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PURPOSE 

This Employee Handbook has been prepared to convey to employees of CLICKIT RV, LLC. (the 

“Company”) our philosophy of doing business and our employment practices.  The Company 

hopes that putting its policies in writing will improve communication with employees.  You are 

asked to read this Handbook carefully and understand its contents, refer to it first in case of any 

questions and review any points that are still unclear with your supervisor or management.  The 

Company believes our people are the most important asset of this Company.  We respect and 

acknowledge individual professional achievement and contribution. 

AT WILL - EMPLOYMENT 

This Handbook does not alter the at-will nature of employees’ employment with the Company.  

Employees and the Company may terminate their employment relationship at any time, with or 

without cause and with or without notice. The contents of this Handbook shall not constitute nor 

be construed as a promise of employment or as a contract between the Company and any of its 

employees and does not promise specific treatment in specific situations.  The Handbook is a 

summary of our policies, which are presented here only as a matter of information.  Exceptions 

may be made to the written the Company policies by Partners of the Company only.  Exceptions 

are made at Partner’s sole discretion.     

CLASSIFICATIONS OF EMPLOYEES 

Employee: A person who regularly works for the Company on an hourly or salary basis.  

Employees may include exempt, non-exempt, regular full-time, regular part-time, and temporary 

persons, and others employed with the Company who are subject to the control and direction of 

the Company in the performance of their duties. Note: No employee status should be interpreted 

as guaranteed or permanent. 

Exempt: Any salaried employees whose positions meet specific criteria established by state and 

federal laws and who are exempt from overtime pay and recordkeeping requirements. This 

includes commissioned employees.  

Non-exempt: Employees who are paid by the hour whose positions do not meet state or federal 

exemption requirements criteria and who are paid overtime at one and one-half their regular rate 

of pay for hours worked in excess of 40 hours per work week. Such employees are further 

covered by minimum wage and recordkeeping requirements.  

Regular full-time: Employees who have completed the 90 day probationary period and who are 

regularly scheduled to work 40 or more hours per week.  Generally, regular full-time employees 

are eligible for the Company’s benefit package, subject to the terms, conditions, and limitations 

of each benefit program.   

Regular part-time: Employees who have completed the 90 day probationary period and who 

are regularly scheduled to work less than 40 hours per week.  Regular part-time employees are 

eligible for limited benefits sponsored by the Company, subject to the terms, conditions, 

limitations of each benefit program and management’s discretion. 
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Temporary (full-time or part-time): Those employees whose performance is being evaluated 

to determine whether further employment in a specific position or with the Company is 

appropriate or individuals who are hired as interim replacements to assist in the completion of a 

specific project or for vacation relief.  Employment beyond any initially stated period does not in 

any way imply a change in employment status.  Temporary employees retain that status until 

they are notified of a change.  A temporary employee may be transferred to regular status in 

circumstances where a position, initially considered temporary, is reclassified as full time.  At 

the time of the reclassification, the employee becomes eligible for participation in all benefits 

unless limited by the terms of the specific benefit plan.   

CHANGES IN POLICY 

Our business is subject to change, and we reserve the right to interpret, change, suspend, cancel, 

or dispute with or without notice all or any part of our policies, procedures, and benefits at any 

time.  We will notify all employees of these changes.  Changes will be effective on the dates 

determined by the Company, and after those dates all superseded policies will be null. 

No individual supervisor or manager has the authority to change policies at any time.  If you are 

uncertain about any policy or procedure, speak with your direct supervisor. 

COMPLIANCE WITH LABOR LAW 

The Company is subject to certain federal and state employment laws.  

Labor laws are continually added and revised on an ongoing basis.  Should any statements made 

in this Handbook be in conflict with any law or regulation, that part of the Handbook will be 

considered void and the requirements of the law will be followed.  However, all other parts of 

this Handbook will continue to fully apply.   

The Company employs only United States citizens and those non-U.S. citizens authorized to 

work in the United States in compliance with the Immigration Reform and Control Act of 1986.   

Each new employee, as a condition of employment, must complete the Employment Eligibility 

Verification Form I-9 and present documentation establishing identity and employment 

eligibility.  Former employees who are rehired must also complete the form if they have not 

completed an I-9 with the Company within the past three years or if their previous I-9 is no 

longer retained or valid. All new hires and/or terminations will be reported to the Department of 

Social and Health Services (DSHS). 

Each new employee and/or former employees who are rehired will be provided an Affordable 

Health Care Act notification. 

EMPLOYMENT APPLICATIONS & HIRING 

Management relies upon the accuracy of information contained in the employment application 

and the accuracy of other data presented throughout the hiring process and employment.  Any 

misrepresentations, falsifications, or omissions in any of this information or data may result in 

exclusion of the individual from further consideration for employment or, if the person has been 

hired, termination of employment. 
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Employee References  

References given to the Company with an application for employment may be checked.  The 

applicant must clearly indicate if any references should not be contacted until after an offer of 

employment has been made.   

Employment Eligibility  

Like all employers, the Company is required under the federal Immigration Reform & Control 

Act to positively establish the identity of job applicants and to confirm that they have the legal 

right to work in the United States. You are responsible for obtaining and providing the necessary 

documents if asked.  Fraud or misrepresentation by any applicant hired by the Company is cause 

for immediate termination of employment. 

Background Check  

The Company may conduct background checks at its sole discretion on newly or recently hired 

employees.  Background checks may include, but are not limited to confirmation of past 

employment and experience, criminal history, and verification of educational claims.  Results of 

a background check may be discussed with the employee, but otherwise will be kept strictly 

confidential. 

In the event an employee is convicted of a crime, the employee must notify management 

immediately. Due to certain legal regulations as well as the Company’s policies, employees 

convicted of a crime may be subject to immediate termination.  

Probationary Period for New Employees  

The Company recognizes a probationary period for a newly hired employee that lasts 90 days 

from date of hire.  During this time, employees have the opportunity to evaluate the Company as 

a place to work and management has its first opportunity to evaluate the employee.  During this 

probationary period, and consistent with the “at will” policy, both the employee and the 

Company have the right to terminate employment without advance notice.  

The Company will make its best effort to conduct reviews to help the employee meet target 

performance before the probationary period expires. All employees, regardless of classification 

or length of service, are expected to meet and maintain the Company standards for job 

performance and behavior.  Conclusion of the probationary period does not change the at will 

nature of the employment relationship. 
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PERSONNEL FILES 

A personnel file is maintained on each employee.  Personnel files are the property of the 

Company and access to the information is restricted.  Employee records are kept confidential, 

particularly medical information.  Access to employee files is governed by the type of 

information and the requester’s need to know. 

Employee personnel files may include the following, but are not limited to: job application, job 

description, résumé, records of participation in training events, salary history, records of 

disciplinary action and documents related to employee performance reviews, coaching, and 

mentoring. 

Employees who wish to review their own personnel file should contact their supervisor.  With 

reasonable advance notice, the employee may review his/her personnel file in the Company’s 

office and in the presence of management. 

You are responsible for supplying up-to-date information for your file, including:  

 Change of address or phone number  

 Change in marital status, legal name or dependents  

 Change in beneficiary for the Company benefits  

 Emergency contact information               

An employee’s personnel data should be accurate and current at all times.    

The Company also maintains a medical file and a confidential file for each employee. These 

records are governed by privacy laws and HIPAA regulations. The information in these files is 

strictly confidential and access to these files is restricted to management. An employee may not 

have access to these files and must request review of a specific document in writing through HR.  

EMPLOYEE PERFORMANCE REVIEWS AND PLANNING SESSIONS 

Supervisors of the Company will make their best efforts to conduct performance reviews 

annually.  Supervisors may conduct informal performance reviews and planning sessions more 

often if they choose.   

Performance reviews and planning sessions are designed for the supervisor and employee to 

discuss his/her current job tasks, productivity, initiative, effort and industriousness, attitude and 

conduct, knowledge of the job and the Company, encourage and recognize attributes, and discuss 

positive, purposeful approaches for meeting work-related goals.  Together, employee and 

supervisor discuss ways in which the employee can accomplish goals or learn new skills.  The 

planning sessions are designed for the employee and his/her supervisor to make and agree on 

new goals, skills, and areas for improvement.   

The Company believes that compensation should be directly related to your performance.  As 

such, your performance review and planning sessions will have a direct effect on any changes in 

your compensation.  For this reason among others, it is important to prepare for these reviews 

carefully, and participate in them fully. 

Results of any performance review will be discussed with the employee and placed in the 

employee’s personnel file. 
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CONFIDENTIAL INFORMATION 

Employees may have access to and learn confidential and proprietary information about the 

Company, its products, services, pricing, finances, business plans, trade secrets and its 

customers.  Customers’ confidential information, includes, but is not limited to personal 

identification information and financial information. Employees are expected to keep such 

information confidential and not disclose such information, either during or after employment, to 

any third party without prior written authorization from the employee’s supervisor.  For purposes 

of this rule, the Company does not define Confidential Information to include and, therefore, the 

Company does not seek to limit employees’ discussion of matters related to their terms and 

conditions of employment.  Violation of his confidentiality policy shall subject an employee to 

discipline, up to and including termination.  

FALSIFICATION OF DOCUMENTATION 

The Company will not tolerate the falsification of documents, including but not limited to, 

customer forms necessary to secure the financing of a vehicle. Violation of this policy will 

subject an employee to disciplinary action, up to and including termination.  

DAMAGE TO PROPERTY 

Any damage to the Company’s, customer’s, or co-worker’s property must be reported 

immediately to management. The Company will investigate the cause of the damage. If the 

damages are the result of an employee’s negligent of willful conduct, the employee will be 

subject to discipline, up to and including termination. 

STANDARDS OF CONDUCT 

The Company expects each employee to demonstrate unquestionable integrity and to contribute 

to the quality and reliability of the Company’s products and services within the scope of his or 

her job responsibilities.  The Company also expects each employee to comply with the 

guidelines as set forth in this Handbook as well as any other policies or procedures 

communicated to the employee.  It is impossible to list every example of conduct or behavior 

that is unacceptable.  Generally, unethical, unlawful, unsafe, inefficient, or other conduct that is 

otherwise inconsistent with the Company’s rules and policies, or that violates state or federal law 

is unacceptable.  Failure to meet these standards may be the basis for a negative or delayed 

adjustment in compensation and/or disciplinary action up to and including discharge.  

The Company may issue disciplinary action, up to and including discharge, for workplace 

misconduct, including for any of the examples listed below.  This list is illustrative only, and 

does not identify every potential type of workplace misconduct for which an employee may 

receive discipline up to and including termination. 

• Insubordination, failure or refusal to carry out job assignments and management 

directives 

• Unauthorized release of confidential or proprietary information or trade secrets 

• Using vulgar or profane language towards co-workers, supervisors, managers, or 

customers 

• Falsification of any work, personnel, or other the Company records 
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• Unauthorized taking or removal of employer or co-worker funds or property, or 

unauthorized charges to one of our accounts 

• Dishonesty 

• Discrimination against or harassment of co-workers, supervisors, managers or 

customers 

• Possession, consumption, sale, or being under any influence of alcohol, marijuana, or 

illegal drugs while at work or on work premises 

• Deliberate or negligent damage to the Company property or that of co-workers, 

supervisors, managers, or customers 

• Fighting with or threatening a co-worker, supervisor, manager, or customer 

• Unacceptable or below-standard job performance 

• Excessive or recurring absenteeism, tardiness, or failure to report in when absent or 

late for work 

• Sleeping on the job 

• Theft 

• Misuse of the Company property 

• Violation of any policy contained in this Handbook or any other the Company policy 

or procedure communicated to employees 

Employment Termination 

Termination of employment is an inevitable part of personnel activity within any organization, 

and many of the reasons for termination are routine.  Below are a few examples of some of the 

most common circumstances under which employment is terminated: 

 Resignation – voluntary employment termination initiated by an employee 

 Termination – involuntary employment termination initiated by the Company 

 Layoff – involuntary employment termination initiated by the Company for non-

disciplinary reasons. 

Since employment with the Company is based on mutual consent, both the employee and the 

Company have the right to terminate employment at will, with or without cause. 

Any employee whose employment with the Company ends shall return all files, records, keys, 

dealer plates, uniforms and any other materials that are property of the Company Should the 

employee have any outstanding financial obligations at the time final paycheck is delivered, the 

Company may pursue collection within the limits of applicable laws.  

Voluntary Resignation  

Employees of the Company are free to leave the Company at any time.  When a non-exempt 

employee intends to terminate his/her employment with the Company, he/she should give the 

Company at least two (2) weeks written notice.  Exempt employees should give at least three (3) 

weeks written notice.  At the Company’s sole discretion, upon receipt of notification, the 

Company may elect to end the employee / employer relationship immediately.  
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HOURS WORKED & PAYROLL 

Overtime 

Occasionally some overtime may be required of nonexempt employees.  Working assigned 

overtime is an important part of each nonexempt employee’s job responsibilities.  All overtime 

work must be authorized in writing in advance, unless due to an emergency, by a supervisor.  

Nonexempt employees must record all overtime worked. Failure to receive authority can result in 

disciplinary action, up to and including termination.  The overtime rate is one-and one-half times 

the regular rate of pay for all hours actually worked over 40 hours in one week. Time that is paid, 

but not actually worked, like sick leave, vacation, PTO, or holidays, does not count as “hours 

worked” when computing overtime. 

Exempt employees are expected to work whatever hours are necessary to complete their work.  

They do not receive overtime compensation. 

Timekeeping 

Employees are responsible to maintain accurate and complete records of all hours worked and 

time off.  All employees are required to complete time records with the provided electronic 

version of the time clock or by a manual timesheet if the time clock is not available or not 

functioning.  Employees may have their time corrected or changed by their manager or 

supervisor.  

Falsification of time records may result in discipline up to and including termination. 

Payroll Week  

The standard payroll week at the Company is from 12:00 AM Sunday to 11:59 PM Saturday.   

Paydays 

All non-exempt employees are paid semi-monthly on the 5
th

 and the 20
th 

of each month.  

Commissioned employees are paid on the 5
th

 of each month for commissioned earned the prior 

month and a draw will be paid on the 15
th

 of each month. Managers are paid on the 5
th

 of each 

month the base pay and/or minimum pay based upon their individual compensation plan and are 

paid bonuses on the 20
th

 of each month based on the prior month’s production. In the event that a 

regularly scheduled payday and/or the scheduled draw day falls on a holiday or a weekend day, 

employees will receive pay on the next day of operation.    

Payroll Deductions  

The Company complies with all legally required payroll deductions; such as, FICA (social 

security), Medicare, state income tax, etc…. The Company does not withhold or pay state taxes 

at this time on behalf of employees that do not live in Washington State.   The Company also 

complies with all garnishments and attachment orders issued by the courts. The Company has the 

right to deduct a portion of the Washington State Department of Labor and Industries premiums 

from each employee. At this time, the Company does in fact deduct this portion of the premium 

from all employees. 
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Other deductions may require an employee’s written authorization. Examples of additional 

deductions may include deductions for an employee’s portion of any insurance premiums; 

personal loans; personal purchases of business’s equipment; or medical, surgical, or hospital 

care. Please request a wage deduction for from management in advance. 

Payroll Errors  

The Company makes every effort to maintain accurate payroll records, but mistakes sometimes 

happen.  If you discover a payroll an error(s) (including hours worked) you are expected to 

report it to your supervisor or payroll administrator immediately.  Payroll errors that are the 

result of employee’s unreported or misreporting of time corrections after payroll or past the pay 

period cutoff, will be compensated the following pay date.  All post payroll corrections must be 

signed off by a manager.   

Payroll Advances 

Employees may request advances against pay before normal pay days in exceptional 

circumstances.  Any request for an advance can be denied; and where granted, is strictly at the 

Company's discretion. Any request for an advance must be agreed upon in writing and will 

include an authorization by one of the owners. The advance/draw will be deducted from the 

employee’s next paycheck, including final paychecks.   

 

Commissioned Employees 

For policies governing compensation of commissioned employees, including, but not limited to, 

when commissions are deemed “earned” employees should refer to the Commission/Pay 

Structure Policy which is separate from this Handbook.  

BENEFITS & LEAVE 

The Company offers a benefits program for its regular full-time / qualified employees. However, 

the existence of these programs does not signify that an employee will necessarily be employed 

for the required time necessary to qualify for the benefits included in and administered through 

these programs. 

Paid Holidays  

As of now, there is no paid holidays for regular full-time or regular part-time employees. 

Vacation Leave 

Paid vacation is available to regular full-time employees and is provided based on the following 

calculations on a “per compensated pay period” basis on the Employment Anniversary.   

Years of Service   Annual Accrual 

1 year or more   5 days 

3 years or more  10 days 

Employees do not earn vacation during any period of unpaid leave of absence or time off. 
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Vacation time off for foreseeable activities should be requested and approved at least four weeks 

in advance and approved by management.  Though the desires of employees may be considered 

in scheduling vacations, the scheduling of vacations will be based on the staffing and business 

needs of the Company.   

Earned but unused vacation will not carry over from one year to the next, however, unused 

vacation time may be paid out as a lump sum payment upon owner approval at the end of the 

employment year and not before this time.   

Upon termination for any reason, the employee will be not be paid his or her accrued vacation. 

 

Paid Sick Leave Policy  

You are entitled to accrue paid sick leave at one (1) hour of paid sick leave for every 40 hours 

you work. Exempt Managers may accrue and use up to 40 hours of accrued sick leave in a 

calendar year 

You may use this accrued paid sick leave for the following reasons (as outlined at RCW 

49.46.210(1)(b) and (c)):  

 To care for yourself or a family member including routine illness or necessary 

preventative care (“family member” defined in ( RCW49.46.210) )   

 When you or a family member is the victim of sexual assault, domestic violence, or 

stalking; and 

 In the event our business or your child’s school or place of care is closed by order of a 

public official for any health-related reason. 

 

The Company paid sick leave accrual year is January to December. Starting January 1, 2018, 

accrued, unused paid sick leave balances of 40 hours or less will be carried over to the following 

year.   Accrued, unused paid sick leave over 40 hours will not be carried over or available into 

the new accrual year.  You are eligible to use accrued paid sick leave beginning 90 calendar days 

after the start of your employment.   

Retaliation against you by the Company for using paid sick leave for authorized purposes under 

the following written company guidelines or for the exercise of any rights under the Minimum 

Wage Act (chapter 49.46 RCW), is prohibited.   

Rehire of an Employee Within 12 Months of Separation (WAC 296-128-690) 

 Employer must reinstate the employees previously accrued, unused paid sick leave, if an 

employee is rehired an employee within 12 months of separation. 

  Employer is not required to reinstate any hours of paid sick leave previously provided to 

the employee through financial or other reimbursement at the time of separation, as long 

as the value of the paid sick leave was paid at a rate that was at least equal to the 

employee's normal hourly compensation. 
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 Upon rehire, employer must provide notification to the employee of the amount of 

accrued, unused paid sick leave available for use by the employee. 

Reasonable Notice for the Use of Paid Sick Leave  

Employee must provide reasonable notice of an absence from work for the use of qualified paid 

sick leave for all reason allowed by law.    An employee must give advance written notice to 

Human Resources and their direct Manager as soon as possible for the foreseeable use of 

paid sick leave to address issues related to the employee or the employee’s family member being 

a victim of domestic violence, sexual assault, or stalking. 

If an employee’s absence is foreseeable, the employee must provide notice to Human Resources 

at least 10 days, or as early as practicable, before the first day paid sick leave is used. 

 

 Company requires all employees to submit written Employee Notice for Use of Paid Sick 

Leave  by email, website submission form, or written notice.   

 If possible, notification should include the expected duration of the absence. 

 

Reasonable Notice for Unforeseeable Use of Paid Sick Leave 

If an employee’s absence is unforeseeable, the employee must contact Human Resources and 

their direct Manager as soon as possible before the required start of their shift.  If possible, this 

notification should include the expected duration of the absence.     

 

Verification for Absences  (WAC 296-128-660) 

Verification may be required if an employee uses paid sick leave for 3 consecutive days or more 

for which the employee is required to work.  A medical release may be required to return to 

work.  Should an employee leave work without notice to seek medical attention, a medical 

release may also be required.  This verification can be provided through a healthcare provider or 

other verification allowed by law. 

 

Verification must be provided to the Company within 10 calendar days of the first day an 

employee used paid sick leave to care for themselves or a family member.  When an employee or 

the employee’s family member has been a victim of domestic violence, sexual assault, or 

stalking, verification will be required as law allows.   

 

In the event the Company, or the employee’s child’s school or place of care, is closed by order of 

a public official for any health-related reason, acceptable verification may be required.   

 

http://www.lni.wa.gov/rules/AO17/02/1702Proposal.pdf
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Unreasonable Burden or Expense for Verification  (WAC296-128-660(4)) 

If an employee believes that obtaining verification for use of paid sick leave would result in an 

unreasonable burden or expense on the employee, the employee must contact Human Resources 

in writing.   

The employee must indicate that the absence is for an authorized purpose, and explain why 

verification would result in an unreasonable burden or expense on the employee.   

 

Within 10 calendar days of receiving the employee’s request, Human Resources will work with 

the employee to identify an alternative for the employee to meet the verification requirement in a 

way that does not result in an unreasonable burden or expense. 

 

Payment of paid sick leave (WAC 296-128-680)  

 Unless verification for absences exceeding three days is required by an employer, the employer 

must pay paid sick leave to an employee no later than the payday for the pay period in which the 

paid sick leave was used by the employee. If verification is required by the employer, paid sick 

leave must be paid to the employee no later than the payday for the pay period during which 

verification is provided to the employer by the employee. 

Company may choose not to pay an employee for paid sick leave taken for such absences until 

verification is provided.  An employee has the right to contact Human Resources if the 

employee believes the proposed alternative still results in an unreasonable burden or expense.  

If an employee is not satisfied with the company alternatives, they may consult with the 

Washington State Department of Labor & Industries.  

Medical Leave 

Employees who need time off from work due to their own serious illness or injury may be 

granted medical leave.  The leave may be unpaid unless otherwise covered under the allowance 

under the Paid Family and Medical Leave laws. Employee may use available vacation and sick 

leave (which must be used during this leave).  Where the employee’s condition qualifies as a 

disability, this policy will be administered according to general principles of reasonable 

accommodation.  Employees should contact management with questions about medical leave. 

Maternity/Disability Leave  

All permanent qualified employees are entitled to leave for the actual period of disability 

associated with pregnancy and childbirth.  The leave is unpaid unless the employee has available 

vacation and sick leave (which must be used during this leave) or qualifies for Paid Family 

Medical Leave. This policy will be administered according to any applicable state and federal 

law.  Employees should contact management with questions about these available leave benefits. 
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Pregnancy Accommodations 
If a pregnant employee works for an employer with 15 employees or more, she has the right to 

the following accommodations: 

 Providing frequent, longer, or flexible restroom breaks; 

 Modifying a no food or drink policy; 

 Providing seating or allowing the employee to sit more frequently; and 

 Limiting lifting to 17 pounds or less. 

Employer may not ask for written certification from a healthcare professional for the 

accommodations above. 

 

In addition, a pregnant employee may have rights to other workplace accommodation(s), as long 

as there is no significant difficulty or expense to the employer. These are: 

 

 Job restructuring, including modifying a work schedule, job reassignment, changing a 

work station, or providing equipment; 

 Providing a temporary transfer to a less strenuous or hazardous position; 

 Scheduling flexibility for prenatal visits; 

 Providing any further accommodations the employee may need. 

 Employers may request written certification from a health care professional regarding the 

need for these accommodations, or for restrictions on lifting less than 17 pounds.  

 

 

Washington State Family Care Act  

 Employees with paid leave available (sick leave, vacation leave, and holiday) can use the 

leave to care for sick family members with a serious health condition: spouse, state-

registered domestic partner, child, parent, parent-in-law or grandparent 

 Employees with paid leave available can use the leave to care for a child under the age of 

18 with a routine childhood illness or necessary preventative care; also for disability of an 

adult child.  

 Employees with paid leave available can use the leave for short-term care of a pregnant 

spouse or state-registered domestic partner during or after child birth, as needed. 

 

Washington State Domestic Violence, Sexual Assault, & Stalking Leave Law  

 Provides victims of domestic violence, sexual assault or stalking to take reasonable leave 

from work for legal or law-enforcement assistance, medical treatment and counselling.  

 Family members may also take reasonable leave to help a victim obtain needed treatment 

or services. 

 Family member includes child, spouse, parent, parent-in-law, grandparent or person the 

employee is dating. 
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 Leave is unpaid; however paid leave (vacation leave and holiday) that has been accrued 

will be used and will run concurrently with allowed leave. 

 Leave may be taken in blocks or intermittently. 

 Employees must give advance notice to their supervisor, when possible, but in the event 

of an emergency, no later than the end of the first day the employee takes the leave. 

The Company may require written verification to support the need for the leave, which can take 

the form of a police report, court documents, the employee’s own written statement, or a written 

statement from a medical provider, attorney, or clergy, as provided under the statute.  

Paid Family and Medical Leave Overview 

Paid Family and Medical Leave is a mandatory statewide insurance program that will provide 

almost every Washington employee with paid time off to give or receive care. If you qualify, this 

program will allow you to take up to 12 weeks, as needed, if you:  

• Welcome a child into your family (through birth, adoption or foster placement) 

• Experience a serious illness or injury  

• Need to care for a seriously ill or injured relative  

• Need time to prepare for a family member’s pre- and post-deployment activities, as well as 

time for childcare issues related to a family member’s military deployment.  

For specifics on military-connected paid leave, visit 

www.dol.gov/whd/regs/compliance/whdfs28mc.pdf  

If you face multiple events in a year, you might be eligible to receive up to 16 weeks, and up to 

18 weeks if you experience a serious health condition during pregnancy that results in incapacity. 

 

Payment of premiums  

The program is funded by premiums paid by both employees and employers and will be 

administered by the Employment Security Department (ESD). Premium collection started on 

Jan. 1, 2019. In 2019, the premium is 0.4 percent of wages. Employers can either pay the full 

premium or withhold a portion of the premium from their employees. Employers who choose to 

withhold premiums from their employees may withhold up to about 63 percent of the total 

premium, or $2.44 per week for an employee making $50,000 annually. The employer is 

responsible for paying the other 37 percent. Businesses with fewer than 50 employees are 

exempt from the employer portion of the premium but must still collect or opt to pay the 

employee portion of the premium. Premium collection began Jan. 1, 2019. Employer will 

calculate and withhold premiums from your paycheck and send both your share and theirs to 

ESD on a quarterly basis. 

 

 

 

 

http://www.dol.gov/whd/regs/compliance/whdfs28mc.pdf
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Taking leave  

Starting Jan. 1, 2020, employees who have worked 820 hours in the qualifying period (equal to 

16 hours a week for a year) will be able to apply to take paid medical leave or paid family leave. 

The 820 hours are cumulative, regardless of the number of employers or jobs someone has 

during a year. All paid work over the course of the year counts toward the 820 hours, including 

part-time, seasonal and temporary work. While on leave, you are entitled to partial wage 

replacement. That means you will receive a portion of your average weekly pay. The benefit is 

generally up to 90 percent of your weekly wage, with a minimum of $100 per week and a 

maximum of $1,000 per week. You will be paid by the Employment Security Department rather 

than your employer. Unlike the federal Family and Medical Leave Act (FMLA), employees of 

small businesses may take Paid Family and Medical Leave if they meet the standard eligibility 

requirements. More information on applying for benefits will come in 2019. Please go to 

paidleave.wa.gov for more information. 

What protections are there for me?  

Employees who return from leave under this law will be restored to a same or equivalent job if 

they work for an employer with 50 or more employees, have worked for this employer for at 

least 12 months, and have worked 1,250 hours in the 12 months before taking leave (about 24 

hours per week, on average). You can keep your health insurance while on leave. If you 

contribute to the cost of your health insurance, you must continue to pay your portion of the 

premium cost while on leave. Employer is prohibited from discriminating or retaliating against 

you for requesting or taking paid leave. 

Military Service Leave  

The Uniformed Services Employment and Reemployment Rights Act (“USERRA”) is available 

to all employees for United States military service, including National Guard, reserve or other 

duty.  Leave for military service is not paid. Vacation and sick time will not accrue during leave. 

Requests for leave must be submitted in writing and  in advance unless giving notice is 

impossible, unreasonable, or precluded by military.  

Employees required to attend annual military reserve training or other short-term active military 

duty may take the time as either regular vacation or unpaid leave.  Reserves are entitled to return 

to their jobs as provided by federal law.  For military service of less than 31 calendar days, if an 

employee has health care coverage, the coverage continues as if the service member remained 

employed; thus the service member’s failure to make timely premium payments will result in 

cancellation of insurance.  

An employee who enters the armed services for an extended tour of duty is eligible for an 

extended military leave of absence, which may continue up to five (5) years or more depending 

upon deployment requirements.  If an employee had vacation pay, the employees may receive all 

earned vacation pay as soon as the employee’s extended military leave begins.  An employee 

who leaves work to serve in the military is entitled to re-employment consistent with relevant 

federal laws.  Such employees are required to report for work within the time frames set forth by 

applicable federal law.  Employees with health care coverage who are performing military duty 

of more than 30 calendar days may elect to continue employer sponsored health care under 

COBRA (Consolidated Omnibus Budget Reconciliation Act of 1985) for a period of up to 24 

months.  Employees are required to pay the full premium. 
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Anniversary and next review dates will not be affected.   

Employees should contact their supervisors to obtain additional information about military leave 

of absences and re-employment. 

 

Washington State Military Family Leave Law 

 Spouses of military personnel being deployed or on leave from deployment during times 

of military conflict may take up to 15 days of unpaid leave per deployment.  

 Employees must give notice within five business days of receiving official notice. 

 If an employee is receiving health benefits from the Company, the employee is entitled to 

maintain health benefits during the leave period, so long as the employee makes the 

required premium payments. 

 Spouses of returning military personnel whose deployment orders have ended are not 

covered.  

 

Jury & Witness Duty  

The Company recognizes that it is an important civic duty to serve on a jury or to give court 

testimony when called.  Non-exempt employees may not be paid for time spent on jury or 

witness duty.  Exempt employees will continue to receive their salary when their absence from 

work is for less than a full workweek. The employee must advise the Company of a summons for 

jury service or a court appearance as soon as received.  An official statement of jury duty may be 

required. Whenever reasonably possible, employees should come to work when the court 

schedule allows, i.e., if not chosen for a jury panel.  

 

TREATMENT OF EMPLOYEES 

Equal Employment Opportunity 

The Company is an Equal Opportunity Employer. 

Unlawful Discrimination 

In order to provide equal employment and advancement opportunities to all individuals, 

employment decisions at the Company will be based on merit, qualifications, and abilities.  The 

Company does not tolerate unlawful discrimination based on race, color, religion, gender, sexual 

orientation, gender identity, national origin, age, marital status, the presence of any sensory, 

mental, or physical disability, honorably discharged military or veteran status, or any other basis 

protected by federal, state, or local laws. This conduct is prohibited in any form at the workplace, 

at work-related functions or outside of work if it affects the workplace. This policy applies to all 

employees, customers, vendors, suppliers, and persons doing business with the Company   
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Types of prohibited conduct include, but are not limited to, the following: 

 Verbal or written comments related to a trait someone possesses, including name-calling, 

jokes, slurs, negative stereotyping or threats; 

 Explicit or degrading verbal comments about another individual or his or her appearance; 

 Nonverbal conduct, such as staring, leering or giving inappropriate gifts; 

 Physical conduct, such as assault or unwanted touching; and 

 Visual images, in hard copy or electronic form, relating to a trait someone possesses (for 

example, cartoons, drawings or pictures). 

If you believe that you or another employee has been subjected to discrimination, you must 

report it immediately to your supervisor or the HR manager. If the supervisor or HR manager is 

implicated, the matter should be brought directly to senior management.  Your report will be 

taken seriously and investigated. The Company cannot promise complete confidentiality, but it 

will make efforts to keep complaints confidential to the extent possible, while allowing the 

investigation to proceed. Retaliating or discriminating against an employee who reports a 

suspected incident of discrimination or an employee who cooperates in an investigation is 

prohibited. 

Anyone found to be engaging in unlawful discrimination or retaliation will be subject to 

disciplinary action, up to and including termination of employment. 

Sexual Harassment 

One form of harassment is sexual harassment. The Company prohibits sexual harassment of all 

kinds. This policy applies not only to employees, but also to customers, supplier, vendors, and 

anyone else doing business with the Company Sexual harassment is defined as unwelcome 

sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual 

nature when: 

 Submission to such conduct is made a term or condition, either explicitly or implicitly, of 

an individual’s employment. 

 Submission to or rejection of such conduct by an individual is used as a factor in 

decisions affecting that individual’s employment. 

 Such conduct has the purpose or effect of interfering with an individual’s work 

performance or creates an intimidating, hostile or offensive work environment. 

Examples of sexual harassment include, but are not limited to, the following: 

 Unwelcome sexual flirtation, advances or propositions 

 Verbal comments related to an individual’s gender  

 Explicit or degrading verbal comments about another individual or his or her appearance 

 The display of sexually suggestive pictures or objects in any workplace location, 

including transmission or display via computer, email, or social media 

 Any sexually offensive or abusive physical conduct 
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 The taking of or the refusal to take any personnel action based on an employee’s 

submission to or rejection of sexual overtures 

 Displaying cartoons or telling jokes which relate to an individual’s gender  

If you believe that you or another employee has been subjected to sexual harassment, you must 

report it immediately to your supervisor or the HR manager. If the supervisor or HR manager is 

implicated, the matter should be brought directly to senior management.  Your report will be 

taken seriously and investigated. While the Company cannot promise complete confidentiality, it 

will make efforts to keep complaints confidential to the extent possible, while allowing the 

investigation to proceed. Disciplinary Action, including termination, will be taken against those 

who violate this policy. The Company will not tolerate retaliation against any employee who 

reports an incident or provides information in an investigation. 

Retaliating or discriminating against an employee who reports a suspected incident of sexual 

harassment or an employee who cooperates in an investigation is prohibited. Employees who 

violate this policy or retaliate against an employee in any way will be subject to disciplinary 

action, up to and including termination. 

Retaliation 

The Company prohibits any form of retaliation against employees for good faith actions in 

reporting suspected discrimination and sexual harassment, other unlawful activity, or assisting in 

a complaint investigation. Retaliation against anyone who makes such a report is expressly 

prohibited and, if it occurs, will be grounds for disciplinary action, up to and including 

immediate termination from employment.  

In addition to the above, no supervisor or employee of the Company may take any action that is 

harmful to an employee, discharge, demote, suspend, threaten, harass, or in any other manner 

harass or discriminate against an employee in the terms and conditions of his/her employment 

because any lawful act done by the employee, including but not limited to the following:  

1. To provide information, cause information to be provided, or otherwise assist in an 

investigation regarding any conduct that the employee reasonably believes constitutes a 

violation of applicable law or fraud, when the investigation is brought by a governmental 

regulatory or law enforcement agency, a member of Congress, or a person with 

supervisory authority over the employee (or such other person working for the Company 

who has the authority to investigate, discover, or terminate misconduct); 

2. To file or cause to be filed, testify, participate in, or otherwise assist in a proceeding filed 

or about to be filed relating to any of the matters described in this retaliation policy;  

3. To report a complaint under the Company’s Discrimination Policy or Sexual Harassment 

Policy; or 

4. To report truthful information related to any state or federal offense to a law enforcement 

officer.  
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If an employee has reason to believe that he/she has been subjected to retaliation, or observe that 

another employee has been subjected to retaliation, the employee must report the matter his/her 

supervisor or the HR manager. If the supervisor or HR manager is implicated, the matter should 

be brought directly to senior management.  Any reporting must be done promptly and in a 

confidential manner.  

 

Social Media Policy 
 

The Company recognizes that some employees may choose to post personal information on the 

Internet through personal websites, Facebook, Twitter, Periscope, Vine, Instagram, Snapchat, 

blogs, forums, newsgroups or chat rooms, by uploading content, or by making comments on 

other websites or blogs.  For simplicity, this policy refers to these platforms collectively as 

“social media.”  Please remember as new devices, platforms, and technologies become available, 

this policy will still apply even though the next device or site is not explicitly referenced in this 

policy. 

 

The Company acknowledges that employees may be engaging in these forms of personal 

expression on personal time, devices, and systems and not on the Company time, devices or 

systems. In some cases employees may be using social media as part of their Company duties.  

This policy is intended to provide guidance for both work-related and personal use of social 

media. Please leverage your social media influence with your group in a positive way. 

 

Those who use social media should remember some simple guidelines: 

1. The Internet may be forever.  Everything written on the Web can be traced back to its 

author one way or another. Information is backed up often and repeatedly, and posts in 

one forum are usually replicated in others through trackbacks and reposts or references. 

2. Personal posts or messages can influence others’ views of you professionally.  

Although one may expect that only friends will view whatever is posted, in fact, 

customers and co-workers can easily see anything posted on the Internet.  That 

information may alter the customer’s or co-workers’ view of the individual or the 

Company.  The Company does not condone, and strongly cautions against, any posts of 

or links to any material that may be defamatory, discriminatory, harassing, pornographic 

or indecent on any personal site.  Photos posted should always reflect professionalism.  

3. Maintain confidentiality.  Never post or comment on any confidential or proprietary 

information about the Company as defined in our Confidentiality policies.  Follow 

copyright, fair use, trademark and financial disclosure laws.  For purposes of this 

guideline, confidential information does not include information related to employees’ 

wages, hours, or working conditions.   

4. You are responsible for what you post.  Anyone who posts on-line is responsible for 

what is written or presented online, both in a personal or professional capacity.  The 

Company may elect to discipline its employees for commentary, content or images, in 
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either personal or work-related postings that are vulgar, obscene, threatening, 

intimidating, violent, pornographic, unethical, harassing, or that otherwise violate the 

Company policies.  Employees will not be disciplined for discussing with co-workers or 

others issues related to their wages, hours, or working conditions, or for otherwise 

engaging in concerted action that may be protected by federal or state laws. 

5. Do not use the Company resources for personal use of social media.  Employees are 

expected to adhere to all policies with respect to use of the Company’s computers, 

Internet access and other equipment or systems.  Personal use of social media should not 

be done on work time or on work systems or devices, including monitoring Facebook or 

Twitter or watching YouTube videos for personal entertainment.  Limited reasonable 

personal use of social media during breaks, meal periods or before/after work is 

acceptable as long as such activities do not otherwise violate the Company policies 

related to computers, Internet access or other equipment.  When using any social media 

for personal matters, employees should use a personal e-mail address device and system 

(not the Company’s). 

6. Please respect the Company’s intellectual property.  When using social media for 

personal purposes, employees may not misuse the Company trademarks, logos, or other 

images.  This prohibition is intended to protect the Company’s brand image, but it is not 

intended, and should not be read to prohibit employees’ use of the Company’s logo or 

trademarked images when communicating with co-workers or other about matters related 

to employees terms and conditions of employment.   

7. You are an employee, but not the Company spokesperson.  You may identify yourself 

as an employee of the Company, and you are free to discuss matters related to the 

Company’s business (provided such discussions comply with the Company policies and 

do not disclose confidential, proprietary, or non-public financial information).  If you 

choose to identify yourself as a the Company employee, and regardless of the topic of 

discussion, please state that the views expressed are your own, and do not necessarily 

reflect the view of the Company   

8. Social network friends may be separate from your work relationships.  Participation 

in Facebook and Instagram (and similar social media sites) as a personal network need 

not include co-workers or customers.  Employees should feel free to say “no” to friend 

requests from business partners, co-workers or customers.  Employees should understand 

and use the levels of privacy control available on personal social media accounts. 

9. Questions may be directed to the Company leadership for appropriate use of social 

media. 

The Company prohibits retaliation against an employee who reports a possible violation of this 

policy or for cooperating in an investigation. Any employee who retaliates against another 

employee for reporting a possible violation of this policy or for cooperating in an investigation 

will be subject to disciplinary action, up to and including termination.  
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REST AND MEAL PERIODS 

All nonexempt employees receive a 10-minute paid rest break for each four hours of working 

time, unless the nature and circumstances of the non-exempt employee’s work allows for the 

equivalent of 10 minutes rest taken intermittently or prevents the Company from establishing and 

maintaining the regularly scheduled rest period. The employee’s supervisor may schedule the 

breaks, which should generally occur near the midpoint of each four-hour work period.  A non-

exempt employee may not use break periods to extend a lunch period, to work overtime, or to 

leave work early. 

Nonexempt employees working more than five hours in a day are required to take a meal break 

two to five hours into their shift.  The normal meal break required by the company is a 1 hour 

unpaid period in an 8 hour day.   Any non-exempt employee who works more than ten hours in a 

day is required to take a second 30 minute unpaid meal period around the middle of the second 

five hour period.  

Any nonexempt employee who is unable to take his or her rest or meal period must notify his or 

her supervisor promptly so that the Company can reschedule the break/meal period or otherwise 

ensure that the employee receives proper compensation. 

INCLEMENT WEATHER/EMERGENCY CLOSINGS 

At times, emergencies such as severe weather, fires, or power failures can disrupt the Company 

operations.  The decision to close the office will be made by the management staff.   

When the decision is made to close the office, employees will receive official notification from 

their supervisors when possible. 

Time off from scheduled work due to emergency closings will be unpaid for all non-exempt 

employees.  However, if non-exempt employees would like to be paid, they are permitted to use 

vacation time if it is available to them. For exempt employees, the Company would like 

employees to use vacation or other paid leave.  

ATTENDANCE/PUNCTUALITY 

Punctual and consistent attendance at work are essential functions of any position and are 

expected from all employees of the Company This means being in the office, ready to work, at 

their starting time each day. You are required to contact the Company on each day that you are 

unable to report for work with an estimated date of return.  Absenteeism and tardiness places a 

burden on other employees and on the Company.  Should undue tardiness become apparent, 

disciplinary action may be required.   

When you are unable to work due to illness or an accident, please notify your supervisor.  This 

will allow the Company to arrange for temporary coverage of your duties, and helps other 

employees to continue work in your absence.  If you are unable to report for work for any reason, 

notify your supervisor before regular starting time via a phone call.  It is not acceptable to leave a 

message on voice mail, except in extreme emergencies.  You are responsible for confirming your 

message is received about your absence. In the case of leaving a voice-mail message, a follow-up 

call must be made later that day.  If your message is not received, it will be considered absence 

without notice and disciplinary action will be taken.  
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If you will need to work some hours other than those that make up your usual work week, 

coordinate and request the change with your supervisor in advance.  Each request for special 

work hours will be considered separately, in light of the employee’s needs and the needs of the 

Company.  If you become ill while at work or must leave the office for some other reason before 

the end of the workday, be sure to inform your supervisor. 

Absence without Notice 

If you do not report for work and the Company is not notified of your status, it will be assumed 

after two consecutive days of absence that you have resigned, and you may be removed from the 

payroll. Leaving a voicemail does not satisfy the requirement to notify the Company 

Entering & Leaving the Company Premises  

The last employee to leave is responsible for closing up and securing the premises.  Authorized 

employees will be issued keys and/or electronic access cards/fobs for use after hours.  Keys and 

electronic access cards are not to be loaned to others (including other the Company employees 

who have not been given access) and may not be duplicated under any circumstances.  Keys and 

electronic access cards/fobs are to be immediately returned if requested or if the employee leaves 

the Company 

When working late, it is advisable to keep the office doors locked to prevent unauthorized 

individuals from entering the office.   

CLOSING PROCEDURES 

Making sure the Company premises are properly locked and secured at the end of the work day 

is extremely important.  The last employee, or a designated employee, who leaves the office at 

the end of the business day assumes the responsibility to ensure that all doors are securely 

locked, the alarm system is armed, and all appliances and lights are turned off with exception of 

the lights normally left on for security purposes.  If in doubt, or in case of any difficulty in 

closing up, the employee should contact his or her supervisor.  If any emergency develops at 

closing time, the police should be called at once (dial 911).  Under no circumstances shall the 

office be left unlocked and unattended.  

SAFETY 

Workplace safety has the highest possible priority at the Company.  All employees must 

maintain safe work surroundings and be alert to possible hazards.  Safe work practices must be 

followed at all times by all employees, in the office and in the field.  Any hazardous or 

potentially hazardous conditions that management may not be aware of must be brought to the 

attention of the supervisor or management at once.   

In the case of an accident that results in injury, regardless of how insignificant the injury may 

appear, employees must notify their supervisor.  If substance abuse is suspected, they will be 

tested per the Company drug policies. 

Our policy is to strictly comply at all times with all client, federal, state and local government 

workplace safety rules, regulations and procedures which are applicable to our operations.  Each 

employee is expected to obey safety rules, exercise caution and common sense, and observe 
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safety regulations in all work activities.  Any employee who ignores or violates safety standards, 

causes hazardous or dangerous situations, or fails to report or, where appropriate, remedy such 

situations will face disciplinary action up to and including termination.  Employees may refuse to 

work under conditions which they believe are unsafe.   

 

INSURANCE ON PERSONAL EFFECTS 

The Company is not liable for loss or damage to the property of employees while on the 

Company premises or the Company business.  This applies to any personal property while 

anywhere on the Company premises or while being transported on the Company business, 

including employees' vehicles and contents while parked or being driven on the Company 

business.  Employees should make sure that personal effects are securely stowed at all times.  

Proper insurance coverage should be carried on valuable items.  Employees should not bring 

expensive or valuable non-essential items to work or on the Company business. 

 

VISITORS IN THE WORKPLACE 

To provide for the safety and security of employees, visitors, and the facilities at the Company, 

only authorized visitors are allowed in the workplace.  Restricting unauthorized visitors helps 

ensure security, decreases insurance liability, protects confidential information, safeguards 

employee welfare, and avoids potential distractions and disturbances.  

  

COMPUTER USE 

Only computer software programs and hardware (including accessories) supplied by the 

Company are to be installed in the Company computers.  Computer software programs are not to 

be removed from the Company premises without permission.  The Company respects software 

copyrights and licensing agreements, which are legally enforceable.  Employees who violate 

these agreements may be legally liable with the Company or individually.  Employees may be 

held personally liable for misuse of the Company computer files.  Any computer malfunction 

must be reported to the supervisor immediately.  Employees must not try to solve computer 

problems unless fully qualified and authorized to do so. 

 

USE OF PERSONAL VEHICLES ON THE COMPANY BUSINESS 

The Company requires employees to use a company provided vehicle for all Company related 

errands, including but not limited to, bank runs and DOL runs. 

The Company will reimburse employees who are asked to use their personal vehicles for the 

Company purposes.  Unless other arrangements are made, reimbursements and compensation to 

the employee are limited to a “per-mile-traveled” fee, as designated by the IRS.  Accurate 

records are to be kept of distances traveled on the Company business.  The employee is 

responsible for all vehicle expenses, including repairs and maintenance as well as proper insur-

ance coverage.   
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Employees are required to carry with them at all times, while driving a Company owned vehicle 

or providing a Company service, a current Company insurance card and a DOL employee blue 

card. 

The Company requires employees who operate personal vehicles for the Company business to 

have and maintain adequate liability insurance coverage ($100k/$300k).  The Company may 

require evidence that the vehicle is adequately insured.   

TOBACCO PRODUCTS 

The Company maintains a smoke-free environment.  Smoking is prohibited in any of the 

company buildings or company vehicles.  Smoking is prohibited within 25 feet of any entrance 

into a company building. Violations will lead to disciplinary action as appropriate.  This policy 

also applies to the use of non-smoking tobacco products.   

Employees must follow all rules posted in designated smoking areas and adhere to all policies, 

rules and laws. 

DRUGS & ALCOHOL IN THE WORKPLACE  

We believe our employees are entitled to a completely drug-free workplace.  Any infraction of 

this policy will be taken extremely seriously, up to and including termination.  Even small 

amounts of prohibited drugs may result in criminal prosecution and severe penalties.   

This policy requires all employees to adhere to the following: 

       Employees shall not manufacture, distribute, transfer, dispense, purchase, possess, 

use, or be under the influence of any drug, legal or illegal, while working, on the 

Company property, or at any event sponsored by the Company. 

       Marijuana and its derivatives will be treated in the same manner and circumstance as 

alcohol. Therefore, employees shall not distribute, transfer, dispense, purchase, 

possess, use, or be under the influence of marijuana or its derivatives while working, 

on the Company property, or at any event sponsored by the Company 

       If an employee is convicted of violating a criminal drug law for acts committed while 

engaged in the Company’s business, he/she must report this to the Company 

management no later than five (5) days after the conviction. 

No employee who, in the opinion of a supervisor, shows any visible impairment will be allowed 

to work.  The Company may require an employee to take a drug test if violations of its drug 

policy are suspected or after any workplace accident.  Job applicants who have been offered 

employment will be required to take a drug test as a condition of employment with the Company.  

In addition, the Company requires random drug tests.  Please note that if an employee is 

randomly selected in one quarter, does not remove the employee’s name from future selections.  

Employees have twenty-four (24) hours to take the drug test after being notified.  Refusal to take 

a drug test will, in and of itself, subject an employee to discipline, up to and including 

termination. Additionally, switching or alternating urine samples provided for testing will be 

grounds for discipline, up to and including termination. The Company may conduct searches if 

infractions of this policy are suspected.   Employees resisting or refusing to cooperate in searches 

may be considered to be in violation of this policy.   
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Alcohol in the Workplace  

Intoxication on the job is dangerous to other employees and may risk damage to the Company 

property and/or reputation.  Any employee who, in the opinion of the supervisor, shows visible 

impairment will not be allowed to work.  The consumption of alcohol is prohibited on the 

Company time.   

Employees will not violate this policy if they choose to consume alcohol on the Company 

premises so long as they are finished working for the day and their timecard is completed and/or 

submitted. Return to work activities within the same day is not allowed. Additionally, employees 

will not violate this policy if they consume a moderate amount of alcohol at a Company event or 

in connection with approved the Company business entertainment. Employees are expected to 

avoid becoming impaired at such events as a result of alcohol consumption, but if they do, such 

employees are not permitted to drive a vehicle or perform any safety sensitive functions. If an 

employee becomes impaired, the employee may be subject to discipline.  

WORKPLACE VIOLENCE 

The Company will not tolerate violence on the Company premises at any time.  “Violence” is 

defined as any physical assault or threat of assault, verbal outburst or threat, or use of any 

weapon.  Harassment or psychological abuse is also subject to this policy.  Every case of 

workplace violence, without exception, will lead to disciplinary action up to and including 

termination and may result in criminal charges. 

INJURY OR ILLNESS ON THE JOB 

Every accident, injury or sudden illness which occurs in the workplace, no matter how minor it 

may appear, must be reported immediately to the supervisor as required by law.  Failure to report 

an incident may result in delay or denial of accident or health benefits such as workers 

compensation or group insurance.  You are also responsible for asking for medical treatment or 

attention if you are able and feel it is needed.  If you witness a workplace accident, try to 

remember what happened and how, and be prepared to assist and provide witness account in any 

investigation.  A drug residue test may be required following any accident on the Company 

property or at a worksite. 

SUPPLIES, EXPENDITURES & OBLIGATING THE COMPANY 

Only authorized employees may initiate or make purchases of goods or services on the 

Company's account.  No employee shall incur any expense on behalf of the Company or bind the 

Company by any promise or representation without approval.  Exceptions are made in 

emergencies when it would be impractical to follow these procedures.  Itemized, detailed 

receipts are required for emergency purchases of any value.   
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CONTRACTS INVOLVING THE COMPANY 

The Company takes its obligations under legal contracts very seriously and all provisions of such 

contracts must be strictly observed.  Only designated individuals may negotiate or enter into 

contracts on behalf of the Company.  For purposes of this policy the term “contract” includes any 

verbal or written agreement or undertaking.  This policy also applies to any verbal or written 

promises or undertakings made to customers, employees or vendors that can be considered as 

contracts.  Only designated individuals can negotiate new contracts or renegotiate terms of 

existing contracts.   
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EMPLOYEE ACKNOWLEDGEMENT 

 

I, _____________________, acknowledge that I have received, read, and understand the 

Employee Handbook dated June 2019.  

I also acknowledge that its purpose and content have been explained to me and I have been 

offered an opportunity to ask questions regarding it.  I understand the Employee Handbook 

summarizes various employment policies and procedures applicable to my employment with the 

Company 

I further understand that the Employee Handbook is not an employment agreement or contract 

for employment for any particular period of time.  I have been told and I understand that my 

employment with the Company is “at-will” which means it may be terminated at any time, 

with or without cause, with or without notice, by either me or the Company.  I also 

understand that I may be demoted, my job responsibilities may change, or my benefits altered 

after I accept employment with the Company with or without cause and with or without notice. 

I understand that this Handbook supersedes any prior handbooks or policy manuals regarding 

employment with the Company issued by the Company, except for any authorized, individual 

signed employment agreements. 

I understand that the Company may add to, modify, delete or make exceptions to any of the 

policies and procedures contained in the Employee Handbook from time to time. 

I agree to perform my job and otherwise act in a manner consistent with the Employee Handbook 

and any subsequent additions, modification, or deletions, which may be implemented by the 

Company during my employment. 

 

______________________________________ 

(Employee Signature) 

 

 

______________________________________ 

(Print Name) 

 

 

Date:  _________________________________ 

 


