Employee Manual

e Introduction
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Welcome

Organization Chart
Mission Statement
History of the Company

e Orientation Program

e Training, Education & Certifications
e |Issuing and Replacing Tools

e Equal Employment Opportunities

e Personnel Records

e Emergency and Safety Procedures
e Compensation Policies
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Classification of Employment Levels

Work Hours

Part-Time and Temporary Employees

Payroll Procedures, Overtime Procedures and Bonus Plans
Request for Driving Record

Employee Performance Evaluations

Time-Off, Benefits and Vacation

Holidays and Mandatory Work Days

Personal Time, Sick Leave, Death/lliness in Family, Jury Duty, Voting/
Election Rights and Military Leave

Discounts

e Employee Benefit Programs
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Health Insurance
Workers Compensation
Retirement Plan

e Employee Conduct
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Personal Appearance and Dress Code
Absenteeism and Tardiness

Outside Employment

Americans With Disabilities Act
Solicitation

Employment References

Drug-Free Work Place and Discipline
Termination of Employment

Sexual Harassment



