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Section 1 
Company Philosophy

1.1
The Team Philosophy at ABC Company 

The Company, employees, their welfare and concerns are very important to the success of the company.  Understanding and acceptance of this fundamental principle is essential to building long lasting business relationships.  It is the intention of the company to encourage a working environment, based on mutual trust and confidence, which will provide opportunities for individual effort and reward.  Every employee is considered a member of our company team.  Our success as a company is built on the recognition of the skills and efforts made by each employee and our policy is to work with all members of this team in a fair and friendly manner and treat each team member with dignity and respect.  The management, as part of this team, will continuously work together with all employees for the benefit of our present and prospective customers and suppliers in order to improve the company’s competitive position, which will enable the company to accomplish three main goals:

1. To provide superior jobs for all team members at ABC;

2. Guarantee customer satisfaction with the provision of high quality goods and services;

3. To provide an adequate return for the investors.

ABC will provide the most pleasant working conditions possible in order to provide an environment for each employee to excel to their fullest potential.  General conditions such as safety, cleanliness and employee accommodations will be evaluated periodically for improvement and will always compare favorably with good industry practice.   Management will meet with any team member to discuss suggested improvements in working conditions.  The company will honor and abide by the provisions of this Handbook and the Policies and Procedure Manual provided.

Overall, the company will expect everyone to devote their best efforts to conduct an expanding business within which an atmosphere of harmony with opportunity for all will prevail.

Section 2 
Employment Procedures

2.1
Equal Employment Opportunity Policy and Affirmative Action Plan

ABC is built upon teamwork and equal opportunity and is committed to develop and implement a program of nondiscrimination and affirmative action.  The company subscribes to the principles of an equal opportunity employer and will recruit, interview, hire, classify, select for training, promotion, demotion, discipline, rates of pay or other compensation, transfer, termination, and recall on the basis of merit and qualification without regard to race, religion, creed, color, national origin, physical disability, sex, or age.  There is also an equal employment practice for the mentally or physically handicapped as long as the handicap does not prevent continued satisfactory work performance, unless a stated bona fide occupational qualification exists.

It is the responsibility of management at ABC to practice fair employment to everybody at all times in his or her respective work areas.  Any violations of the Equal Employment Opportunity Policy by anyone must be reported immediately to management.  Further, all supervisory personnel will be responsible for maintaining an environment, work or otherwise, that is free of racial or sexual overtones.

Management has the overall responsibility of carrying out the company's Equal Employment Opportunity Policy in their respective work areas.

2.2
Personnel Administration

The General Manager is responsible for personnel administration.  Questions regarding your employment and this employee handbook should be addressed to the General Manager.

2.1
Application for Employment

All candidates for employment must fully complete, date and sign the standard Application for Employment form. A resume may be accepted in lieu of this form before an interview, but the information on the resume—and any information required by the form but not on the resume—must be transferred to the form before an offer of employment can be made. The form should be completed in detail and signed by the applicant to verify the accuracy and completeness of previous employment and personal information, as well as health information. The company may investigate any portion of the requested information and may deny, or later terminate, the employment of anyone giving false or incomplete information.

It is essential that all applicants sign their employment application. The signature provides specific protection for the company on several important terms and conditions.  

The completed application will be made part of the personnel file of those applicants accepted for employment. Applications from candidates not selected for available openings shall be maintained in an active file for 1 year and reviewed as suitable openings occur.

2.2
Confirmation of Previous Employment

The company, at its discretion, will request information from the prospective employee's previous employers relative to their work record in connection with their application for employment. Additionally, the company may conduct a pre-employment credit check on all applicants who are offered and accept employment.

2.3
Motor Vehicle Record (MVR) Inquiry

Prospective employees expected to drive company vehicles must provide the company with current and acceptable motor vehicle driving information.  Employment and assignment will be conditional pending the receipt of a satisfactory report from the Ministry of Transportation and a driving record acceptable to our insurer. Any changes to your driving record must be reported to the office in a timely manner.

Employees authorized to drive a company vehicle are completely responsible for fines resulting from traffic violations. Only company employees are authorized to ride in or operate a company vehicle.

Employees who drive a company vehicle to and from work to their residence can consider themselves covered by the company’s insurance policy. Unless authorized to do so, an employee may not use a company vehicle for any purpose other than for work related duties and for transportation between their residence and the yard. If an accident occurs outside of these parameters, then the employee is responsible for paying for any damage done to the vehicle, for whatever reasons.

2.4
Orientation

Prior to the acceptance of employment, the interviewing manager will discuss job duties and areas of responsibility with the successful candidate. The company's policies and procedures will be communicated to the successful candidate through a review of the Employee Handbook. 

Once the candidate has accepted the offer of employment he will be given a copy of the Employee Handbook and asked to re-read it thoroughly and direct any questions he might have to his supervisor. An Acknowledgment of Receipt and Understanding is provided at the end of the Handbook, which the new employee is required to sign and return to the office. This signed copy will become part of the employee's personnel file.

2.5
Probationary Period

During the first 30 days of employment, the company and the new employee are given an opportunity to evaluate whether the employment relationship should continue. Before the end of this 30 day period, the employee will be notified of their future employment status by their supervisor.  

If, during or at the conclusion of the 30 day probationary period, either the company or the employee believes that employment should not continue, separation from employment will follow immediately.

2.6
Promotions

Promotions within the company will be based on such factors as quality of work, prior job performance, experience, educational background, attendance, safety record and the ability to work well with others. Annual reviews of performance will be conducted in order to communicate and document progress. 

Our company policy is to promote from within when we have personnel fully qualified to perform the duties of the position.

2.11
Employment-At-Will

The management of the company expects each employee's period of employment at the company to be a long, rewarding experience. However, the company recognizes that employees may seek opportunities elsewhere or choose to leave the company for other reasons. Some employees may not fulfill the operational needs of the company or changed circumstances may reduce available employment opportunities, which may result in involuntary terminations.  

The company therefore acknowledges the right of the employee or the company to terminate the employment relationship "at will", and officially recognizes it as a condition of employment. 

2.12
Employee Information

Employees are asked to help keep the company informed about any major change in their personal situation which may affect their employment status.  Important changes to report include:

· Name

· Address

· Home telephone number

· Marital status

· Number of dependents

· Any important health information

· Emergency telephone numbers and whom to notify in case of emergency

· Change of beneficiary

· Authorized payroll deductions

· Additional education and special training courses

2.13
Personnel Records

The Company will maintain a file on each employee. An employee's personnel record begins with their completed Application for Employment form. Information will be added to this personnel record as required. Personnel records are the property of the company and will be treated like any other confidential company information.

The following provisions apply with respect to the company's standards for establishing, maintaining and handling employee personnel records:


●
Employees will be permitted to review their personnel records at reasonable times.


●
The personnel file of an employee terminating employment will be maintained for a minimum of (five) 5 years.

2.14
Contents of Personnel Files

Employee personnel records will include the following:

Original Employment Application

T4 Form   (Employer Copy)
Performance Appraisal Reports

Disciplinary Action(s)

Special Commendations

Educational Achievement(s)

Status changes affecting employee's work and salary history

Employee's Resume

Other relevant documents as determined by management

2.15
Employee's Request for Review of Personnel Records

The following provisions apply with respect to an employee's request to review their personnel record:


●
The General Manager will have the responsibility of coordinating the review of an employee's personnel record with the employee's immediate supervisor.


●
Either the GM or the employee’s immediate supervisor must be present while the employee reviews their personnel file.


●
The employee may take notes, but may not remove, photocopy, deface or otherwise make notations on the documents in their personnel file.

2.16
Management Review of Personnel Files

All information in employee personnel files is considered confidential. This information will only be available to the General Manager, the employee’s supervisor, and the employee himself. Violation of this policy is considered a very serious offense.

2.17
Security Checks

The company declares its right to inspect all packages and parcels that enter and leave company premises.

Section 3 
Work Schedules

3.1
Working Hours (Hourly Employees)

The working season extends from April 1 to December 1 of each year, although an earlier start and a later finish is possible if the weather permits it.

From the Start of the season (April 1) to June 30, the following working hours will apply:


Supervisors
630 am – 600 pm, Monday to Friday



630 am – 330 pm, Saturday


Skilled Labour
630 am – 600 pm, Monday to Friday



630 am – 330 pm, Saturday

From July 1 to August 31, the following working hours will apply:


Supervisors
630 am – 600 pm, Monday to Thursday



630 am – 330 pm, Friday


Skilled Labour
630 am – 600 pm, Monday to Thursday



630 am – 330 pm, Friday

From September 1 to the End of the season (December 1), the following working hours will apply:


Supervisors
630 am – 600 pm, Monday to Friday


Skilled Labour
630 am – 600 pm, Monday to Friday

Each employee is expected to complete a normal workday and work week and work whatever reasonable additional hours are required to meet company needs.

In the field, lunch and break periods are determined by the senior foreman on site. The company allows 1, ½-hour break for lunch (unpaid) and 2, ¼-hour breaks during the day (paid).  

It is the company's policy to continue operations despite inclement weather unless: the conditions threaten to make employee transportation to or from work impossible or dangerous; or the conditions create a situation where the work to be conducted becomes unsafe or virtually impossible. Supervisors will be responsible for notifying all employees that report directly to them if work is to be cancelled for a given day.
3.2
Work Schedules (Salaried Employees)

The General Manager will establish salaried employees work schedules.


Full time (year round) employees will work a minimum of 2200 hrs/year, 
assuming 50 hrs/wk for 37 weeks (during the season) and 37.5 hrs/wk for 11 

weeks (during the off season) and all applicable vacation time and civic holidays.
3.3
Clean Work-Place

A clean working environment is essential for smooth and productive operations.  The following rules for cleaning the workplace apply: 

Office:

Everyone in the office is responsible for keeping his/her office area in a neat and clean condition at all times.

Field:

Employees working in the field should be aware of the necessity of maintaining a clean and organized vehicle/job site as an integral part of their own personal safety. It is the responsibility of all employees to maintain a safe and tidy workplace. Sites will be inspected upon arrival for any potential hazards, and all hazards or unsafe conditions will be communicated to the whole crew by the senior foreman.

When not in use, all tools and equipment will be stored in one large, secure area—either company storage areas or company vehicles. This includes saws, drills, compactors, ladders, ropes, hand tools and small tools. When on larger projects, hand tools (shovels, rakes, and wheelbarrows), wire and conduit may be left on site as long as they are placed in a secure location. 

During working hours, tools will be kept organized and the work area made as tidy as possible. 

At the end of each day, all sites will be cleaned and organized to the point that they are in the same or better condition then when we arrived that day. 

Section 4 – Pay and Compensation Issues

4.1
Time Records

Government regulations require that the company keep an accurate record of hours worked by employees. Foremen will track working hours for themselves and each employee under their direct supervision on a bi-weekly Time Sheet.

Time sheets will be provided by the designated foremen on the Monday following the end of each pay period for submission to our payroll manager. Failure to submit on time may delay delivery/deposit of paycheques.

Salaried employees may be required to provide detailed time sheets from time to time in order to aid management in determining cost allocation for different job responsibilities. The General Manager will construct and provide these time sheets as required.

4.2
Pay Period and Payment

Employees are normally paid on bi-weekly basis. The paycheque is based on the number of hours worked in the two weeks previous to the week in which you are paid. The company’s payroll is currently handled by Ceridian, a payroll service provider. Ceridian receives the appropriate information from the bi-weekly Time Sheets from the office, calculates the amount owing each employee and makes the necessary deductions for income tax, EI, CPP, etc. The net amount is directly deposited into a designated bank account at 12 am Friday morning of each pay week. A pay stub for the transaction is electronically produced and will be delivered to each employee no later than the following Monday.    

4.3
Salary Compensation for Partial Pay Period

Salary payments to employees who are employed for less than a full pay period because of leave without pay or resignation are computed on the basis of actual working days. For this purpose working days are considered to be fifty (50) hours Monday through Friday unless otherwise specified.

4.4 
Pay Rate Schedule – Hourly Paid Employees

The company has established pay rate schedules for hourly-paid employees based upon work classifications.  The length of time in a classification is a general guideline only.  Being employed by the company more than 1 or 2 years does not necessarily mean automatic promotion to the next highest level, for example.

Pay is determined by three primary factors:


●
Your assigned work classification


●
Step increases for years of service


●
Individual performance as determined by annual reviews

4.5
Banking of Hours for Hourly Paid Employees


It is possible for an employee to “bank” hours worked during the season for 
compensation during the off season. For example, if an employee works an 
average of 120 hours every 2 weeks in the spring, then he can request that his 
employer bank 40 of those hours towards payment over the winter months. In this 
instance, the employee would receive immediate compensation for 80 hours of 
work, while the compensation for the remaining 40 would be delivered during the 
off season.


The “banking of hours” approach is an acceptable practice but it is also a non-standard approach within the industry. That said, the employee and employer must sign a contract detailing the terms and conditions that will govern the “banking” process. The General Manager will, upon request, further explain the details and benefits of this process to any interested employee and will provide the necessary contract for review and agreement.

4.6
Overtime

Employees paid on an hourly basis may be asked to work overtime in case of emergency or whenever necessary in the best interests of the company. In the landscape/construction industries, companies are not required to pay more than the standard amount for work accomplished beyond 44 hours per week. Employees in these industries, however, have the right to refuse overtime work if it is beyond the regularly scheduled hours for that particular day.

No overtime will be paid to employees paid on a salary basis.

4.7
Error in Pay

Every precaution is taken to ensure that employees are paid correctly.  If an employee believes there is an error in their pay, they should notify the General Manager. The company will make every attempt to adjust the error by the employee's next pay period.

.

4.8
Pay on Separation from Employment

Employees separated from employment will be paid for time worked (less deductions) on the next regular pay day according to the applicable federal and provincial laws.  Any accrued vacation time will also be paid at this time.


Section 5 – Attendance 

and Leave Policies

5.1
Attendance

Providing high quality service for total customer satisfaction depends on the commitment and attendance of each employee. Consistently failing to arrive on time or complete a full day to the satisfaction of your supervisor and fellow employees is considered a serious offense and could result in disciplinary action up to and including termination of employment. 

5.2
Sick Leave


GOING TO HAVE TO FORM AN OPINION HERE…

5.3
Emergency Leave

The company will, when satisfied by evidence presented, grant an employee time off with pay:


●
Not to exceed three days for each occurrence in the case of death in employee's immediate family;


●
Not to exceed one day for each occurrence for service as pallbearer at the funeral of a person not a member of the employee's immediate family;


●
Not to exceed three days per calendar year for the temporary emergency care of ill or injured members of the employee's immediate family.


●
For the purpose of these rules, immediate family is defined as and limited to the employees spouse, children, grandchildren, foster children, step children, parents, grandparents, foster parents, step parents, brothers, foster brothers, step brothers, sisters, foster sisters, or step sisters. 

5.4
Civic Leave

When an employee is called for jury duty or as a witness, time off with pay will be granted as follows:


●
The company will pay the difference between the court payment and the employee's regular pay rate.


●
A document from the court showing the time and amount paid must be given to the management.


●
Employees must notify management upon receipt of their summons.


●
If court dismisses the jury or witness early, the employee is expected to return to work as soon as possible (and complete a ten hour shift comprised of civic time and time on the job).


●
Should the employee's work duties with the company be vital to its operation, the court may be asked to excuse the employee from jury duty.

5.5
Voting
The company does not provide time off for voting with or without pay.  Employees should make arrangements to vote prior to or following normal work hours.

5.6
Parental Leave

All employees, men and women, qualify for the parental leave program. This program grants the employee to use accrued vacation time or leave without pay for a reasonable, prearranged, time period in case of adoption or other non medical-related family affairs. Since this form of absence cannot be justified on medical-related grounds, no accrued medical-related sick leave credits can be used.

5.7
Medication

An employee placed on medication by a physician should report that fact to their supervisors and present a release form from the physician indicating that the individual is able to perform their daily work routine.

5.8
Leave of Absence

An employee may ask for a leave of absence without pay from the company. The company cannot guarantee to hold any position for more than a 3 month maximum. Any request for a leave of absence must be made in writing and must be approved (in advance) by management.

Due to the seasonal nature of our industry, the company will require each employee to take an unpaid leave of absence from December to April of each year. The length of this company-initiated leave of absence will vary due to seasonal weather conditions and employee duties.

During any approved leave of absence the following provisions apply:


●
The employee will retain their original employment date showing no interruption in service.


●
The employee will retain their membership in any profit sharing plans up to the time allowed in the plan, proportionate to time served.


●
Credit for paid vacation leave or vacation pay cannot be accrued during an approved leave of absence.

If an employee accepts employment with another company, all their company benefits will be terminated.

Any leave of absence is without pay.

Section 6 
Vacation Policies

6.1
Vacation Eligibility

The company recognizes that employees need a scheduled time away from normal work duties for their personal well-being. For this reason the company will close down operations for the week preceding the recognized Civic Holiday at the beginning of August. A request for alternate vacation times must be made to the General Manager and will be granted at his discretion.

For salaried employees, additional vacation days will be granted from December 22 to the second Monday following New Year’s Day.

6.2
Vacation Pay

Vacation pay will be calculated at 4% of the employee’s regular wage and will be added toe ach paycheque accordingly.

For salaried employees, paid vacation time will be calculated at the employee’s regular wage rate.

6.4
Holidays

The company normally recognizes the following paid holidays; however, the company may decide to work on a holiday depending upon extraordinary job requirements.

The company will observe the following 5 holidays each year during the working season:

Good Friday

=
First Friday in April

Victoria Day

=
Fourth Monday in May

Canada Day

=
July 1

Labor Day

=
First Monday of September

Thanksgiving Day
=
Second Monday in October

When a holiday falls on a Saturday or Sunday, customarily either the Friday before or the Monday after is observed as the holiday. 


Section 7 – Separation from Employment

7.1
Separation of Employment

Employees may be separated from employment voluntarily or involuntarily by retirement, voluntary resignation, lack of work, or termination. Before an employee is terminated, they will be told the reason(s) and will be counseled by the General Manager. However, if any misconduct warranting discipline is severe enough, the management may discharge an employee immediately.

In the case of termination all company property in the employee's possession must be returned to the company upon separation from employment and before the final paycheck is released.

7.2
Pay at Time of Separation

The company will determine if the terminating employee has any outstanding debt owed the company and whether the individual has in their possession any company property (e.g. credit cards, uniforms, tools, etc.). 

After a full accounting of the employee's and the company's accounts (as determined by the company) is completed, a final paycheque will be issued to the employee in accordance with the Employment Standards Act.

Upon resignation or termination, the employee should consult the office for possible conversion of their group insurance and to address any financial issues.  Any employee terminating their employment is expected to return any company property in their possession.

A Record of Employment will be included with the final paycheque.
7.3
Reduction of Work force

In the event that a reduction in the company's work force becomes necessary, the number of employees over and above those needed to perform the available work will be laid off. In determining those employees to be retained, consideration will be given to the quality of each employee's past performance, the need for the position held by the employee and, with all other factors being equal, the length of service of each employee.

If feasible, but not as a vested right, full time employees subject to lay off will be given at least a three (3) month notice prior to the anticipated lay off. Upon such lay off, all accrued but unused vacation leave will be paid in full and any insurance benefits required to be offered will be brought to the employee's attention.

Section 8 – Work Policies and Regulations

8.1
Care of Equipment and Facilities

All employees should be concerned with the care and safe use of company-owned equipment and facilities. Good housekeeping is expected from everyone.

8.2
Parking

Employees working in the office should park at a curb-side space anywhere within 100 meters of the office location. 

Field employees should park their personal vehicles in the appropriate spaces at the yard. Employees parking at the yard should be careful not to block the exit way for other personal vehicles. 

The company assumes no responsibility for employee's vehicles or their contents.  

8.3
Personal Appearance/Clothing

Personal appearance, proper hygiene and appropriate attire are important to the work environment. Clients may gauge the quality of the company by the attention that employees show to personal appearance and attire.

Employees are expected to report to work wearing clean clothing appropriate to their position. In the field, appropriate attire includes green patch safety footwear, the company shirt or sweater and any other weather-specific clothing appropriate to the season. A neat, well-groomed appearance is important to the employee, his fellow workers and to the company's customers and suppliers.

The company does not object to male employees having reasonably long hair if it is groomed, nor does it object to mustaches or beards if they are kept trimmed and do not hinder the employee's performance or safety on the job.

8.4
Smoking Policy

Smoking is not allowed in the office or in company vehicles.   

The company would prefer a smoke free environment in the field. Employees that choose to smoke will limit smoke breaks to scheduled breaks or lunches.

8.5
Personal Belongings

The company recognizes an employee's desire to display mementos pertaining to their family or other personal items.  While the company can take no responsibility for the safekeeping of these items, it welcomes its employees to personalize their work areas for added comfort or pleasantness.  However, several guidelines must be observed.  They are as follows:


●
Nothing can be displayed that (in the opinion of management) is derogatory to any person or system of beliefs.


●
Objects (in the opinion of management) that are inappropriate or hinder work efforts will not be allowed and must be removed upon request.


●
Safety comes first – No object can interfere with job safety as viewed by the company management.

8.6
Scrap Materials and Parts

All scrap materials and parts remain the property of the company.  An employee may discuss personal use of scrap materials and parts with the supervisors.  The GM will make the final decision.

8.7
Safety Equipment

The company will provide employees with all required Personal Protective Equipment, with the exception of green patch safety boots. This safety equipment (e.g. safety glasses) must be worn on the job when company and provincial/federal rules require it. Replacements will be provided if the equipment is shown to be defective in any way.

8.8
Company Tools

The company will furnish all necessary tools and equipment to complete job assignments.

Each employee is reminded that all items purchased by the company remain the property of the company.

It is the responsibility of the employee to whom tools and equipment are assigned to maintain and safeguard these assets as if they were their own personal property.  It is the policy of this company to hold the individual responsible for small tools and equipment lost, stolen, or damaged though negligence. A periodic inventory of tools and equipment will be made. When leaving a work area, it is recommended that all tools that cannot be secured in locked storage be removed from the work area.

8.9
Energy Preservation and Waste Prevention

Waste of energy and materials is costly to the company and ultimately results in losses, which must be paid for by other cost reduction actions. Please conserve energy and materials at every opportunity.

8.10
Solicitation and/or Distribution

Solicitation and/or distribution of material outside the realm of the company’s operations should be kept to a minimum and must be approved by management.  If the process of distributing materials, goods, contest promotions, requests for donations or any other solicitation and/or distribution interferes with the work schedules of employees, it will be prohibited. No employee should ever feel pressured into participating in any promotional effort or action.

8.11
Security

All doors, files, desks, gates, vehicles or any other equipment with restricted access must be kept locked securely when not in direct use and at the end of each day. Locks should be checked regularly. Company vehicles should be kept locked at all times. Lost keys must be reported to the office immediately.  Any concerns about security should be directed to the General Manager.

8.12
Extra Income

The Company makes every effort to keep its employees as fully employed as possible and at a good rate of pay. When an employee is on the job, this means that 100% of their effort is required.  If an employee chooses to work outside of their job and the outside work competes with what is expected of them as a company employee, then opportunities for promotion and advancement within the company will be limited as a consequence.

If management feels that outside employment prohibits an employee from fulfilling their obligations to the company, they will be asked to resign or to leave their outside employment.

All management and supervisory personnel are expected to enforce this policy and, by example, refrain from conflicting outside employment.

Any trade related project opportunities that come to the attention of the employee will be forwarded to the General Manager for further action.

Trade related project opportunities for immediate family members will be supported by the company and should be discussed with the General Manager.

8.13
Telephone Use

Company telephones and cell phones are important to our everyday operation.  Employees should restrict their personal telephone calls to emergency matters only.

8.14
Alcohol and Drugs

Consumption of, possession of, or being under the influence of alcoholic beverages or illegal drugs on company property, in the office, on a job site or in company vehicles is strictly prohibited. Violation of this policy is cause for immediate termination of employment. The company reserves the right to have employees tested, screened and/or searched on company property for drug and alcohol use, as it deems necessary as long as these procedures do not violate any existing laws.

8.15
Grievances and Complaints

Employees with concerns or complaints regarding company policies or operations should discuss them with their supervisor.  If the employee feels their concern or complaint is unanswered or unresolved by their supervisor, the employee may request that they meet with higher management in the company.


Grievances between fellow employees should not interfere with their work.  
Employees are expected to try and work out any problems between themselves 

first.  If they are unsuccessful, one or both should then discuss the problem with 
their supervisor.

8.16
Sexual Harassment

In accordance with guidelines issued by the Equal Employment Opportunity Commission on discrimination because of sex, sexual harassment of employees is a prohibited personnel practice and the company strongly disapproves of such conduct.  Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of sexual nature constitute sexual harassment when:

Submission to such conduct is made either explicitly or implicitly a term or condition of an individual's employment;

Submission to or rejection of such conduct by an individual is used as the basis for an adverse employment decision(s) affecting the individual;

Such conduct has the purpose or effect of substantially interfering with an individual's work performance or creating an intimidating, hostile, or offensive work environment.

No supervisor, co-employee or non-employee shall threaten or suggest that an employee's refusal to submit to sexual advances will adversely affect the employee's employment, wages, advancement, assigned duties, shifts, or any other condition of employment.

Other types of prohibited conduct by supervisor, co-employees or non-employees include sexual advances, propositions, verbal abuse of a sexual nature, suggestive touching, suggestive gestures and comments, graphic verbal descriptions of an individual's body, and the display in the work place of sexually suggestive objects or pictures.

If an employee believes that he or she is being subjected to sexual harassment, the employee should personally and immediately notify the general manager.

An investigation will be undertaken and appropriate sanctions and corrective measures will be instituted if the employee's allegations warrant such action.  Persons who commit acts of intimidation and harassment will be admonished to discontinue such conduct and will be disciplined according to the severity of the case.  Appropriate discipline may include actions up to and including termination of employment.

Employees are assured that this procedure has been established for their benefit and to allow them the freedom of expressing their feelings and/or complaints.  No employees need fear that he or she will be penalized for registering a harassment complaint.  The firm is dedicated to removing all forms of sexual harassment and is committed to a prompt and impartial investigation and resolution of any complaints.

The Company accepts no responsibility or liability for harassment of one employee by another.  Any employee involved in the sexual harassment of another is personally responsible for any legal or financial cost resulting from a legal complaint filed against them and is personally liable for their actions.

Note:  Please direct any questions or comments regarding this matter to the general manager.

Section 9 
Safety

The company is committed to the health and safety of all its employees. Protecting employees and the public that  we come into contact with from injury or occupational disease is an important and continuous objective. To this end, we will utilize a safety program in our daily activities. Disregard of any company safety rule or regulation may result in disciplinary action including termination of employment.

It is necessary that the company establish safety rules and regulations to be observed by all employees at all times. With regard to these rules, the following will be considered standard procedure for all employees:


●
Should a safety regulation be modified so that an employee's safety is something less than it should be, the employee should inform the General Manager.


●
All questions concerning the reason for doing something in a certain manner may be asked of any one, at any time.


●
Employee's decisions should always be guided by the company's commitment to safety.  Should a hazardous situation or condition exist when a decision has to be made on safety or production, safety concerns should always take precedence over production.


●
It is the responsibility of each supervisor to see that every employee at the company is provided with safe working conditions, that all safety regulations are observed, and that employees use common sense to protect themselves as well as others. Supervisors will always inspect working conditions on a new job site and may suspend all work activity until an unsafe condition is corrected.

The most important part of safety is the employee himself.  It is the responsibility of each employee to abide by the safety rules. Employees are expected to report any personal injury immediately, however minor. An employee should report all dangerous conditions and practices to their supervisor.

9.1
Safety Rules and Procedures

A comprehensive Safety Manual will be provided for every employee. Within this manual are the rules and procedures that should govern every aspect of the work conducted in this company. Every employee at the company is required to thoroughly read this Manual and verify by signature that he has read and understood the material therein.

In addition to the Safety Manual, the company’s Health and Safety Representatives will conduct bi-weekly meetings which will address new safety topics as they arise, while reviewing standard safety guidelines and procedures. 

Section 10 – Transportation 
and Travel
Expenses

10.1
Company Owned Vehicles

The General Manager must authorize all travel in company vehicles which is not related to company business. This includes vehicles that may be leased by the company as well as those vehicles that are company owned.

The following are specific policies related to company owned vehicles:


●
Company owned vehicles will be driven only as needed for jobs during working hours


●
Company owned vehicles will be driven only for transportation to and from destinations as specified


●
Company owned vehicles will not be driven for private use unless specific permission has been granted by the General Manager


●
Only the driver assigned to the vehicle will sign for gasoline, oil, etc.


●
All charge tickets must show the name and address of the vendor, prices, litres, vehicle ID number, license tag number and mileage


●
No alcoholic beverages or illegal drugs or chemicals will be aboard a company vehicle at any time



●
At no time will company vehicles be driven at speeds in excess of 110 



km/hr

10.2
Personal Vehicles

Employees may use their personal vehicles on official company business provided prior approval has been obtained from the company. A mileage rate based on acceptable and current industry standards will be paid to employees who use their personal vehicles on official company business. Minimum insurance requirements as specified by the company's insurance carrier must be in effect at the time the employee's personal vehicle is used and the employee may be required to provide the appropriate proof of insurance.

10.3
Living Expense Allowance

The company will reimburse employees for reasonable expenses incurred when they are traveling on company business. The company will pay the cost of reasonable lodging for the employee. In addition, a living expense allowance for meals is provided to all personnel when away from their home overnight. The General Manager will advise the employee of allowable living expenses to be paid by the company prior to any travel assignment. Approval of living expenses must be obtained from the General Manager before any reimbursements are provided.

10.4
Other Travel Expenses

Any travel and/or business expenses not covered by the living expense allowance described previously must be submitted for reimbursement by providing receipts showing name(s), date(s), business discussed, amount(s) and the account to be charged.

10.5
Expense Records

All expense records (including gasoline credit card receipts) must be turned in to the office weekly.

10.6
Expense Reimbursement – Third Party

If an employee incurs expenses which will be covered by some other party than the company, the employee must notify the company about this in order to avoid a double reimbursement. Any time another party covers expenses of any kind, the company will not provide reimbursements.  

If the employee has already been reimbursed by the company for expenses and thereafter receives reimbursement form a third party, the employee must endorse all reimbursements to the company upon receipt.

10.7
Expense Policies – Violations

Clear, honest, well-documented and organized expense policy is of vital importance to our company. Every employee, therefore, should be familiar with all aspects of the current expense policies. Any questions can be directed to the General Manager. Violations or any form of abuse in relation to these policies and standards will be disciplined and can ultimately lead to termination.

Section 11 
Conflicts of Interest

A conflict of interest can arise in dealings with anyone with whom the company transacts business: customers, clients, owners, buyers, suppliers, banks, insurance companies, and people in other organizations with whom we contact and make agreements.

Conflicts of interest include the following examples:


●
Working for any of the groups mentioned above for personal gain


●
Engaging in part-time activity for profit or gain in any field in which the company in engaged


●
Borrowing from, or lending money to, individuals representing organizations with whom business dealings are conducted

11.1
Personal Conduct

With regard to Conflicts of Interest, the company expects that all of its employees will conduct themselves with the pride and respect associated with their positions, their fellow employees, customers, suppliers and everyone else associated with the company in one form or another. Employees should always use good judgment and discretion in carrying out the company's business.

Employees of the company should always use the highest standards of ethical conduct.

11.2
Confidentiality

The company requires that a strict code of confidentiality of information be maintained. No employee will store information outside of the company (either written or electronic form) about any matter pertaining to the conduct of the company's business. No information regarding the company's purchase prices, installation procedures or business processes shall be given to anybody without permission of the General Manager.

Conversations that address the prices, problems, gossip, etc. about one vendor or customer to another is prohibited. 

Idle gossip or dissemination of confidential information within the company will result in disciplinary action up to and including termination.

11.3
Bribes, Kickbacks and Illegal Payments

Bribes, kickbacks and other illegal payments to or from any individual with who we conduct business (in any form and for any purpose) are prohibited. Certain types of rebates to the company from suppliers (but not to or from an individual employee) are legitimate to correct commercial inequity if done within government trade regulations.

11.4
Patents and Copyrights

Any patent or copyright developed by an employee of the company is property of the company. Any information pertaining to such patent or copyright must remain on company premises.

An employee sharing any internal information relating to the company must have prior approval of the General Manager to do so.  

If an employee attends conferences, publishes information or passes on any company related information to third parties which he or she attained, accumulated or learned on the job, any monetary compensation awarded to the employee in relation to this form of information sharing is property of the company.

An employee willing to use his/her own time to work on projects related to the company or the industry the company is part of must have prior approval of management. 

Any violation of these policies could lead to the immediate termination of employment.

11.5
Legal and Ethical Conduct

It is the policy of the company that each employee conducts his/her business affairs with such standards of integrity that no conflict of interest exists or can be reasonably implied or construed. The following paragraphs set forth legal and moral restrictions with respect to legal and ethical business conduct. The following actions and conditions are specifically prohibited, but are not intended to enumerate all actions or situations, which might be avoided:


●
No employee shall have any direct interest in any company which competes with The Company, which sells or supplies to, or buys from The Company any products or property, or which furnishes any service to the company.


●
No employee shall borrow money or accept advances or other personal payments or gifts or entertainment, from any company or firm (or any person acting directly or indirectly for any company or firm), which has transactions with The Company as, described above.


●
No employee shall enter into any transaction or acquire any interest or take any action, which, in his/her own judgment, is contrary to the interest of The Company or is incompatible with loyalty and obligation inherent to his/her employment.


●
The foregoing prohibitions apply not only to the employee personally, but also to the employee's spouse and dependent minor children.


●
Any situation involving a possible conflict of interest, which arises in relation to the above outlined policies, must be brought to the attention of the employee's supervisor or management. 

Section 12

Job Descriptions

Employee 
Handbook 
Forms

Acknowledgement of Receipt and Understanding

Read and Sign Immediately

I understand and agree that:

The statements contained in the Employee Handbook are intended to serve as general information concerning ABC and its subsidiaries with respect to its existing policies, procedures, practices of employment and employee benefits.

Nothing contained in the Employee Handbook is intended to create, nor shall be construed as creating, an expressed or implied contract or guarantee of employment for a definite or indefinite term.

From time to time ABC may need to clarify, amend and/or supplement the information contained in the Employee Handbook and the company will inform me when changes occur.

I have received a copy of (YOUR COMPANY NAME)'s Employee Handbook, have read and understand the information outlined in the handbook, have asked any questions I may have concerning its contents and will comply with all policies and procedures to the best of my ability.

I understand I may retain this copy of the booklet in my possession while the company employs me, or until requested to return it.

I will not reveal the contents of this booklet to anybody outside the Company without express permission of the President.

Employee's Signature:
_______________________________________________


Date:
_________________________________________


Location:
_________________________________________

Authorized Witness:
_______________________________________________

Statement of Legal and Ethical Business Conduct

Read and Sign Immediately

I have read and understand the section from the Employee Handbook titled "Conflict of Interests".  The following questions are answered complete and honest in accordance to my full knowledge.

Within the intent and meaning of the section titled "Conflicts of Interest", please answer the following questions with "Yes" or "No" if not otherwise indicated:

1.
Have you read and fully understood the Section from the Employee Handbook titled "Conflicts of Interest".
____________

2.
Are you are stockholder or hold a financial interest in any way in:

a.
A competing company?
____________

b.
A supplier of goods or services or other principal dealings with the Company?
____________

c.
A customer of the Company or in any business venture with a customer concern that you have access to privileged information by reason of your position in the Company?
____________

Are you a director of any business operated for profit?  (If "Yes", please list the names of the companies.)
 __________

________________________________________________________________

________________________________________________________________

________________________________________________________________

4.
Are there circumstances or any other matters of a personal or family nature, which could reasonably be subject to question as to their effect on the interests of the Company? (If "Yes", please explain.) 
 ____________

________________________________________________________________

________________________________________________________________

________________________________________________________________

If, in the future, any situation involving a possible conflict of interest should arise, I shall notify my immediate supervisor before taking any action, which, without the required approval from management, might be incompatible with the outlined policy in the Employee Handbook under the Section "Conflicts of Interest".

As an employee of (YOUR COMPANY NAME), I will honor to the full extend all rules and regulation discussed in the Employee Handbook, Section "Conflict of Interest" with regard to policies in relation to Patents and Copyrights.  I acknowledge that any violation of these policies can lead to immediate termination of my employment at the company.

Employee's Signature:
_______________________________________________


Date:
_________________________________________


Location:
_________________________________________

Authorized Witness:
_______________________________________________

 Drug-Free Workplace Policy Employee Acknowledgement

Read and Sign Immediately

This is a formal notice of (YOUR COMPANY NAME)'s intent to take disciplinary action, up to and including termination of employment, against any employee who violates (YOUR COMPANY NAME)'s Drug-Free Workplace Policy.

(YOUR COMPANY NAME)'s Drug-Free Workplace Policy prohibits the use, sale, distribution, manufacture or possession of all controlled substances as listed in Schedules I through V of Section 202 of the Controlled Substance Act (21 U.S.C. 812).

Company policy also prohibits the performance of work or presence at any company building, facility, equipment or work area/site while under the influence of a controlled substance.

I understand and agree that:

I have received a copy of (YOUR COMPANY NAME)'s Drug- Free Workplace Policy.

I have carefully and thoroughly read (YOUR COMPANY NAME)'s Drug-Free Workplace Policy.

I understand the requirement of (YOUR COMPANY NAME)'s Drug-Free Workplace Policy and agree, without reservation, to follow this policy.

Employee's Signature:
_______________________________________________


Date:
_________________________________________


Location:
_________________________________________

Authorized Witness:
_______________________________________________

 Job Related Accident

Read and Sign Immediately

This form is used for documentation purposes of Job Related Accidents.  Every time an employee incurs an accident on the job, this form has to be completed by the employee, signed by the employee and the employee's immediate supervisor or the personnel manager.

I, the employee, certify with my signature that all information given is true and to my full knowledge.  Any abuses or deliberate misinformation will lead to disciplinary actions.

Employee's Name:____________________________________________________________

Date of Accident:__________________________________________________________

Location of Accident:__________________________________________________________

__________________________________________________________________

Description of Accident:__________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

Time Missed from Work:____________________________________________________________

Medical Treatment:_________________________________________________________

__________________________________________________________________

Location of Treatment:_________________________________________________________

Employee's Signature:
_______________________________________________


Date:
_________________________________________


Location:
_________________________________________

Authorized Witness:
_______________________________________________

Employee's Supervisor:_________________________________________________

EMPLOYEE 
HANDBOOK 
FORMS 
(Company copies)

Acknowledgement of Receipt and Understanding

Read and Sign Immediately

I understand and agree that:

The statements contained in the Employee Handbook are intended to serve as general information concerning (YOUR COMPANY NAME) and its subsidiaries with respect to its existing policies, procedures, practices of employment and employee benefits.

Nothing contained in the Employee Handbook is intended to create, nor shall be construed as creating, an expressed or implied contract or guarantee of employment for a definite or indefinite term.

From time to time (YOUR COMPANY NAME) may need to clarify, amend and/or supplement the information contained in the Employee Handbook and the company will inform me when changes occur.

I have received a copy of (YOUR COMPANY NAME)'s Employee Handbook, have read and understand the information outlined in the handbook, have asked any questions I may have concerning its contents and will comply with all policies and procedures to the best of my ability.

I understand I may retain this copy of the booklet in my possession while the company employs me, or until requested to return it.

I will not reveal the contents of this booklet to anybody outside the Company without express permission of the President.

Employee's Signature:
_______________________________________________


Date:
_________________________________________


Location:
_________________________________________

Authorized Witness:
_______________________________________________
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Statement of Legal and Ethical Business Conduct

Read and Sign Immediately

I have read and understand the section from the Employee Handbook titled "Conflict of Interests".  The following questions are answered complete and honest in accordance to my full knowledge.

Within the intent and meaning of the section titled "Conflicts of Interest", please answer the following questions with "Yes" or "No" if not otherwise indicated:

1.
Have you read and fully understood the Section from the Employee Handbook titled "Conflicts of Interest".
____________

2.
Are you are stockholder or hold a financial interest in any way in:

a.
A competing company?
____________

b.
A supplier of goods or services or other principal dealings with the Company?
____________

c.
A customer of the Company or in any business venture with a customer concern that you have access to privileged information by reason of your position in the Company?
____________

Are you a director of any business operated for profit?  (If "Yes", please list the names of the companies.)
 __________

________________________________________________________________

________________________________________________________________

________________________________________________________________

4.
Are there circumstances or any other matters of a personal or family nature, which could reasonably be subject to question as to their effect on the interests of the Company? (If "Yes", please explain.) 
 ____________

________________________________________________________________

________________________________________________________________

________________________________________________________________

If, in the future, any situation involving a possible conflict of interest should arise, I shall notify my immediate supervisor before taking any action, which, without the required approval from management, might be incompatible with the outlined policy in the Employee Handbook under the Section "Conflicts of Interest".

As an employee of (YOUR COMPANY NAME), I will honor to the full extend all rules and regulation discussed in the Employee Handbook, Section "Conflict of Interest" with regard to policies in relation to Patents and Copyrights.  I acknowledge that any violation of these policies can lead to immediate termination of my employment at the company.

Employee's Signature:
_______________________________________________


Date:
_________________________________________


Location:
_________________________________________

Authorized Witness:
_______________________________________________

 Drug-Free Workplace Policy Employee Acknowledgement

Read and Sign Immediately

This is a formal notice of (YOUR COMPANY NAME)'s intent to take disciplinary action, up to and including termination of employment, against any employee who violates (YOUR COMPANY NAME)'s Drug-Free Workplace Policy.

(YOUR COMPANY NAME)'s Drug-Free Workplace Policy prohibits the use, sale, distribution, manufacture or possession of all controlled substances as listed in Schedules I through V of Section 202 of the Controlled Substance Act (21 U.S.C. 812).

Company policy also prohibits the performance of work or presence at any company building, facility, equipment or work area/site while under the influence of a controlled substance.

I understand and agree that:

I have received a copy of (YOUR COMPANY NAME)'s Drug- Free Workplace Policy.

I have carefully and thoroughly read (YOUR COMPANY NAME)'s Drug-Free Workplace Policy.

I understand the requirement of (YOUR COMPANY NAME)'s Drug-Free Workplace Policy and agree, without reservation, to follow this policy.

Employee's Signature:
_______________________________________________


Date:
_________________________________________


Location:
_________________________________________

Authorized Witness:
_______________________________________________

 Job Related Accident

Read and Sign Immediately

This form is used for documentation purposes of Job Related Accidents.  Every time an employee incurs an accident on the job, this form has to be completed by the employee, signed by the employee and the employee's immediate supervisor or the personnel manager.

I, the employee, certify with my signature that all information given is true and to my full knowledge.  Any abuses or deliberate misinformation will lead to disciplinary actions.

Employee's Name:____________________________________________________________

Date of Accident:__________________________________________________________

Location of Accident:__________________________________________________________

__________________________________________________________________

Description of Accident:__________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

Time Missed from Work:_____________________________________________

Medical Treatment:__________________________________________________

__________________________________________________________________

Location of Treatment:_______________________________________________

Employee's Signature:
_______________________________________________


Date:
_________________________________________


Location:
_________________________________________

Authorized Witness:
_______________________________________________

Employee's Supervisor:_______________________________________________
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