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General Information
Introduction
This Manual is designed to acquaint you with ABC COMPANY and provide you with information about working conditions, benefits, and policies affecting your employment.
The information contained in this Manual applies to all employees of ABC COMPANY. Following the policies described in this Manual is considered a condition of continued employment. The Manual is a summary of our policies, which are presented here only as a matter of information.
You are responsible for reading, understanding, and complying with the provisions of this Manual. Our objective is to provide you with a work environment that is constructive to both personal and professional growth.
Changes in Policy
This Manual supersedes all previous employee manuals and memos that may have been issued from time to time on subjects covered in this Manual.
However, since our business and our organization are subject to change, 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 Changes will be effective on the dates determined by the Company, and after those dates all superseded policies will be null.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.
Employment Applications
We rely 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 material 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.
You enter into employment voluntarily, and you are free to resign at any time for any reason or no reason. Similarly, ABC COMPANY is free to conclude its relationship with any employee at any time for any reason or no reason. Following the probationary period, employees are required to follow the Employment Termination Policy. 
Definitions
Employee Status
“Employees” Defined
An “employee” of ABC COMPANY is a person who regularly works for ABC COMPANY on a wage 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 ABC COMPANY in the performance of their duties.
	Status
	Description

	Exempt
	Employees whose positions meet specific criteria established by the Fair Labor Standards Act (FLSA) and who are exempt from overtime pay requirements.

	Non-exempt
	Employees whose positions do not meet FLSA criteria and who are paid one and one-half their regular rate of pay for hours worked in excess of 40 hours per week.

	Regular full-time
	Employees who have completed the probationary period and who are regularly scheduled to work 35 or more hours per week. Generally, they are eligible for the Company’s benefit package, subject to the terms, conditions, and limitations of each benefit program. 


Probationary Period
A new employee whose performance is being evaluated to determine whether further employment in a specific position or with ABC COMPANY is appropriate. When an employee completes the probationary period, the employee will be notified of his/her new status with ABC COMPANY.
General Policies
Employment Policies
The protection of confidential business information and trade secrets is vital to the interests and success of ABC COMPANY. Such confidential information includes, but is not limited to, the following examples:
1)	Compensation data, 
2)	Financial information, 
3)	Marketing strategies, 
4)	Pending projects and proposals, 
5)	Proprietary production processes,
6)	Personnel/Payroll records, and
7)	Conversations between any persons associated with the company.
All employees are required to sign a non-disclosure agreement as a condition of employment.
Employees who improperly use or disclose trade secrets or confidential business information will be subject to disciplinary action, including termination of employment and legal action, even if they do not actually benefit from the disclosed information.
Orientation is a formal welcoming process that is designed to make the new employee feel comfortable, informed about the company, and prepared for their position. New employee orientation is conducted by a Human Resources representative, and includes an overview of the company history, an explanation of the company core values, vision, and mission; and company goals and objectives. In addition, the new employee will be given a overview of benefits, tax, and legal issues, and complete any necessary paperwork.
Employees are presented with all codes, keys, and procedures needed to navigate within the workplace. The new employee’s supervisor then introduces the new hire to staff throughout the company, reviews their job description and scope of position, explains the company’s evaluation procedures, and helps the new employee get started on specific functions. 
The probationary period for regular full-time and regular part-time employees lasts up to 90 days from date of hire. During this time, employees have the opportunity to evaluate our Company as a place to work and management has its first opportunity to evaluate the employee. During this introductory period, both the employee and the Company have the right to terminate employment without advance notice.
ABC COMPANY office is open for business from XX a.m. to XX p.m. Day of Week through Day of Week, except for Holidays.
The standard workweek is 40 hours of work. In the computation of various employee benefits, the employee workweek is considered to begin on Sunday (starting at 12:01 a.m.) through Saturday (ending at 12:00 a.m.), unless a supervisor makes prior other arrangement with the employee.
Employees are allowed a one-hour lunch break. Lunch breaks generally are taken between the hours of 11 a.m. and 2:00 p.m. on a staggered schedule so that your absence does not create a problem for co-workers or clients.
Employee personnel files include the following: 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.
Personnel files are the property of ABC COMPANY, and access to the information is restricted. Management personnel of ABC COMPANY who have a legitimate reason to review the file are allowed to do so.
Employees who wish to review their own file should contact their supervisor or Human Resources Representative. With reasonable advance notice, the employee may review his/her personnel file in Company’s office and in the presence of their supervisor or Human Resources Representative.
Benefits and Services

ABC COMPANY offers a benefits program for its regular full-time and regular part-time 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.
ABC COMPANY offers the following health and life insurance programs for REGULAR FULL-TIME employees (as determined by the carrier of the policies).
The employee’s portion of the premium deduction for health insurance begins on the pay period prior to coverage start date. 
This Manual does not contain the complete terms and/or conditions of any of the Company’s current insurance benefit plans. It is intended only to provide general explanations. If there is ever any conflict between the Manual and any documents issued by one of the Company’s insurance carriers, the carrier’s guideline regulations will 
The vacation policy applies to all regular full-time and part-time employees.
Paid vacation time of regular part-time employees will be earned on a fractional basis. Fractional vacation weeks will correspond to the average number of hours worked during the preceding year.
Earned vacation leave cannot be taken before it is accrued and approved.
Vacation may be taken in half-day increments of time.
Upon termination, unused earned vacation will be paid in a lump sum in the employee’s final paycheck. 
A maximum of one week paid vacation may be carried over from one calendar year to the next. However, no more than one week of vacation may be taken at one time, except under extraordinary circumstances. Requests for more than one week of vacation should be in writing at least ninety 90 days prior to the beginning of the requested vacation period. 
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