CONFIDENTIAL
NOT FOR GENERAL DISTRIBUTION

DISCLAIMER: This model handbook contains sample policies. It does not constitute legal advice. Prior to implementation, this information should be considered along with your organization's specific practices and legal obligations and adjusted accordingly.  Any such document should be thoroughly reviewed before distribution.

SMALL BUSINESS
EMPLOYEE 

HANDBOOK 

MODEL

TABLE OF CONTENTS
1WELCOME


2COMPANY HISTORY


3INTRODUCTION


4EMPLOYEE RELATIONS


4DIVERSITY, EQUITY AND INCLUSION


4INCLUSIVE WORKPLACE


5EQUAL EMPLOYMENT OPPORTUNITY


5HARASSMENT


8WORKPLACE BULLYING


9DISABILITY ACCOMMODATIONS AND NON-DISCRIMINATION


11RELIGIOUS ACCOMMODATIONS


11RETALIATION PROHIBITED


12COMMUNICATIONS


13RESPECT IN THE WORKPLACE


13COOPERATION


14YOUR SUPERVISOR


14INTRODUCTORY PERIOD


14EMPLOYEE CLASSIFICATIONS


15ATTENDANCE AND CALL-IN


16CALL-IN POLICY FOR EMPLOYEES ON LEAVES OF ABSENCE


17PAY & HOURS OF WORK


17OFFICE HOURS


17YOUR SCHEDULE


17RECORDING HOURS WORKED


17REST & MEAL PERIODS


17LACTATION BREAKS


18OVERTIME


18MANUFACTURING OVERTIME AND MAXIMUM HOURS WORKED


19AGRICULTURAL WORKER OVERTIME


19REMOTE WORK


20REMOTE WORK FOR NON-EXEMPT EMPLOYEES


20GENERAL WAGE AND SALARY PROGRAM


21PAYDAYS


21PAYROLL DEDUCTIONS


21EQUAL PAY


22WAGE DISCUSSIONS


23PERFORMANCE MANAGEMENT POLICY


24EMPLOYEE BENEFITS


24SUMMARY


24GROUP INSURANCE


24TERMINATION OF BENEFITS


25PAID TIME OFF (PTO)


27VACATION


28SICK LEAVE


29HOLIDAYS


30LEAVES OF ABSENCE


30Personal Leave


30Jury Duty


31Bereavement Leave


31Military Leave


31Veterans Day


32Oregon Domestic Violence, Harassment, Sexual Assault, Bias Crimes or Incidents, or Stalking Leave


33Oregon Crime Victim Leave


34Paid Leave Oregon (PLO)


37EMPLOYEE CONDUCT


39CORRECTIVE ACTION


40SOLICITATION AND DISTRIBUTION


41CONFIDENTIAL & PROPRIETARY INFORMATION


41CONFLICTS OF INTEREST


42OUTSIDE EMPLOYMENT


42ELECTRONIC COMMUNICATIONS


43GENERATIVE AI


45SOCIAL MEDIA AND SOCIAL NETWORKING POLICY


47WORKPLACE RECORDINGS


48SAFETY & HEALTH


49FITNESS FOR DUTY


50DRUG & ALCOHOL POLICY


52TOBACCO AND SMOKE-FREE WORKPLACE


53WEAPONS


53SEARCHES


53WORKPLACE VIOLENCE POLICY


55OTHER IMPORTANT INFORMATION


55CELL PHONES AND SMART DEVICES


56DRESS CODE


56PERSONNEL RECORDS


57SEVERE WEATHER CONDITIONS/NATURAL DISASTERS


57LAYOFFS AND REDUCTIONS IN FORCE


58RESIGNATION OF EMPLOYMENT


59CONCLUSION


60ACKNOWLEDGEMENT




WELCOME

COMPANY HISTORY

INTRODUCTION

This Handbook contains general statements of the Company’s policies, procedures, objectives and philosophy.  It is not a contract.  The statements are not intended to be exhaustive and are subject to change at any time without prior notice at the sole discretion of management.  Unless otherwise specified in a formally executed written contract, signed by the [owner/President/CEO]
 employment is voluntary or “at-will,” so that employees may terminate their employment at any time for any reason and the Company has the same right.
Nothing in this handbook is intended to interfere with your rights under Section 7 of the National Labor Relations Act. 
EMPLOYEE RELATIONS

DIVERSITY, EQUITY AND INCLUSION

Our Company is committed to maintaining a diverse, inclusive and equitable workplace founded on respect, acceptance and appreciation for all individuals. It is our belief that having a diverse and inclusive workplace is critical to our success including our ability to attract and retain employees, ensure our employees thrive and to better serve our customers.

We demonstrate our commitment to diversity and inclusion by:
· Fostering a culture of open-mindedness, compassion and inclusion for all individuals

· Embracing our differences to foster growth and innovation

· Treating all individuals with regard, respect and courtesy

· Ensuring our employment practices support and promote diversity, equity and inclusion

· Providing staff with training and learning opportunities to create awareness for issues related to diversity, equity and inclusion

· Building and maintaining meaningful relationships with community organizations dedicated to advancing issues surrounding diversity, equity and inclusion

Each employee at the Company has a responsibility to act in a manner that supports and advances our commitment to diversity, equity and inclusion. We expect all employees to adhere to this commitment and will not tolerate conduct that does not meet these standards.
INCLUSIVE WORKPLACE

Our Company is committed to maintaining an inclusive workplace founded on respect, acceptance and appreciation for all individuals. We value cultural competency which is the ability to understand and respect values, attitudes, beliefs, and mores that differ across cultures.  It is our belief that this is critical to our success including our ability to attract and retain employees, ensure our employees thrive and to better serve our customers.

We demonstrate this commitment by:
· Fostering a culture of open-mindedness, compassion and inclusion for all individuals

· Embracing our differences to foster growth and innovation

· Treating all individuals with regard, respect and courtesy

· Ensuring our employment practices support non-discrimination

· Providing staff with training and learning opportunities to create awareness for inclusion and belonging

Each employee at the Company has a responsibility to act in a manner that supports and advances our commitment to inclusion and belonging. We expect all employees to adhere to this commitment and will not tolerate conduct that does not meet these standards.

EQUAL EMPLOYMENT OPPORTUNITY

The Company is an Equal Opportunity Employer.  We believe every employee has the right to work in an environment free from all forms of unlawful discrimination.  It is the policy of the Company that employment decisions for all applicants and employees will be made without regard to race (including physical characteristics that are historically associated with race, including but not limited to natural hair, hair texture, hair type and protective hairstyle color), color, religion, sex (including pregnancy), sexual orientation, gender identity, genetic information, age (18 and over), national origin, marital status, veteran status, disability, association with protected classes, or other characteristics protected under local, state or federal law.  No employee will be retaliated against for raising concerns under this policy.  We seek each employee’s cooperation and assistance in helping us maintain equal employment opportunity.

HARASSMENT
All employees are expected and required to treat one another, as well as our customers, in a courteous and respectful manner at all times. The Company prohibits discrimination, harassment, and retaliation. This specifically includes harassment based on protected classes, sexual harassment and sexual assault. 

Harassment, discrimination, and retaliation are prohibited as follows:

1. In the workplace;

2. In any work-related setting outside the workplace; or

3. When off-duty conduct creates a sufficiently negative work environment based on protected status or unwelcome conduct of a sexual nature.

The policy prohibits any work-related conduct that a reasonable person in the individual’s circumstances would consider unwelcome, intimidating, hostile, threatening, violent, abusive, or offensive. It also prohibits employment actions, including hiring, promotion, termination, and compensation decisions, to be taken based on a protected characteristic. This policy also prohibits any form of retaliatory action toward an employee for filing a complaint of discrimination or harassment, or for participation in an investigation of a complaint.  

Harassment includes unwelcome conduct that is based upon race (including physical characteristics that are historically associated with race, including but not limited to natural hair, hair texture, hair type and protective hairstyle color), color, religion, sex, sexual orientation, gender, gender identity, age (18 and older), national origin, genetic information, marital status, family relationship, veteran status, disability, association with protected classes, or other characteristics protected under local, state or federal law.  This form of misconduct undermines morale and the integrity of the employment relationship, and interferes with productivity. 

Harassment does not have to violate the law in order to violate this policy.

Sexual Harassment:  is a form of workplace harassment and includes, but is not limited to the following types of conduct:

· Unwelcome sexual advances, requests for sexual favors, or other conduct of a sexual nature when such conduct is directed toward an individual because of that individual’s sex and submission to such conduct is made either explicitly or implicitly a term or condition of employment; or submission to or rejection of such conduct is used as the basis for employment decisions affecting that individual.

· Unwelcome verbal or physical conduct that is sufficiently severe or pervasive to have the purpose or effect of unreasonably interfering with work performance or creating a hostile, intimidating or offensive working environment.

Sexual Assault: Sexual assault is a form of sex discrimination under state and federal law.  Sexual Assault means unwanted conduct of a sexual nature that is inflicted upon a person or compelled through the use of physical force, manipulation, threat or intimidation.

Prohibited Conduct

Although by no means all-inclusive, the following examples represent prohibited behavior:

· Verbal harassment such as epithets, derogatory comments or slurs, demeaning or sexually explicit jokes;

· Physical harassment such as assault, impeding or blocking movement, unauthorized touching or any physical interference with normal work or movement when directed at any individual;

· Visual forms of harassment such as derogatory, offensive or sexually suggestive emails, texts, memes or pictures displayed or viewed in the workplace; and,

· Behavioral forms of harassment such as suggestive facial expressions or noises, leering or obscene gestures.

· Sexual harassment, as described above, including but not limited to unwelcome sexual advances, requests for favors in exchange for conduct of a sexual nature, submission to unwelcome conduct of a sexual nature in exchange for a term of employment, or other conduct of a sexual nature.

Although harassment is sometimes difficult to define, in general, all employees should be aware that such conduct and conversations are inappropriate in the workplace.

The Company will not tolerate harassment.

Reporting Procedures for Discrimination, Including Harassment and Sexual Assault

All employees are responsible for creating and maintaining a safe and positive work environment.  If you believe you have experienced harassment, sexual harassment, discrimination, retaliation, sexual assault or if you have been made aware of or if you have witnessed harassment, sexual harassment, sexual assault or discrimination by a co-worker, supervisor, vendor, visitor, customer or others that violates our policy, it is important that you take steps to address it immediately.

· First, if you are comfortable doing so, talk to the person whose behavior is bothering you and ask the person to stop.

· Next, if you are not comfortable speaking with that person, or if you asked them to stop and they have not, contact your supervisor or any member of management or human resources. If you are uncomfortable speaking to your supervisor, please bring your concerns to any manager.  

· Be sure to document any incidents that you believe are in violation of this policy, including a description of the conduct, names of individuals involved, names of potential witnesses and dates.

A prompt, thorough and objective investigation of the complaint will be conducted by a qualified person. Documentation will be maintained to ensure reasonable progress.  The investigation may include individual interviews with the parties involved and, where necessary, with individuals who may have observed the alleged conduct or may have other relevant knowledge.  Confidentiality will be maintained throughout the investigatory process to the extent consistent with adequate investigation.  Employees who have had a complaint should immediately make a further complaint should the harassment reoccur.

Appropriate corrective actions will be taken upon completion of our investigation.  Employees found to have harassed in violation of this policy will be immediately and appropriately disciplined, up to and including immediate termination. Any manager or supervisor at the Company who knew or should have known of harassment happening in violation of this policy is legally obligated to report it to Human Resources immediately; failure to do so could result in corrective action, up to and including termination. Such reporting is imperative for the Company to promptly investigate and take necessary corrective action.

Retaliation against employees who experience, witness or report a complaint regarding behaviors described above or other conduct addressed by this policy will not be tolerated. Specifically, it is unlawful for the Company, including supervisors, to retaliate against applicants or employees for activity including but not limited to:

· filing or being a witness in a BOLI and/or EEO charge, complaint, investigation, or lawsuit

· communicating with a supervisor or manager about employment discrimination, including harassment

· answering questions during an employer investigation of alleged harassment

· refusing to follow orders that would result in discrimination

· resisting sexual advances, or intervening to protect others

Additionally, any employee who retaliates against anyone involved in an investigation will be subject to corrective action, up to and including termination. 

Nondisclosure & Non-disparagement Agreements: The Company may not require or coerce you from entering into a nondisclosure or non-disparagement agreement, otherwise known as confidentiality agreements that prevents you from discussing discrimination including harassment. However, after a claim of discrimination, including harassment, you may voluntarily request to enter into an agreement containing a nondisclosure, non-disparagement, or no-rehire provision. This agreement must give you at least seven days to revoke after signature. 

Statute of Limitations: Employees have five years since the date of offense to bring about a claim of sexual harassment or discrimination. 

Definitions Under This Policy:

Nondisclosure Agreement: Any agreement by which one or more parties agree not to discuss or disclose information regarding any complaint of work-related harassment, discrimination, or sexual assault.

Nondisparagement Agreement: Any agreement by which one or more parties agree not to discredit or make negative or disparaging written or oral statements about any other party or the company. 

No-rehire Provision: Any agreement prohibits an employee from seeking reemployment with the company and allows a company to not rehire that individual in the future.

WORKPLACE BULLYING
The Company believes that all employees have a right to a safe and respectful work environment. Therefore, the Company will not tolerate any bullying behavior in the workplace. Bullying has many negative effects on both individual employees and the Company as a whole, including reduced productivity and employee morale.

Workplace bullying is a pattern of repeated mistreatment that harms, intimidates, undermines, offends, degrades, or humiliates an employee. Bullying may be physical, verbal, or non-verbal. It can also happen using electronic technology, such as by email, social media sites, text messages, and websites (cyberbullying). Bullying may involve any employee, including:

· Supervisors against their subordinates

· Employees against their co-workers

· A group of co-workers targeting another employee

· A work environment where bullying has become accepted as workplace culture

· A third party who bullies an employee or vice versa

Some examples of workplace bullying include repeated acts, such as:

· Physical or verbal threats, insults, public humiliation

· Spreading malicious untruthful information or gossip

· Blame without factual justification

· Being treated differently than the rest of the employees in a work group

· Being the target of cussing or disrespectful language

· Exclusion or social isolation

· Excessive “prank” jokes or teasing of an employee

Managers and supervisors who have high expectations, identify areas requiring improved performance, or impose corrective action within established workplace guidelines are not engaging in bullying as long as their actions are carried out in a respectful and fair manner.

The Company regards workplace bullying as unacceptable and will not tolerate it under any circumstance.

Employees should report workplace bullying to their supervisor, another supervisor with whom they are comfortable speaking, or the Human Resources Department. All complaints of workplace bullying will be treated seriously and investigated promptly. During the investigation, the Company will make every effort to maintain confidentiality to the fullest extent possible.

DISABILITY ACCOMMODATIONS AND NON-DISCRIMINATION

The Company is committed to complying with all applicable provisions of all state and federal laws and regulations related to individuals with disabilities.  It is our policy not to discriminate against any qualified employee or applicant with regard to any terms or conditions of employment because of such individual’s disability, perceived disability, or record of disability so long as the employee can perform the essential functions of the job.  Consistent with this policy of nondiscrimination, the Company will provide reasonable accommodations to qualified individuals with a disability, as defined by state or federal regulations, who has made the Company aware of their disability and need for accommodation, provided that such accommodation does not constitute an undue hardship on the Company. This policy governs all aspects of employment, including recruitment, hiring, compensation, discipline, termination, and access to benefits and training.

Employer Accommodations for Pregnancy

The Company complies with Oregon’s Employer Accommodation for Pregnancy Act and the federal Pregnant Worker Fairness Act.  If you need a temporary change to how, when, or where you work due to known limitations relating to pregnancy, childbirth or a related medical condition (including but not limited to lactation), you may request an accommodation under this policy. 

The Company will approve such a request so long as the accommodation requested is reasonable and will not create an undue hardship for the Company. The Company will determine on a case-by-case basis whether a requested accommodation is reasonable or would create an undue hardship after considering the nature of the accommodation, the business needs of the Company and its customers, the needs of the Company’s other employees, the Company’s operations, and the Company’s resources. 

The Company will not deny employment opportunities, take adverse employment action or in any manner discriminate or retaliate against you based on the need to make a pregnancy-related reasonable accommodation.  Additionally, the Company will not require you to accept a reasonable accommodation that is unnecessary to perform the essential duties of your job nor will the Company require you to accept a reasonable accommodation if you do not have a known limitation.  Additionally, the Company will not require you to take family leave, or any other leave, if the Company can make a reasonable accommodation to the known limitations. 

Requesting an Accommodation
If you have a disability that you believe needs a reasonable accommodation to perform the essential functions of your job, please contact Human Resources.  A request for an accommodation should include an explanation of why you require an accommodation, which may include any physical limitations or risks you face in your job, or a description of the difficulties you are having with one or more aspects of your job. Your request may also include a description of the accommodation you are requesting. A request should also include the date when accommodation will become necessary and the expected duration of your need for accommodation. If the end date for your accommodation changes in the future, notify your supervisor and/or Human Resources. 
Your supervisor and/or Human Resources will make a determination regarding your request for an accommodation within five business days. However, delays may be caused by waits for medical or other documentation, or necessary information from third parties. You will be kept informed of the status of your request.

Approved accommodations will be implemented as quickly as possible. If your request is denied, you will be given an explanation of the denial. The reasonable accommodation process is interactive and ongoing; your supervisor and/or Human Resources will work with you to determine if there is an accommodation that meets your needs.
RELIGIOUS ACCOMMODATIONS

The Company respects the religious beliefs and practices of all employees and will consider accommodations for religious observances when a reasonable accommodation is available that does not create an undue hardship on the Company’s business.

If your job duties, work schedule, the Company’s expectations regarding dress and appearance, the Company’s Holiday policy, or another aspect of your employment conflict with your religious beliefs, please speak to your supervisor or Human Resources to request an accommodation. 

Human Resources will evaluate your request and whether an accommodation is available which is reasonable and which would not create an undue hardship on the Company’s business. An accommodation may be a change in job, using paid leave or leave without pay, allowing an exception to the dress and appearance policy which does not impact safety or a change in another aspect of your employment. 

If you have questions about this policy, please see Human Resources. 
RETALIATION PROHIBITED 

The Company is committed to creating and maintaining an equitable and inclusive working environment. All employees have the right to be free from prohibited retaliation.

Retaliation is any adverse action that the Company takes (including actions by managers or supervisors) against an employee for engaging in protected activities. 

Adverse action is any action that is reasonably likely to deter a reasonable person in the same circumstances as the individual from engaging in protected activity. Adverse action does not include (1) petty slights or trivial annoyances; or (2) action, including employment, which would have been taken regardless of the individual’s engagement in protected activity.

Because adverse action can be subtle, it may not always be easy to spot. Examples of adverse action include, but are not limited to the following conduct taken solely because an employee engaged in a protected activity:

· Termination

· Demotion

· Denial of overtime or promotion

· Discipline  

· Denial of benefits

· Failure to hire or rehire  

· Making threats or intimidation

· Exclude listing (e.g., notifying other potential employers that an applicant should not be hired or refusing to consider applicants for employment who have reported concerns to previous employers)

· Reassignment to a less desirable position or actions affecting prospects for promotion (such as excluding an employee from training meetings) 

· Reducing pay or hours

· More subtle actions, such as isolating, ostracizing, mocking, or falsely accusing the employee of poor performance.

Protected activity includes but is not limited to:

· Reporting harassment or discrimination

· Reporting or opposing an unsafe working condition

· Reporting or opposing wage and hour violations 

· Reporting or opposing unlawful employment practices 

· Reporting or opposing activity an employee reasonably believes is a violation of state or federal law

· Filing a complaint or otherwise participating in an investigation or inquiry by the Company, or a state or federal agency pertaining to discrimination, harassment, or other conduct prohibited by Company policy or applicable law

· Participating in the Company’s reasonable accommodation processes under the Americans with Disabilities Act (ADA) 

· Asking for a religious accommodation

· Taking military leave 

· Invoking an employee’s rights under Paid Leave Oregon (PLO), Oregon Family Leave Act (OFLA), or the Federal Family Leave Act (FMLA)

If you believe you have experienced, witnessed, or been made aware of possible retaliation, it is important that you contact any member of management or human resources immediately.

The Company will not tolerate retaliation. 

COMMUNICATIONS

In order to do our best work, each of us expects and is entitled to be treated with regard by our co-workers.  When we are talking to or about each other, what we say and how we say it are important.  

Inevitably, when people are working closely together, problems will come up. The goal is to prevent conflicts from festering and creating a negative work environment.

If you find you are having problems with another individual, talk first to the person directly involved in the situation. Let them know your needs and opinions clearly and listen closely to their point of view.  If you cannot resolve the conflict between the two of you or are uncomfortable discussing it with them, contact your supervisor.  If the person you are having an irresolvable conflict with is your supervisor, talk directly to Human Resources or the President. 

In any situation, employees at all levels are required to be courteous, respectful and professional.
RESPECT IN THE WORKPLACE

Attitudes toward our co-workers will have much to do with success and happiness on the job.  An attitude of cooperation will overcome most difficult situations.  

Acceptable workplace behaviors are any behaviors that promote respect and courtesy in the workplace. These behaviors should be expressed in all mediums, whether that be verbal, non-verbal, in-person, or electronic. They include but are not limited to:

· Using respectful language in all interactions

· Listening with an open mind

· Giving direct, work-related feedback

· Expressing appreciation in a timely manner

· Approaching conflict with a true desire for resolution

 Disrespectful behaviors includes but is not limited to:

· Yelling at another individual

· Talking down to and/or berating others

· Using a condescending tone to others

· Social exclusion or ostracism, ignoring others, silent treatment

· Undermining another’s work by giving impossible to meet deadlines or workloads

· Gossiping or spreading rumors

· Making threats, using intimidating tactics

· Any malicious behavior a reasonable person would find disturbing and/or harmful to their psychological health

In certain situations, these behaviors may rise to the level of harassment or discrimination. 

If you feel you have been treated unacceptably, the Company encourages you to first speak directly with the individual responsible for the behavior. However, if you’re not comfortable doing so, you may seek advice and assistance from your supervisor, another manager or the HR department. 

COOPERATION
 
To promote a supportive work environment, and to ensure a high level of customer service, employees are expected to work together in a spirit of cooperation.  Each employee has specific duties and responsibilities.  Employees are also expected to help others as needed.  In the event of absence or illness, other staff members are expected to substitute and cover additional duties as necessary.  This may mean a temporary change in schedule, or fielding calls, a request you may not ordinarily cover.

YOUR SUPERVISOR

Your supervisor is a vital part of the team and will have more to do with your welfare than any other person in our organization.  This person is directly responsible for planning the work schedule, ensuring the quality of your work and providing you with whatever assistance you may need.  Your supervisor is there not only to supervise you, but also to make your concerns known to Management.  Give your supervisor your cooperation.  Feel free to discuss any matter with them.  

INTRODUCTORY PERIOD

The first 90 calendar days of your employment will constitute an Introductory Period.  This Period is a time for orientation and training.  During this time some Company provided benefits may not be available until after completion of the Introductory Period.
While your performance will be reviewed on an informal basis throughout your Introductory Period, a formal evaluation will generally be conducted following 90 calendar days of employment.  At that time, your status may be changed from “Introductory” to “Regular.”  

The Introductory Period may be waived or extended at management discretion. Completion of this Introductory Period does not alter your “employment at-will” status or create any contract of employment. 
EMPLOYEE CLASSIFICATIONS

Each employee is classified in one of the following categories:

Introductory Employees:  Generally, employees in the first 90 days of employment
 or employees who have not successfully completed the Introductory Period.

Regular, Part-Time Employees:  Employees who have successfully completed the introductory period and are regularly scheduled to work less than 40 hours per week
. Part-time employees are generally eligible for some of the benefits offered by the Company, dependent on the average number of hours worked each week. 
Regular, Full-Time Employees:  Employees who have successfully completed the introductory period and are regularly scheduled to work at least 40 hours per week
. Full-time employees are generally eligible for the full benefits package.
Temporary Employees:  Employees hired to work for a limited duration of time or on a project basis.

For wage and hour purposes, each employee’s position is classified as either exempt or non-exempt:

Exempt Employees:  Salaried employees performing professional, administrative or managerial duties and who are exempt from the minimum wage and overtime provisions of the Fair Labor Standards Act (FLSA).
Non-Exempt Employees:  Employees, salaried or hourly, performing clerical or production duties. Non-exempt employees are not exempt from the law’s requirements concerning minimum wage and overtime.
All employees, regardless of status or duration of employment, are expected to meet and maintain Company standards for job performance and behavior.
ATTENDANCE AND CALL-IN

Regular attendance is of primary importance for every position at the Company.  You are expected to arrive for work on time and be ready to start work at the beginning of your scheduled shift.  You are also expected to complete your shift as scheduled.

If you are going to be late or absent, you must call or text your supervisor as soon as possible prior to the start of your shift, and preferably at least two hours prior to the beginning of your scheduled shift.  If you text your supervisor and do not receive a response within 10 minutes,
 you are required to call them directly. If your supervisor does not respond, leave a message explaining your absence, including a number where you can be reached. If you do not report as scheduled, and if you have not contacted your supervisor in advance to explain your absence, corrective action may result.
If you are not on an approved leave, you must call and notify your supervisor each day prior to your scheduled shift.  If you are out on an approved leave of absence, you must call-in in accordance with our Call-In Policy for Employees on Leaves of Absence (see below).
Failure to report and call in as required for two consecutive days will be considered a voluntary resignation.

You must receive supervisory approval to leave prior to the end of your scheduled shift.
Attendance requirements specific to your position are outlined in your job description.  If you are having difficulties meeting the requirements of your schedule, please contact your supervisor.

Excessive tardiness and/or absenteeism may result in corrective action.

CALL-IN POLICY FOR EMPLOYEES ON LEAVES OF ABSENCE

If you are away from work because of an approved leave of absence you are required to call in at least weekly
 on the day designated by your supervisor or manager to report your status, any changes in your condition, and, to receive any necessary information associated with your job.  Failure to call in may be grounds for discharge. 

PAY & HOURS OF WORK

OFFICE HOURS

Hours of work shall be from 8:00 a.m. to 5:00 p.m.,
 unless otherwise agreed upon with your supervisor.  It is the responsibility of each employee to be at their work station by starting time.

YOUR SCHEDULE

Specific workday and workweek schedules are determined by your supervisor based upon our operational needs.  We will attempt to notify you of any changes in workdays or workweek schedules in advance of the effective date of change.  Management reserves the right to modify schedules consistent with the needs of the Company.

RECORDING HOURS WORKED

Each non-exempt employee must maintain their own timecard.
 Hours worked includes work performed on premises, off the premises or at home. Upon hire, you will be shown how to record your hours in our timekeeping system.  You are expected to record all of your hours worked, including when you start and end work every day as well as for your lunch break.  Please record all of the hours you have worked.  Your supervisor will sign and approve your timecard at the end of each pay period.  Altering, falsifying, tampering with time records, or clocking in/out for another employee may result in corrective action, up to and including termination of employment. 

REST & MEAL PERIODS

Each employee is provided with a paid 10-minute rest break for every four hours worked.  Employees working shifts of six hours or more will also be provided an unpaid 30-minute meal break.
 Please schedule your breaks with your supervisor.

Rest and meal periods are mandatory and may not be combined or used to shorten the workday.

LACTATION BREAKS

In compliance with Oregon law and the federal PUMP ACT, if you are a nursing parent, the Company will provide you with unpaid lactation breaks until your child is 18 months old. Under Oregon law, nursing parents are allowed a lactation break for a reasonable amount of time whenever they need to express milk.  


If a non-exempt employee takes a lactation break at the same time as a paid rest break, the break is paid.  Otherwise, lactation breaks are unpaid.  If a non-exempt employee is not completely relieved from duty, the time spent expressing breast milk will be paid.
As a nursing parent, you will be provided a private place (other than a bathroom) in close proximity to your work area that is shielded from view and free from intrusion by co-workers and the public, where you can express breast milk.  As a nursing parent, you have the right to bring a pump and insulated food container or personal cooler to work and the Company will ensure there is a place for you to store these items while working.

If you require lactation breaks, please contact your supervisor or Human Resources. 

The Company will not retaliate against employees for exercising their lactation rights or filing a complaint under state or federal law. 


OVERTIME

Due to the nature of our business, overtime may be required.  When operating requirements or other business needs cannot be met during regular working hours, employees may be scheduled to work overtime hours.  You are expected to work overtime when requested.

Non-exempt employees are eligible to receive overtime pay of one-and-one-half times their regular hourly rate for each hour worked over 40 in a workweek.

For overtime purposes, our workweek is 12:01 a.m. Sunday through midnight Sunday, and our workday is 12:01 a.m. through midnight.

Because overtime is based upon actual hours worked, compensated time off falling within the regularly scheduled workweek is not considered “time worked” for the purpose of calculating overtime.  

Your supervisor must authorize all overtime work in advance.

MANUFACTURING OVERTIME AND MAXIMUM HOURS WORKED

Due to the nature of our business, overtime may be required.  When operating requirements or other business needs cannot be met during regular working hours, employees may be scheduled to work overtime hours.  You are expected to work overtime when requested.

Non-exempt employees are eligible to receive overtime pay of one-and-one-half times their regular hourly rate for each hour worked over 40 in a workweek, or over 10 in a workday, whichever is greater during the workweek.  For overtime purposes, our workweek is 12:01 a.m. Sunday through midnight Sunday, and our workday is 12:01 a.m. through midnight.

Generally, employees will not be scheduled to work more than 55 hours in a workweek.  However, employees may work up to 60 hours in a workweek if they voluntarily choose to do so.  If you would like to work up to 60 hours in a workweek, please see HR.  

Because of the nature of our work with perishable products, however, we may schedule you to up to 84-hour workweeks during busy times of year.
 In no case will an employee who has worked a shift of at least 8 hours be asked to work another shift without receiving at least 10 hours off between the shifts. Additionally, employees will not be scheduled to work more than 13 hours in a 24-hour period.
Because overtime is based upon actual hours worked, compensated time off falling within the regularly scheduled workweek is not considered “time worked” for the purpose of calculating overtime.  

Your supervisor must authorize all overtime work in advance.

AGRICULTURAL WORKER OVERTIME

Due to the nature of our business, overtime may be required.  When operating requirements or other business needs cannot be met during regular working hours, employees may be scheduled to work overtime hours.  You are expected to work overtime when requested.

Non-exempt employees are eligible to receive overtime pay of one-and-one-half times their regular hourly rate for each hour worked over 48 in a workweek.
 

Because overtime is based upon actual hours worked, compensated time off falling within the regularly scheduled workweek is not considered “time worked” for the purpose of calculating overtime.  

Your supervisor is required to authorize all overtime work in advance.
REMOTE WORK

Your supervisor will work with you to determine if remote work is a viable option and if so, what you need in order to work effectively from a remote location. Some positions may be eligible to flex their time between a remote location and the Company’s office.

Supervisors will evaluate remote work options for employees based on the following

criteria:
1. Employee’s job description and the nature of the work being performed
2. Employee’s access to the necessary tools to perform the work remotely (internet, computer/laptop, appropriate workspace, ability to participate in virtual meetings)
3. Needs of the team and/or department
4. Ability of the supervisor to ensure compliance with wage and hour laws
5. Employee’s ability to perform work at an acceptable level while working remote

If such an arrangement is approved, you are required to meet your usual or otherwise specified performance requirements. You will also be required to be available by phone and email during your normal working hours, unless otherwise agreed to with your supervisor.

Even if approved, remote work may be discontinued at any time for any reason, including if the needs of the department or the Company change, the nature of the work no longer makes remote work a viable option, and/or if you are not meeting performance expectations.
Due to employment laws in other states, if you will be working remote from any other location than your primary residence for more than three weeks, you must notify your supervisor to get approval first.
REMOTE WORK FOR NON-EXEMPT EMPLOYEES

The following guidelines are applicable to all non-exempt employees who have been approved to work remotely:

1. Non-exempt employees must continue to maintain their own timecard. All hours must be recorded from the start of work to the end of work every day as well as the lunch break.
2. When working remote, non-exempt employees must continue to take a 30-minute unpaid meal break and two 10-minute paid rest breaks. Non-exempt workers are not to work during any unpaid meal breaks.
3. Non-exempt employees may not conduct any work, including checking emails, outside of Company office hours. If work is conducted outside of our normal office hours, this time must be recorded and reported to your supervisor.

GENERAL WAGE AND SALARY PROGRAM

As an employer, we strive to pay salaries that are competitive within our community and industry, recognizing individual effort and contribution to Company success. Our goal is to have a compensation system that will also be flexible in support of the Company in its efforts to recruit and retain a highly qualified workforce.  

It is our intention to use a compensation system that will base wages and salaries on the following:

· External market rates, through an analysis of local, national and/or industry specific market pay data for jobs with equal knowledge and ability requirements, and variety and scope of responsibilities, and,

· Internal equity, based on a comparison of bona fide business factors including seniority, merit, quantity/quality of work, work location, travel, education, training, and/or experience. 

Generally, [salaries and salary ranges are reviewed on an annual basis] or [salaries and salary ranges are reviewed periodically, but not on any fixed schedule.]
  

PAYDAYS

Paydays are twice per month—on the 15th and on the last workday day of the month.  When payday falls on a Saturday, Sunday, or holiday you will receive your pay on the preceding Friday.
  

PAYROLL DEDUCTIONS

Various payroll deductions are made each payday to comply with federal and state laws pertaining to taxes and insurance.  Deductions will be made for the following:

· Federal and State Income Tax Withholding

· Social Security (FICA)

· Medicare (FICA)

· Workers’ Benefit Fund Assessment

· Oregon Transit Tax

· Paid Leave Oregon Contributions

· Other items designated and authorized by you in writing 

· Other items required by law, such as wage garnishments

At the beginning of each calendar year, you will be supplied with your Wage and Tax Statement (W-2) form.  This statement summarizes your income and deductions for the previous year. You may also update your Withholding Allowance Certificate (W-4) deductions at any time. If you have any questions regarding these deductions, please contact the payroll department.

EQUAL PAY

At [Company name], we are committed to providing equal pay to our employees.  We will not discriminate in the payment of wages or other compensation between employees performing work of a comparable character.  We take affirmative steps to ensure equal pay for those comparable positions by setting pay based on bona fide business factors including seniority, merit, quantity/quality of work, work location, travel, education, training, and/or experience.

Our Company will also not make inquiries into an applicant or employee’s current or former compensation during the recruitment process, nor will it determine compensation for a position based on the current or past compensation of an applicant or employee.

If you have questions about your compensation, please talk with Human Resources.

WAGE DISCUSSIONS 
The Company will not take an adverse employment action or retaliate against an employee for inquiring about, discussing or disclosing in any manner the employee’s own wages.

The Company will not take an adverse employment action or retaliate against an employee for making a charge, filing a complaint or instituting an investigation, proceeding, hearing or action based on the disclosure of wage information by the employee.

This policy does not apply to an employee who has access to wage information of employees as part of the employee’s job and who discloses the wages of employees to individuals not authorized to have access to the information, unless the disclosure is in response to a charge or complaint or is in furtherance of an investigation, proceeding, hearing or action.

PERFORMANCE MANAGEMENT POLICY

Our performance management system is designed to align individual efforts with Company goals.  Ideally, our performance management system will: 

· Give employees a clear understanding of the work expected of them.

· Allow employees to receive ongoing feedback regarding how they are performing relative to expectations.

· Foster your understanding of and commitment to Company goals.

· Provide you an opportunity to contribute to the goal-setting process.

· Effectively monitor and reward your progress toward reaching these goals.

· Encourage your professional development in support of higher performance in your field.

Although your performance is evaluated informally on a day-to-day basis, formal evaluations are typically conducted annually by your supervisor.  Our performance management system is intended to be participatory, involving your input as much as that of your supervisor.

You are encouraged to:

· Inquire about your performance from time to time.

· Accept additional responsibilities and show initiative.

· Review opportunities for advancement within the Company.

· Ask for assistance in developing a goal-oriented path for advancement.

· Learn about training available to you to assist you in improving your skills.

EMPLOYEE BENEFITS

SUMMARY

The Company’s benefits program provides regular employees with a full range of employee benefit plans.  Your employee benefits package includes the following:

· Group Insurance Plans

· Paid Vacation

· Paid Sick

· Paid Holidays

Brief descriptions of the current plans are given below.  Detailed information about each plan is provided separately. 
  The Company reserves the right to add, cancel or change any plan, program or policy at any time. 
GROUP INSURANCE

The Company participates in group insurance programs.  These group insurance plans include the following:  health, dental, employee life and AD&D, dependent life, short-term disability insurance, and long-term disability insurance.  Coverage under the group insurance plans begins the first of the month following 30 days of regular full-time employment, except for long-term disability insurance.  Regular employees have a one-year waiting period before becoming eligible for long-term disability insurance coverage.

TERMINATION OF BENEFITS

Eligibility for Company-paid insurance benefits is affected by your employment status.  

1. During an unpaid personal leave for a period of up to ___ days, employees remain eligible for Company-paid insurance benefits.

2. During any period of statutory family or medical leave (including qualifying leave for on-the-job injuries), employees remain eligible for Company-paid insurance benefits.

3. During the period of any other medical leave (including on-the-job injuries) for a period up to ___ days, employees remain eligible for Company-paid insurance benefits.

4. Upon separation from employment all Company-paid insurance benefits cease.

When you become ineligible for Company-paid insurance benefits, you may be entitled to continuing coverage at your own expense.  If so, you will be notified in writing at that time.
PAID TIME OFF (PTO)

The Company provides all employees with paid-time off to take vacations, cover illnesses, or for any other personal reason.  This time off is provided to all employees in compliance with Oregon’s statewide sick leave law. Employees begin accruing immediately upon hire according to the following schedule, but PTO may not be used until after 90 days of employment.

	Length of Service
	PTO Accrual Rate
	Maximum Accrual

	0-2 Completed Years
	.0333 p/hour worked
	80 hours

	3-6 Completed Years
	.0385 p/hour worked
	120 hours

	7 or more Completed Years
	.0577 p/hour worked
	160 hours


Once your maximum accrual is reached, you will not accrue anymore until you have used PTO and are under the maximum cap.

If a holiday occurs during an approved PTO leave, the time will be considered a paid holiday and will not be deducted from accrued PTO.

For purposes of Oregon Sick Leave, each year only 40 hours of your PTO will be protected for a qualifying reason under the Oregon Sick Leave law.
 

Qualifying reasons for Oregon Sick Leave are as follows:

· Illness, injury, or health condition, including time off for medical diagnosis, care, treatment, and preventative care for yourself, or your family member.

· For qualifying reasons under the Oregon Family Leave Act (OFLA) or Paid Leave Oregon (PLO) regardless of whether the employee is eligible for PLO or OFLA leave and regardless of whether the company is a “covered employer” under OFLA;

· For qualifying reasons under Oregon’s domestic violence, harassment, bias crimes or incidents, and sexual assault law.

· In the event of a public health emergency, such as the following:

· Closure of your place of business, or the school or place of care of your child, by order of a public health emergency;

· A recommendation of a public health authority or a health care provider that you or your family member’s presence in the community would risk the health of others;

· Your exclusion from the workplace under any law or rule that requires your employer to exclude you from the workplace for health reasons, such as:

· If your workplace or home is subject to a Level 2 or 3 evacuation order, or

· A public official has determined that the air quality or heat indexes at either your work location or home are at a level where continued exposure to such levels would jeopardize your health.

For the purposes of Oregon Sick Leave, a family member is defined as a spouse, child or the child’s spouse or domestic partner, domestic partner, parent or parent’s spouse or domestic partner, sibling or stepsibling or the sibling’s or stepsibling’s spouse or domestic partner, grandparent or the grandparent’s spouse or domestic partner, grandchild or the grandchild’s spouse or domestic partner, or any individual related by blood or affinity whose close association with the employee is the equivalent of a family relationship.

While you may take additional time for the reasons covered under Oregon’s Sick Leave law, anything beyond 40 hours will not be protected under this law. You are required to use your PTO in increments of at least one hour. PTO is generally paid at your regular rate of pay. If you apply and are approved for Paid Leave Oregon (PLO), you may request, but are not required to use your PTO.

You will receive a statement of your accrued PTO balance on each paystub.  Unused PTO is not paid out upon separation from the Company.

 

If the need for sick leave is foreseen, you should request the time off as soon as possible, preferably at least 10 days prior to the absence.  If the need for sick leave is unforeseen, you are required to call your supervisor prior to the start of your scheduled shift to report the absence.  If you are unable to do so, you are required to call your supervisor as soon as you are able to report the absence and provide a reason that you were unable to call prior to the start of your scheduled shift.  A failure to follow this reporting procedure may result in corrective action up to and including termination. 

 

Depending on the circumstances, you may be required to provide a certification of your need for PTO from your medical provider or another appropriate person.  If you fail to provide a requested certification, you may be denied the use of PTO and/or subject to corrective action.

 

If you are absent for any reason, you are required to use all accrued PTO before being allowed to take unpaid leave.

VACATION

A paid vacation benefit is provided to eligible employees to allow time away from work for relaxation and recreational purposes.

Regular full-time employees accrue annual vacation based on the number of continuous years of service the employee has worked for the Company as follows:

During the first year of employment:


40 hours (3.33 hrs. p/month)


2nd through 4th year:




80 hours (6.66 hrs. p/month)


5th through 9th year:




120 hours (10 hrs. p/month)


10th year and thereafter:



160 hours (13.33 hrs. p/month)

Though vacation accrues upon hire, vacation may not be taken until completion of 90 days of employment. Vacation will not accrue during any unpaid leave of absence.
On your anniversary date each year, you may carryover unused vacation time up to the maximum amount allowed in your vacation bank.  The maximum amount you may have in your vacation bank is:
Years 1 through 5:


120 hours 

Years 6 through 10:


160 hours 

Years 11 through 15:


200 hours 

Year 16 and thereafter:

240 hours 

Once you have reached the maximum amount of vacation time, you will not accrue any additional time until you have used vacation and are under the maximum amount allowed.

Regular part-time employees will accrue and may carryover vacation as shown above on a pro-rated basis.

You are required to schedule and submit your vacation request to your supervisor in advance; your supervisor will approve your vacation with due consideration being given to the seniority of the employees and to the work requirements facing the Company.  Vacation schedules may be amended to allow the Company to meet emergency situations.

If a holiday falls during an employee’s scheduled vacation, the employee will receive holiday pay for the day if eligible for such pay and will not be charged for vacation benefits for the day.

An employee who terminates and has completed six months of employment will be paid for the accrued, unused vacation.


SICK LEAVE

The Company provides all employees with 40 hours of paid sick leave in compliance with Oregon’s statewide sick leave law.  This time is provided to employees annually on January 1.

Employees employed by the Company for less than a full year will receive a pro-rated amount of paid sick leave based on their hire date.     
Paid sick leave is available for the following purposes:

· Your own illness, injury, or health condition, including time off for medical diagnosis, care, treatment, and preventive care;

· Care for your family member with an illness, injury, or health condition, including time off for medical diagnosis, care, treatment, and preventive care;

· For qualifying reasons under the Oregon Family Leave Act (OFLA) or Paid Leave Oregon (PLO) regardless of whether the employee is eligible for PLO or OFLA leave and regardless of whether the company is a “covered employer” under OFLA;

· For any purpose allowed under Oregon’s domestic violence, harassment, sexual assault, bias crimes or incidents and stalking law; or

· In the event of a public health emergency, including but not limited to:

· Closure of your place of business, or the school or place of care of your child, by order of a public official due to a public health emergency

· A determination by a lawful public health authority or a health care provider that your presence or your family member in the community would jeopardize the health of others

· Your exclusion from the workplace under any law or rule that requires your employer to exclude you from the workplace for health reasons.
· Such as if work location is subject to a Level 2 or 3 evacuation order; and/or

· A public official has determined that the air quality or heat indexes at either your work location or home are at a level where continued exposure to such levels would jeopardize your health of the employee.

For the purposes of Oregon Sick Leave, a family member is defined as a spouse, child or the child’s spouse or domestic partner, domestic partner, parent or parent’s spouse or domestic partner, sibling or stepsibling or the sibling’s or stepsibling’s spouse or domestic partner, grandparent or the grandparent’s spouse or domestic partner, grandchild or the grandchild’s spouse or domestic partner, or any individual related by blood or affinity whose close association with the employee is the equivalent of a family relationship.
You are eligible to use sick leave after you have worked for the Company for at least 90 days. You may only use sick leave in increments of at least one hour; sick leave is paid at your regular rate of pay.  Unused sick time does not carry over to the next year.

Sick leave absences are excused and will not count toward the Company’s attendance policy.

You will receive a statement of your sick leave balance on each paystub.  Unused sick leave is not paid out upon separation from the Company.

 

If the need for sick leave is foreseen, you should request the time off as soon as possible, preferably at least 10 days prior to the absence.  If the need for sick leave is unforeseen, you are required to call your supervisor prior to the start of your scheduled shift to report the absence.  If you are unable to do so, you are required to call your supervisor as soon as you are able to report the absence and provide a reason that you were unable to call prior to the start of your scheduled shift.  A failure to follow this reporting procedure may result in corrective action up to and including termination. 

 

Depending on the circumstances, you may be required to provide a certification of your need for sick leave from your medical provider or another appropriate person.  If you fail to provide a requested certification, you may be denied the use of sick leave and/or subject to corrective action up to and including termination.

 

If you are absent for any qualifying reason, you are required to use all accrued sick leave before being allowed to take unpaid leave. If you apply and are approved for Paid Leave Oregon (PLO), you may request, but are not required to use your sick leave.

HOLIDAYS

The Company currently observes the following holidays:

New Year’s Eve

Thanksgiving



New Year’s Day 

Friday after Thanksgiving

Memorial Day


Christmas Eve
Independence Day 

Christmas

Labor Day





Veterans may request to observe Veterans Day as a holiday. These requests are to be made at least 21 days in advance and proof of service may be required.  
Full-time employees regularly scheduled to work on the day a holiday is observed are eligible to receive holiday pay.  Regular, part-time employees regularly scheduled to work on the day a holiday is observed are eligible to receive holiday pay on a pro-rated basis. 

If a non-exempt employee is required to work on a Company holiday, they will be paid at one and one-half times their regular rate of pay. 
When a holiday falls on a Saturday, the preceding Friday may be observed.  When a holiday falls on a Sunday, the following Monday may be observed.  

We recognize that some employees wish to observe certain days, such as religious holidays, which are not included in the above holiday schedule.  You may use approved PTO for this purpose. 

LEAVES OF ABSENCE

Personal Leave

Under limited circumstances, the Company may provide up to 30 days of leave for you to attend to personal or medical issues. In order to be eligible for personal leave, you must have been employed as a full-time employee for at least 90 days.
Personal leave is unpaid.  You are required to utilize any accrued paid time off during your leave.  Benefits will continue in accordance with the Company’s Termination of Benefits policy.

Under usual circumstances, personal leave must be requested and approved at least two weeks in advance. Requests made with less than two weeks’ notice may be approved under extenuating circumstances. Requests will be granted as business conditions permit.

You may be required to supply the Company with certification of the condition necessitating leave.

The Company requires employees on personal leave to comply with the Company’s call-in policy.

You are expected to return to work as scheduled.  If you do not and have failed to properly request an extension of leave, you will be considered to have voluntarily quit.

If you have a need for personal leave, please see your supervisor.

Jury Duty

If you are called to serve on a jury, the Company will pay the difference between the jury duty compensation and your regular rate of pay for up to 10 days in a calendar year, providing you return to work immediately following completion of your duty.  If you are released at a reasonable time during the day, you are expected to return to work to complete the day.

Exempt employees who work any part of the workweek will be paid their full salary for the week.

If your jury duty requires you to miss more than 10 days of work, you may use your sick leave to cover additional time off for your service.

Please notify your immediate supervisor when you receive notice that you are called for jury duty. You may be asked to provide evidence of your service.
Bereavement Leave

The Company provides bereavement leave to employees who suffer the loss of a close family member.  If you are in need of this type of leave, promptly notify your supervisor and Human Resources. Bereavement leave may be used to grieve the loss, attend the funeral or alternative to a funeral, and make necessary arrangements due to the death of the family member.

All regular full and part-time employees may be granted up to three days of paid bereavement leave. Payment is made for hours the employee was otherwise scheduled to work on those days.  These hours will not be considered hours worked for purposes of calculating overtime.  With prior approval, paid time off may be used to supplement bereavement leave. If an employee has no paid time off available, unpaid time off may be granted.
Paid bereavement leave runs concurrently with any paid time available under the Oregon Sick Leave law.
The Company may request verification of the need for bereavement leave.

Military Leave

The Company will provide unpaid time off for employees with an obligation to actively serve in the military, reserve military service or summer encampment, or other covered uniformed services while maintaining the individual’s employment status and benefits in full accordance with both federal and state laws.  Should you have a need for this leave, you should consult your supervisor and the personnel office as soon as possible.

Veterans Day

The Company allows eligible veterans to request Veterans Day off in compliance with statutory requirements.  Check with Human Resources to determine whether you are an eligible veteran.  You may be required to provide documentation of your eligibility for this type of leave.

Eligible employees wanting to take the day off must make a request to their supervisor at least 21 days before Veterans Day each year. The Company will notify you no later than 14 days before Veterans Day if the time off is approved.  While we strive to approve employee requests for this leave, we may need to deny the leave if the absence would cause significant economic or operational disruption or undue hardship.  If your request is denied, we allow you to take a different day off during the year prior to the following Veterans Day.

You must use your paid time off for this day, otherwise the day will be unpaid.  

Oregon Domestic Violence, Harassment, Sexual Assault, Bias Crimes or Incidents, or Stalking Leave 
The Company makes available statutory domestic violence for leave victims of domestic violence, criminal harassment, sexual assault, bias crimes or incidents or stalking as prescribed by Oregon law. 

Statutory unpaid leave may be available in the following circumstances if related to domestic violence, harassment, sexual assault, bias crimes or incidents, or stalking: 

· To seek legal or law enforcement assistance or remedies to ensure the health and safety of the employee or the employee’s minor child or dependent, including preparing for and participating in protective order proceedings or other civil or criminal legal proceedings.

· To seek medical treatment for or to recover from injuries of the eligible employee or the employee’s minor child or dependent.

· To obtain, or to assist a minor child or dependent in obtaining, counseling from a licensed mental health professional.

· To obtain services from a victim services provider for the eligible employee or the employee’s minor child or dependent.

· To relocate or take steps to secure an existing home to ensure the health and safety of the eligible employee or the employee’s minor child or dependent.

Eligibility
Leave for domestic violence is available to any employee, regardless of the number of hours you work or your length of employment.

Maximum Duration of Leave
The amount of leave time you are entitled to will be determined with consideration given to the level of hardship it places on the Company.  Employees may also be eligible for leave under Paid Leave Oregon.

Pay During Leave

Leave is generally without pay.  However, during your leave, you may elect to utilize any other paid leaves provided by the Company.  Additionally, paid leave may be available under Paid Leave Oregon. 

Certification
Before approving this type of leave, you may be required to provide documentation verifying the need for leave.  Appropriate documentation includes, but is not limited to, a copy of a police report or documentation from an attorney who is assisting you with the matter.

Reasonable Safety Accommodations
You may request reasonable safety accommodations in addition to domestic violence leave. Reasonable safety accommodations include, but are not limited to, the following:

· Transfer

· Reassignment

· Modified schedule

· Changed work telephone number

· Changed work station

· Installed lock

· Implemented safety procedures

If you are in need of a safety accommodation, please contact HR.

Call-In

The Company requires employees on statutory leave to comply with the Company’s Call-in Policy for Employees on Leaves of Absence.

Return to Work
You are expected to return to work on the date specified at the time of your request for leave.  If you fail to report to work as scheduled and fail to properly request an extension of leave, you will be considered to have voluntarily quit.

If you are in need of this type of leave, please contact your supervisor immediately.

Oregon Crime Victim Leave

The Company makes available leave for victims of crime as prescribed by Oregon law.

Unpaid leave may be available to attend any criminal proceeding at which a crime victim has a right to be present.
Eligibility
Leave for crime victims is available to employees who have worked an average of more than 25 hours per week for a covered employer for at least 180 days immediately before the date the employee takes leave to attend a criminal proceeding.

Maximum Duration of Leave
The amount of leave time you are entitled to will be determined with consideration given to the level of hardship it places on the Company.  

Pay During Leave
Leave is generally without pay.  However, during your leave, you may elect to utilize any other paid leaves provided by the Company. 

Certification
Before approving this type of leave, you may be required to provide documentation verifying the need for leave.  Appropriate documentation includes, but is not limited to, a copy of a police report or documentation from an attorney who is assisting you with the matter.

Call-In

The Company requires employees on statutory leave to comply with the Company’s Call-in Policy for Employees on Leaves of Absence.

Return to Work

You are expected to return to work on the date specified at the time of your request for leave.  If you fail to report to work as scheduled and fail to properly request an extension of leave, you will be considered to have voluntarily quit.

If you are in need of this type of leave, please contact your supervisor immediately.

Paid Leave Oregon (PLO)

Paid Leave Oregon is a mandatory statewide insurance program that provides eligible Oregon employees with paid time off to give or receive care.

Statutory paid leave may be available in the following circumstances: 

· Family Leave: 

· The birth of a child.

· Bonding with a child in the first year after birth, adoption, or foster care placement.

· To care for a family member with a serious illness or injury.

· Medical Leave: To care for yourself when you have a serious illness or injury.

· Safe Leave: For survivors of sexual assaults, domestic violence, harassment, bias crimes or stalking.

· Pre-Placement Leave: To effectuate the legal process required for the placement of a foster child or the adoption of a child.

Family Member

For purposes of PLO a family member is defined as a spouse, child or the child’s spouse or domestic partner, domestic partner, parent or parent’s spouse or domestic partner, sibling or stepsibling or the sibling’s or stepsibling’s spouse or domestic partner, grandparent or the grandparent’s spouse or domestic partner, grandchild or the grandchild’s spouse or domestic partner, or any individual related by blood or affinity whose close association with the employee is the equivalent of a family relationship.

Eligibility

Paid Leave Oregon will be available to Oregon employees who have earned at least $1,000 in wages during the base year or alternative base year and who pay contributions to the Paid Leave Oregon fund. The base year is the first four of the last five completed calendar quarters preceding the leave and the alternative base year is the last four completed calendar quarters preceding the leave.

The $1,000 in wages is cumulative, regardless of the number of employers or jobs someone has during a year. While on leave, you are entitled to partial wage replacement. That means you will receive a portion of your average weekly pay. 

The amount of pay you receive while on leave is based on your average weekly wage compared to Oregon’s average weekly wage. If your weekly wage is equal to or less than 65 percent of the state average weekly wage, you will receive the full amount of your weekly wage while on leave. If your weekly wage is more than 65 percent of the state average weekly wage, then you will receive 65 percent of the state average weekly wage plus half of the difference between your average weekly wage and 65 percent of the state average weekly wage.

Maximum Duration of Leave

Employees will generally be eligible for up to 12 weeks of paid leave for any combination of family, medical, or safe leave. An additional two weeks of paid leave is available for any limitations related to pregnancy, childbirth or related medical condition, including lactation. Leave may be taken on a consecutive or intermittent basis, in full-day increments. Pre-placement leave may only be taken on an intermittent basis.
Application for Leave

If the leave is foreseeable, you must provide Human Resources with written notice at least 30 days prior to beginning the leave. If the leave is unforeseen, you must give verbal notice within 24 hours of beginning leave. You must also provide written notice within three days after the leave begins.  Employees generally may not apply for PLO benefits after 30 days of the qualifying event.

Your notice must include the following:

· Type of leave being requested

· Explanation of the need for leave

· Actual or anticipated dates and duration of the leave

Failure to provide written notice within the required timeframes may result in penalties applied by the OED. As a penalty, the OED may reduce an employee’s first weekly benefit amount by 25%, unless it would reduce the benefit amount below the PLO minimum benefit amount (5% of the average weekly wage).

Pay During Leave

Paid Leave Oregon is administered by the OED. Benefit payments through the Paid Leave Oregon program are paid by the OED. 

Employees may request to supplement their Paid Leave Oregon benefit payments with any other paid leaves provided by the Company.

Payment of Contributions

The program is funded by contributions paid by both employees and employers and is administered by the Oregon Employment Department. Employees pay 60 percent of the total contribution rate.

The Company will calculate and withhold contributions from your paycheck and submit both the employer and employee contributions to the OED on a quarterly basis. 

Return to Work

Employees who return from leave under this law will be restored to a same or equivalent job if they have worked for their employer for at least 90 days prior to taking leave. Your health insurance will continue for the duration of the approved 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. The Company is prohibited from discriminating against you for requesting or taking paid leave.

EMPLOYEE CONDUCT

The orderly and efficient operation of the Company requires that discipline be maintained and that proper standards of conduct are observed at all times.  We have established rules which all employees are required to observe.

As a corrective action, the Company may issue verbal or written warnings, suspend without pay, demote, discharge or take any other action it determines to be appropriate for departures from proper conduct or violation of Company rules. 
Following are examples of conduct which violate our standards of conduct for employees.  This list is not complete.  If you engage in the conduct listed or in conduct the Company feels is similar to the kinds of conduct listed, you may be subject to corrective action up to and including termination: 

 a. Refusing to perform lawful job duties and responsibilities;

 b. Dishonesty; 

 c. Unauthorized use, removal or destruction of Company property or the property of other employees; 

 d. Failure to safeguard Company assets;

 e. Excessive unauthorized tardiness or absences; 

 f. Leaving work without prior authorization; 

 g. Violation of safety rules or failure to follow safety procedures;

 h. Possession, sale, manufacture, or use of intoxicants or illegal drugs on Company premises, in Company vehicles or while on Company business;

 i. Reporting for work or working while intoxicated, under the influence of illegal drugs or intoxicants, or otherwise unfit for duty;

 j. Language that could be construed as workplace violence; 
 k. Sexual harassment or harassment based upon an employee’s membership in any protected class; 

 l. Falsification of Company records; 

 m. Off duty conduct which may violate Company policies such as engaging in illegal activity that directly affects the Company or performance of your job;

 n. Making statements that are libel or slander such as communicating and/or publishing knowingly false information;
 o. Fighting or horseplay;
 p. Disseminating or using confidential or proprietary work-related information without authorization. 
An employee’s overall record may be considered in determining appropriate corrective action.  The Company will determine the facts, whether discipline is warranted and what level of discipline, up to and including discharge, is warranted.
We believe our rules and expectations are clear.  If, however, you have any questions concerning the application or intent of these rules, please consult your supervisor.  Your cooperation in observing our work rules and standards for conduct will make corrective action unnecessary.

The Company complies with all applicable federal, state and local laws and regulations concerning employer/employee rights and obligations. 
CORRECTIVE ACTION

The Company has high performance expectations and the Company will take corrective action measures when necessary to improve performance deficiencies or to deal with violations of policies and work rules.  The purpose of corrective action is to develop and maintain long-term, successful employees through coaching and ensuring that expectations are clearly communicated.  Corrective action should both correct the situation and avoid repetition.

Corrective action may include any of a variety of actions depending on the circumstances and severity of the particular situation.  Management reserves the discretion to consider all options and whatever action it feels appropriate to the situation.

Corrective action may be taken at the discretion of management and, while we cannot compile an exhaustive list, may include any one or any combination of the following:

· Verbal coaching which may be confirmed in writing by the supervisor and placed in the employee’s personnel file.

· Written warning, placed in the employee’s file.

· Final written warning, placed in the employee’s file.

· Termination, documented in the employee’s file.

· Suspension may be used to remove an employee from Company premises during an investigation, or as a corrective action. Suspensions may be paid or unpaid as deemed appropriate.

The above options do not represent a process in which one step always follows another.  Some acts, particularly those that are intentional or serious, may warrant more severe action on the first or subsequent offense, up to and including termination.  When determining appropriate corrective action, management may consider the seriousness of the offense, the employee’s intent and motivation to change the performance, the context in which the offense took place and the overall employment history. It is within management’s sole discretion to determine the appropriate action. 
Employees will be asked to sign all corrective action documentation acknowledging receipt of the documents. 

SOLICITATION AND DISTRIBUTION

The orderly and efficient operation of our organization requires that each of us remain focused on our job tasks and support each other in the completion of our work.  For this reason, we have developed rules regarding communications regarding non-work related causes and pursuits.

The Company has established solicitation rules to maintain and promote efficient operations and security. No employee can solicit or promote support for any cause or organization during their working time. In addition, no employee can solicit another employee during that employee’s working time or in working areas. Working time is defined as all-time an employee is required to be on Company premises, on duty or at a prescribed workplace, including preparation time, opening and closing times and required meetings. 

This policy does not restrict employee activity during lunch or rest periods or before or after working time. Employees are welcome to engage in personal fundraising activities during break time.  While commercial ventures are strongly discouraged, a limited amount of solicitation for in-home products is acceptable.  Please place flyers, catalogues, product samples, etc., on the table in the break room or via email during non-work times. 
Distribution of literature relating to any cause or organization is not permitted in working areas at any time. Such literature may be shared in non-work areas such as the lunch room or the parking lot or via email as long as it is not during working time. Non-employees are not allowed to solicit or distribute written material for any purpose on Company property, including parking areas.

The Company reserves the right to support and communicate to all employees, in methods of communication that it chooses, about specific Company sponsored activities and programs.
The Company will not mandate employee attendance at meetings involving the Company’s opinions regarding religious or political matters, nor will the Company take any adverse employment action against employees who decline to attend those meeting.
CONFIDENTIAL & PROPRIETARY INFORMATION

The Company’s proprietary information and trade secrets are some of our most important assets.  It represents a tremendous investment in time, effort and money.  Protection of this information is vital to maintaining our competitive edge and to safeguarding our future and our jobs.  Its protection requires the active cooperation and participation of each of us.  Therefore, employees are not to duplicate or disclose information or documents relating to confidential or proprietary information to persons outside the Company unless such communication has been authorized.

Confidential and proprietary information and trade secrets includes:

· Technical information and know-how including, but not limited to information on all products, equipment, processes, services, systems, formulas, patterns, compilations, programs, devices, and techniques.

· Planning information including, but not limited to information on new products/services, release dates, or marketing and promotion campaigns.

· Financial data including, but not limited to information on costs, investments, sales, profits, forecasts.

· Marketing strategies including, but not limited to promotion, pricing and customer lists.

· Quality and improvement programs.

If employees are in doubt as to whether or not information is considered confidential, they should contact the Human Resources Department for further clarification. Employees should be aware that the unauthorized release of the Company’s proprietary or confidential information, trade secrets or property constitutes a violation of this policy and may be a violation of state or federal law.

CONFLICTS OF INTEREST

The Company relies on the integrity and loyalty of every employee.  Conflicts of interest are to be avoided at all times.  Employees should avoid pursuing individual interests which conflict with the best interests of the Company.  Such conflicts arise when employees or close family members develop personal or financial relationships with the Company’s customers or competitors.  If you have a possible conflict of interest or are unsure whether an action would result in a conflict of interest, discuss the situation with your supervisor at the earliest opportunity.

If the Company determines that a conflict of interest or appearance of such conflict exists, the employee may be asked to correct or remedy the situation immediately. Depending on the circumstances, an employee may be subject to discipline up to and including termination, for having engaged in conduct which constitutes a conflict, or for failing to promptly disclose a situation involving an actual or potential conflict of interest.

OUTSIDE EMPLOYMENT 

Although the Company has no desire to interfere with your outside interests, activities or investments, do not engage in outside activities which could potentially lead to a conflict of interest with the Company.  In order to avoid this situation, you are required to check with your supervisor concerning any outside employment or when engaging in an activity which may present a conflict of interest.  As a general rule, outside employment and activities may in no way detract from your work efficiency or duties as an employee of the Company or conflict with the interest of the Company or its employees. This also means that you may not maintain an outside business or financial interest or engage in any outside business or financial activity which conflicts with the interests of the Company.

ELECTRONIC COMMUNICATIONS

The electronic communications systems, including, but not limited to Internet access, software, email, blogs, text messages, instant messages and voicemail, are owned by the Company.  These systems are provided for employee use to promote efficient work performance.  Use of the systems is limited to employees and others expressly authorized by the Company.

The Company looks upon the use of Internet and email as business tools provided to communicate with vendors, government agencies, customers, prospects, and professional colleagues. Always remember that the Company Internet and email system are not a secure system. Any message you send to another person via the email system could potentially be read by someone other than the intended recipient. Also, be aware that email messages, like all information in Company computer systems, are Company property and open to review by Company management. 

Occasional personal use of the systems is permitted.  Personal use should be limited to break or lunch periods and should not overwhelm or tax the computer or network systems. The Company computer should not be used for downloading material for personal use, or using the computer for personal use of running videos, radio and other high bandwidth material over the Internet.

All use of these systems is required to meet our standards for confidentiality and professionalism in communications and not adversely affect employee productivity.  Broadcast, internally or externally, of unsolicited personal views on social, political, religious or other non-business related matters is not permitted.  Examples of forbidden transmissions include:  any sexually-explicit content; gender-specific comments or unwelcome propositions; and, ethnic and racial slurs.

Any posting to a public forum, such as emails, blogs, and/or social media whether for personal use or if hosted by the Company, is required to be consistent with the Company’s policies and standards including workplace confidentiality, discrimination, and harassment.  Examples of conduct which may result in corrective action up to and including termination include:  disclosing insider information, disclosing confidential Company information or trade secrets, or information which creates a conflict of interest.

Use of the systems for personal commercial ventures or gain is prohibited.

Security and Company Access
As Company equipment, use of the systems is monitored at management discretion.  All computer records, files, software and email and voicemail messages created, sent, received or stored on the Company system are considered Company records.  This includes personal, password protected, web-based email accounts accessed using Company property.  Management retains unrestricted access to these records.  Likewise, the content of all records may be disclosed by management at its discretion.  Therefore, the contents of records created, sent, received or stored on the Company’s systems are not private.  Employees should be aware that even erased and deleted records may remain accessible in the systems for some time.

To help ensure the security of our systems:

1. Loading software on any system is prohibited without approval of the network administrator or your supervisor.

2. Downloading of data from the Internet requires prior approval from the network administrator.

3. Removal of electronic data or equipment from the premises requires approval from your supervisor.
Passwords are maintained for security purposes.  All system passwords and encryption keys are required to be made available to management on request.  Employees are prohibited from the unauthorized use of the passwords or encryption keys of other employees.

Violations

Violation of this policy may result in corrective action, up to and including discharge.

GENERATIVE AI

Generative AI tools (Chat GPT, Google Gemini, etc.) can enhance employee productivity by assisting with certain job duties such as content development, writing and editing, creating images and by assisting with generating ideas. There are risks when using these technologies including bias, inaccurate information, and violation of intellectual property rights. 

Information submitted into AI platforms could result in security or privacy problems, in some situations, especially content development. For example, AI tools and resources can assist with writing blogs, policies, training slides or processes. However, for several reasons AI tools and resources should not be heavily relied upon in your day-to-day work and caution must be exercised when using any such tool.  Such tools are a starting point, not your end point.  Employees should not simply cut and paste from these tools and resources.  Employees can use these tools to supplement their original work, not replace it.

Before using AI tools and resources in the performance of your work, discuss appropriate use with your supervisor. If you have subsequently produced work using AI tools and resources in the performance of your work, disclose this to your supervisor and obtain approval for use before using the information internally or externally with customers.

Expectations of Use

· Understand that AI tools, while useful, are not a substitute for human judgment and creativity. Al is intended to enhance and not replace your own work.

· Understand that many AI tools may generate false or inaccurate information. Verify responses. Do not use AI outputs verbatim. Do not assume that the outputs are credible or accurate. Do not rely upon the outputs as your only reference. 

· It is important to fact-check and verify information received from AI resources before using it, as information may not be up-to-date or accurate. It is always your responsibility to ensure the accuracy and quality of the information you are providing.

· Assume any information you input into an AI tool will go viral on the Internet. Assume anything you input into the tool will be attributed to you or our organization.

· Inform your manager when you have used an AI tool to help perform a task.

· Verify that any response you intend to use is neither biased nor violating anyone’s intellectual property or privacy. Most AI tools allow you to ask “cite sources” to help with this.

· Understand that our Communication Systems, Software, and Devices Policy and other employee policies apply to any use of AI tools. Do not allow the use of AI to be a distraction from your duties. 

· Do not use AI tools for any activities that are harmful, illegal, or in violation of the Employer’s policies or any federal, state, or local law.

Inappropriate Use

· Do not use AI tools to make or help you make decisions or recommendations about applicants or employees, including recruitment, hiring, retention, promotions, transfers, performance monitoring, discipline, demotion, or terminations.

· Do not upload or input any confidential, proprietary, or sensitive Employer information into any AI tool. Remember, AI tools and resources are generally open source, meaning that the information you put into the platform becomes part of the data and therefore open and available to others.  Examples of prohibited information include but are not limited to:

· Any confidential information as defined in the Employee Handbook or in any other policy or agreement addressing confidentiality and/or trade secrets. 

· Any non-public Employer information that might be of use to competitors or harmful to the Employer if disclosed. This may breach your or the Employer’s obligation to keep certain information confidential and secure, risks widespread disclosure, and may cause the Employer’s rights to that information to be challenged. 

· Any details or content relating to any work product for or of the Employer. 

· Customer details such as name, address, website.

· Personal information (names, addresses, likenesses, etc.) about any person.

· Information which is not appropriate for public release.

· Any material which is copyrighted.

· Any material which is the property, intellectual or otherwise, of any third-party.

· Passwords, credentials, protected health information, or personnel material.

Do not integrate any AI tools with internal software without authorization to do so.

The use of AI tools and resources should comply with all relevant laws, regulations, and organization policies.

Violation of this policy may result in corrective action, up to and including termination of employment. 

SOCIAL MEDIA AND SOCIAL NETWORKING POLICY
The Company views social networking as a strictly personal activity unless your job description includes engaging in social networking for the specific purpose of promoting the Company.  The following guidelines apply to employees who choose to engage in social networking and/or social media:

· Any posting to a public forum, such as emails, blogs or social media platforms, whether for personal use or if hosted by the Company, are required to be consistent with the Company’s policies and standards including confidentiality, discrimination, and harassment.  Inappropriate postings that may include discriminatory remarks, harassment and threats of violence or unlawful conduct will not be tolerated.
· Social networking sites including but not limited to sites such as Facebook, Instagram, TikTok, Thread and X (formerly Twitter) should not be accessed or used during work time, unless authorized by your supervisor or manager.
 
· If you have listed the Company as your employer, you have associated yourself with the Company.  Do not represent yourself as a spokesperson of the Company, unless authorized to do so.

· You are required to maintain the confidentiality of the Company’s trade secrets, or confidential information. Trade secrets may include information regarding the development of systems, processes, products, know-how and technology. Do not disclose business-related confidential communications. This does not include information regarding the terms and conditions of employment such as staffing plans or hours of work.

· Do not speak to the media on the Company’s behalf without contacting _______________.
  If you have questions or need further guidance, please contact Human Resources.

· Supervisors should not make recommendations or referrals of past or present employees on social or business networking sites such as LinkedIn.

Remember, you are responsible for anything you write or present online.  The Company trusts and expects you to exercise personal responsibility whenever you participate in social media or other online activities.   Violations of this policy can result in corrective action up to and including termination.  

These rules are not intended to restrict or interfere with your engagement in protected activity including your right to self-organize, form, join or assist labor organizations, to bargain collectively or from engaging in any other concerted activities for the purpose of collective bargaining or the mutual aid and protection of employees of the Company. 

The absence of, or lack of explicit reference to a specific site does not limit the extent of the application of this policy. Where no policy or guideline exists, employees should use their professional judgment and take the most prudent action possible. Consult with your manager or Human Resources if you are uncertain.
WORKPLACE RECORDINGS

Employees may not record workplace conversations, phone calls, or Company meetings unless such recordings are approved in advance by all parties involved.  This policy applies to any conversations, by telephone or in person that employees may have with their co-workers, managers, or third parties.  For the purposes of this policy, “record” means to capture, preserve, or stream audio, video, or still images by any means.  
SAFETY & HEALTH

Safety and health is a primary concern of the Company.  Therefore, the Company has established a safety and health program to provide a safe and healthful work environment for its employees.

Every employee must accept the responsibility to prevent injuries to themselves and fellow employees by prudently following the guidelines established in the safety program.  In doing so, employees will benefit themselves, their families, and the Company.

For a full explanation of our safety program, please refer to our Safety Manual.

Failure to observe the following safety, health and injury reporting requirements may result in corrective action up to and including termination.  The following rules are not all-inclusive, but are representative of minimum safety conduct and standards expected of all employees of the Company.

Apply the principles of injury prevention while performing your job duties by:

1.
Operating only equipment which you are fully qualified and authorized to use.

2.
Following safe operating procedures for all equipment.  Using the safeguards provided for your protection.  Never operating machinery when safety features have been removed or are not functioning properly.

3.
Refraining from fighting, horseplay or distracting fellow workers.

4.
Not wearing torn or loose clothing or jewelry which could become entangled in operating machinery.

5.
Using protective equipment and clothing as specified for the job task.

6.
Observing all hazard and warning signs.

7.
Reporting immediately any hazardous conditions and/or unsafe work practices to any supervisor.

8.
Keeping aisles, walkways and working areas orderly, clean, and clear of tripping and slipping hazards.  This includes picking up loose products or materials that can create hazards, or contribute to injuries.

9.
Walking, not running, on Company premises.

10.
Not riding as a passenger on vehicles which are not provided with passenger seats (i.e., forklifts, etc.).

11.
Keeping emergency equipment in your work area (such as fire extinguishers, fire alarms, exit doors, and first aid kits), clear of obstacles and readily accessible.

12.
Knowing and observing emergency action procedures during emergencies.

13.
Actively participating in the Company’s safety and health program.

Employee Incident & Injury Reporting Requirements

The following steps are to be followed in the event you are involved in an incident or injury:

1. Report any incident to your supervisor and follow the Company’s Emergency Action Plan, if applicable.

2. Report any work-related illness or injury as soon as possible once the effects of the injury or illness become known.

3.
Participate in any investigation as requested.

If you require professional medical attention as a result of an injury:

1. Inform your supervisor immediately.

2. If an injury or illness, for which you have received medical attention, requires you to be absent from work, notify your supervisor and provide written work restriction information.  By doing this, your supervisor can obtain information from the treating physician to determine the availability of work within medical restrictions, and anticipate if you will be away from your regular job.

3. Whenever you visit your attending physician or a referred physician, provide your supervisor with written work restriction information.

The Company prohibits retaliation against any employee that reports concerns about our health and safety practices, including workplace injuries and illnesses.

FITNESS FOR DUTY

All employees are expected and required to report for work on time and in appropriate condition to meet job responsibilities in a safe and effective manner.

If you are unable to devote your full attention and abilities to your duties, please notify your supervisor immediately.  Reporting to work, or working, when you are not fit for duty creates an unnecessary risk of injuries, accidents or costly errors and is a basis for corrective action.

When determined necessary, the Company may require professional evaluation of an employee’s physical, emotional or mental capacities to determine their ability to perform essential job functions. Such evaluations are conducted by an independent, licensed health care professional. 

The Company is responsible for paying the cost of a required evaluation to the extent required by law. The Company will protect the confidentiality of the evaluation and the results as they would any other confidential information regarding its employees.
DRUG & ALCOHOL POLICY

The Company is strongly committed to:

· providing a safe and productive working environment for our employees;

· producing products of the highest possible quality; and,

· providing excellent service to our customers.

We expect and require the support of our employees in meeting our commitments to safety, quality and service.  We recognize that employees who are unable to do their best work in a safe manner, due to the effects of alcohol or drug use, interfere with these commitments.

Rules

Each employee is expected and required to report for work on time and in appropriate mental and physical condition to work safely and effectively.

Illegal and Controlled Substances

The manufacture, purchase, distribution, use, sale, transfer or possession of any illegal, intoxicating or unauthorized controlled substance on Company premises, in Company vehicles or while conducting Company business off Company premises is prohibited.  Reporting for work, working or engaging in any activity on the Company’s behalf under the influence of or with an illegal, intoxicating or unauthorized controlled substance in your system is prohibited.  The term “under the influence” means having a verified positive test.

This policy also applies to prescription drugs not used in accordance with the healthcare provider’s instructions, or prescriptions authorized for other individuals.

Employees taking any substance, including over-the-counter medication and prescriptions that includes a warning label (dizziness, drowsiness, or any other impairments) should discuss the use of the medicine with their doctor in light of the requirements of their job.  It is your responsibility to confer with your physician to determine whether any prescribed drug or other medication or substance may impair job performance.  If the use of your prescription or other medication impairs your ability to safely perform your job you are required to notify Human Resources before performing any work.  You do not need to disclose the name of the prescription or medicine, only that you are taking something that impacts your ability to perform your job safely or effectively.  If the use of your prescription or other medication impairs your ability to safely or effectively perform your job, the Company may, but is not required to, transfer you to another position which would limit the danger to yourself or others, or place you on medical leave. Employees are also required to provide a medical authorization to work, upon request.

This policy also applies to marijuana.  While its use may be authorized under state laws, marijuana is illegal under federal law and therefore is considered an illegal and/or unauthorized controlled substance for purposes of this policy. Accordingly, having any detectable level of marijuana in your system while working is prohibited and will result in a violation of this policy, even if lawfully used outside of work.  

Alcohol
The unauthorized manufacture, purchase, distribution, use, sale, transfer or possession of alcohol on Company premises, in Company vehicles or while conducting Company business off Company premises is prohibited.
Reporting for work, working or engaging in any activity on behalf of the Company under the influence of alcohol is prohibited.  Under the influence means any detectable level in your system.  However, there may be Company functions where alcohol will be served.  Alcohol will only be served with prior approval from management.  Employees are to consume alcoholic beverages in moderation; consumption will be strictly monitored and controlled.  

Employees are required to report any conviction under a criminal drug or alcohol statute for violations occurring on or off Company premises while conducting Company business.  The report of such conviction is required to be made within five days of the conviction.
Violation of these rules will subject an employee to corrective action up to and including discharge.

Testing

Drug testing may be required in the following situations:

1.
Pre-employment, following a conditional offer of employment;

2.
When there is reasonable suspicion, as determined by the Company, that an employee may be in violation of this policy;

3.
When an employee has been determined by the Company to have caused or contributed to a serious accident or injury, and the Company determines that drugs/alcohol could reasonably be considered a contributing factor; 

4.
On a random basis; or

5.
Blanket testing of specific locations or work group (such as a department or shift).

Alcohol testing may be required when there is reasonable suspicion, as determined by the Company, that an employee is under the influence of alcohol.  This includes if the Company has reason to believe alcohol was involved in a work-related accident or injury.

Each employee is required to submit to drug or alcohol testing as directed, to complete related paperwork and to participate and cooperate fully in specimen collection procedures. If you are selected for a random drug test, you are required to report immediately for testing upon notification. Refusal or failure to submit to testing is considered a positive test and may result in corrective action, up to and including termination.  The presence of chemicals – or any other adulterant – in the sample that mask the presence of illegal substances will be considered a refusal to submit to testing.  Furthermore, attempting to provide or providing a sample that is not your own or intentionally diluting a sample will be considered a refusal to submit to testing. If your test result is inconclusive, you may be asked to submit to a retest. 
The time you spend being tested is considered hours worked and therefore is compensable at your regular rate.  Time off while awaiting confirmation or retesting will be paid pending a final confirmation of a negative test.

Corrective Action
Corrective action may be imposed for violation of this policy, including when there is a positive test for the presence of any illegal, intoxicating, unauthorized controlled substance (including the use of prescriptions not in accordance with instructions or prescriptions authorized for others) or alcohol.  If eligible for continued employment, an employee will be required to sign and follow a “Last Chance” Agreement as a condition of continuing employment.

It is the Company’s policy that drug and alcohol test results be protected; only management and designated employees who need to know the results to perform their responsibilities will be given access to test result information.

Treatment

If you think you may have a problem with drugs or alcohol, we encourage you to share your concerns with [title of Company designee], who will assist you in the process of obtaining an evaluation.  No employee coming forward voluntarily for such help before it impacts your performance and before being selected for a test will be subject to corrective action solely as a result of seeking assistance.  If you are referred for treatment requiring time away from work, you may be asked to sign and follow a “Return to Work Agreement.”

TOBACCO AND SMOKE-FREE WORKPLACE

The Company strives to provide a healthful, safe, and comfortable working environment for all employees and visitors.  Smoking XE "Smoking"  and the use of all tobacco products, including chewing tobacco, vaping and e-cigarettes, by employees and visitors is prohibited on Company premises except in designated areas.  

Pursuant to state law any designated area cannot be within 10 feet of any building entrance, exit, accessibility ramp that leads to and from an entrance or exit, open window or air ventilation intake.  Smoking XE "Smoking"  and the use of all tobacco products, including chewing tobacco, vaping and e-cigarettes is also prohibited in all Company vehicles that are not exclusively operated by one individual.

Smoking and tobacco use should be limited to rest and meal periods. Employees who violate this policy may be subject to corrective action up to and including immediate discharge.
WEAPONS

To help ensure the safety and security of employees and guests, all weapons are prohibited on Company property.  Weapons include firearms, explosives, knives, and other weapons that might be considered dangerous or that could cause harm. Additionally, employees are prohibited from carrying weapons of any kind while away from the property on Company business.

Company property includes, but is not necessarily limited to, buildings and lots, offices, desks, lockers, and Company vehicles.  Weapons are also prohibited in personal vehicles parked on Company property.
Requests for temporary authorization should be directed to [insert job title].

SEARCHES

The Company reserves the right to conduct searches on Company property.  Any search must be approved by either the [President or General Manager].

Searches may be conducted if there is a reasonable basis to do so. Examples of situations which may necessitate a search include security, safety and policy compliance issues.

Company property includes, but is not necessarily limited to, buildings and lots, offices, desks, lockers, and Company vehicles.  Personal property, including lunch boxes, purses and personal vehicles are also subject to search when brought onto Company property.

All employees are expected to cooperate fully with any approved search conducted by the Company.
WORKPLACE VIOLENCE POLICY
It is the goal of the Company to provide a safe, pleasant and secure workplace for all employees.  We believe all employees play a role in ensuring a safer workplace.  If you have a concern about workplace safety affecting you, other employees, or customers, please contact your supervisor or the Human Resources representative immediately. 

Conduct that threatens, intimidates, or coerces another employee, a customer, or a member of the public will not be tolerated.  This prohibition includes, but is not limited to, all acts of harassment, including harassment that is based on an individual’s sex, race, age, or any characteristic protected by federal, state, or local law.

All threats of violence or acts of violence, both direct and indirect, should be reported as soon as possible to your immediate supervisor or any other member of management.  This includes threats by employees, as well as threats by customers, vendors, solicitors, or other members of the public.  When reporting a threat of violence, the employee should be as specific and detailed as possible.

All suspicious individuals or activities should also be reported as soon as possible to a supervisor.  Do not place yourself in peril.  If you see or hear violent behavior or threats near your workstation, do not try to intercede or see what is happening.  Use your best judgment in protecting yourself.  If it would not put you at greater risk, alert others to the danger of violence. 

The Company will promptly and thoroughly investigate all reports of threats of violence, acts of violence, and suspicious individuals or activities.  The identity of the Company individual making a report will be protected as much as is practical.  In order to maintain workplace safety and the integrity of its investigation, the Company may suspend employees, either with or without pay, pending investigation.  

Anyone determined to be responsible for threats of violence, acts of violence or other conduct that is in violation of these guidelines will be subject to prompt disciplinary action up to and including termination of employment.  Additionally, acts or threats of violence to yourself or others may result in the Company taking appropriate action with local authorities.  

OTHER IMPORTANT INFORMATION

CELL PHONES AND SMART DEVICES
We recognize that cell phones have become an integral part of everybody’s life.

Despite their benefits, cell phones may cause problems in the workplace. Employees who use their phones or other smart devices excessively or imprudently may:

· Get distracted at work.

· Disturb colleagues by speaking on their phones.

· Cause accidents when they use their phones inside Company vehicles.

In order to maintain employee productivity and safety the Company restricts the use of personal cell phones and other smart devices during work time and in work areas.  This includes but is not limited to receiving or making calls, texting, instant messaging, using apps, or accessing the internet or personal emails.  Cell phones and other smart devices may be used on breaks, away from the work area. Personal use of cell phones and smart devices during worktime is limited to emergency situations. 
Company issued cell phones and smart devices are for business purposes only and should not be used for personal reasons unless it’s an emergency, or unless explicitly authorized by your supervisor.  Excessive personal use of Company issued phones or smart devices may require reimbursement of expenses and corrective action.

Do not download any apps to a Company issued cell phone or smart device without authorization from your supervisor to do so. 

Staff using personal cell phones or smart devices may be reimbursed by the Company for documented business use.  Speak with your supervisor if you use your personal cell phone or smart device for business purposes.

All cell phones and smart devices should be set to silence or vibrate prior to joining any meetings with others.

The use of cameras and audio or video recording features is prohibited during work time or in private areas where the Company or other employees have a reasonable expectation of privacy, such as bathrooms.

The Company expects its employees to remember safety when using their cell phones and smart devices for business purposes. Employees are required to comply with traffic regulations, laws and ordinances, and use safety belts in the operation of motor vehicles while engaged in Company business.  Your safety and the safety of the public are important to us.  

All employees are expected to pull over to the side of the road before using their cell phone or smart device, even if it is equipped with hands-free technology.  The use of any handheld mobile communication device is prohibited while driving.  

While in possession of Company cell phones or smart devices, you are required to take appropriate precautions to prevent theft or vandalism of the equipment issued to you. When leaving your vehicle, it is best to take the cell phone with you to minimize the threat of theft.  Company issued cell phones or smart devices may not be used for personal use without authorization in advance by your supervisor and are subject to the Electronic Communications policy.
DRESS CODE

When you are working, you are representing the Company.  Our standards for personal appearance are an important part of our success.  Appropriate dress, grooming, and personal ornamentation is necessary for your job.  While the office is typically a casual environment, employees who meet with external stakeholders – whether in the office or outside of the office – are required to have a professional business casual or business formal image, depending on the circumstances.

In general, employees are required to follow the guidelines below with regard to appropriate dress.  The following are unacceptable in the workplace:

· Ill-fitting clothes

· Revealing shirts 

· Short shorts and miniskirts 

· Athletic shorts

· Bare midriff tops

· Sheer clothing

· Worn, torn or tattered clothes

· T-shirts with inappropriate or offensive slogans, gestures, pictures, or advertising.

Reasonable accommodations may be made on a case-by-case basis for individually held religious beliefs. The Company will reasonably accommodate an employee’s religious beliefs regarding workplace attire unless the accommodation creates an undue hardship on the Company. If you have questions regarding the application of our personal appearance standards, please ask your supervisor or Human Resources.
PERSONNEL RECORDS

The Company maintains confidential files for each employee.  These files contain documentation regarding all aspects of an employee’s tenure with the Company, such as employment application, change of status records, commendations, performance letters or reviews, corrective action warnings and educational attainment records.  Your personnel file is available for your inspection.  Contact Human Resources if you would like to review your personnel file.
You may request copies of documents in your personnel file. Submit a request in writing to Human Resources to request copies. Human Resources will provide a timeline on when you may expect to receive your copy.
You are responsible for notifying the Human Resources Department of changes in address, telephone number, and/or family status (births, marriage, divorce etc.) as income tax status and group insurance may be affected by these changes.

SEVERE WEATHER CONDITIONS/NATURAL DISASTERS
During severe weather conditions, employees are generally expected to report to work unless doing so would risk personal safety or the Company declares an emergency closing.  All reasonable efforts should be made to get to the office for work, including alternative methods such as public transportation. If possible, employees may be approved to work remotely during their shift. 
During such weather conditions you are responsible for contacting the office regarding opening or closing hours.  You are also expected to advise your manager prior to the beginning of your shift in the event that you will be late to work or unable to report to work.  

Employees who arrive at the office within one hour of their regular start time will receive pay for their entire shift.  If an employee arrives after the one-hour allotted “grace period,” the employee will be paid for the actual hours worked.

Employees who are unable to report because of weather conditions will be granted an authorized unpaid absence and may be given a chance to make up missed time, if work schedules and conditions permit.  Available paid time, such as PTO/vacation, may also be used.

LAYOFFS AND REDUCTIONS IN FORCE

It is our goal to provide stable employment to our employees through efficient operations.  A layoff occurs when changing priorities, budgetary constraints or other business conditions require the Company to eliminate positions. A layoff can also occur when a position changes so significantly that the employee is no longer able to perform the required duties.

If a layoff becomes necessary, we will retain those employees we determine to be best qualified to perform the available work.  If we conclude that qualifications, including past performance, skills and ability are relatively equal, we will give preference to employees with the most seniority with our Company.

Layoffs will be considered temporary.  Employees on temporary layoff status will be eligible for recall for up to _____ days.  Following _____ days on temporary layoff, an employee will no longer be eligible for recall and the layoff will be considered permanent.

The Company adheres to all relevant federal state laws and regulations that govern layoff and closures. 
RESIGNATION OF EMPLOYMENT

If you decide to leave the Company, please advise your supervisor or Human Resources at least two weeks prior to the date of your departure.  Proper notice allows the Company sufficient time to prepare your final paycheck and secure a replacement. 

Exit interviews with Human Resources are normally scheduled for departing employees.  The purpose of the exit interview is to review eligibility for benefit continuation and conversion, to ensure that all the required forms are completed and to collect any Company property in the employee’s possession (e.g. keys, cell phones).  

CONCLUSION

The Company strives to provide a supportive, team-oriented work environment.  We value each employee’s contribution to the success of our organization.  We encourage you to share your thoughts, suggestions, complaints, and compliments with any member of our management team.  Our doors are always open.

The continued success of the Company depends upon the commitment of all employees to support our customer service standards, values and mission.  The information in this Handbook outlines best business practices to ensure success for you and for the Company.

Once again, the Company welcomes you to our team.  We look forward to a prosperous and rewarding future together.

ACKNOWLEDGEMENT

I acknowledge that I have received, read, and understand the Employee Handbook. I agree to conform to the rules, policies and procedures of the Company. I understand that neither spoken nor written representations, including this Handbook, create any express or implied contract of employment between the Company and me.  I agree that unless otherwise specified in a formally executed written contract signed by the [owner/President/CEO]
 my employment is voluntary or at-will so that I have the right to terminate my employment at any time for any reason and that the Company has the same right, except as prohibited by law. 
I understand and agree that the provisions of this Handbook may be amended or revised at any time, without notice, at the Company’s discretion, and that this Handbook is not an exhaustive statement of Company rules, policies or procedures. 

Dated:  ___________________

Signature:  _____________________________

Print Name:  ____________________________

Complete and return to ______________________ by _______________.

� Find and replace “Human Resources” with appropriate job title if no dedicated HR person. Find and replace “The Company” with Company name if desired.


� Fill in with appropriate Job Title.





� EMPLOYER NOTE: This policy is optional in place of DEI policy if you don’t want the above DEI policy due to being a federal contractor, non-profit, or simply risk adverse.


� This policy is not legally required, but highly recommended.


� Adjust this time period as appropriate to match Company practices. Remove any language regarding probationary period because it can give the false impression that an employer can terminate without a lawful reason during this time. 


Remove any references to being a permanent employee, as you do not want to create the false impression that employment is guaranteed.


� Adjust to match Company practices.


� Adjust to match Company practices.


� Adjust to match Company practices.


� Adjust as appropriate to match Company practices.


� Adjust as appropriate to match Company practices.


� Modify to match Company hours.


� Modify to match Company practice regarding how time is tracked for hourly employees. Specify your specific process such as a timesheet, electronic login, etc.


� Adjust this time to match Company practice. What is listed is the minimum required by law.





� Define Company specific workweeks.


� Applies to Oregon manufacturing establishments only. Remove if not appliable. 


� Define Company specific workweek.


� Applicable to manufacturing establishments with perishable products only. Perishable products are defined as any product that may spoil, deteriorate or undergo other material changes that render it unsuitable for the use for which it was produced and includes agricultural crops, meat and fish. 


� Applicable to employers with employees working in agricultural. "Agriculture" includes farming in all its branches.


� For years 2025 and 2026. For years 2027 and after, overtime is anything after 40 hours per workweek– update policy accordingly.


� Applicable to companies who have remote workers.


� Modify based on Company practices.


� Specifically define Company pay period and paydays.


� Modify list as appropriate to match specific Company benefits. Benefit descriptions should include who is eligible and a brief description of the benefit.


� Update to match specific Company benefits.


� Benefit coverage varies across health insurance plans; therefore, consult your insurance broker and review your specific contract for accurate details.


� Employers need to make sure their PTO policy includes the following: 


Who is eligible (part-time, full-time, etc.) 


When they are eligible (60 days, 90 days, etc.)


Leave year (anniversary, calendar, etc.)


When and how they get the time off (accrual, frontload)


If accrual, what are the accrual rates (must be min. of .0333 p/h/ for OSL)


Any maximum amounts (accrual maximum needs to be at least 80 hours for OSL)


Carryover provisions (at least 40 hours for OSL) 


How to request time off.


Whether time off is paid out upon separation.


If you intentionally have a PTO and separate sick policy, make sure to include an order of use statement.





� Employers have the option of stating: For purposes of Oregon Sick Leave, only the first 40 hours of PTO are protected under the Oregon Sick Leave law regardless of the reason for your use of PTO. Note: If you choose this option, be aware that there have been differing opinions within BOLI as to whether this is compliant with OSL. 


� Employers must clarify if employees are allowed to use their full amount of PTO for absences also covered under PLO or if use will be limited to employees supplementing up to 100 percent of their wages. If limiting to a cap of 100 percent of employees’ wages, this policy will need to be further modified. 





� Vacation is not legally required. However, it is common to include vacation in addition to sick leave. 


� This is a sample sick leave policy on a frontload basis. Employers may choose to have a sick leave policy on an accrual basis. If so, the accrual sick leave policy must include: 


Leave year (anniversary, calendar, etc.)


What are the accrual rates (must be min. of .0333 p/h/ for OSL)


Any maximum amounts (accrual maximum needs to be at least 80 hours for OSL)


Carryover provisions (at least 40 hours for OSL) 





� Employers must clarify if employees are allowed to use their full amount of PTO for absences also covered under PLO or if use will be limited to employees supplementing up to 100 percent of their wages. If limiting to a cap of 100 percent of employees’ wages, this policy will need to be further modified. 


� Adjust this to match Company observed practices. Holidays are not required under federal or Oregon law, aside for Veteran’s Day for qualifying employees.


� Verify to match Company practices. Employers are required to allow employees unpaid time off for Jury Duty. 


� Adjust to match Company practices. Bereavement leave is not mandated under Oregon law aside from OFLA and OSL.


� EMPLOYER NOTE: If you have an equivalent plan approved by the state, you must modify this policy to align with your plan requirements.





� EMPLOYER NOTE: Employees are entitled to use any accrued paid leave they have available in addition to receiving PLO benefits, as long as the combination of accrued paid leave and PLO benefits does not exceed the employee’s regular pay. However, an employer may permit an employee to use their accrued paid leave in addition to their PLO benefits even if it exceeds the employee’s regular pay. 





� OPTIONAL: Occasional personal use of social media is permitted during work time. If you choose to use social media using Company equipment, it will be subject to the same privacy and monitoring provisions stated in the Electronic Communications policy.


� Fill-in with appropriate contact person.


� This policy is not required but recommended.


� This is a sample policy. Customize based on specific Company safety practices.


� Fill-in with appropriate title.


� Fill-in with appropriate title.


� This is only suggested verbiage and not legally required. Modify accordingly. 


� Fill-in with specific Company policy. A common layoff number is 35 days.


� Fill-in with appropriate job title.






