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Section 1 - Introduction

Welcome Statement %
Included with Comprehensive Handbook O

Your Business is an equal opportunity employer and @ ot unlawfully
discriminate against employees or applicants for yinent on the basis of an
individual’s race, creed, gender, sex, color, religi ational origin, age,
disability, marital status, veteran status or status protected by

applicable law. This policy applies to alkter: nditions and privileges 0
employment, including recruitment, hirin lacement, compensation, pr ion,

discipline and termination. §
.
Your Business is committed plying with all applicable préySidns of the

Equal Employment Opportunity

Americans with Disabilitie minate against
conditions of

A). It is Qur policy not t
@ plicant with %ﬂ to any t
e indivioN!;;’s ility. C r@nt with this policy of
Ip ‘%a
A,

any qualified employee
employment becausefC
non-discriminatio ompany wil de reaso ccommodations to a
qualified individye a disability, as defined in t who has made the

Company is or her disability, provi\ accommodation does not
constitut@due hardship to the Corwa&

a$stions regarding this policy or

infinated against should notify their
nager.

An oyee or job applicant who
betieves that he or she has been ¢

! @ager or the Human Resou

Employment At Will

Employment with Your Business may be terminated for any reason, with or
without cause or notice, at any time, by you or the Company. Nothing in this
Employee Handbook or in any oral or written statement shall limit the right to
terminate employment at will. Only the President of the Company shall have any
authority to enter into an employment agreement with any employee providing for
employment other than at-will and any such agreement must be in writing.
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This policy of at-will employment is the sole and entire agreement between you
and Your Business as to the duration of employment and the circumstances

under which your employment may be terminated. '

With the exception of employment at will, terms and condition Qloyment
with Your Business may be modified at the sole discretion of @ ompany, with
or without cause or notice, at any time. No implied contfig
employment- related decision or term or condition of
established by any other statement, conduct, policy

This handbook states only general compa @he& Your Business may, at
any time, in its sole discretion, modify ogv anything stated in this
handbook, with or without notice, except 1q¢ the rights of the parties to te@nte

employment at will. * Q

*
This handbook supersedes %Iaces any and all personnel@ies and

manuals previously distrib:t ade axale to emplo@
Open Door PoIicx& Q
The company pen-door policy and takes e yee concerns and
problems o] he company values ea yee and strives to provide a
positive wiprk eXperience. Every employé€e iS\sencouraged to speak with his or her
immediate ervisor at any time with q s or problems relating to the job
whil ployed. If you are unable to satiefactorily resolve your question or
p@‘ ith your supervisor, you rgquest a meeting with a manager or with
Q an Resources Manage

s tion 2 - Employment @s

Employee Categorie&

All employees are designated as either nonexempt or exempt under state and
federal wage and hour laws. The following is intended to help employees
understand employment classifications and employees’ employment status and
benefit eligibility. These classifications do not guarantee employment for any
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specified period of time. The right to terminate the employment-at-will
relationship at any time is retained by both the employee and Clean & Green.

Each employee is designated as either NON-EXEMPT or EXEMFE
and state wage and hour laws. NON-EXEMPT employees are.g
overtime pay under the specific provisions of federal and stat @\ s. EXEMPT
employees are excluded from specific provisions of fe 0
hour laws. An employee’s EXEMPT or NON-EXEMP ation may be
changed only upon written notification by Your Busin nagement based on
the Fair Labor Standards Act guidelines only.

In addition to the above categories, each e e will belong to one of t
following employment categories:

Regular Full-Time: These are e@ who are not in a temp 9

probationary status and who ularly scheduled to work t rganization's
full-time schedule (30 hou @re per wegk).

ime emp& an indi w: Eo is hired for an

ho works less than a norm eek. Employees, who

~—

Regular Part-Time:
indefinite perio

work irreg regularly scheduled ho eny workday or full work days
but less than 5 s per week. A commaqgn ( ion of part-time employment is
schedule of 30 hours or less per
Sho rm Employee: A “short term e yee” shall mean an individual whose
empl nt is limited in duration ang iséired for a specific short-term project, or
ort-term freelance, per di temporary basis. Short-term employees
@not eligible for Company e

Introductory Period
During the first 30 da ployment, both the new employee and the

Company have the opportunity to decide on the continuation of their employment
relationship. This is an opportunity for the Company to evaluate your
performance. It also is an opportunity for you to decide whether you are happy
being employed by the Company. The Company may extend the probationary
period if it desires. If, at the end of the introductory period, the relationship with

6 | Your Company Employee Handbook www.virtuaone.net




the Company is satisfactory to the new employee and the supervisor, the
employment relationship will continue.

Performance Reviews OE

Included with Comprehensive Handbook O

Progressive Discipline Policy
The Company enforces a policy of progressive di In which it attempts to
provide employees with notice of deficiencies gng opportunity to improve.
Disciplinary action is any one of a number used to correct
unacceptable behavior or actions. Disqjpli ay take the form of oral w :
written warnings, probation, suspension, @gmotion, discharge, removal e
other disciplinary action, in no particufiar order. The course of action

determined by the company at its ﬁ%scretion as it deems appro% The
discipline imposed under this p@ill e determined based o severity of
the violation. The foIIowing% sive disciplinary steps ilized for

breach of policy or violation (s): First
warbing Third

offense need not b¢ fowviolation of the e polic cedure. First time
violations of di policies or procedures may c s second, third or fourth
offenses. gvmns will be filed in the em personnel file. The
employee.may fask for a copy of the warni time. Employees, although
cessarily agree with the diseiplinary action, are expected to sign
acknowledging that disciplin tion has been taken against them and

omments they deem necésaw. While the Company provides this

Second offense: Writte

s a guide for the administratien and enforcement of its policies and
edures, the severity and ¢ tances surrounding a particular violation
may warrant imposition of& serious form of discipline, even in situations
where the violation is a first offénse. Accordingly, the Company reserves the right
to accelerate discipli sures to deal with the severity of the infraction.
Furthermore, there are some situations which the Company believes are so

detrimental to the integrity of its operations and personnel that immediate
termination may be required (see Standards of Conduct).
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% ation days are granted onl

Section 3 - Time Away From Work and Other Benefits
Benefits Overview

This handbook contains descriptions of some of our current emplo%aﬂefits.
Many of the Company’s benefit plans are described in more for w -

documents available from the Human Resources Manager. | nt of any
inconsistencies between this handbook or any other oral or % description of
benefits and a formal plan document, the formal plan will govern.

The information presented here is intended to segfe y as an overview. The

details of specific benefit plans are available fr, Human Resources
Manager. Although Your Business plans t [ these employee benefits, it
reserves the right to modify, amend or hese benefits at any ti %
for any reason. V‘@

Holidays Q Q’Q
The company observes the holidays: New Year's /& morial Day,

Easter, Independence D fJuIy) Day, Thanksgiving Day,
Christmas Day Holi obse id basis @ | eligible employees.

Full time employee Ie for pa Ilday ber%

Vacation/Ben

The comp ovides, as a benefit, pall |ons for its eligible employees.

Forwald requests for time off in adva a supervisor, who may approve or
equest based on compane resources The company is flexible in

apPsoying time off when doing so d"not interfere with company operations.
ull day or half-day basis. A regular

id time off after 1 months of full-time service.
fter 1 months. Employees must earn and accrue
vacation benefits befare may be used. Employees should consult the
Human Resources Manager regarding the amount of vacation leave they accrue
each pay period. Any remaining accrued time off may be accumulated or
carried forward into the next year.

ctnployee is eligible to recei
Accrued time off may be t
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Sick Leave

Situations may arise where an employee needs to take time off to address
medical or other health concerns. The company requests that empig yees provide
notification to their supervisor as soon as practicable when takingig&,0ff. Sick
days are granted on a paid basis to regular employees. Emplo @ ay use up
to 3 paid sick days each year. Sick days may not be carried @w o the next

Insurance Benefits

The company makes group health benefits avai to eligible full-time
employees and their family members. U ing eligible to participats in
these plans, you will receive additional igf on about plan benefits a

enrollment. If you have questions about insurance programs, pleas act

the Human Resources Manager. COBRA Continuation of Health B .

Under the federal Consolidate% Budget Reconciliation Act BRA), a
S

qualified employee who termin yment (for reasons o an gross
misconduct on the employe or who loses health an
to a reduction in work ho
coverage for him/hersel er spQu ny cove endent children at
the full premium rate, DI inistr;t@s. hat eligi normally extends for
a period of eighteeq) (18&) months from the qualifyi » For more information
regarding COB Ith insurance benefits, seg t man Resources

Manager. @ \
N

Ju Qy A

In@l with Comprehensive H ok

A Voting Leave
Included with Compre@e Handbook

Military Leave

Included with Comprehensive Handbook
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Family Medical Leave Act Leave

Included with Comprehensive Handbook

Workers' Compensation O :

As required by law, the company provides workers' compenbenefits for the
protection of employees with work-related injuries or il orkers'
compensation insurance provides coverage to employgg receive job-

related injuries or ilinesses. If an employee is injured @: omes ill as a result of

his/her job, it is the employee's responsibility to i ately notify a supervisor of
their injury in order to receive benefits. Report injury orillness to a
supervisor, regardless of severity. Additional ation regarding workers!
compensation is available from the Hu urces Manager. z\,

Section 4 - On the Job Practi@olicies Q
<&’

Employment Records @ Q
Included with Compre Q Hand% O
Pay Day QZ

All employees e Company are paid gv weeks. The employer takes
all reason eps to assure that empl eceive the correct amount of pay
in eacli’ paycheck and that employees promptly on the scheduled

payday-:
A}
Qaw, the Company is requi

to make deductions for Social Security, federal
income tax and any other iate taxes. These required deductions also may
include any court-order:

rnishments. Your payroll stub will also differentiate
between regular pay r ed and overtime pay received. If you believe there is
an error in your pay, bring the matter to the attention of the Payroll Manager
immediately so the Company can resolve the issue as quickly as possible.
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Overtime

Included with Comprehensive Handbook

Timekeeping

Included with Comprehensive Handbook

Working Schedule 6

It is the employee’s responsibility to accurately e@ne worked and to
conform to work schedules and overtime poli ffect at the time. Work

performed outside of authorized work hour: ad to disciplinary actlon\
unless approved by a supervisor in writ @

Supervisor will provide further

)
Lactation Breaks Q Q
hiid’s birth, employ

For up to one year

m IS breastfeeding her
child will be pro easonable break time for a; yee to express breast

Employees will be provided meqa@%t periods as required by Ia&r

break time must run co with rest and meal periods
already pfovid the employee. If the br cannot run concurrently with
rest and riods already provided S mployee the break time will be

unpaiQubject to applicable law.

er than a bathroom, that is shielded from
coworkers and the public for the employee’s
le to provide additional break time if doing so
ompany's operations, subject to applicable law.

Q%Siness will provide a p
and free from intrusion
use. The Company may
would seriously disrupt

Please advise the Human Resources Manager if you need break time and an
area for this purpose.
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Direct Deposit

Your Business encourages employees to have their pay directly deposited into
their bank accounts via direct deposit. Employees will receive an i ed
statement of wages when Your Business makes direct deposits.o

Company Vehicles

Operation of Vehicles All employees authorized to driye
leased vehicles or personal vehicles in conducting Cc @
possess a current, valid driver's license and an agCepéable driving record. Any

change in license status or driving record mus}sog orted to management
immediately. A valid driver's license must bg,i @: possession while operating a

vehicle off or on Firm property. It is the bility of every employee t
safely and obey all traffic, vehicle safety, parking laws or regulation rivers
must demonstrate safe driving habits @t all times. Firm-owned or lea cles

may be used only as authorized b
Company business must abide
portable communication devj
while driving. Further, evemyi
from using any PCD whii§

gement. Employees who drivg on
tate or local laws prohibi rdimiting
3 D) use, including cell ph d tablets,
@ 2 is permitted, employees fjay @hoose to refrain

ing. . c
Section 5 - St of Conduct \0@

3
Non-HaraQnt Policy / Non-Discr@ Policy

Incl with Comprehensive Handboo

¢
ual Harassment
“Sexual Harassment” is d

as unwelcome sexual advances, requests for
sexual favors and other al or physical conduct of a sexual nature when (a)
submission to or rejec f such advances, requests or conduct is made
explicitly or implicitly a term or condition of employment or as a basis for
employment decisions; (b) such advances, requests or conduct have the purpose
or effect of unreasonably interfering with an individual's work performance by
creating an intimidating, hostile, humiliating, or sexually offensive work
environment. Examples of sexual harassment can include but are not limited to:
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asking for sexual favors in exchange for work benefits; the posting of sexually
graphic materials; jokes; stories; comments or innuendoes of a sexual nature;
making sexual gestures or expressions; unwanted touching of a persqn’s clothing
or hair; whistling or “cat calls”; staring at someone; or blocking or i iRAg a
person’s path. It is the responsibility of the employee who is subj
harassment or who witnesses a case of unlawful harassment
incident directly to their Supervisor or, if that is not appropria

Resources Manager. EQ

Reporting:

such
the the Human

Any company employee who feels that he or @ been harassed or
discriminated against or has witnessed or b aware of discrimination \
harassment in violation of these policiesighould bring the matter to the

immediate attention of his or her supgrvisor®or the Human Resources r.
The company will promptly investi Il allegations of discriminatidfan
harassment and take action as prigte based on the outcomg of ;h

investigation. An investigatiog its results will be treated as ilential to the

extent feasible, and the Co

will take gppropriate acti d on the
outcome of the investig@ § O
' o]

aror retaliation against any reports such an
incident as it i ul to retaliate against % filing a complaint or for
cooperatifig in vestigation of a harass % plaint. However, no
disciplinaMgactipn will be taken without a r%gh investigation of the facts
which{all include gathering statemeq&) all parties and witnesses involved.

N :
q nsibilities

4 ployees, contractors, a@oraw workers are responsible for complying
with this policy by reporti stances of alleged harassment and cooperating

in any investigation of t ged harassment.

There will be no

Supervisors and managers are responsible for implementing this policy in their
departments, keeping the workplace free from any form of harassment, ensuring
that all associates, contractors and temporary workers understand this policy,
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taking complaints about harassment seriously and notifying Human Resources
immediately about any complaints of sexual or other forms of harassment.

N

Workplace Violence Q

It is Clean & Green’s policy that any threats, threatening langgfage 1 any other
acts of aggression or violence made toward or by any Compz mployee will
not be tolerated. Violations of this policy may lead to di m ry action, up to and
including immediate termination of employment.

Employees have a duty to warn their supe

is Qurity personnel, or human
resources representatives of any suspiciou i

or, situations or incidenwit
they observe or that they are aware of nvoive other employees, for
employees, customers, suppliers, visifors ther parties. These situati
include, for example, threats or acts ofyviolence, aggressive behavio@wsive

acts, threatening or offensive co nts\or remarks, or similar behavio
Employee reports made o thi

purs policy will be held in ¢ Ace to the
maximum possible extent. pany will not permit any retaliation
against any employee fi report this policy.:
roug;Iy inv

Your Business will'qroritptly and tho estj reports of threats of
violence or inci s Of actual violence and ﬁnus individuals or activities.
The identity of thesindividual making a repo rotected as much as

q order to maintain workplace% and the integrity of its

e Company may suspe&ﬁ oyees suspected of workplace

investigation,
vi@&or threats of violence, either witfdr without pay, pending investigation.
*

@one found to be responsibl hreats of or actual violence or other conduct
that is in violation of these es will be subject to prompt disciplinary action
jorn’o

up to and including te@ f employment.

Employee Conduct and Work Rules

possible.

Included with Comprehensive Handbook
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Use of Communication and Computer Systems

Included with Comprehensive Handbook

Punctuality and Attendance O
Scheduled hours may vary depending on work location and j ponsibilities.
Supervisors will provide employees with their work sch uld an
employee have any questions regarding his/her work sah , the employee
should contact the supervisor. The company does no @ ate absenteeism
without excuse. Employees who will be late to or rom work should notify

a supervisor in advance, or as soon as practic@ the event of an emergency.

Employees who need to leave early, for ill herwise, should inform
ures may result in disc%&

supervisor before departure. Unauthori
action.

Employees are expected to arrive t e and ready for work. An e @e who

arrives after their scheduled arr elis considered tardy. Th pany
recognizes that situations arr ch hinder punctuality; regar@ excessive
tardiness is prohibited, and subject d|s<:|p||nary

Failure to reportt ;wot callin eport th e is a no call/no
show and is a s atter Any unreported ab are considered job
abandonm | be considered a volu nation of your employment.

In such cases, you are expec notify your Supervisor as early as

, but no later than the sta yaur work day. Asking another employee,
r reIatlve to give this noti proper and constitutes grounds for
iplinary action. Please ¢ ating the nature of your illness and its expected
duration, every day that y bsent.

We d co Ize that there are times whs\&ences and tardiness cannot be

The Company reserves the right to require reasonable proof of iliness or
temporary disability. Excessive absences or tardiness will result in disciplinary
action up to and including termination.

15 | Your Company Employee Handbook www.virtuaone.net




ied over an insecure netw
unsanctioned resources. A b

Personal and Company Owned Communication Devices

The purpose of this policy is to define standards, procedures, and restrictions for
end users who have legitimate business uses for connecting a pe lly-owned
mobile device to the Company’s corporate network. This mobile licy
applies, but is not limited, to all devices and accompanying medi@ fit the
following classifications:

* Smart phones b:
« Other mobile/cellular phones Q

» Tablet computers

* Portable media devices \
* PDAs @

 Portable gaming devices § Q
* Laptop/notebook compute%S @ &

* Any mobile device cap oring corpdrate data and @cting toa
network Q O

The policy appli ny hardware and related ﬁ that is not corporately
owned or p ut could be used to acce&1 rate resources. That is,
devices t@loyees have purchasede«forpersénal use but also wish to use in
the busine vironment. The overridin M f this policy is to protect the
inte of the confidential client and iNess data that resides within The
C% ’s technology infrastructure. Tuis policy intends to prevent this data

Q stored insecurely on a mobile device or
re it could potentially be accessed by
of this type could result in loss of information,
damage to critical applica loss of revenue, and damage to the Company’s
public image. Theref sers employing a mobile device connected to The
Company’s corporate network, and/or capable of backing up, storing, or
otherwise accessing corporate data of any type, must adhere to company-

defined processes for doing so. For approval and further information, contact
your supervisor.

ing deliberately or inadve
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Company-Provided Portable Communication Devices (PCDs), including cell
phones, tablets and computers, 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%'

0‘ itor
personal communications as necessary. Some employees maysb&atithorized to
use their own PCD for business purposes. These employee

S Id work with
the IT department to configure their PCD for business uﬁ

mmunications sent
via a personal PCD also may subject to monitoring if ugh the Company's

networks and the PCD must be provided for inspectiof,and review upon request.
éu .
s

permitted by applicable law. This includes as permitted the right

When sending a text message or using a PCD fi ess purposes, whether it
is a Company-provided or personal device, e must comply with

applicable Company guidelines, including %n sexual harassment, x
discrimination, conduct, confidentiality, nt use and operation of@ .

Personal Visitors and Telepho % Q

&
Disruptions during working ti ead to errors and delays. @fore, we ask
that personal telephone call%ept to inimum, and o e ffiade or

a
received after working tighe,@rduring lu break timg=E0g safety and security
reasons, employees ¢ ibited ving personé sts visit or
accompany them affy our faci other th@ecaption areas.

The company r@ s that employees not r c% onal calls while on duty.
If urgent,@ p personal calls to a mi d conversations brief.

Insp%ns A\

Y%siness wishes to maintai ok environment that is free of illegal drugs,
l, firearms, explosives, mproper materials. To this end, Your
BuSiness prohibits the contr

ssession, transfer, sale, or use of such
materials on its premises require employees while on Company or client
property, to agree to thefinSpection of their persons, personal possessions and
property, personal ve parked on Company or client property, and work
areas including lockers, vehicles, desks, cabinets, work stations, packages,
handbags, briefcases and other personal possessions or places of concealment,
as well as personal email sent to the Company or its clients. The cooperation of
all employees is required to successfully administer this policy. Desks, lockers,
and other storage devices may be provided for the conveniences of employees
but remain the sole property of the employer. Accordingly, any authorized agent
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or representative of the employer can inspect them, as well as any articles found
within them, at any time, either with or without prior notice. Employees are
expected to cooperate in the conduct of any search or inspection. '

Smoking O
The Company is in compliance with the Clean Air Act ade all our office

buildings designated non-smoking areas. Smoking wilhn¢ @ allowed within any
office buildings. To those who smoke, we respectfully, @ est your
understanding and cooperation and ask that if yo 0 smoke please do so

outside the buildings. This includes “Vaping” or cigarettes. Smoking is
prohibited in all company vehicles. @

Confidential Company Information

Included with Comprehensive Ha @% Q
%)

No Solicitation / No Dlstr 9

The Company is enth maintaj nt and arative relationship

with employees ma& Howev inesgelatignship can operate

efficiently if there uent work inter uptlons @ , employees may not
solicit for an r distribute literature o Kifd (for themselves or another

employeej for urpose during worklng ti

a se on Company propert any time.

A ;onflict of Interest and s Ethics

All active employees m tify the Company before they take outside
employment so that t mpany will have reasonable notice to make a
determination as to whether it sees, at that time, any conflict of interest. An
employee may hold a job with another organization as long as he/she
satisfactorily performs his/her job responsibilities with the Company including
scheduling requirements and that the position is approved in advance.
Employees should consider the impact that outside employment may have on
their health and physical endurance and safety. All employees will be judged by

Non-&oyees are not permitted to s&mployees or distribute materials for
W p}o
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the same performance standards and will be subject to the employer's
scheduling demands, regardless of any existing outside work requirements. The
company retains the right to prohibit second jobs if it considers it to beja safety
exposure or if it interferes with current job responsibilities. @O%

The purpose of this policy is to ensure that the Company's re@ion is not
compromised. The fundamental principle guiding this p@li t no employee
ala hips that actually

should have, or appear to have, personal interests or
or potentially conflict with the best interests of the Cé
@Nithin guidelines that p
actual or potential conflicts of interest. can seek further clarific
on issues related to the subject of acceptable standards of operation. Si
that would constitute a conflict in mos§cases include but are not IimiQ
hi

Employees have an obligation to conduct

. Transactlons o ide firms not conducted wit
framework establlshed II d by the executive Iev@
organization.

. i uses | 0e efits, un ice breaks or
excess volumes dg ed to be n her ¢ , an employee,

olding an interest in, or oned by, any company

tha@ijs with Your Company
y’ﬂ;ﬂere existence of a relationship with

No " mption of guilt" is created b
o%ersonnel However, if an,efgplayee has any influence on transactions

purchases, contracts s, it is imperative that he/she disclose to
fficer of the organizatio oon as possible the existence of any actual or
potential conflict of intere t safeguards can be established to protect all
parties.

A conflict of interest would also exist when a member of an employee's
immediate family is involved in situations such as those above. This policy is not
intended to prohibit the acceptance of modest courtesies, openly given and
accepted as part of the usual business amenities, for example, occasional
business-related meals or promotional items of nominal or minor value. It is your
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responsibility to report any actual or potential conflict that may exist between you
(and your immediate family) and the Company.

Equipment and Property Including Intellectual Property QE
'S

Employees are prohibited from any unauthorized use of the
intellectual property, such as audio and video tapes, pr't% s and software.

replace. Improper or unsafe use of equipment cafyresult in discipline, up to and
including discharge. Employees are expec ed@ safety standards and
guidelines and to follow all operating instrucCh mployees must notify a
Supervisor if equipment, machines or c anyrproperty appears to be d

or in need of repair. Q

Further, the Company is not re@yl for any damage to em €%’ personal

belongings unless the empl@ upervisor provided adv roval for the
I

employee to bring the pQ operty rk.

Health and Safet

Included wi C@ehensive Handbook \'0

.
Hirinﬁelatlves A\

It @ ccepted that employment fr@atives and personal friends in the same
are an organization can caus ious conflicts and problems. In these

mstances, all parties, inclig upervisors, leave themselves open to
charges of inequitable congi ion in decisions.

Clean & Green’s poIicy&tt relatives or friends or individuals who live with but
are not legally related to persons currently employed by the Company may be
hired ONLY if they will not be working directly for or supervising a relative or
personal friend or will not be working directly above the relative's immediate
superior or directly for the relative's immediate subordinate. If already employed,
they cannot be transferred into such a reporting relationship. If the relative

Equipment essential in accomplishing job duties %‘ pensive and difficult to
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relationship is established after employment, the individuals concerned will
decide who is to be transferred if there is a position opening that the individual is
qualified to satisfy. If that decision is not made within 30 days, management will
decide. This policy takes effect as of the date this manual was ori%
distributed. Anyone currently working in a position contrary to thi@ will be

grandfathered in. O
Employee Relationships éo
A familial relationship among employees can crea ual or at least a
potential conflict of interest in the employment s g, especially where one
relative supervises another relative. To avaid @' lem, Your Business may
refuse to hire or place a relative in a positio the potential for favoritko%or
conflict exists. In other cases, the partieSyfiay be separated by reas&gnr@a
terminated from employment, at the discretion of the Company. ACC% Il
e

parties to any type of intimate pers elationship must inform ma nt.
@ '

Business Expense Relmb

Employees may be rei d for rea ’*ppmve ses incurred in

the course of business. e expe%us e ap y your Supervisor,

and may include ai el, hotels, motelS; meals, ¢ , rental vehicles, or gas

and car mileag rsonal vehicles. Contact yo ervisor in advance if you

have any S about whether an expen reimbursed.
*
Refeﬁes A\
Y@ iness will respond to r@we«equests through Human Resources.

A Recording Policy S

Due to the potential for s such as invasion of privacy, sexual harassment,
and loss of productivity,"a® employee may use a camera phone function on any
phone on company property or while performing work for the Company. The
use of tape recorders, Dictaphones or other types of voice recording devices
anywhere on Company property, including to record conversations or activities of
other employees or management, or while performing work for the Company, is
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also strictly prohibited, unless the device was provided to you by the Company
and is used solely for legitimate business purposes.

Social Media Policy

site should
tial and must
rketing efforts. This
social networking
maintain a blog, web
wever, to protect Company
ties, employees must

ost on a blog or web page or

Use of Social Media Information published on any social ne
not reveal any information designated by the company as
not disclose any trade secret, such as client informati
also applies to comments posted on other blogs, foru
sites. The Company respects the right of any emp
page or to participate in a social networking site

impermissible under th
impermissible if expree

y other fogm,Ohforum is

ough angliogyweb page, s @ networking, Twitter
or similar site. Yo post contgat about th pany, management,
co-workers or customgers that is discriminatory, d ry, libelous or

threatenin % ation of the Company’s peliCigs figainst discrimination on
account ﬁ:} age, religion, sex, ethnigity&&]ality disability or other
protected status or characteristic. Xn ompany encourages all
emplﬁs to keep in mind the speed%n ner in which information posted on

a bl b page, and/or social networking site is received and often
misyngerstood by readers. Empl
should not reveal confidential information, nor

@ any questions should revi
nager. Published inform&ti
may it disclose any trade . Company logos and trademarks may not be

used without written co of an officer of the company.

fust use their best judgment. Employees
uidelines above and/or consult with their

Employee Dress Policy

An employee’s personal appearance and hygiene is a reflection on the
company’s character. Employees are expected to dress in a manner appropriate
with their work environment and exercise good hygiene. Appropriate safety attire
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and dress is required at all times, including the proper Personal Protective
Equipment. When a situation arises regarding the appropriateness of attire, the

manager or supervisor will be responsible to counsel the employee using best
judgment as the determining factor. Employees dressed inappropl%w who

exercise poor hygiene may be prevented from working until he o@ well-
groomed or wearing proper attire.

Section 6 - Acknowledgements bg
General Handbook Acknowledgment ®Q

Included with Comprehensive Handbook

Receipt of Non-Harassment Poli Q
Included with Comprehensive @o

Receipt of Sexual Har Policy § Q
Included with Cor@ Hand@ ®O
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o~

Upgrade to a Comprehensive Handbook with additiona sections
for $9.99 (one-time purchase)b

virtuaone.net

%
/
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