized absence: One Day Suspension. 
• 3rd unauthorized absence: Three Day Suspension 

 
Frequent or prolonged absenteeism, even when authorized, may constitute grounds for disciplinary 
action up to and including termination. 
  

OFFICE APPEARANCE AND HOUSEKEEPING 
Employees are responsible for the neatness and good order of their work areas. All employees should 
always cooperate and maintain a professional appearance.  All work areas are expected to be left daily 
in a neat and organized manner with all client matters and confidential materials kept out of clear view 
from organization visitors.  Employees are expected to notify their manager upon the depletion of 
Organization’s supplies, including bathroom supplies and office supplies. Employees are also responsible 
for washing their own dishes & cleaning after themselves. 
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Employees should keep in mind that office decorum is of paramount importance when clients and 
visitors are in the office. Please refrain from congregating in the reception area.  Please refrain from 
using loud voices when clients or visitors are in the office and/or conference room. 

REFRIGERATORS POLICY 
All employees are responsible for cleaning their personal items out of the refrigerator at the end of each 
work week.  Any item left in the refrigerator over the weekend is subject to being disposed of. 
 

TEAM EFFORT 
XYZ  promotes a policy of unity, cooperation, and teamwork.  This policy should be promoted by 
employees when communicating with clients, other offices, vendors and any third parties. 

IF YOU MUST LEAVE US 

Should any employees decide to leave XYZ ., we ask that they provide a Supervisor with at least 2 weeks 
advance notice of departure. Thoughtfulness will be appreciated. All XYZ , property including, but not 
limited to, keys, security cards, parking passes, laptop computers, fax machines, uniforms, etc., must be 
returned at separation. Employees also must return all XYZ 's Confidential Information upon separation. 
To the extent permitted by law, employees will be required to repay XYZ  (through payroll deduction, if 
lawful) for any lost or damaged XYZ  property. As noted previously, all employees are employed at-will 
and nothing in this handbook changes that status. 

REFERENCES 

XYZ  will respond to reference requests through the Human Resources Department. XYZ  will provide 
general information concerning the employee such as date of hire, date of discharge, and positions held. 
Requests for reference information must be in writing, and responses will be in writing. Please refer all 
requests for references to the Human Resources Department. 
  
Only the Human Resources Department may provide references. 
 

TERMINATION PROCESS 
You are considered to have voluntarily terminated your employment with the Organization when you: 
• Formally resign from the Organization. 
• Fail to timely return from vacation, or from an approved leave of absence. 
• Fail to report to work without notice to the Organization for two (2) consecutive days. 
 
If you elect to resign from the XYZ , we request, but you are not required to, provide the Organization 
with two (2) weeks’ notice prior to your final day of work. The fact that you gave such notice will impact 
your right to be paid for accrued vacation as well as any reference given by the organization to 
prospective future employers. 

All XYZ  property must be returned before you will be issued your final paycheck. This generally includes, 
but is not limited to, the following: 

• Organization’s keys & access card 
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• Organizational books and manuals (including this employment manual) 
• Any confidential information or other Organizational documents in your possession. 
 

Failure to return XYZ  property may result in a deduction for the cost of the property from the 
employee’s final paycheck. 

Obligations on Termination 
On termination of employment whether voluntary or involuntary, all XYZ ’s documents and other 
tangible organizational property in the employee’s possession or control must be returned to XYZ . 
 

A FEW CLOSING WORDS 

This handbook is intended to give employees a broad summary of things they should know about XYZ . 
The information in this handbook is general in nature and, should questions arise, any member of 
management should be consulted for complete details. While we intend to continue the policies, rules 
and benefits described in this handbook, XYZ  in its sole discretion, may always amend, add to, delete 
from, or modify the provisions of this handbook and/or change its interpretation of any provision set 
forth in this handbook. Employees should not hesitate to speak to management if they have any 
questions about XYZ  or its personnel policies and practices. 
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HANDBOOK ACKNOWLEDGMENT 

This Employee handbook is an important document intended to help employees become 
acquainted with XYZ , Inc. This document is intended to provide guidelines and general 
descriptions only; it is not the final word in all cases. Individual circumstances may call for 
individual attention. 
  
Because XYZ , Inc.'s operations may change, the contents of this handbook may be changed at 
any time, with or without notice, in an individual case or generally, at the sole discretion of 
management. 
  
Please read the following statements Initial each and sign below to indicate your receipt and 
acknowledgment of this handbook. 
  
____ I have received and read a copy of XYZ , Inc.'s Employees handbook. I understand that 
the policies, rules, and benefits described in it are subject to change at the sole discretion of 
XYZ , Inc. at any time.  
  
____ I further understand that my employment is terminable at will, either by myself or XYZ 
, Inc., with or without cause or notice, regardless of the length of my employment or the 
granting of benefits of any kind.  
  
____ I understand that no representative of XYZ , Inc. other than the President and/or the 
CEO may alter "at will" status and any such modification must be in a signed writing.  
  
____ I understand that my signature below indicates that I have read and understand the 
above statements and that I have received a copy of XYZ , Inc.'s Employee handbook.  
  
Employee's Printed Name: ____________________________  
  
Employee's Signature: ________________________________  
  
Position: ____________________________________ Date: ___________________ 
 

Furthermore, I acknowledge that I have received a copy of the Company’s written policy against 
unlawful harassment/Discrimination & Retaliation and understand that the Company will not tolerate 
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unlawful harassment by any employee or non-employee at the workplace.  A copy of this statement 
with my signature below will be placed in my personnel file and I have been given a copy of the 
statement to keep.  I recognize that the only way the Company can achieve its goal of providing a 
discrimination-free and harassment-free work environment is with the assistance of its employees. 

Employee Signature: ____________________________________________________ 
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