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Employee Handbook

Introduction

Purpose of the Handbook
This handbook is your company name’s general guide to human resource policies for employees who work at your company name.  It is not comprehensive, does not address all employment issues or policy exceptions, and is not intended to provide specific details in all areas.  Many issues are addressed in detail in other official documents.  Consequently, employees are encouraged to contact Human Resources or management with their questions.

Policies Are Not Contracts or Guarantees of Rights

These policies are not contractual employment commitments and may be changed or revoked at any time.  No policy is intended as a guarantee of terms or conditions of employment, or of benefits or rights.  These guidelines replace any previous oral or written policies and practices regarding matters covered in this handbook.
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Message From Management
Whether you have just joined our organization or have been with us for a while, we are confident that you will find our company to be a professional and productive organization.  Your unique talents and abilities are extremely valuable to us, and we look forward to a rewarding and successful association. your company name is proud of the professional services we provide our customers. We believe that our employees are truly our most valuable assets and that each of us directly contributes to our continued success.

This handbook was developed to establish a framework in which employees’ efforts can advance both the company’s objectives and the individual’s own interests.  To further this goal we have adopted human resources policies, which we believe are fair, consistent, and will let employees know what is expected of them.  It is our intention that these policies will promote sound management as well as success and growth for each of you as part of our company team.

Please familiarize yourself with the handbook’s policies, as they should answer many common questions concerning your employment with your company name. Also, please sign and return the Employee Acknowledgment Form found at the end of the Handbook.  

We hope that your experience is enjoyable, challenging, and rewarding in every respect!

Confidentiality

Maintaining confidentiality is a condition of employment.  Employees are responsible for acting with complete professionalism when discussing company business or handling company information.  Information, files, documents, records, plans, and other material relating to your company name customers is considered confidential. Your company name general business affairs should not be discussed with anyone outside the organization except as required in the normal course of business.  Inappropriate release of confidential information, either internally or externally, may result in disciplinary action up to and including termination.  All questions and requests for confidential information, including reference requests, should be referred to Human Resources.  Nothing in this policy, however, should be construed to prevent you from discussing your wages, hours, or other terms and conditions of employment with others.
Equal Employment Opportunity (EEO)

Your company name is an equal opportunity employer and makes employment decisions on the basis of business needs.  We want to have the best available persons in every job.  Company policy prohibits unlawful discrimination based on race, color, creed, sex, religion, marital status, age, national origin or ancestry, physical or mental disability, medical condition, sexual orientation, veteran status, or any other consideration made unlawful by federal, state, or local laws.  All such discrimination is unlawful and will not be tolerated by the company.

The company is committed to complying with all applicable laws providing equal employment opportunities.  This commitment applies to all persons involved in the operation of the company and prohibits unlawful discrimination by any employee of the company, including supervisors and co-workers.

If an employee believes they have been subjected to any form of unlawful discrimination, they should provide a written complaint to their supervisor or a representative of Human Resources.  The complaint should be specific and include the names of the individuals involved and the names of any witnesses.  The company will immediately undertake an effective, thorough and objective investigation and attempt to resolve the situation.

If the company determines that unlawful discrimination has occurred, effective remedial action will be taken commensurate with the severity of the offense.  Appropriate action also will be taken to deter any future discrimination.  The company will not retaliate against the employee for filing a complaint and will not knowingly permit retaliation by management or co-workers.

Employment Classification

Employees are classified into several categories.  Classifications are important in determining eligibility for various benefits, overtime, and to clarify employment status.  Please see the descriptions below:

Tipped:
Hourly, non-exempt employees who are paid the state hourly wage plus tips.

Non-Tipped:
Employees who work in positions that are not eligible for tips and are paid accordingly.

Full-Time:
Employees who are regularly scheduled for 32 or more hours per week. 

Part-Time:
Employees who are regularly scheduled for less than 32 hours per week.

On-Call:
Employees who may work full- or part-time and are scheduled to fill in for a regularly scheduled employee.  On-calls must call the restaurant 15 minutes prior to the shift starting.

Initial Employment Period

All new employees, both full- and part-time, are required to complete the Initial Employment Period for the first 90 calendar days of employment after their hire/start date with the company or in a new position.

During this period, an employee’s potential for successful performance will be closely examined.  It is expected that each employee will also evaluate the company and his/her position in terms of his/her own personal needs.  Under appropriate circumstances, the 90-day period may be extended.  An employee may also be discharged prior to the conclusion of this period.
Personnel Files And Records

Records and information regarding each applicant, employee, and former employee are kept to ensure compliance with government requirements and to support benefit programs and employment actions.  It is important that records are accurate and current.

Therefore, employees are asked to complete the appropriate forms and contact Human Resources of any changes in:



Name and/or marital status



Address and/or telephone number



Number of dependents



W-4 (dependent information)



Emergency contact person



Immigration status



Military status



Insurance beneficiaries

Termination Of Employment

In the absence of a specific written agreement, employees may resign at any time.  No manager (except the President) has authority to enter into an employment agreement for any specified time period.

Resignation
All employees should provide advance written notice of their intention to leave the company.  The notice should state the reason for the resignation and give the date of departure.

All employees are requested to give at least two weeks notice.  Vacation, sick or personal days may generally not be included in the notice period.  Employees who fail to give proper notice may be ineligible for reemployment and may lose certain benefits that are not formally accrued.  A withdrawal of resignation may not be allowed without the permission of Human Resources.

Paychecks
Terminated employees and those who resign will be paid as is required by State law.  Payment for accrued vacation and sick leave will be provided in the pay period following the termination date.  However, no payment will be made for remaining personal days.
Salary And Payroll Procedures

We seek to provide timely and accurate payment to employees.  Employees who have questions or concerns regarding any compensation programs or policies are encouraged to contact their manager or Human Resources.

Pay Week
A pay period consists of 7 days, beginning Saturday at 12:00 a.m. and ending Friday at 11:59 p.m.

Paycheck Distribution
Paychecks will be given personally to employees on Sunday of every week.  No salary advances will be made.

Arrangements for mailing or pick-up of paychecks by another person must be made in advance and in writing to Human Resources.

Lost Checks
Human Resources must be notified as soon as possible if a paycheck is lost so that a replacement check may be issued.  However, the company is not responsible for a lost check if payment cannot be stopped.  A stop payment processing fee may be the responsibility of the employee.
Overtime Pay
Overtime pay shall be paid in accordance with the provisions of State and Federal law.

Care should be taken to ensure that all time records are completely accurate.  Falsifying any time record or completing another employee’s record is strictly prohibited.
Attendance, Dependability, and Scheduling

Absenteeism and tardiness burdens co-workers, disrupts business operations, and reduces the quality of customer service.  Therefore, good attendance, punctuality, and dependability are required of all employees.  Attendance and tardiness problems reduce an employee’s opportunity for advancement and may result in disciplinary action up to and including termination.

Company Expectations
Employees are expected to be at work and to return from breaks as scheduled.  Employees are also expected to be at their workstations, performing assigned work during all work hours, to work any assigned overtime, and are not permitted to leave work before their scheduled quitting time without permission from their supervisor.

Scheduling

We recognize that life outside of work is important and that changes in an employee’s schedules may be needed from time to time.  In order to accommodate those needs, as well as those of the business, please follow this procedure:

· Fill out the Request for Schedule Change Form and give it to a supervisor no later than Thursday for the following week.

It is then at the supervisor’s discretion to change the schedule.   Supervisors will do their best to accommodate requests, but no guarantee will be made.

NOTE:  Unless required by law, overtime shall not be paid where an employee or employees, subject to the written approval by the employer, mutually agree in writing to change their schedules or days off under conditions, which would otherwise result in overtime.

When to Punch
Employees should not punch in until they are dressed in their uniform and should punch out after their shift before changing into their street clothes.

Employees who take a break during their shift should punch in and out for their break time.  Failure to do the above may result in disciplinary action up to and including termination.

NOTE:  If an employee punches in prior to their scheduled time, unless asked by a supervisor, the employee will not be paid for the time.

Illness
Employees are expected to call 2 hours prior to their shift.  Notification should be made directly to a supervisor.  When speaking with a supervisor, the employee should indicate the nature of the absence, when they will return to work, and a plan of action.

Tardiness
Employees expecting to be late should call a supervisor immediately.  For mass transit delays, if able, an employee should call immediately.  If unable, the employee should inform their supervisor immediately upon arrival.

Early Departure
Changes to the schedule need to be completed in writing.  Please follow the procedures found on page 8 under “Scheduling.”

Emergencies

If an emergency arises, employees should notify a supervisor as soon as possible and indicate when they will return to work and a suggested plan of action.

Notification
For all the above, notification should be made to an employee’s direct supervisor.  In the event the direct supervisor is not available, any other supervisor is acceptable.  In the instance of overnight staff or staff that works early in the morning, a voicemail message may be left on the appropriate phone number.  In addition, the employee is obligated to call back during regular business hours to speak to someone directly.

For all of the above, abuse or failure to abide by these procedures may result in disciplinary action up to and including termination.

Employee Conduct And Work Rules

Rules and standards regarding an employee’s behavior are necessary for the operation to be efficient and for the benefit and safety of all employees.  All employees are expected to meet established performance and conduct requirements.  While it would be impossible to compile complete lists of expected behavior and/or unacceptable conduct subject to disciplinary action, the following guidelines provide a general outline of expectations.

Performance
Employees are expected to perform their jobs efficiently, effectively, and in accordance with established procedures within their department/position.  Examples of unacceptable performance may include:

· Failure to meet quality standards and deadlines

· Refusal to work overtime or failing to accept work assignments

· Insubordination or failing to follow direction, procedures or processes

· Unprofessional conduct or rudeness to customers, team members, and or management

· Violation of safety rules and state health laws

Honesty, Integrity and General Behavior

Employees are expected to demonstrate honesty and professionalism in conducting all business activities, including the observance of the spirit of the organization as well as the letter of the law.  Additionally, employees are responsible for reporting any illegal or unethical actions of employees and non-employees to management.  Examples of unacceptable actions may include:

· Willful or negligent damage, theft, or misuse of property

· Falsification of company records or documents (including time records, cash handling, guest checks)

· Failure to report injury or unsafe conditions or to cooperate in a company investigation

· Disclosing confidential information without authorization

· Use of company time or equipment for unauthorized personal purposes

· Failure to report lost items to management

· Violation of dress and grooming standards

· Working under the influence of illegal drugs and/or alcohol

· Possession, use, or sale of alcohol or illegal drugs at work

· Use of offensive, foul, or abusive language

· Possession of guns, explosives, or other weapons on company property

· Fighting with or threatening employees or non-employees

· Harassment or discrimination of any kind (including sexual harassment) 

· Any intentional or negligent act which endangers the safety, health, or well being of another person

· Misconduct or any act that disrupts work or discredits the organization

Cell Phones
We understand that there are times when an employee wants to keep in touch with life outside the work environment, during business hours.  However, while on the clock, cell phones should be kept in a locker or in a pocket, turned off.  They should only be used while on break. and calls should be made outside the building.  In case of an emergency, family members may call the restaurant and someone will be happy to find the employee.

Restaurant  Standards

Considering that the nature of our business is customer service, while providing that service an employee needs to keep some things in mind in order to protect themselves, the company, and the customer.


Walk-Out
It is the responsibility of the server/bartender to make sure that the bill is paid.  In the event of a walk out, the server/bartender will be responsible for the outstanding check.  If a customer would like to start a tab at the bar, a credit card must be verified before they may do that.

Gratuity
Gratuity should only be added to parties of 6 or more.  Adding gratuity at any other time is against company policy and improper etiquette.

Failure to follow the above may lead to disciplinary action up to and including termination.

Grooming Standards

Due to the nature of our business and our commitment to a high quality product as well as exceptional customer service, proper grooming standards must be met during work hours.  Failure to do so may result in disciplinary action up to and including termination.  Please see additional sheets for grooming standards in each department.

Drugs And Alcohol

We have a strong commitment to maintaining a drug-free, healthy, and safe workplace.  Consequently the following are examples of acts that are strictly prohibited while on company property or work sites, while conducting company business off-site, or while operating any vehicle while on company business:

· The use, possession, purchase, sale, or distribution of any illegal drug, alcohol, or non-prescribed controlled substance.

· Being under the influence of alcohol, illegal drugs, or controlled substances which impair judgment, job performance, or behavior or which threaten employee safety.

· The use, possession, purchase, sale, or distribution of any legal prescription or over-the-counter drug in a manner inconsistent with the law or being under the influence of such drugs if behavior, performance, or safety is impaired.

These activities are serious violations of company policy and will subject employees to disciplinary action up to and including termination.  Off-the-job use, possession, sale, etc. of alcohol, illegal drugs, or controlled substances may also subject an employee to disciplinary action if such actions impact job performance, workplace safety, or company interests.

Smoking
For the protection of all employees and to ensure compliance with federal, state and city laws, smoking is not allowed in company buildings including any work areas, break rooms, and hallways.  Employees who do smoke should do so outside in authorized areas at least 25 feet from the building during approved breaks and lunch periods.  Employees who use their rest breaks to smoke should ensure that smoking areas remain clean and that scheduled break times are not exceeded.  Visitors should also be asked to smoke outside.

Harassment
Harassment is verbal or physical conduct that denigrates or shows hostility or aversion towards an individual because of his or her race, color, creed, religion, gender, national origin, sexual orientation, marital status, age, disability or other protected status, or that of persons with whom the individual associates.  For example, racial harassment includes, but is not limited to, harassment based on an immutable characteristic associated with race (e.g., skin color or facial features).  Religious harassment may include (but is not limited to) demands that an employee alter or renounce some religious belief in exchange for job benefits.  LHLM prohibits all behavior which:  (1) has the purpose or effect of creating an intimidating, hostile or offensive work environment;  (2) has the purpose of effect of unreasonably interfering with an individual’s work performance; or (3) otherwise adversely affects an individual’s employment opportunities.

Sexual Harassment
Sexual harassment includes unwelcome  or unwanted conduct of a sexual nature when (1) an employee’s submission to or rejection of this conduct affects decisions regarding hiring, evaluation, promotion or other aspects of employment, or (2) this conduct substantially interferes with an individual’s employment or creates an intimidating, hostile or offensive work environment.

It is not easy to define exactly what actions or course of conduct will constitute sexual harassment under the circumstances of each case.  Examples of behavior that violates this policy and may constitute sexual harassment, include, but are not limited to:

· Coerced sexual acts

· Express or implied demands for sexual favors in exchange for favorable reviews, assignments, promotions, continued employment or promise of continued employment

· Unwanted sexual advances 

· Staring at, touching, or assaulting an individual’s body

· Verbal commentary about an individual’s body or sexuality

· Repeated sexual jokes, language, epithets, gossip, comments, flirtations, advances, propositions or questions

· Repeatedly asking an employee for a date after the employee has indicated that he or she is not interested

· Suggestive, insulting, or obscene comments or gestures

· The display in a workplace of graphic or sexually suggestive objects, pictures or graffiti

· Harassment consistently targeted at only one sex, even if the content of the verbal abuse is not sexual

· Retaliation against an employee for complaining about the type of behavior described above

The type of behavior described above is unacceptable not only in the workplace, but also in other work related settings such as business trips or business-related social events.

Other Unlawful Harassment
As in the case of sexual harassment, it is not easy to define exactly what will constitutes harassment based on race, color, religion, gender, sexual orientation, marital status, national origin, age, handicap, disability or other protected status.  Examples of behaviors that violate this policy and may constitute harassing conduct include, but are not limited to:

· Epithets, slurs, quips, or negative stereotyping that relate to race, color, creed, religion, gender, national origin, sexual orientation, marital status, age, disability or other protected status

· Threatening, intimidating or hostile acts that relate to race, color, creed, religion, gender, national origin, sexual orientation, marital status, age, disability, or other protected status

· Written or graphic material (including graffiti) that denigrates or shows hostility or aversion toward an individual or group because of race, color, creed, religion, gender, national origin, sexual orientation, marital status, age, disability or other protected status and that is placed on walls, bulletin boards, or elsewhere on your company name’s premises, or circulated or displayed in the workplace.

· E-mail messages that contain content that may be reasonably considered offensive or disruptive to any employee.  Offensive content would include, but would not be limited to, sexual comments or images, racial slurs, gender-specific comments, or any comments that would offend someone on the basis of his or her age, sexual orientation, marital status, age, disability or other protected status.

· “Jokes,” “pranks” or other forms of “humor” that are demeaning or hostile with regard to race, color, creed, religion, gender, national origin, sexual orientation, marital status, age, disability, or other protected status.

The type of behavior described above in these examples is unacceptable not only in the workplace, but also in other work-related settings such as business trips or business-related social events.

Individuals Covered By This Policy
This policy covers all employees.   Any type of harassment, whether engaged in by fellow employees, supervisors or by non-employees with whom the employees come into contact in the course of employment (e.g., service providers, customers, or contractors), is contrary to this policy and will not be tolerated.  Your company name encourages reporting of all incidents or harassment regardless of who the offender may be.

Reporting A Complaint
Your company name encourages individuals who believe they are being harassed to firmly and promptly notify the alleged offender that his or her behavior is unwelcome.  However, we also recognize that perceived power and status disparities between an alleged offender and a victim may make such a confrontation difficult.  Therefore, whether or not you discuss the incident with the alleged offender, we ask that individuals who believe they have been subjected to harassment report the incident to their immediate supervisor, Human Resources or the managing director.  An individual may also choose to report the complaint to their supervisor, who will report the complaint to the EEO Officer or Human Resources.  We encourage prompt reporting of complaints so that rapid and appropriate action may be taken.

Your company name will not in any way retaliate against and individual who makes a report of perceived harassment, nor will we permit any employee to do so.  Retaliation is a serious violation of your company name’s harassment policy, and anyone who feels they have been subjected to any acts of retaliation should immediately report such conduct.  Any person who retaliates against another individual for reporting any perceived acts of harassment will be subject to disciplinary action up to and including discharge.

All allegations of harassment will be promptly investigated. Your company name will maintain confidentiality throughout the investigatory process to the extent practical and appropriate under the circumstances.

If your company name finds that inappropriate conduct occurred, the offender will be subject to appropriate disciplinary discretion, and it may include one or more of the following:

· Verbal or written reprimand

· Referral to appropriate counseling 

· Withholding of a promotion or bonus

· Reassignment

· Temporary suspension

· Termination

If the complainant or the alleged offenders are dissatisfied with the outcome of the investigation, either individual has the right to seek reconsideration of the decision.  The dissatisfied party should submit his/her written comments in a timely manner to Human Resources.

Your company name recognizes that false accusations of harassment can cause serious harm to innocent persons.  If an investigation results in a finding that the complaint knowingly, or in a malicious manner, falsely accused another person or harassment, the complainant will be subject to disciplinary action up to and including termination.

Your company name has developed this policy to ensure that all its employees can work in an environment free from any type of harassment.

Paid Time Off

It is important for everyone to be able to take time off for different life events and to be compensated where appropriate.  Accordingly, we provide eligible employees with sick leave, vacation, personal days, holiday, jury duty and bereavement.

Sick Leave
It is critical to our operations that every employee be dependable and on the job.  However, we recognize that an employee or immediate family member may occasionally be temporarily disabled by injury or illness.  The sick leave policy is designed to provide protection to eligible employees against loss of income during unavoidable absences.

Eligibility
Employees who have completed the Initial Employment Period are eligible for accrued paid sick leave.  At management’s discretion, authorized absences without pay may also be granted to full-time employees who have no accrued leave available.

Use of Sick Leave
Sick leave is intended to provide income protection in the event of the disabling illness or injury, as documented by the employee’s physician. Periodic re-certification may also be required.  Additionally, a verification or release by a health care provider may be a condition of returning to work.  The company also reserves the right to require that an employee be examined by a physician of its choice, as allowed by law.

Employees who abuse the sick leave policies or misrepresent the reasons for using sick leave will be subject to disciplinary action up to and including termination.

Family and Medical Leave (FMLA)
Family and medical leaves of absence will be granted in accordance with FMLA and applicable state law.  The law is complex, so employees are encouraged to contact Human Resources with their questions and if they anticipate needing to take leave.

Employees are eligible for FMLA leave if they have:

· Worked for the company for at least twelve (12) months (which need to be consecutive)

· Worked for at least 1,250 hours during the previous twelve (12) months; and

· Worked at a site with fifty (50) or more employees or where fifty (50) or more employees are located within seventy five (75) miles of the work site.

FMLA leave may be taken for any of the following reasons:

· The birth of an employee’s child or the care of the newborn child;

· The placement of a child with an employee for adoption or foster care, or to care for a newly placed child;

· To care for an employee’s spouse, child, or parent (but not in-law) with a serious health condition; and/or

· An employee’s own serious health condition that makes the employee unable to perform one or more of the essential functions of his or her job.

Leave time is available in the following circumstances:

· FMLA allows eligible employees to take up to twelve (12) workweeks of leave during a “12 month period” for the family and medical reasons listed above.  The twelve (12) month period is determined by a rolling calculation and is measured backward from the date leave is used.

· If a husband and wife are both employed by the company, each may take twelve (12) workweeks leave for his or her own serious illness or to take care of their sick child or each other.  However, a married couple is limited to a total of twelve (12) workweeks for birth, adoption, or foster placement of a child, to care for a sick parent, or when leave is taken to care for a healthy infant or adopted child.

· Leave for serious health conditions of the employee, spouse, child, or parent may be taken, when medically necessary, continuously, intermittently, or on a reduced schedule.  However, employees must make reasonable efforts to schedule treatment and care so company operations are not disrupted.  No intermittent or reduced leave is permitted for parental leave except under unusual circumstances and with Management’s permission.

Notice
If possible, employees must give thirty (30) days advance written notice to Management of the need to take FMLA leave.  If such advance notice is not possible, notice should be given as soon as possible, within one (1) or two (2) business days of learning of the need for leave.  Employees should submit a request for leave form and request an appointment with Human Resources prior to beginning leave.

Medical Certification
Employees may be required to obtain initial medical certification from a health care provider to support leave requests.  Additionally, the company may require an employee to obtain a second or third medical opinion at company expense.  During the leave the company may also require periodic recertification as allowed by law.

Use of Accumulated Time Off
As part of the FMLA leave, employees must use accumulated time off as outlined below.  Once accrued “paid time-off” is exhausted, the remainder of an employee’s leave will be unpaid.

· An employee on a sick or family medical leave must use (as allowed by law) accrued leave (vacation, sick, and personal leave) while on leave from work.

· Employees on parental leaves must use vacation days and personal leave accrued but may not use accrued sick leave.

Benefits

· During FMLA leaves employees may continue group health coverage under the same conditions as if they had been continuously employed.  Employees are responsible for continued payment of their share of health insurance premiums, if applicable.  For the portion of an FMLA leave that is unpaid, payment arrangement must be made.  As provided by law, the company may recover any health insurance premiums it paid for an employee who fails to return from leave.

· Employees retain their accrued benefits while on leave.  However, benefits that accrue according to performance of actual work (including vacation, holidays, and sick leave) do not accrue during leave periods.

Reinstatement
Employees returning from sick leaves must provide certification of their ability to resume work.  An employee is entitled to reinstatement only if he/she would have continued to be employed had FMLA leave not been taken.  Employees returning from FMLA leaves will be reinstated to their same or equivalent positions as required by law.  However, as permitted by law, reinstatement may be denied to “key employees” if necessary to prevent substantial harm to company operations.

An employee on a leave of absence should maintain regular communication with the company and provide notice of any changes in plans or intentions to return to work.

Vacation
Time away from work to rest, relax, and pursue personal interests is important.  Therefore paid vacation days will be provided to eligible employees.


Eligibility
Full-time employees will be eligible for vacation after one (1) continuous year of service with the company, in accordance with the chart below.

Part-time employees will receive vacation time pro-rated in relation to hours regularly worked.  Vacation time will be available after their anniversary date with the company.

Accrual
Vacation time accrues on an employee’s anniversary date, based on actual time worked and does not accrue during unpaid leaves, worker’s compensation leaves, or layoffs.


Length of Service



Vacation Days/Year

1 year but less than 2 years



1 week


2 years but less than 5 years



2 weeks


5 years but less than 7 years



12 days


7 years but less than 15 years



3 weeks


15 years or more




4 weeks

Carry Over
Employees must use their accrued vacation time during the year following the year in which it is accrued.  Vacation days may not be carried forward into the following years.

Scheduling
Vacation time should be requested at least 4 weeks in advance by filling out a Request for Time Off form and giving it to the direct supervisor for approval.  All requests are subject to management approval based upon operating requirements and staffing considerations.

Employees will not be paid for unused vacation time except in the event of termination.

Jury Duty
We believe that performing civic duties is important, and therefore the company will compensate an employee for jury duty.


Eligibility

All employees who have completed at least one (1) consecutive year of service.

Scheduling
Employees who are summoned to jury duty must request absence (Request for Time Off form) to serve as soon as notice from the court received.  An employee summoned for jury duty will be excused from work for the duration of such duty.

During jury duty, on workdays for which the court does not require appearance in court for jury duty, the employee must report for work unless excused by management.  Upon release from jury duty, the employee must report for work on their next regularly scheduled workday.

Payment
Employees are required to submit certification from the court of their jury duty.  Employees will be paid for missed hours on regularly scheduled days less the per diem given by the court.

The company will provide jury duty pay for a period of up to two (2) weeks.

Bereavement

Eligibility
Employees with one (1) or more continuous years of service are entitled to three (3) days in the event of a death in the immediate family (father, mother, sister, brother, spouse, and children).

Payment
Employees are required to submit a Request for Time Off form in order to receive payment for any or all three days.  Bereavement pay will not be paid more than once in a twelve (12) month period.
If you have questions or need help in understanding the policies in this handbook,


 


please ask a member of Management or Human Resources.
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