

BEFORE YOU BEGIN, READ THIS DISCLAIMER!

Legal Disclaimer for HR Employee Manual Template:

The HR Employee Manual Template is intended to serve as a general guide for creating an HR Employee Handbook. While we have made every effort to ensure the accuracy and comprehensiveness of the template, it is essential to understand and acknowledge the following:

1. Not Legal Advice: This HR Employee Manual Template is not a substitute for legal advice. It does not constitute legal counsel, and we strongly recommend consulting with qualified legal professionals or HR experts to ensure your handbook complies with all applicable federal, state, and local laws and regulations.
2. General Information: The template provides general information and guidelines for common HR policies and procedures. It may not address specific legal or regulatory requirements that are unique to your organization, industry, or location.
3. Customization Required: You are responsible for customizing the template to fit the unique needs and circumstances of your organization. This includes reviewing, revising, and tailoring policies and procedures to align with your company's culture, industry standards, and legal obligations.
4. Liability Waiver: We disclaim any liability, express or implied, arising from the use of this HR Employee Manual Template. You agree to hold our organization harmless from any claims, damages, losses, or liabilities resulting from your use of the template.
5. Updates and Changes: Laws, regulations, and best practices may change over time. It is your responsibility to regularly review and update your HR Employee Handbook to remain compliant with current legal requirements and industry standards.
6. Use at Your Own Risk: Use of this HR Employee Manual Template is entirely at your own risk. We do not guarantee the accuracy, suitability, or effectiveness of the template for your specific needs.

By using the HR Employee Manual Template you acknowledge that you have read and understood this legal disclaimer and agree to its terms and conditions. It is your responsibility to seek legal counsel or HR expertise as needed to ensure your handbook complies with all applicable laws and regulations.
Please proceed with caution, diligence, and legal guidance when creating and implementing your HR Employee Handbook.



About This Handbook / Disclaimer

This handbook is intended to provide you with information about your employment with [Company Name]. It is not a contract of employment, and neither this handbook nor any other verbal or written communication by a management representative is a promise of treatment in any particular manner in any given situation.

[Company Name] adheres to the policy of employment at will, which means that either you or [Company Name] can terminate your employment at any time, for any reason, with or without notice. This policy may only be changed in writing by an authorized representative of [Company Name].

The information in this handbook is subject to change at any time. [Company Name] reserves the right to modify or amend any of the policies or procedures described in this handbook, with or without notice.

Your Supervisor and Human Resources

Your Supervisor is your primary source of information about your job duties, performance expectations, and any other work-related matters. Human Resources is responsible for administering [Company Name]'s policies and procedures and can provide you with additional information and assistance.

State and Federal Regulations

[Company Name] is committed to complying with all applicable state and federal laws and regulations. Your Supervisor may provide you with additional policies and procedures to adhere to these laws and regulations as they pertain to your specific role.

Contact Information

If you have any questions about this handbook or any other employment-related matter, please contact your Supervisor or Human Resources.
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Section 1. Governing Principles of Employment

1.01 Welcome Statement

[Company Name], a California small business, welcomes you into our community. We hope that you will find your work to be a successful part of your professional and personal development as well as rewarding. We are glad you have joined us.

1.02 Management Philosophy

Mission Statement: [Company Name] facilitates and provides services. Our vision is that we create a better world.

Chief Priorities:
Fiscal integrity.
Compliance.
Excellence in the delivery of services and activities.

1.03 Board of Directors

The [Company Name] Board of Directors is the ultimate authority in the company. The Board members jointly oversee the activities of the company and supervise the company's Executives. The Board consists of a Chairperson, Vice-Chair, Secretary/Treasurer, and other members.

1.04 Management Team

The [Company Name] Management Team consists of the company's Executives and oversees the entire staff of the company. Management and staffing are set at the discretion of the Board of Directors and the Executives.

1.05 Supervisor

A Supervisor is defined as the sole individual that has the authority, in the interest of the employer, to hire, transfer, suspend, lay off, recall, promote, discharge, assign, reward, or discipline an employee according to the National Labor Relations Act. You will be assigned to a Supervisor who will ensure you understand and acknowledge the provisions and procedures in this manual and all company policies. Meetings are held regularly to discuss items such as programmatic progress, evaluations, compliance, staff activities, organizational collaboration, strategic updates, and staff development.

[bookmark: _Toc144716530]Section 2. Operational Policies

2.01 Employee Classifications

For purposes of this handbook and benefits eligibility, employee classifications are defined below. This manual provides eligibility terms for eligible benefits under Section 3.

Full-time employees are employees who regularly work at least 30 hours per week and an average of 120 work hours per month. Only Full-Time employees may be eligible for certain benefits such as health, and welfare.

Full-Time Full-Benefits Eligible Employees are employees who regularly work at least 37.5 hours per week and an average of 150 work hours per month. Only Full-Time Full-Benefits Eligible employees may be eligible for certain benefits such as health, welfare, insurance, paid vacation, paid holidays, and retirement benefits.

Part-time employees are employees who regularly work fewer than 30 hours per week and less than 100 work hours per month.

Short-term employees are employees who were hired for a specific short-term project, seasonal work, or on a short-term freelance, per diem, or temporary basis not to exceed 120 days. Short-term employees are eligible to receive only statutory benefits.

In addition to the above classifications, employees are categorized as either "exempt" or "non-exempt" for purposes of overtime calculations based on federal and state wage and hour laws.

Exempt Employees: As defined in California Labor Code Section 515, employees may be exempt from overtime pay, according to Sections 510 and 511, for executive, administrative, and professional employees, if the employee is primarily engaged in the duties that meet the test of the exemption, customarily and regularly exercises discretion and independent judgment in performing those duties, and earns a monthly salary equivalent to no less than two times the state minimum wage for full-time employment.

Non-exempt Employees: Non-exempt employees are entitled to overtime pay for hours worked in excess of 40 hours in a workweek. The overtime rate is one and one-half times the employee's regular hourly rate.

Employees classified as exempt do not receive overtime pay; they generally receive the same weekly salary regardless of hours worked. Such salary may be paid less frequently than weekly. You will be informed of your classifications upon hire and informed of any subsequent changes to your classifications.

2.02 Introductory Period

The first 60 days of your employment is an introductory period. This is an opportunity for you to learn more about whether the role and mission are aligned with your aspirations. This period in no way alters the at-will status.

2.03 Working Hours and Schedule

Office hours: The [Company Name] office is open for business from 9:00 a.m. to 5:00 p.m., Monday through Friday. Your Workweek schedule may differ from the office’s business hours. You will be assigned a work schedule and you will be expected to begin and end work according to the agreement between you and your Supervisor. To accommodate the needs of the company, at some point, we may need to change individual work schedules on either a short-term or long-term basis.

Rest Breaks: Non-exempt employees who work three-and-one-half (3-1/2) or more hours per day are provided one 10-minute rest break for every four (4) hours or a major fraction thereof worked. For purposes of this policy, "major fraction" means any time greater than two (2) hours. For example, if you work more than six (6) hours, but no more than 10 hours in a workday, you are provided and should take two 10-minute rest breaks: one during the first half of your shift and a second rest break during the second half of your shift. If you work more than 10 hours but no more than 14 hours in a day, you are provided and should take, three 10-minute rest breaks, and so on.

Meal Periods: If you work more than 5 hours in a workday, you are provided an unpaid, off-duty meal period of at least 30 minutes. Employees who work more than 10 hours in a day are entitled to a second unpaid, off-duty 30-minute meal period. If an employee works no more than 12 hours, the employee can waive his or her second meal period, but only if the first one was taken and not waived in any manner. Any waiver of the second meal period must be in writing and submitted before the second meal.

2.04 Timekeeping Procedures

Employees must record their actual time worked for payroll and benefit purposes. Non-exempt employees must record the time work begins and ends, as well as the beginning and ending time of any departure from work for any non-work-related reason, on forms as prescribed by management.

Altering, falsifying, or tampering with time records is prohibited and subjects the employee to discipline, up to and including discharge.

Exempt employees are required to record their daily work attendance and report full days of absence from work for reasons such as leaves of absence, sick leave, or personal business.
Non-exempt employees may not start work until their scheduled starting time.

All time sheets must be submitted on time. It is your responsibility to sign your time record to certify the accuracy of all time recorded. Any errors in your time record should be reported immediately to your Supervisor, who will attempt to correct legitimate errors.

2.05 Overtime

During busy periods, additional work time may be required. Your Supervisor is responsible for monitoring business activity and requesting additional work time if it is necessary. Efforts will be made to provide you with adequate advance notice in such situations.

Non-exempt employees are generally paid overtime at the rate of time and one-half (1.5) times their normal hourly rate and double overtime at two (2) times their normal hourly rate.

For purposes of calculating vacation benefits and additional work time for non-exempt employees, the company's overtime terms are defined below.

Workweek: Up to or any 40 work hours during any time of the week according to California Labor Code Section 500, 510 & 512.

Work time: Scheduled non-break time performed at an employee's designated workplace that provides labor for the benefit of the business and its operations. Non-exempt employees' work time includes all hours they are permitted to perform labor that benefits the company including capacity development and program travel time.

Travel time: For non-exempt employee pay calculations, travel time is work time that is spent en route to a designated remote work location. The pay rate for travel time is your regular pay rate. At least one exempt employee should be used during student or participant-related business travel. If an employee is asked to drive others, an exempt employee should be used as the driver. Exceptions to this policy, for non-exempt employees, are only permitted with the company's Executive approval.

During work time that includes overnight travel, exempt employees who meet project and task requirements should be used first to avoid unnecessary expenses. Non-exempt employees' travel work time includes the time they leave their designated workplace until they reach their destination, or until they no longer perform work. Work time that includes overnight travel is only permitted for non-exempt employees with the company's Executive approval.

Labor hours: Regular hours worked during work time that do not include business travel, vacation, sick, or leave time.

Overtime: Work time beyond eight (8) hours for one workday in a five-day work week or any work time beyond 40 work hours for a week.

Double-overtime: Work time beyond twelve (12) work time hours for one workday.
Employees may work overtime and double-overtime only with management's written authorization, this includes prior written Supervisor approval. If overtime or double-overtime is worked, the employee should indicate the reason it was worked and be sure that the Supervisor initials it to approve it. Without Supervisor approval, overtime will not be credited on the books for the employee. Overtime is not to be allowed routinely for ordinary duties that could have been planned into the regular workweek, or where substantial make-up time is accruing.

Safe Harbor Policy for Exempt Employees

[Company Name]'s policy is to accurately compensate employees and to do so in compliance with all applicable state and federal laws. To ensure that you are paid properly and that no improper deductions are made, you must review your pay stubs promptly to identify and report all errors.

If you are classified as a full-time exempt employee, you will receive a salary that is intended to compensate you for all hours you may work for [Company Name]. This salary will be established at the time of hire or when you become classified as an Exempt Employee. While it may be subject to review and modification from time to time, such as during salary review times, the salary will be a predetermined amount that will not be subject to deductions for variations in the quantity or quality of the work you perform.

Under federal and state law, your salary is subject to certain deductions. For example, unless state law requires otherwise, your salary can be reduced for the following reasons:

· Full-day absences for personal reasons.
· Full-day absences for sickness or disability.
· Full-week disciplinary suspensions for infractions of [Company Name]'s written policies and procedures.
· Family and Medical Leave absences (either full- or partial-day absences).

To offset amounts received as payment from the court for jury and witness fees or from the military as military pay.

The first or last week of employment in the event you work less than a full week.
Any full work week in which you do not perform any work.
Your salary may also be reduced for certain types of deductions such as your portion of health, dental, or life insurance premiums; state, federal, or local taxes; social security; or voluntary contributions to a retirement or pension plan.

 In any work week in which you performed any work, your salary will not be reduced for any of the following reasons:

Partial day absences for personal reasons, sickness, or disability.

Your absence on a day because [Company Name] has decided to close a facility on a scheduled workday.

Absences for jury duty, attendance as a witness, or military leave in any week in which you have performed any work (subject to any offsets as set forth above).
Any other deductions prohibited by state or federal law.
However, unless state law provides otherwise, deductions may be made to your accrued leave for full- or partial-day absences for personal reasons, sickness, or disability.

 If you believe you have been subject to any improper deductions, you should immediately report the matter to your Supervisor. If the Supervisor is unavailable or if you believe it would be inappropriate to contact that person (or if you have not received a prompt and fully acceptable reply), you should immediately contact the Human Resources department.

Your Paycheck

You will be paid bi-weekly for all the time you have worked during the past pay period. Your payroll stub itemizes deductions made from your gross earnings. By law, [Company Name] 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. Your payroll stub will also differentiate between regular pay received and overtime pay received.

 If you believe there is an error in your pay, bring the matter to the attention of the Human Resources department immediately so [Company Name] can resolve the matter quickly and amicably.

Your paycheck will be given only to you unless you request that it be mailed, or authorized in writing for another person to accept your check on your behalf.
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3.01 Benefits Overview

[Company Name] is committed to providing its employees with a competitive benefits package that includes health insurance, life insurance, retirement, and other plan benefits. The specific benefits that are available to you will depend on your employment status and length of service.

The next few pages contain a brief outline and guidelines for the [Company Name] benefits programs that are provided for you and your family. The descriptions within the various insurance, retirement, and other plan benefits merely highlight aspects of the applicable plans and are for your general information only. The details of those plans are spelled out in their respective and official plan documents, which are available for review upon your request from your Human Resources department. No other health or wellness benefits or reimbursements are available unless stated in the official plan documents.

3.02 Eligibility

The eligibility requirements for each benefit are described in the specific section for that benefit. In general, you must be a full-time employee to be eligible for most benefits. However, there are some benefits that are available to part-time employees as well.

3.03 Paid Holidays

[Company Name] observes the following paid holidays:

· New Year's Day
· Martin Luther King, Jr. Day
· Memorial Day
· Independence Day
· Labor Day
· Thanksgiving Day
· Christmas Day

In addition, [Company Name] provides one week of paid vacation for Spring Break and two weeks of paid vacation for Winter Break.

3.04 Paid Vacation Time

Full-time employees are eligible to accrue paid vacation time based on their years of service. The following table shows the accrual rate for each year of service:

* Years of Service	Accrual Rate
0-1 year	0
1-5 years	10 hours per month
5+ years	15 hours per month

You can use your accrued vacation time for any reason, as long as you give your supervisor at least 5 days' notice.

Procedures for Documenting Time Off

All time off, including vacation time, must be documented in your timesheet. When you take vacation time, you should enter the dates of your vacation in the "Vacation" section of your timesheet. Your supervisor must approve your timesheet before you can be paid for your vacation time.

3.05 Paid Sick Leave

Full-time employees are eligible to accrue paid sick leave based on their years of service. The following table shows the accrual rate for each year of service:

* Years of Service	Accrual Rate
0-1 year	0
1-5 years	5 hours per month
5+ years	8 hours per month

You can use your accrued sick leave for any reason, as long as you give your supervisor at least 24 hours' notice.

3.06 Health Insurance

[Company Name] offers a variety of health insurance plans to its employees. The specific plan that you are eligible for will depend on your employment status and length of service.

3.07 Life Insurance

[Company Name] offers a life insurance plan to its employees. The amount of coverage that you are eligible for will depend on your employment status and length of service.

3.08 Retirement Plan

[Company Name] offers a 401(k) plan to its employees. The plan allows you to contribute a portion of your salary to a retirement savings account. [Company Name] will match a portion of your contributions up to a certain percentage.

3.09 Other Benefits

[Company Name] also offers a variety of other benefits, such as:

· Dental Insurance
· Vision insurance
· Long-term disability insurance
· Short-term disability insurance
· Employee assistance program
· Tuition reimbursement

3.10 Contact Information

Sabbatical Time

Eligibility: Full-time, full benefits-eligible employees who have worked continuously for more than 10 years are eligible for paid sabbatical time. A total of 40 paid sabbatical hours may be granted and used per fiscal calendar year.

Usage: Employees can use sabbatical time in minimum increments of 40 hours. Unused sabbatical time under this policy will not be paid at separation from the company.

Approval: Employees must request and receive written supervisor approval before taking time off from regular work duties. A supervisor may decline the request based on the time of year when it is necessary to have all staff present at work.

Paid Sick Days

Eligibility: Employees who work in California and are eligible for paid sick leave under the California Family Rights Act (CFRA) are eligible for paid sick days under this policy.

Accrual: Employees begin accruing paid sick leave at the start of employment. Paid sick leave will accumulate at the rate of 1 hour per 30 hours worked, up to a total maximum accrual of 32 hours.

Usage: Employees can use accrued paid sick leave beginning on the 90th day of employment. Paid sick leave may be used in minimum increments of one hour.

Reasons for Use: Paid sick leave may be used for the following reasons:

Diagnosis, care, or treatment of an existing health condition of, or preventive care for, an employee or an employee's family member.

For an employee who is a victim of domestic violence, sexual assault, or stalking.

Notice & Documentation: Notice may be given verbally or in writing. If the need for paid sick leave is foreseeable, the employee must provide reasonable advance notification. If the need for paid sick leave is unforeseeable, the employee must provide notice of the need for the leave as soon as practicable.

Payment: Eligible employees will receive payment for paid sick leave, at the same wage as the employee normally earns during regular work hours, by the next regular payroll period after the leave was taken. 

The use of paid sick leave is not considered hours worked for purposes of calculating overtime.
Carryover & Payout: Accrued paid sick leave carries over from year to year but is subject to the accrual cap of 32 hours. Once the accrual cap is reached, paid sick leave will stop accruing until some paid sick leave is used. Accrued but unused paid sick leave under this policy will be paid out at the employee's separation from the company.

Enforcement & Retaliation: Retaliation or discrimination against an employee who requests paid sick days uses paid sick days, or both, is prohibited. Employees may file a complaint with the California Labor Commissioner against an employer who retaliates or discriminates against the employee.

Notification: Employees will be notified of their available paid sick leave on each itemized wage statement.

3.07 Workers' Compensation Insurance

Eligibility

All employees are eligible for Worker's Compensation Insurance.

Usage

On-the-job injuries are covered by our Workers' Compensation Insurance Policy, which is provided at no cost to you. If you are injured on the job, no matter how slightly, report the incident immediately to your Supervisor. Failure to follow [Company Name] procedures may affect your ability to receive Workers' Compensation benefits. Any leave of absence due to a workplace injury runs concurrently with all other [Company Name] leaves of absence. Reinstatement from leave is guaranteed only if required by law. Employees who need to miss work due to a workplace injury must also request a formal leave of absence. See the Leave of Absence sections of this handbook for more information.

3.08 Jury Duty Leave

Eligibility

Full-time employees, who have worked past the introductory period of employment, are eligible for a maximum of one (1) workday of paid leave of absence for Jury Duty during any one calendar year.

Usage

The following guidelines will apply:

The Supervisor must be notified promptly of the dates of service.
Any time served beyond the maximum paid days allowed shall be either using vacation time or days taken without pay. Sick time may not be used during jury duty.
Employee benefits will continue while the employee is on jury duty leave.
The employee will report to work immediately following jury duty. Failure to do so will be considered a voluntary termination.

Evidence of jury duty attendance must be presented to the Supervisor and attached to the employee timesheet reflecting the day/s taken for jury duty.

3.09 Witness Leave

The Organization encourages employees to appear in court for witness duty when subpoenaed to do so.

Eligibility

All employees subpoenaed or otherwise requested to testify as a witness by [Company Name] will be granted time off to appear in court as a witness when requested by a party other than [Company Name].

For non-exempt employees, such time off is not compensated. Following state and federal law, full-time exempt employees will receive their regular salary if they have worked any part of the applicable workweek.

Usage

A subpoena or other request to appear as a witness should be shown to the employee's Supervisor immediately after it is received so that operating requirements can be adjusted, where necessary, to accommodate the employee's absence. Employees are expected to report for work whenever the court schedule permits.

3.10 Bereavement Leave

An employee who wishes to take time off due to the death of an immediate or non-immediate family member should notify his/her Supervisor immediately.

Eligibility

All employees may take up to three (3) consecutive or non-consecutive days off from regularly scheduled duty in the event of the death of the employee's immediate or non-immediate family member. Full-time employees' pay will be paid based on normally scheduled time. Your Supervisor must approve time off and should confirm that the time is recorded accurately on the timecards.

Immediate family members are defined as the employee's spouse, parents, children, and siblings.

Non-immediate family members are defined as the employee's grandparents, grandchildren, aunts, uncles, nieces, nephews, and in-laws.

3.11 Voting Leave

Eligibility

All employees are eligible for voting leave.

Usage

In the event an employee does not have sufficient time outside of working hours to vote in a statewide election, the employee may take off sufficient working time to vote. This time should be taken at the beginning or end of the regular work schedule, whichever allows the most free time for voting and the least time off from work. An employee will be allowed a maximum of two (2) hours of voting leave on Election Day without loss of pay. Where possible, the Supervisor should be notified of the need for leave at least three (3) working days before Election Day.

3.12 Employee Assistance Program

· Eligibility: All employees are eligible for the employee assistance program.
· Overview: [Company Name] provides an employee assistance program for employees. This program offers qualified counselors to help you cope with personal problems you may be facing. Further details can be obtained by contacting your Supervisor.

3.13 Pension Plan

· Eligibility: Full-time Full Benefits Eligible employees, who are not Short-term employees, and have worked past a consecutive 12-month period may participate in the retirement employer contribution only in addition to an employee contribution only retirement plans. For information on the [Company Name]'s retirement plans, contact [Company Name]'s Human Resources department.

3.14 Communications Benefit

· Eligibility: All employees for whom a Supervisor determines a business need for usage of a personal mobile device(s) or remote communications service(s) such as cell phone network, data, or internet access.
· Usage: Based on the type of usage deemed required by your Supervisor, either one or a combination of both reimbursement types listed below will be proportionately paid in each paycheck based on the number of pay periods. Employees who utilize their personal mobile devices for business purposes must confirm and certify with their Supervisor, or [Company Name]'s Fiscal Manager, the type of business usage before the Communications benefit payment begins and recertify at least once a year.

Monthly Reimbursement
	Employee Level
	Mobile Phone Per Month
	Remote Internet-Only Access Per Month

	Full-Time Employees
	$30
	$10

	Part-Time Employees
	$15
	$5



3.15 Business Expense Reimbursement

· Eligibility: All employees are eligible for business-related and travel expenses incurred during business hours in a location that is 45 miles or further from the employee's designated work site. Business-related and travel expenses within 45 or fewer miles of the employee's designated worksite are not reimbursable or paid by [Company Name].
· Travel-expense reimbursement policy:
· Eligible business travel policies shall be aligned with reimbursement rules detailed in this policy and additional grant policies. In case a misalignment of policy occurs, agency grant policies shall supersede.
· Usage: It is the policy of [Company Name] to reimburse staff for expected, reasonable, and necessary business-related expenses incurred to fulfill work-related activities or in connection with approved travel on behalf of [Company Name].
· Authorization and Responsibility:
· All employee expenses and travel must be authorized by two designated managers consisting of the Fiscal Manager, Program Directors, the [Company Name]'s Executive, or the Board of Directors. Employees should verify that planned travel is eligible for reimbursement before making travel arrangements. Within 30 days of completion of a trip, the traveler must submit an expense reimbursement form and supporting documentation to obtain reimbursement of expenses.
· An individual may not approve their travel or reimbursement. The travel reimbursement for all employees must be approved by the [Company Name]'s Executive or the Fiscal Manager.
· Designated approval authorities are required to review expenditures and withhold reimbursement if there is reason to believe that the expenditures are inappropriate or extravagant.
· Personal funds:
· Employees should review reimbursement guidelines before spending personal funds for business-related travel to determine if such expenses are reimbursable. The [Company Name] reserves the right to deny reimbursement of travel-related expenses for failure to comply with policies and procedures.
· Employees who use personal funds to facilitate travel arrangements will not be reimbursed until after the trip occurs and proper documentation is submitted.
· Exceptions:
· Occasionally it may be necessary for employees to request exceptions to this travel policy. Requests for exceptions to the policy must be made in writing and approved by the [Company Name]'s Executive or by the Fiscal Manager. Exceptions related to the [Company Name]'s Executive or the Fiscal Manager's expenses must be submitted to the opposite person or the treasurer of the Board of Directors for approval.
· Prepayment & Expenses Reimbursement Procedures:
· Before the travel, the [Company Name] may issue prepayments for anticipated per-diem expenses, airfare, rail transportation, rental vehicles, conference registration fees, and cash advances. Authorized business-related travel for staff that includes prepayments must be pre-approved.
· Reimbursement of travel expenses is based on documentation of reasonable and actual expenses supported by the original, itemized receipts where required. Business-related travel is generally limited to directors, assistant directors, and management and should occur infrequently

Travel Reimbursement

[Company Name] will reimburse employees for reasonable and necessary travel expenses incurred while on business travel. Reimbursement requests must be submitted in writing on a [Company Name] Travel Reimbursement form and must be accompanied by original receipts for all expenses.

Reimbursable Expenses

The following expenses are typically reimbursable:
· Airfare
· Rail transportation
· Rental car
· Lodging
· Meals (per diem)
· Business meals
· Business expenses (e.g., faxes, photocopies, internet charges)
· Parking
· Tolls
· Miscellaneous transportation
· Visas, passports, and immunizations (if required for international travel)

Non-Reimbursable Expenses

The following expenses are not typically reimbursable:
· Personal expenses (e.g., souvenirs, gifts, entertainment)
· Expenses that are not related to business travel
· Expenses that are excessive or extravagant

Reimbursement Process

To request reimbursement, complete a [Company Name] Travel Reimbursement form and submit it to your supervisor. Your supervisor will review the form and approve or deny the request. If approved, the reimbursement will be processed within 30 days.

Additional Information

For more information on travel reimbursement, please contact [Company Name] Human Resources.
Here are some additional things to keep in mind about travel reimbursement:
· Employees are responsible for obtaining the lowest available rates for all travel expenses.
· Employees are not allowed to upgrade their travel accommodations without prior approval.
· Employees are required to submit their travel reimbursement requests within 30 days of the end of their trip.

Expenses related to entertainment activities will not be eligible for reimbursement. The following is a list, though not exhaustive, of items associated with business-related expenses that will not be subject to reimbursement:

· Airline club memberships.
· Airline upgrades.
· Limousine transportation.
· Business class for domestic flights or first class for all flights.
· Electric or utility bills of any kind.
· Parking fees unrelated to travel.
· Charges for childcare, babysitting, house-sitting, or pet-sitting/kennel services.
· Commuting expenses between home and the primary work location.
· Costs incurred due to employees' failure to cancel travel or hotel reservations in a timely manner.
· Costs incurred due to employees' untimely changes to travel or hotel reservations.
· Expenses for evening or formal wear.
· Haircuts and personal grooming expenses.
· Laundry and dry-cleaning charges.
· Costs for passports, vaccinations, and visas when not specifically required as a necessary condition of the travel assignment.
· Entertainment expenses, including in-flight movies, headsets, health club facilities, hotel pay-per-view movies, in-theater movies, social activities, and related incidental expenses.
· Premiums for travel accident insurance or the purchase of additional travel insurance.
· Other expenses are not directly related to business or program activities.
· Travel for Non-Employees

Additional expenses for travel, lodging, meals, or other travel-related costs for spouses or other family members will not be reimbursed unless the individual has a legitimate business-related purpose for engaging in the travel or attending the event.

Health Reimbursement Arrangement (HRA)

[Company Name] offers a Health Reimbursement Arrangement (HRA) to eligible full-time employees. The HRA is a tax-advantaged account that allows employees to set aside money to pay for qualified medical expenses.

Eligibility

To be eligible for the HRA, you must be a full-time employee who is not a short-term employee.

Benefits

The HRA provides up to a $#,000 annual reimbursement for eligible medical expenses. Eligible expenses include:
· Medical services rendered by physicians, surgeons, dentists, and other medical practitioners
· Equipment, supplies, and diagnostic devices
· Prescription drugs
· Insurance premiums
· Transportation to get medical care
· Qualified long-term care services
· Qualified long-term care insurance premiums

Reimbursement Process

To request reimbursement, you must submit a completed reimbursement form to Human Resources. The form must include documentation of the eligible medical expense, such as a receipt or invoice.
Reimbursements are processed monthly and paid by the end of the month.

Confidentiality

To protect your privacy, you may scratch out, blackout, or cut out the name of the prescription on the prescription receipt before submitting it for reimbursement. You may also put your medical reimbursement form in a sealed envelope for processing. The envelope will be sealed back into its original envelope for final submission.

Changes to the HRA

[Company Name] reserves the right to modify or amend the HRA at any time. If there are any changes to the HRA, you will be notified in writing.

[bookmark: _Toc144716532]Section 4. Leaves of Absence

4.01 Military Leave

[Company Name] provides unpaid military leave to eligible employees who are called into active military service or who enlist in the uniformed services. To be eligible for military leave, you must:
· Be a regular full-time employee
· Provide management with advance notice of your service obligations, unless you are prevented from providing such notice by military necessity or it is otherwise impossible or unreasonable for you to provide such notice

Your military leave will be unpaid, but you will retain your reemployment rights and accrue seniority and benefits in accordance with applicable federal and state laws.

4.02 Time Off for Military Spouses

[Company Name] provides up to 10 days of unpaid leave to eligible employees whose spouses are qualified members of the United States Armed Forces, the National Guard, or the Reserves. To be eligible for time off for military spouses, you must:
· Work, on average, at least 20 hours per week
· Have a spouse who is a qualified member of the military
· Provide management with notice of your intent to take time off within two business days of receiving official notice that your spouse will be on leave
· Submit written documentation to the company certifying that your spouse will be on leave from deployment during a period of military conflict

Definitions

· Qualified Member: A member of the United States Armed Forces who is deployed during a period of military conflict to an area designated as a combat theater or combat zone by the President of the United States; or a member of the National Guard or the Reserves who is deployed during a period of military conflict.
· Period of Military Conflict: Any of the following:
· A period of war declared by the U.S. Congress; or
· A period of deployment for which members of the Reserves are ordered to active duty.
· Qualified Leave Period: The period during which the qualified member is on leave from deployment during a period of military conflict.

Pregnancy Disability Leave (PDL)

[Company Name] provides unpaid PDL to eligible employees who are disabled by pregnancy, childbirth, or related medical conditions.

Eligibility

To be eligible for PDL, an employee must:
· Have been employed by [Company Name] for at least 12 months
· Have worked at least 1,250 hours during the 12-month period preceding the start of the leave
· Be disabled by pregnancy, childbirth, or a related medical condition

Duration

The maximum duration of PDL is four months per pregnancy. The PDL does not need to be taken in one continuous period of time but can be taken on an intermittent basis.

Notice

Employees must provide at least 30 days advance notice of their need for PDL, if possible. If the need for PDL is not foreseeable, employees must provide as much notice as practicable.

Documentation

Employees must provide [Company Name] with a certification from their healthcare provider stating that they are disabled by pregnancy, childbirth, or a related medical condition and the estimated duration of the leave.

Benefits

Employees who are on PDL will continue to participate in [Company Name]'s group health insurance plan under the same terms and conditions as if they were working. However, employees will be responsible for paying their share of the insurance premiums.

Return to Work

Employees who are on PDL must return to work on the date that they are scheduled to return. If an employee is unable to return to work on the scheduled date, they must request an extension of the leave with appropriate medical documentation.

Voluntary Termination

Employees who do not return to work on the scheduled date or who do not request an extension of the leave may be deemed to have voluntarily terminated their employment with [Company Name].
Seniority and Benefits

Taking PDL may affect some benefits and the employee's seniority date. Employees should contact their Supervisor for more information.

Other Leave

Any request for leave after the disability has ended will be treated as a request for family care leave under the California Family Rights Act (CFRA) and the federal Family and Medical Leave Act (FMLA) if the employee is eligible for that type of leave. PDL runs concurrently with FMLA (but not CFRA). Employees should refer to the FMLA policy.

4.04 Rehabilitation Leave

[Company Name] is committed to providing assistance to our employees to overcome substance abuse problems. [Company Name] will reasonably accommodate any employee who wishes to voluntarily enter and participate in an alcohol or drug rehabilitation program. This accommodation may include time off without pay or an adjusted work schedule, provided the accommodation does not impose an undue hardship on the organization. You may also use accumulated sick days, if applicable, for this purpose.
You should notify your direct supervisor if you need such accommodation. [Company Name] will take reasonable steps to safeguard your privacy with respect to the fact that you are enrolled in an alcohol or drug rehabilitation program.

4.05 Literacy Assistance

[Company Name] is committed to aiding employees who require time off to participate in an adult education program for literacy assistance. If you need time off to attend such a program, you should inform your direct supervisor or the Human Resources Department. [Company Name] will attempt to make reasonable accommodations for you by providing unpaid time off or an adjusted work schedule, provided the accommodation does not impose an undue hardship on the Organization. [Company Name] will attempt to safeguard the privacy of your enrollment in an adult education program.

4.06 Time Off For School-Related Activities

Employees who work at a location with 25 or more employees are provided unpaid time off up to 40 hours in one (1) calendar year if they are parents (including individuals acting in the capacity of a parent under the law), guardians, stepparents, foster parents or grandparents with custody of a child attending, or of age to attend, a licensed childcare provider or kindergarten through Grade 12. The unpaid leave must be used for the following child-related activities:

1. to find, enroll, or reenroll the child in a school or with a licensed childcare provider, or to participate in activities of the school or licensed childcare provider of the child.
2. to address a childcare provider or school emergency, meaning that the child cannot remain in school or with a childcare provider due to one of the following:
· the school or childcare provider has requested that the child be picked up or has an attendance policy, excluding planned holidays, that prohibits the child from attending or requires the child to be picked up from the school or childcare provider; behavioral or discipline problems;
· closure or unexpected unavailability of the school or childcare provider, excluding planned holidays; or
· a natural disaster, including, but not limited to, fire, earthquake, or flood.

The amount of time off for reason #1 cannot exceed eight (8) hours in any calendar month of the year. Prior to taking leave for reason #1 above, an employee must provide reasonable notice of the planned absence to their Supervisor. The employee must give notice to their Supervisor when taking leave for reason #2 above.

If more than one parent of a child is employed at the same worksite, leave for the reasons above apply, at any one time, only to the parent who first gives notice, such that another parent may take a planned absence simultaneously as to that same child for the reasons above, but only if he or she obtains approval from their Supervisor for the requested time off.

Employees may be required to provide documentation of their participation in these activities. Parents, guardians, or grandparents with custody of schoolchildren who have been suspended also are allowed to take unpaid time off to appear at the school pursuant to the school's request. Employees may use accrued paid time off for purposes of the leave taken under this policy.

4.07 Victims of Domestic Violence, Sexual Assault, or Stalking

Eligible Employees

Employees who are victims of domestic violence, sexual assault, or stalking are eligible for this leave.
Definition of Domestic Violence, Sexual Assault, or Stalking
Domestic violence is defined as any of the following acts committed against an adult or minor by a current or former spouse, parent, child, sibling, or any other person with whom the victim shares or has shared a residence:
· Physical abuse, such as hitting, kicking, or shoving
· Sexual abuse, such as rape, sexual assault, or unwanted touching
· Emotional abuse, such as threats, intimidation, or controlling behavior
· Economic abuse, such as preventing the victim from accessing money or resources

Sexual assault is defined as any unwanted sexual contact or behavior that is forced or coerced.
Stalking is defined as a pattern of unwanted, obsessive, or threatening behavior that is intended to control or intimidate the victim.

Length of Leave

Employees may take unpaid time off work for up to 12 weeks to obtain help from a court, seek medical attention, obtain services from an appropriate shelter, program, or crisis center, obtain psychological counseling, or participate in safety planning, such as permanent or temporary relocation.

Notice Requirements

Whenever possible, you must provide your Supervisor with reasonable notice before taking any time off under this policy. However, if you are in immediate danger, you may take leave without notice.

Use of Accrued Time Off

You may substitute any accrued vacation, sick, or other time off for the leave under this policy.

Other Rights

No employee will be subject to discrimination or retaliation because of his or her status as a victim of domestic violence, sexual assault, or stalking. Victims of domestic violence, sexual assault, or stalking may request other accommodations in the workplace such as the implementation of safety measures.

4.08 Time Off for Volunteer Firefighters, Reserve Peace Officers, and Emergency Rescue Personnel

Eligible Employees

Employees who perform duty as a volunteer firefighter, reserve peace officer, or emergency rescue personnel are eligible for this leave.

Length of Leave

An employee is permitted unpaid time off, not to exceed fourteen (14) days per calendar year, for the purpose of engaging in fire, law enforcement, or emergency rescue training.

Notice Requirements

If you request time off under the policy you must notify your direct Supervisor immediately after the need for the leave becomes known.

Other Rights

You will not be penalized for taking this leave. You will also be able to maintain your health benefits during your leave.

4.09 Bone Marrow Donation Leave

Eligible Employees

An employee who has been employed for at least 90 days may request a leave of absence for up to five business days to undergo a medical procedure to donate bone marrow.

Length of Leave

An employee may take up to five business days of unpaid leave to undergo a medical procedure to donate bone marrow.

Notice Requirements

You must provide your Supervisor with at least two weeks' notice before taking leave under this policy. However, if you are unable to provide two weeks' notice, you must provide as much notice as possible.

Use of Accrued Time Off

You may substitute any accrued vacation, sick, or other time off for the leave under this policy.
Other Rights
You will not be penalized for taking this leave. You will also be able to maintain your health benefits during your leave.

4.10 Organ Donation Leave

Eligible Employees

An employee who has been employed for at least 90 days may request a leave of absence for up to 30 business days to undergo a medical procedure to donate an organ.

Length of Leave

An employee may take up to 30 business days of unpaid leave to undergo a medical procedure to donate an organ.

Notice Requirements

You must provide your Supervisor with at least two weeks' notice before taking leave under this policy. However, if you are unable to provide two weeks' notice, you must provide as much notice as possible.

Use of Accrued Time Off

You may substitute any accrued vacation, sick, or other time off for the leave under this policy.

Other Rights

You will not be penalized for taking this leave. You will also be able to maintain your health benefits during your leave.

4.11 Time Off for Crime Victims 

Employees who have become victims of serious or violent felonies, as defined by California law, or felonies related to theft or embezzlement, have the right to take time off from work to attend judicial proceedings associated with the crime. Additionally, employees can take time off if an immediate family member has been a victim of such crimes and if the employee needs to attend judicial proceedings related to the crime. "Immediate family member" is defined to include a spouse, registered domestic partner, child, child of a registered domestic partner, stepchild, brother, stepbrother, sister, stepsister, mother, stepmother, father, or stepfather.

Employees must provide their Supervisor with a copy of the court notice received by the victim for each scheduled proceeding before taking time off unless providing advance notice to the Organization is not feasible. In cases where advance notice is not feasible or an unscheduled absence arises, the employee must submit documentation confirming the judicial proceeding to the Organization within a reasonable time after the absence. This documentation can originate from the court, a government organization scheduling the hearing, the district attorney or prosecuting attorney's office, or the victim/witness office advocating on behalf of the victim.

Employees have the option to utilize accrued paid vacation time, paid sick leave time, or other paid time off during their absence. If the employee chooses not to use paid time off, the absence will be unpaid. However, Full-time Exempt Employees will receive their full salary for any Workweek disrupted due to the need for time off under this policy.


California New Parent Leave (CANPLA)

Eligibility

Employees may be eligible for unpaid CANPLA leave if they:
· Have worked for the [Company Name] for a total of at least 12 months at any time prior to the commencement of a CANPLA leave;
· Worked for the [Company Name] for at least 1,250 hours in the 12-month period before the date they want to begin CANPLA leave, to the extent permitted by applicable law; and
· Work at a location in which the employer has 20 to 49 employees within a 75-mile radius of the employee's work site.

An employee who is not eligible for CANPLA leave at the start of a leave because the employee has not met the 12-month length of service requirement can meet this requirement while on leave because leave to which the employee is otherwise entitled counts toward the length of service requirement (but not the 1,250 hours requirement).

Terms of Leave

CANPLA leaves may be up to 12 weeks in a 12-month period and can be used for the birth, adoption, or foster care placement of a child. Employees who are CANPLA-eligible have certain rights to take both a pregnancy disability leave and a CANPLA leave for reason of the birth of a child. CANPLA leave must be taken within one (1) year after the child's birth or placement.

Employees may take CANPLA leave on an intermittent basis. Intermittent CANPLA leave generally must be taken in two-week increments, but the [Company Name] permits two occasions where the leave may be for less than two weeks.

Notice Requirements

Employees generally must provide at least 30 days advance notice of the need for CANPLA leave. For unforeseeable events (such as premature birth), the [Company Name] requires that employees provide notice, at least verbally, as soon as they learn of the need for leave. Failure to comply with these notice rules is grounds for and may result in, deferral of the requested leave until compliance with this notice policy is achieved.

While CANPLA leave is unpaid, employees may substitute accrued paid time off or other paid leave for unpaid leave provided pursuant to this policy. Substituting paid-for unpaid leave does not extend any leave entitlement.

Health Coverage Continuation

While on CANPLA leave, the [Company Name] will maintain coverage of a group health plan for the duration of the parental leave in the same manner that coverage would have been provided if the employee had not taken CANPLA leave. If an employee fails to return to work after the CANPLA leave has expired, the [Company Name] may recover any premiums it paid for maintaining coverage while the employee was on CANPLA leave. Such recovery may occur by deducting the amount of premiums paid from the wages paid to the employee on termination of employment.

Status Following Leave

Upon return from CANPLA leave, most employees must be restored to their original or equivalent positions with equivalent pay, benefits, and other employment terms.
The use of CANPLA leave cannot result in the loss of any employment benefits that accrued prior to the start of an employee's leave.

5.01 Equal Employment Opportunity

[Company Name] is an Equal Employment Opportunity Employer and does not discriminate on the basis of race, color, national origin, ancestry, sex (including pregnancy, childbirth, breastfeeding, and medical conditions related to pregnancy, childbirth or breastfeeding), gender, gender identity, and gender expression, religious creed, disability (mental and physical) including HIV and AIDS, medical condition (cancer and genetic characteristics), genetic information, age, marital status, sexual orientation, military and veteran status, denial of family and medical care leave, or any other characteristic protected by federal, state or local law.

This policy applies to all aspects of employment, including recruitment, hiring, placement, promotion, transfer, training, compensation, benefits, employee activities, and general treatment during employment.
[Company Name] will endeavor to make a reasonable accommodation to the known physical or mental limitations of qualified employees with disabilities unless the accommodation would impose an undue hardship on the operation of the business. If you need assistance to perform your job duties because of a physical or mental condition, please let your Supervisor know.

[Company Name] will endeavor to accommodate the sincere religious beliefs of its employees to the extent such accommodation does not pose an undue hardship on the business's operations. If you wish to request such an accommodation, please speak to your Supervisor.

Any employees with questions or concerns about equal employment opportunities in the workplace are encouraged to bring these issues to the attention of their Supervisor. [Company Name] will not allow any form of retaliation against individuals who raise issues of equal employment opportunity.

To ensure our workplace is free of artificial barriers, violation of this policy will lead to discipline, up to and including discharge.

5.02 Harassment, Discrimination, and Retaliation Prevention

Harassment

[Company Name] prohibits all forms of harassment, including but not limited to:
· Verbal harassment, such as offensive jokes, comments, or name-calling
· Physical harassment, such as unwanted touching or gestures
· Visual harassment, such as displaying offensive posters or cartoons
· Environmental harassment, such as creating a hostile work environment through offensive noises or smells

Discrimination

[Company Name] prohibits all forms of discrimination, including but not limited to:
· Hiring, firing, or promoting someone based on their protected class
· Assigning someone to a less desirable job or position based on their protected class
· Denying someone a promotion or raise based on their protected class
· Creating a hostile work environment based on someone's protected class

Retaliation

[Company Name] prohibits retaliation against anyone who reports or participates in an investigation of harassment or discrimination. Retaliation can take many forms, such as:
· Demoting or firing someone
· Giving someone a negative performance review
· Denying someone a promotion or raise
· Creating a hostile work environment

Reporting Harassment or Discrimination

If you experience harassment or discrimination, you should report it to your supervisor, Human Resources, or another trusted manager. You can also report it anonymously.
[Company Name] will take all reports of harassment or discrimination seriously and will investigate them promptly. If the investigation finds that harassment or discrimination has occurred, [Company Name] will take appropriate disciplinary action, up to and including termination of employment.

Complaint Procedure

If you believe you have been harassed or discriminated against, you may file a complaint with [Company Name] by following these steps:
1. Contact Human Resources or your supervisor and explain what happened.
2. You will be asked to provide a written statement of your complaint.
3. [Company Name] will investigate your complaint and take appropriate action.

You may also file a complaint with the Equal Employment Opportunity Commission (EEOC). The EEOC is a federal agency that enforces anti-discrimination laws. You can file a complaint with the EEOC online or by mail.

Enforcement

[Company Name] is committed to enforcing its anti-harassment and anti-discrimination policies. Any employee who violates these policies will be subject to disciplinary action, up to and including termination of employment.

Training

[Company Name] will provide all employees with training on its anti-harassment and anti-discrimination policies. This training will be provided at least once every two years.

5.03 Workplace Violence

[Company Name] is committed to providing a safe and secure workplace for all employees. We have a zero-tolerance policy for workplace violence, which includes any act of physical or verbal aggression or intimidation that creates a hostile or threatening work environment.

Prohibited Conduct

The following are examples of prohibited conduct under our workplace violence policy:
· Threats, threats of violence, or any other act of aggression or violence against an employee, customer, vendor, or other third-party
· Harassment or intimidation of any kind, including verbal abuse, bullying, stalking, or unwanted physical contact
· Carrying or possessing weapons of any kind on [Company Name] premises
· Damaging or destroying property
· Creating a hostile or threatening work environment

Reporting a Threat

If you witness or experience any act of workplace violence, you are encouraged to report it immediately to your supervisor or to Human Resources. You may also report a threat to the police.

Investigation and Action

All reports of workplace violence will be investigated promptly and thoroughly. Depending on the circumstances, the investigation may include interviews with witnesses, review of security footage, and collection of other evidence.

If the investigation finds that a violation of our workplace violence policy has occurred, appropriate disciplinary action will be taken, up to and including termination of employment.

Retaliation

No employee will be retaliated against for reporting a threat of workplace violence in good faith. Retaliation can take many forms, including but not limited to:
· Demoting or transferring the employee
· Denying the employee a promotion or raise
· Giving the employee a negative performance review
· Creating a hostile work environment for the employee

If you believe that you have been retaliated against for reporting a threat of workplace violence, you should contact Human Resources immediately.

Prevention

In addition to taking disciplinary action against employees who violate our workplace violence policy, we also take steps to prevent violence from occurring in the first place. These steps include:
· Providing employees with training on workplace violence prevention
· Creating a culture of open communication and respect in the workplace
· Implementing security measures, such as security cameras and door alarms

We believe that by taking these steps, we can create a safe and secure workplace for all employees.

5.04 Workplace Conduct

[Company Name] strives to maintain a positive and professional work environment where all employees feel respected and valued. To that end, we expect all employees to adhere to the following standards of conduct:
· Be honest and trustworthy.
· Treat others with respect, regardless of their position, race, religion, gender, sexual orientation, disability, or any other characteristic.
· Be mindful of your language and actions and avoid any conduct that could be considered offensive or discriminatory.
· Comply with all company policies and procedures.
· Be responsible for your own actions and behavior.

Unacceptable Conduct

The following are examples of unacceptable conduct that may result in disciplinary action, up to and including termination of employment:
1. Obtaining employment on the basis of false or misleading information.
2. Stealing, removing, or defacing [Company Name] property or a co-worker's property, and/or disclosure of confidential information.
3. Completing another employee's time records without prior approval.
4. Violation of safety rules and policies.
5. Fighting, threatening, or disrupting the work of others or other violations of [Company Name]'s Workplace Violence Policy.
6. Failure to follow lawful instructions of a supervisor.
7. Failure to perform assigned job duties.
8. Violation of the Punctuality and Attendance Policy, including but not limited to irregular attendance, habitual lateness, or unexcused absences.
9. Gambling on [Company Name] property.
10. Willful or careless destruction or damage to [Company Name] assets or to the equipment or possessions of another employee.
11. Wasting work materials.
12. Performing work of a personal nature during working time.
13. Violation of the Solicitation and Distribution Policy.
14. Violation of [Company Name]'s Harassment or Equal Employment Opportunity Policies.
15. Violation of the Communication and Computer Systems Policy.
16. Unsatisfactory job performance.
17. The unlawful or unauthorized use, abuse, solicitation, distribution, theft, possession, transfer, purchase, or sale of drugs, drug paraphernalia, or alcohol by an individual anywhere on [Company Name] premises, while on [Company Name] business (whether or not on [Company Name] premises) or while representing [Company Name] or reporting to work or remaining on duty after using drugs or alcohol in any amount that adversely affects the employee's ability to perform the functions of the job.
18. Any other violation of [Company Name] policy.

Disciplinary Action

The severity of the disciplinary action will depend on the specific circumstances of the violation. Possible disciplinary actions include, but are not limited to:
· Verbal warning.
· Written warning.
· Suspension without pay.
· Termination of employment.

Reporting Unacceptable Conduct

If you witness or are the victim of unacceptable conduct, you are encouraged to report it to your supervisor or to Human Resources. All reports will be investigated promptly and confidentially.

5.05 Punctuality and Attendance

· Punctuality and regular attendance are essential responsibilities of all employees at [Company Name]. Employees are expected to report to work on time and be prepared to start working. Employees are also expected to remain at work for their entire work schedule.
· Late arrivals, early departures, or other absences from scheduled hours are disruptive and must be avoided.
· Unexcused absences or tardiness will result in disciplinary action, up to and including termination of employment.
· Employees are expected to notify their Supervisor as early as possible, but no later than the start of their workday, if they are unable to report to work. Asking another employee, friend, or relative to give this notice is improper and constitutes grounds for disciplinary action.
· Employees who are absent for three consecutive workdays without providing notice will be considered to have voluntarily resigned from their employment.

5.06 Use of the Internet and Social Media

· [Company Name]'s Internet and computer systems are intended primarily for business purposes and are provided to assist employees in obtaining work-related data and technology.
· Employees are prohibited from using [Company Name]'s Internet and computer systems for personal use, including but not limited to:
· Social media
· Shopping
· Online gaming
· Streaming movies or music
· Personal email
· Employees are also prohibited from using [Company Name]'s Internet and computer systems 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.
· Unauthorized duplication of copyrighted computer software violates the law and is strictly prohibited.
· Abuse of the Internet access provided by [Company Name] in violation of law or policy will result in disciplinary action, up to and including termination of employment. Employees may also be held personally liable for any violations of this policy.

Personal Mail

· All mail delivered to [Company Name] is presumed to be related to the business. Mail sent to you at [Company Name] may be opened by [Company Name] when considered necessary to do so. If you do not wish to have your correspondence handled in this manner, please have it delivered to your home.

Portable Communication Device Use While Driving

· Employees who drive in [Company Name] business must abide by all state or local laws prohibiting or limiting PCD (cell phone or personal digital assistant) use while driving. Texting and e-mailing while driving is prohibited in all circumstances.
· 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.
· 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.
· Under no circumstances should employees feel that they need to place themselves at risk to fulfill business needs.

5.07 Inspections

[Company Name] reserves the right to require employees while on [Company Name] property, on designated school property and work areas, to agree to the inspection of their persons, personal possessions and property, and personal vehicles parked on [Company Name] or designated school property, and work areas. This includes lockers, vehicles, desks, cabinet workstations, packages, handbags, briefcases, and other personal possessions or places of concealment, as well as personal mail sent to [Company Name] or to its work area. Employees are expected to cooperate in the conduct of any search or inspection.

5.08 Smoking

Smoking, including the use of e-cigarettes, is prohibited on [Company Name] premises and in all [Company Name] vehicles.

5.09 Personal Visits and Telephone Calls

Disruptions during working time can lead to errors and delays. Therefore, we ask that personal telephone usage, including texts, calls, social media, etc., be kept to a minimum, and only be made or received after working time, or during lunch or break time.

5.10 Solicitation and Distribution

To avoid distractions, solicitation by an employee of another employee is prohibited while either employee is on working time. "Working time" is the time an employee is engaged or should be engaged, in performing his/her work tasks for [Company Name]. Solicitation of any kind by non-employees on [Company Name] premises is prohibited at all times.
Distribution of advertising material, handbills, and printed or written literature of any kind in working areas of the [Company Name] is prohibited at all times. Distribution of literature by non-employees on [Company Name] premises is prohibited at all times.

5.11 Bulletin Boards

Important notices and items of general interest are continually posted on our bulletin board. Make it a practice to review it frequently. This will assist you in keeping up with what is current at [Company Name]. To avoid confusion, please do not post or remove any material from the bulletin board.

5.12 Confidential Organization Information

During the course of work, an employee may become aware of confidential information about [Company Name]'s business, including but not limited to information regarding [Company Name] finances, pricing, products and new product development, software and computer programs, marketing strategies, suppliers, customers, donors, grantors, and potential customers. An employee also may become aware of similar confidential information belonging to the [Company Name]'s stakeholders. It is extremely important that all such information remain confidential, and particularly not be disclosed to our competitors. Any employee who improperly copies, removes (whether physically or electronically), uses, or discloses confidential information to anyone outside of the [Company Name] may be subject to disciplinary action up to and including termination. Employees may be required to sign an agreement reiterating these obligations.

5.13 Conflict of Interest and Business Ethics

Purpose

The purpose of this policy is to ensure that [Company Name]'s employees avoid any conflict between their personal interests and those of the company. This policy is intended to protect the company's honesty, integrity, and reputation.

Policy

No employee shall have, or appear to have, any personal interests or relationships that actually or potentially conflict with the best interests of [Company Name]. This includes, but is not limited to:

· Holding an interest in or accepting free or discounted goods from any organization that does, or is seeking to do, business with [Company Name], by any employee who is in a position to directly or indirectly influence either the company's decision to do business or the terms upon which business would be done with such organization.
· Holding any interest in an organization that competes with [Company Name].
· Being employed by (including as a consultant) or serving on the board of any organization that does, or is seeking to do, business with [Company Name] or which competes with [Company Name].
· Profiting personally, e.g., through commissions, loans, expense reimbursements, or other payments, from any organization seeking to do business with [Company Name].

A conflict of interest would also exist when a member of an employee's immediate family is involved in situations such as those above.

Disclosure

It is the responsibility of every employee to report to their supervisor any actual or potential conflict that may exist between them (and their immediate family) and [Company Name].
Resolution of Conflicts
If a conflict of interest is discovered, the employee and their supervisor will work together to resolve the conflict in a way that is fair to both parties and does not harm [Company Name]. In some cases, this may mean that the employee will need to change their outside employment or other activities.

Outside Employment

[Company Name] requires that employees disclose outside employment to their supervisor at the time of hire or prior to entering into the second job. The supervisor will then assess whether the outside employment will have a deleterious effect on the employee's functioning and health. If the supervisor believes that the outside employment will not have a negative impact, then they may enter into an agreement with the employee regarding the outside employment. However, if the hours are excessive or are noticeably affecting the employee's work, mental acuity, mood, or demeanor, then the supervisor may discuss with the employee the advisability of continuing to work at [Company Name].
Employees who have financial issues that force them to seek additional income should address such issues with their supervisor. Both should work together on a solution that does not compromise the employee's ability to function at [Company Name].

5.15 Use of Facilities, Equipment, and Property, Including Intellectual Property

· Employees are expected to use facilities, equipment, and property in a safe and responsible manner.
· Employees are responsible for the care and maintenance of equipment and property assigned to them.
· Employees are prohibited from unauthorized use of the Organization's intellectual property.
· Improper, careless, negligent, destructive, or unsafe use or operation of equipment can result in discipline, up to and including discharge.
· The Organization is not responsible for any damage to employees' personal belongings unless the employee's Supervisor provides advance written approval for the employee to bring the personal property to work.

5.16 Health and Safety

· The health and safety of employees and others on Organization property are of critical concern to [Company Name].
· [Company Name] intends to comply with all health and safety laws applicable to the Organization.
· 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 the Organization's premises, or in a product, facility, piece of equipment, process, or business practice for which the Organization is responsible should be brought to the attention of management immediately.
· Periodically, [Company Name] may issue rules and guidelines governing workplace safety and health. The Organization 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.

5.17 Employee Relationships

· [Company Name] is committed to maintaining a professional workplace environment.
· Supervisors and employees are strongly discouraged from forming romantic or sexual relationships within the workplace.
· If you are unsure of the appropriateness of an interaction with another employee of [Company Name], contact your immediate Supervisor for guidance.

5.18 Publicity/Statements to the Media

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

5.19 Retention and Destruction of Documents Policy

[Company Name] is committed to maintaining accurate and complete records in accordance with all applicable federal, state, and local laws and regulations. 

This policy outlines the procedures for the retention and destruction of documents.
· Retention: All documents must be retained for a period of time that is determined by the applicable law or regulation. For example, tax records must be retained for 7 years, and employment records must be retained for 3 years.
· Destruction: Documents may be destroyed only after the retention period has expired. Documents must be destroyed in a secure manner that prevents unauthorized access to the information.

The following procedures must be followed when destroying documents:
· The documents must be shredded by a professional document destruction company.
· A certificate of destruction must be issued by the document destruction company.
· The certificate of destruction must be retained for a period of 3 years.

5.20 Whistleblower Policy

[Company Name] has a zero-tolerance policy for retaliation against employees who report suspected violations of law, regulation, or policy. Employees who report suspected violations in good faith are protected from retaliation, which includes any adverse action, such as termination, demotion, or suspension.

Employees who wish to report a suspected violation may do so to any member of management, including their supervisor, the human resources department, or the CEO. Reports may be made in person, in writing, or by phone.

All reports will be investigated promptly and thoroughly. If a violation is found to have occurred, appropriate corrective action will be taken.

Employees who believe that they have been retaliated against for reporting a suspected violation may file a complaint with [Company Name]'s human resources department or with the Equal Employment Opportunity Commission (EEOC).

5.21 Operation of Vehicles

· Only authorized [Company Name] employees may drive [Company Name]-owned or leased vehicles in conducting [Company Name] business.
· Drivers must be at least 21 years of age, possess a current, valid driver's license, and have an acceptable driving record. Any change in license status or driving record must be reported to management immediately.
· A valid driver's license must be in your possession while operating a vehicle off or on [Company Name] property. It is the responsibility of every employee to drive safely and obey all traffic, vehicle safety, and parking laws or regulations. Drivers must demonstrate safe driving habits at all times.
· [Company Name]-owned or leased vehicles may be used only as authorized by management.
· Employees may not use personal vehicles to transport program participants.

5.22 References

· [Company Name] will respond to reference requests through the Human Resources Department.
· The [Company Name] will provide general information concerning the employee such as date of hire, date of separation, 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.

5.23 If You Must Leave Us

· If you decide to leave [Company Name], we ask that you provide your Supervisor with at least two (2) weeks advance notice of your departure. Your thoughtfulness will be appreciated.
· All [Company Name] property including, but not limited to keys, credit cards, laptop computers, printers, scanners, fax machines, etc. must be returned at separation. Employees also must return all of the [Company Name]'s Confidential Information upon separation.
· To the extent permitted by law, employees will be required to repay the [Company Name] for any lost or damaged [Company Name] property.
· As noted previously, all employees are employed at will and nothing in this handbook changes that status.

5.24 Exit Interview

· Employees who resign are requested to participate in an exit interview with Human Resources, if possible.

5.25 A Few Closing Words

This handbook is intended to provide you with a general overview of [Company Name]. The information in this handbook is general in nature and, should questions arise, you should consult with your Supervisor or Human Resources for complete details.

[Company Name] reserves the right to amend, add to, delete from, or modify the provisions of this handbook at any time, with or without notice.



[bookmark: _Toc144716533]6. General Handbook Acknowledgment


This Employee Handbook is an important document intended to help you become acquainted with [Company Name]. 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 the operations of [Company Name] 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 and sign below to indicate your receipt and acknowledgment of this 



Employee Handbook:

· I have received and read a copy of [Company Name]'s Employee Handbook.
· I understand that the policies, rules, and benefits described in it are subject to change at the sole discretion of [Company Name] at any time.
· I further understand that my employment is terminable at will, either by myself or [Company Name], 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 contract of employment other than "at will" has been expressed or implied and that no circumstances arising out of employment will alter "at will" status except in an individual case or generally in writing signed by the [Company Name]'s CEO.
· I understand that my signature below indicates that I have read and understand the above statements and that I have received a copy of [Company Name]'s Employee Handbook.


Employee's Printed Name: ____________________ Position: ___________________

Employee's Signature: _______________________ Date: ___________________

The signed original copy of this acknowledgment should be given to Human Resources - it will be filed in your personnel file.


[bookmark: _Toc144716534]Section 7. Acknowledgment of Harassment, Discrimination, and Retaliation Prevention Policy

The Organization firmly upholds a policy against both intentional and unintentional harassment, discrimination, and retaliation against any individual based on protected classifications as defined by applicable federal, state, or local laws. These protected classifications encompass but are not limited to, actual or perceived attributes such as race, color, national origin, ancestry, sex (including considerations related to pregnancy, childbirth, breastfeeding, and related medical conditions), gender, gender identity, gender expression, religious creed, disability (both mental and physical, including HIV and AIDS), medical condition (including cancer and genetic characteristics), genetic information, age, marital status, sexual orientation, military and veteran status, and denial of family and medical care leave.

It is important to note that this policy addresses a broad range of behaviors that may be deemed inappropriate, even if they do not necessarily violate the law. Therefore, any violation of this policy may result in disciplinary action, irrespective of its legal implications.

Sexual Harassment The Organization also strictly prohibits any form of harassment based on sex or gender, whether it originates from a Supervisor, fellow employee, customer, or vendor. While it may be challenging to precisely define what constitutes sexual harassment, examples of unacceptable conduct include actions outlined under "other harassment" below, as well as unwelcome sexual advances, requests for sexual favors, obscene gestures, the display of sexually explicit materials, such as magazines, calendars, or posters, sending sexually explicit emails or text messages, and other verbal or physical behaviors of a sexual nature. Improper conduct can also encompass sexual joking, vulgar or offensive conversations or jokes, comments about an employee's physical appearance, discussions about one's own or someone else's personal sex life, or teasing and conduct directed at an individual based on their gender, which is severe or pervasive enough to create an unprofessional and hostile work environment. Such behavior is unacceptable within the workplace and in any work-related settings, including business trips and business-related social functions, regardless of the source - be it a Supervisor, coworker, participant, vendor, or any other third party.

Other Harassment:
Harassment, as defined within this policy, encompasses unwelcome verbal, visual, or physical conduct that results in an intimidating, offensive, or hostile work environment that hampers work performance. Harassment can take various forms, including verbal (such as slurs, jokes, insults, epithets, gestures, or teasing), graphic (including offensive materials like posters, symbols, cartoons, drawings, computer displays, or emails), or physical behavior (including physical threats or obstruction of an individual's path) that demonstrates aversion or hostility towards an individual based on any protected characteristic.

Reporting Procedures:
The following procedures are in place to ensure a respectful, professional, and discrimination-free work environment at the Organization, which includes preventing harassment and retaliation, including sexual harassment. If you believe you have experienced conduct that violates this policy, promptly report the matter to your immediate Supervisor. If, for any reason, you cannot contact your Supervisor or if you do not receive a satisfactory response within five (5) business days after reporting an incident that you perceive as a violation of this policy, please reach out to your second-level Supervisor.

Note: If your Supervisor or next-level Supervisor is the subject of your complaint, contact any higher-level Supervisor within your reporting chain.

Every Supervisor who becomes aware of an employee's concerns regarding conduct that violates this policy, whether through a formal complaint or informally, must immediately report these concerns to their manager. If the Supervisor in question is the subject of the complaint, they should contact any higher-level Supervisor within their reporting chain.

Investigation Procedures, Corrective Action, and Protection Against Retaliation:
Upon receiving a complaint, the Organization will conduct a prompt, impartial, and comprehensive investigation into any alleged violation of this policy. While every effort will be made to keep all complaints confidential, complete confidentiality cannot be guaranteed. The Organization has a compelling interest in safeguarding the integrity of its investigations and may, in some cases, determine that maintaining strict confidentiality is necessary to meet these objectives.

As part of the investigation process, the Organization will generally:

· Interview the complainant, the accused, and any necessary witnesses, allowing each to provide input.
· Document the findings related to the complaint.
· The document recommended follow-up actions and remedies if warranted.
· Inform the complainant of the Organization's findings.

All employees are required to cooperate fully with investigations conducted under this policy.

The Organization will determine whether a violation of this policy has occurred based on a reasonable evaluation of the information and the credibility of witnesses gathered during the investigation. Upon completion of the investigation, the Organization will take corrective actions against any individual found to have engaged in conduct that violates this policy, as deemed necessary by the Organization. These actions may include, but are not limited to, counseling, suspension, or immediate termination. Every person, regardless of their title or position, found to have violated this policy will be subject to disciplinary measures, up to and including termination.

Furthermore, the Organization prohibits and will not tolerate any form of retaliation against individuals who, in good faith, report unwelcome conduct, pursue any such claim, or cooperate in investigations in accordance with this policy. If you believe someone has violated this no-retaliation policy, promptly bring the matter to the attention of your Supervisor. If, for any reason, you cannot contact your Supervisor or if you do not receive a satisfactory response within five (5) business days after reporting an incident that you perceive as a violation of this policy, contact your second-level Supervisor. If your Supervisor or next-level Supervisor is the subject of your complaint, contact any higher-level Supervisor within your reporting chain.

Anyone found, regardless of their position or title, to have engaged in conduct that violates this policy regarding retaliation will be subject to discipline, up to and including termination.

I have read and I understand Wahupa's Harassment, Discrimination, and Retaliation Prevention Policy, including the following:
· Harassment is unwelcome conduct that is based on a protected characteristic, such as race, color, religion, sex, national origin, age, disability, or genetic information. It can be verbal, physical, or visual.
· Discrimination is treating someone differently because of a protected characteristic. This can include denying someone a job, a promotion, or a raise, or creating a hostile work environment.
· Retaliation is taking adverse action against someone because they have opposed or reported harassment or discrimination.

I understand that I have the right to file a complaint of harassment, discrimination, or retaliation with Wahupa. I also understand that I have the right to file a complaint with the Equal Employment Opportunity Commission (EEOC).

Employee's Printed Name: ____________________ Position: ___________________

Employee's Signature: _______________________ Date: ___________________

The signed original copy of this receipt should be given to management - it will be filed in your personnel file.

