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Company X Overview
Company X & Manufacturing is a worker-owned Cooperative XE "Cooperative" .  Company X & Manufacturing Co-op XE "Co-op"  designs and builds custom automation equipment.  Each machine is one of a kind, specially built for a customer’s particular part and application.
Company X is a unique association that enables a group of talented and skilled people to come together to accomplish what no one of them could do alone.  The association provides them the opportunity to work independently as well as join collectively to provide solutions to meet the customer’s needs.

Employees who contribute to the joint effort of Company X are eligible, after a minimum of two years’ service as an employee, to file an application for membership XE "membership" .  More specific information on becoming a member is available through the Human Resources Manager.
Foreword
Whether you have just joined our staff or have been at Company X for a while, we are confident that you will find our company a dynamic and rewarding place in which to work and we look forward to a productive and successful relationship.  This Handbook has been written to serve as a guide for the employment relationship and is not intended to be comprehensive or to address all the possible applications of, or exceptions to, the general policies and procedures described.  For that reason, if you have any questions concerning eligibility for a particular benefit, or the applicability of a policy, procedure or practice, you should address your specific questions to the Human Resources Manager.

Some of the subjects described here are covered in detail in official policy and plan documents. You should refer to these documents for specific information, since this Handbook only briefly summarizes those benefits, policies and procedures.  Please note that the terms of the written insurance plan document and other benefit plan documents and policies are controlling.

Company X may unilaterally modify or discontinue the procedures, practices, policies and benefits described here at any time with or without notice.  We will attempt to inform you of any changes as they occur.  Please familiarize yourself with the Handbook contents, and keep the Handbook accessible for easy reference.

Neither this Handbook nor any other Company X document confers any contractual right, either expressed or implied, to remain in Company X's employ.  Nor does the Handbook or any other document guarantee any fixed terms and conditions of your employment.  Your employment with Company X is at will; employment is not for any specific time and may be terminated  XE "At Will" with without prior notice, by Company X for any reason not prohibited by law, or you may resign for any reason at any time.  Only the Human Resources Manager, with the express written consent of the Board of Directors, has the authority to enter into any written agreement for employment for any specified period of time, or to make any written agreement contrary to the above.  
This Handbook supersedes all previous Handbooks, statements, policies, procedures, rules or regulations previously given to employees, whether written or verbal.  The Handbook may only be modified by the Human Resources Manager, with the express consent of the Board of Directors.
Equal Employment Opportunity
Company X is an Equal Opportunity XE "Equal Opportunity"  Employer.  Company X recruits, hires, trains, compensates, assigns work, promotes, transfers, demotes, disciplines, terminates and extends other benefits and terms and conditions of employment to individuals without regard to race, color, creed, religion, sex, national origin, ancestry, age, marital status physical or mental disability XE "disability" , sexual orientation, membership in the National Guard, State Defense Force or any reserve component of the military forces of the United States or the State of Wisconsin, use or nonuse of lawful products off the employer’s premises during non-working hours,  arrest or conviction record, physical appearance, source of income, student status, political beliefs, less than honorable discharge or any other protected category under applicable law. Company X strictly prohibits any discrimination XE "discrimination"  on the above bases.  Every effort is made to assure that all personnel policies and procedures are applied equally and consistently to all similarly situated applicants and employees.  Employees should direct equal employment opportunity questions and/or concerns to the Human Resources Manager.
DISABILITY LAW COMPLIANCE

Company X is committed to complying with all applicable provisions of the federal Americans with Disabilities Act (“ADA”), the Wisconsin Fair Employment Act (WFEA) and the Madison Equal Opportunities Ordinance (“MEOO”).  It is Company X’s policy not to discriminate against any qualified employee or applicant with regard to employment because of such individual’s disability XE "disability" , record of disability or perceived disability so long as the employee can perform the functions of the job with or without reasonable accommodation.  Consistent with this policy of nondiscrimination, Company X will provide reasonable accommodations to a qualified individual with a disability, as defined by applicable law, who has made Company X aware of his or her disability and need for accommodation, provided that such accommodation is reasonable and does not constitute an undue hardship on the Company X.
Company X encourages individuals with disabilities who believe they need a reasonable accommodation to perform the functions of their job to come forward and make a request for reasonable accommodation.  Requests should be made to the Human Resources Manager.
sexual and other workplace Harassment
Company X is committed to providing a professional work environment.  We want the workplace to be free from physical, psychological or verbal harassment XE "harassment"  based on any legally protected characteristic, including, but not limited to, an individual’s gender, race, color, ethnicity, national origin, age, ancestry, disability XE "disability" , creed, sexual orientation, or marital status.  This policy applies to the conduct of employees, as well as to the conduct of members, vendors, customers and visitors and how they interact with employees.
Sexual harassment may involve individuals of the same or different gender.  Prohibited sexual harassment includes, but is not limited to:
Unwelcome sexual advances or requests for sexual favors;
Unwelcome verbal, physical, or visual conduct of a sexual nature;
Making submission to (or rejection of) such conduct a factor in employment decisions;
Permitting such conduct to interfere with an employee’s work performance or to create a hostile, intimidating, or offensive work environment.
A range of other subtle and not so subtle behaviors including but not limited to:  commenting about an individual’s body, sexual prowess, or sexual deficiencies; sexual jokes and innuendo; leering or catcalls; physical touching; insulting or obscene comments or gestures; display or circulation in the workplace of sexually suggestive objects or pictures (including through e-mail); and other physical, verbal or visual conduct of a sexual nature.
Like sexual harassment, harassment on the basis of any other protected characteristic is also strictly prohibited.  Under this policy, harassment is verbal or physical conduct that denigrates or shows hostility or aversion toward an individual or an individual’s relatives, friends or associates because of age, race, creed, religion, national origin, ancestry, color, disability XE "disability" , marital status, familial status, sex, sexual orientation, arrest or conviction record, political beliefs, student status, source of income, physical appearance or membership in the military or any other protected characteristic under applicable law and that:  1) has the purpose or effect of creating an intimidating, hostile or offensive work environment; 2) has the purpose or effect of unreasonably interfering with an individual’s work performance; or 3) otherwise adversely affects an individual’s employment opportunities.  Harassing conduct includes, but is not limited to:  epithets, slurs or negative stereotyping; threatening, intimidating or hostile acts; denigrating jokes and display or circulation in the workplace of written and graphic material.
Harassment will not be tolerated.  Personnel found to have been involved in harassment of others will be subject to disciplinary action up to and including termination.  This policy applies to all personnel at Company X regardless of their position, seniority, or their status as a member or an employee.

sexual and other workplace Harassment (CONTINUED)
Company X also prohibits retaliation against any individual who reports discrimination or harassment or who participates in an investigation of such reports.  Retaliation is a serious violation of this policy and, like harassment or discrimination itself, an individual engaging in retaliatory conduct will be subject to disciplinary action, up to and including termination.
If you believe that you have been the subject of discrimination, harassment or retaliation, or you have witnessed such conduct or otherwise have knowledge of possible violations of this policy, report the matter immediately to the Human Resources Manager and/or General Manager.  Any reports of harassment, discrimination or retaliation will be promptly investigated, and confidentiality will be protected to the extent possible consistent with adequate investigation and appropriate disciplinary and/or other corrective action.  There will be no retaliation against anyone who, in good faith, makes a report regarding harassment or against any person who assists in an investigation.
CONFLICT OF INTEREST STATEMENT
Company X expects its employees to conduct business according to the highest ethical standards XE "ethical standards"  of conduct.  Business dealings that appear to create a conflict between the interest of Company X and an employee are unacceptable.
Company X recognizes the right of employees to engage in activities outside of their employment with the company that are of a private nature and unrelated to our business.  However, the employee must disclose any potential or actual conflicts so that Company X may assess and prevent conflicts of interest from arising and/or continuing.
A potential or actual conflict of interest XE "conflict of interest"  occurs whenever an employee is in a position to influence a decision that may result in a personal gain for the employee or an immediate family member (e.g., spouse or significant other, children, parents, siblings) as a result of Company X’s business dealings.

If an employee has any question whether an action or proposed course of conduct would create a conflict of interest XE "conflict of interest" , he or she should immediately contact the Human Resources Manager and/or General Manager to obtain advice on the issue.  The purpose of this policy is to protect employees from any conflict of interest that might arise.

A violation of this policy may result in disciplinary action, up to and including termination.

confidential information XE "confidential information" 
All Company X records XE "records"  and information relating to Company X or its customers are confidential and employees must treat all matters accordingly.  Except in the ordinary course of performing duties on behalf of Company X, no Company X records or Company X-related information, including without limitation, documents, notes, files, records, oral information, computer files or similar materials may be removed from Company X's premises without permission and prior approval from the Board of Directors.
The contents of Company X's records or information otherwise obtained in regard to business may not be disclosed to anyone, except where required for a business purpose.  Employees must not disclose any confidential information, purposefully or inadvertently through casual conversation, to any unauthorized person inside or outside the Company.  Employees who are unsure about the confidential nature of specific information must ask the Human Resources Manager and/or General Manager or for clarification.

A violation of this policy will result in disciplinary action, up to and including termination.

As a condition of your employment with Company X, you are required to sign an Agreement for Maintenance of Confidential Information. 

Initial Employment Period
New employees undergo an initial period of adjustment in order to learn about Company X and their job.  During this time employees will have an opportunity to find out if they are suited to the position.  This also provides the Board of Directors a reasonable period of time to evaluate the employee’s work performance XE "work performance" .

The initial employment period XE "initial employment period"  is six months.  Under appropriate circumstances, the initial employment period may be extended at the discretion of the Board of Directors. 
At all times during an employee's employment with Company X, employment is at will and not for any specific time. Employment may be terminated  XE "At Will" with without prior notice for any reason not prohibited by law.  Successful completion of the initial employment period does not alter the at will nature of employment with Company X.
Employment Status XE "employment status:full-time" 

 XE "employment status:part-time" 

 XE "employment status:temporary"  XE "employment status:non-exempt" 

 XE "employment status:exempt" 
Employees of Company X fall into one of the following categories, which also govern eligibility for certain benefits:
FULL-TIME

Full-time employees work a regular schedule of not less than 30 hours per week.
PART-TIME

Part-time employees work a regular schedule of at least 20 hours, but less than 30 hours per week.  A part-time employee does not receive any additional compensation or benefits.
TEMPORARY

Temporary employees are hired for a specified project or time frame.  A temporary employee does not receive any additional compensation or benefits.
In addition to the above, each employee is classified as either exempt or non-exempt according to the Fair Labor Standards Act and applicable state wage and hour law.

NON-EXEMPT

Non-exempt employees are paid on an hourly basis and are eligible to receive overtime pay at one and one-half (1 ½) times their regular rate of pay for all hours worked beyond forty (40) hours in a workweek.

EXEMPT

Exempt employees are paid on a salary basis and are not eligible for overtime pay.

attendance XE "attendance" 
Full-time, non-exempt employees are required to be in the office and/or shop at a minimum, between the hours of 9:00 AM and 3:00 PM on Monday through Friday unless PRIOR approval for a deviation from these hours is obtained.  These hours are referred to as core hours.  Lunch periods are excluded from the requirements for core-hour attendance.  Other than the lunch period, deviation from core hours will be considered an unexcused absence.

Full-time, exempt employees are also expected to be in the office and/or shop or otherwise available during core hours.  Failure to maintain accountability during core hours is considered a performance issue XE "unexcused absence" .
An employee may start work earlier than core hours and may continue working later than core hours subject to the following restrictions:

For the safety of all employees, an employee performing any work in the manufacturing area must have at least one other employee or member present in the building before the employee may proceed with any work.  A violation of this policy will result in disciplinary action, up to and including termination.
If it is necessary for an employee to be absent or late, it is the employee's responsibility to inform the Human Resources Manager or the General Manager, in addition to the Receptionist, before the start of core hours on the day in question.  Failure to contact and/or timely notify may cause the time the employee is absent to be considered an unexcused absence, and along with not being paid if a non-exempt employee, may also subject the employee to disciplinary action up to and including termination.
Employee Records XE "employee records" 
Employees must inform the Human Resources Manager of any change in status or contact information XE "change in status" , such as marriage XE "marriage" , address XE "address" , phone number, number of dependents XE "dependents" , divorce XE "divorce" , separation, birth XE "birth"  and death XE "death" . These changes could affect withholding, hospitalization or insurance coverage.

For your protection we must keep our records XE "records"  up to date.  Under certain conditions, an employee, his or her spouse XE "spouse"  or eligible dependents may be offered the opportunity to continue health benefits in the event of resignation, termination, layoff, retirement, death, divorce, a legal separation or entitlement to Medicare.

An employee may request access to review his or her employee records.  Requests must be submitted in writing to the Human Resources Manager.  No more than two (2) requests per calendar year will be granted.  Company X will make the Employee Records available for review, subject to applicable statutory exceptions, within seven (7) working days of a written request.
Performance Evaluations XE "performance evaluations" 
Employees will be provided with an evaluation of their work performance.  Typically the evaluation will be scheduled on an annual basis but may occur more frequently.
The intent of the evaluation is to review the employee’s recent work performance XE "work performance" , recognize strengths and contributions identify any development needs, and set goals for the future.  Open communication during the review is encouraged.  Feedback to the Board of Directors is considered an important part of the employee’s review.

Employees may, at any time, request to meet with the Human Resources Manager, the Personnel Committee, or the Board of Directors to personally discuss their performance.

Return to work After Medical Leave
Subject to applicable leave and disability XE "disability"  laws, employees who have been on medical-related leave XE "medical-related leave"  exceeding five (5) days, such as Workers’ Compensation or medical disability are required to have their physician(s) complete a "Return to Work" form before they will be allowed to return to work.  These forms are needed to assure that the employee has recuperated sufficiently to allow him or she to perform the major functions and responsibilities of his or her job without the possibility of re-injury and/or to assure that any incapacity he or she may still possess does not present a hazard to themselves or other workers.

Lay-off/Recall Policy
Lay-off and recall is at the discretion of Company X.  Company X may consider an employee’s skill, ability, and work performance XE "work performance" , in addition to other appropriate factors, as well as the needs of the business, when making lay-off XE "lay-off"  and recall decisions.  Company X will make its best effort to provide employees with advance notice of lay-off when possible.

Termination of Employment
Employment with Company X is solely on an at will XE "At Will"  basis and, as such, employment may be terminated at any time, for any reason, by either the employee or Company X.  When employment with Company X has been terminated the employee will receive the following:

Compensation for all hours worked up to the effective date of the termination XE "termination"  of employment.  This includes all hours at the employee’s current hourly rate and all hours of overtime the employee is eligible to receive.
Compensation for any unused Vacation and Sick/Personal time.

Compensation for any other pay and/or reimbursement that the employee is eligible to receive and/or accrued prior to the date of termination of employment according to Company X policies and procedures.

The employee is not eligible for any portion of any bonus if the date of the employee's termination occurs prior to the date of distribution of the bonus in any calendar year.

Upon termination the employee is required to:

Return any credit cards, keys, building access card, and any property of Company X he or she may have been issued or received during his/her employment.

Settle any debts owed to Company X including, but not limited to, items purchased on account through Company X and damages for which the employee is responsible.

Failure to comply with the above policy within three (3) days of termination will subject the employee to Company X’s actual costs, including attorney fees and all other costs of litigation, incurred by Company X in connection with any legal action or proceeding.

Company X provides the opportunity for the employee to participate in an exit interview with the Human Resources Manager following his or her termination.
COBRA RIGHTS XE "COBRA RIGHTS" 
Insurance continuation rights under federal law (the Consolidated Omnibus Budget Reconciliation Act or “COBRA”) and similar State of Wisconsin insurance continuation and conversion law, eligible employees and their qualified beneficiaries are afforded the opportunity to continue health and dental insurance coverage under Company X plans for a specified period of time at group rates when a “qualifying event” results in the loss of coverage under the plans. Some common qualifying events are resignation, termination of employment or death of an employee; a reduction in the employee’s hours or a leave of absence; an employee’s divorce or legal separation; an employee’s entitlement to Medicare; and a dependent child no longer meeting eligibility requirements.  Under these insurance continuation laws the employee or beneficiary is responsible for payment of the full cost of continued coverage.  Company X employees will be provided with a written notice describing rights under the continuation laws when the employee becomes eligible for coverage under Company X’s insurance plans.  Employees and qualified beneficiaries will also receive a written notice describing their rights upon occurrence of a qualifying event.
Safety XE "safety" 
Company X strives to provide a safe and healthy work environment for its employees.  The prevention of accidents XE "accidents"  and elimination of hazards is a prime requirement of the operation of all phases of our business.  The following rules and regulations covering safety are for everyone’s protection:

Reporting to work under the influence of or using illegal drugs XE "drugs" , alcohol XE "alcohol" , and non-prescription controlled substances while on the job is not permitted.    The legal use of prescribed drugs is permitted on the job if use does not impair an employee’s ability to effectively perform his/her job duties in a safe manner that does not endanger the employee or other individuals in the workplace. 
Walk; do not run on company premises.

All guarding XE "guarding"  is to remain in place on all fabrication machinery.  Power must be disconnected from machines before guards are removed for cleanup or maintenance.  All guards must be replaced before the machine is restarted.

All individuals are responsible for keeping their work area clean and orderly.

Horseplay on company property is strictly forbidden.

Fighting on company property is strictly forbidden.

Report all injuries immediately to Human Resources Manager and/or General Manager regardless of how minor the injury XE "injury"  may be.
Report unsafe conditions XE "unsafe conditions"  or practices to the Human Resources Manager and/or General Manager.

Do not lift awkward or especially heavy materials by yourself.

In the event of an emergency XE "emergency" , be familiar with the location of the nearest exit.

Eye protection is required to be worn in the shop area at all times beyond the yellow line. Non-prescription eye protection XE "eye protection"  is provided by Company X at no expense.
For your own safety, opened toed-shoes, loose-fitting clothing, and jewelry are not recommended beyond the yellow line.
For ANY work occurring in the manufacturing area, at least one other employee or member must be present in the building before the employee may proceed with any work.

Material Safety Data Sheets (MSDS XE "MSDS" ) are available for information on all hazardous materials XE "hazardous materials" .  The MSDS documents are located next to the Employee Information Board.  
Failure to comply with safety rules may subject the employee to disciplinary action up to and including termination.
Lunch Periods
Mid-day non-paid meal breaks (lunch periods XE "lunch periods" ) must be of a minimum duration of thirty minutes. Lunch periods must be taken between 11:00 AM – 2:00 PM.  Employees are not restricted to the premises during their lunch period.  Lunch periods of less than thirty minutes will not be allowed.
The only exception to the above policy is when Company X holds a business meeting and lunch is provided.  This time is considered a paid meal break.

No-Smoking Policy XE "Smoking Policy" 
Company X strives to provide and maintain a healthy, clean working environment.  To help ensure this, smoking is prohibited in the building.
Employees who smoke must do so outside the building in designated areas only.  Employees are expected to use good judgment in limiting the length and frequency of this time.  Employees who abuse this privilege or who smoke in areas that are not designated as smoking areas XE "smoking areas"  may have the privilege taken away and/or be subject to disciplinary action, up to and including termination of employment.
Company X complies with the City of Madison Ordinance No. 23.05 governing smoking restrictions and non-retaliation.  Consistent with that ordinance, the only smoking permitted area, is outside the shipping and receiving entrance.
Building and Grounds XE "building and grounds" 
Parking XE "parking"  is provided for our employees.  Please do not park in the spaces reserved for visitors or handicapped.
Company X assumes no liability XE "liability"  for any property loss or damage, or any personal injury XE "injury"  involving a motor vehicle on company property.
An access card and entry code XE "access card and entry code"  is required for access to the building.   In the event of loss or theft of the access card, contact the General Manager immediately.  Only authorized individuals have access to the building.  Providing the access card and/or entry code to anyone else is prohibited.
Employees are permitted to use Company X’s facility and equipment for personal use.  It is the employee’s responsibility to use the facility and equipment in a safe manner in accordance with Company X policy (refer to the Safety section).  Company X assumes no liability for any property loss or damage, or personal injury resulting from utilizing the facility and equipment for personal use.  All equipment is to be returned to its proper location in a clean and working condition for use the next business day.
Personal Purchases
Company X allows individuals to make personal purchases XE "personal purchases"  through the purchasing department.  A purchase requisition form with authorization for payment is required to initiate a personal purchase.  Payment can be made by one of the following two methods:

Personal check for the entire amount of purchase;
Payroll deduction for the entire amount from one pay period/check.*
Note:  The only exception is for the employee who purchases tools used for work.  These can be purchased through payroll deduction upon the employee’s written authorization for the deduction(s). The minimum deduction is $30.00 per pay period.  The maximum dollar balance of this account may not exceed one regular pay period amount.   Any and all returns, changes, or exchanges are to be handled by purchasing.

*In order to make payment for your personal purchase by payroll deduction, you are required to sign the receipt of personal purchase policy.

E-mail Use Policy
Every Company X employee is responsible for using the electronic mail (E-mail XE "E-mail" ) system properly and in accordance with this policy.  Any questions about this policy should be addressed to the Human Resources Manager and/or General Manager.

no expectation of privacy

The computers XE "computers"  and E-mail system are the property of Company X and is provided for conducting company business.  The use of the E-mail system must be tempered with common sense and good judgment.  All communications and information transmitted by, received from, or stored in this system are company records and property of Company X. Employees have no right of personal privacy in any matter stored in, created, received, or sent over the Company X E-mail system.

monitoring computer usage

Company X, in its discretion as owner of the E-mail system, reserves and may exercise the right to monitor, access, retrieve, and delete any matter stored in, created, received, or sent over the E-mail system, for any reason and without the permission of any employee.

Employees are reminded to be courteous to other users of the system and always to conduct themselves in a professional manner.  E-mails are sometimes misdirected or forwarded and may be viewed by persons other than the intended recipient.  E-mails should not be used to communicate improper communications including but not limited to messages that are defamatory or that otherwise reflect unfavorably on employees or the company, messages that are harassing, obscene, of a sexual nature, or are otherwise inappropriate or in violation of Company X’s policy prohibiting discrimination and harassment in the workplace.  Users should write E-mail communications with no less care, judgment and responsibility than they would use for letters or internal memoranda written on Company X letterhead.  Like letters or memoranda, e-mails and computer files may be subject to legal disclosure requirements. 
Unauthorized use of another person’s password or dissemination of a password to others is prohibited.

Any employee who discovers misuse of the E-mail system should immediately contact the Human Resources Manager and/or the General Manager.

A violation of this policy may result in disciplinary action, up to and including termination.

Internet Use Policy
Employees may be provided with access to the Internet XE "Internet"  to assist them in performing their jobs and should primarily be used for business.  The use of the Internet must be tempered with common sense and good judgment.  The Internet should not be used to communicate improper communications including but not limited to messages that are defamatory or that otherwise reflect unfavorably on employees or the company, messages that are harassing, obscene, of a sexual nature, or are otherwise inappropriate or in violation of Company X’s policy prohibiting discrimination and harassment in the workplace.   If you abuse your right to use the Internet, your access may be restricted or terminated.
No expectation of privacy

The computers XE "computers"  and computer accounts given to employees are to assist them in performance of their jobs.  Employees have no right of personal privacy and should not have an expectation of privacy in anything they create, store, send, access or receive on the computer system.  
Monitoring computer usage

Company X, at its sole discretion, has the right, but not the duty, to monitor any and all of the aspects of its computer system, including, but not limited to, monitoring sites visited by employees on the Internet, monitoring chat groups and news groups, reviewing material downloaded or uploaded by users to the Internet, and reviewing E-mail sent and received by users.

CONFIDENTIAL, SENSITIVE AND PROPRIeTARY MATERIAL
Under no circumstances shall information of a confidential, sensitive or otherwise proprietary nature be placed on the Internet.
Employees may not illegally copy material protected under copyright law or make that material available to others for copying.  You are responsible for complying with copyright law and applicable licenses.
You may not agree to a license, or download any material for which a registration fee is charged, without first obtaining the express written permission of the General Manager.
Unauthorized use of the Internet includes but is not limited to:
Connecting to, posting, or downloading pornographic, erotic or explicitly sexual material;
Engaging in computer “hacking” and other related activities;
Attempting to disable or compromise the security of information contained on the employer’s computers XE "computers" ;
Subscribing to news groups and mailing lists that are not for a work-related purpose;
Using the employer’s computers XE "computers"  for excessive personal use.
A violation of this policy may result in disciplinary action, up to and including termination.
Substance Abuse XE "substance abuse" 
Company X strictly prohibits the use, manufacture, distribution, or possession of illegal drugs XE "drugs" , alcohol XE "alcohol" , and controlled substances while on the job.  Employees are required to report to work in a condition that allows them to perform their jobs in a satisfactory and safe manner; employees are prohibited from reporting to or being at work while under the influence of alcohol or illegal drugs.  The legal use of prescribed drugs is permitted on the job provided it does not impair an employee’s ability to perform his/her job duties effectively and in a safe manner that does not endanger the employee or other individuals in the workplace. This policy is for the benefit of our employees and to provide a safe working environment.

Company X reserves the right to require an employee to take a test for alcohol, drugs, or any controlled substances under appropriate circumstances. Employees in violation of the Substance Abuse policy are subject to appropriate disciplinary action, up to and including termination.
Grievance Procedure
Employee grievances XE "grievances"  must be submitted in writing to the Human Resources Manager, the General Manager, and the President of the Board of Directors.  Submission must take place within ten (10) calendar days of occurrence of the event giving rise to the grievance.
Grievances may be filed for issues concerning personnel-and employment-related issues.  The grievance procedure does not alter the at will nature of employment with Company X.
Time Sheets and Pay Periods
Company X employees have the responsibility for keeping a record of their hours worked on a daily basis.  It is the responsibility of each employee to maintain an accurate time sheet XE "time sheet"  and be productive during the hours worked.  Failure to do so may subject the employee to disciplinary action up to and including termination.

A pay period XE "pay period"  covers a time span from Monday through the following Sunday. Time sheets are to be turned in by end of the day Monday and contain hours worked for the preceding pay period.  If an employee turns in a time sheet later than Monday, he or she may not be compensated for those hours until the next pay period.

Payroll checks are issued weekly, normally on Wednesdays.  The day of check dispersal may vary.
If you have a question regarding how your pay is computed or how a particular check was calculated please ask the Human Resources Manager to explain.

It is also our policy to comply with the salary basis requirements that apply to payment of salaried exempt employees under the wage and hour laws.  Consistent with this policy, improper deductions from the salary of exempt employees are prohibited.

If you believe that an improper deduction from your salary has been made, report your concern to the Human Resources Manager.  Reports of improper deductions will be promptly investigated.  If it is determined that an improper deduction has occurred, you will be promptly reimbursed for the improper deduction.  No employee making a good faith report concerning a possible improper deduction will suffer retaliation or adverse consequences for making the report.
OVERTIME PREMIUM

Overtime premium is defined as pay equal to one and one half (1.5) times an employee's regular rate of pay, which is typically the employee’s current hourly rate.

As required by applicable law, overtime premium will be paid to all non-exempt employees for any time worked in excess of forty (40) hours in any one particular work week.  Non-worked paid time does not qualify as hours worked and will not be included in the initial forty (40) hours/week for overtime XE "overtime"  calculations.  Unpaid leave or other unpaid time off will also be excluded from hours worked for purposes of overtime calculations.
Non-worked paid time includes the following: Vacation, Sick/Personal, Jury Duty, Funeral Leave and any similar paid leave.

Travel Reimbursement
Travel reimbursement XE "reimbursement"  must be detailed on an expense report, prepared in ink, and submitted within thirty calendar days of the expenditure.  All travel XE "travel"  reimbursement made by Company X is subject to approval of the General Manager.
Travel related to limited-term contracts outside Company X will be addressed on an individual basis and are subject to approval by the General Manager.
expenses XE "expenses" 
Original receipts XE "receipts"  are required for all expenditures greater than $10.00, except personal auto mileage.  All receipts are to be attached to the expense report upon submission.
Any cash advances provided by Company X must be listed on the expense report.  
For customer entertainment:  List name, title and business affiliation of each person and location.
Identify customer and job number if a project is involved.  If out of town travel, also identify destination/location and purpose of travel.
Employees will be reimbursed for meals while away on business as follows:

4 hours worked
First Meal

8 hours worked
Second Meal


10 hours worked or overnight
Third Meal

mileage XE "mileage" 
Automobile mileage is reimbursed for approved business-related travel.  Mileage is reimbursed from Company X to the destination.  If the employee starts and/or ends the travel from his or her residence, the employee will be reimbursed for the mileage from his or her residence to the destination, unless the distance from Company X to the destination is less.
Daily commuting mileage to/from home and Company X is not reimbursable.  The mileage allowance rate will be adjusted as required to coincide with IRS-stated rates for mileage.  Mileage reimbursements are paid only to the owner of the vehicle being driven for the business-related mileage.
Any business-related mileage accumulated using an Company X owned or leased vehicle will not be reimbursed.
travel reimbursment (continued)

TIME

Any compensable travel time XE "travel time"  will be paid to the employee at his or her current hourly rate.  Travel time is paid from Company X to the destination.  If the employee starts and/or ends the travel from his or her residence, the employee will be paid for the time from his or her residence to the destination, unless the distance from Company X to the destination is less.
Employees will be paid for all time worked while on a business-related project or event. Time spent entertaining the customer is considered time worked.  Employees are required to clock out for all meals taken or time not worked while away on business unless the customer is present.
Should a period of time worked become questionable, the employee should seek determination from the Project Engineer or the General Manager.
Trade Shows & Seminars
We encourage employees to attend business-related trade shows XE "trade shows"  and seminars XE "seminars" .  Prior approval must be obtained from the Board of Directors before attending the event during work hours.
All requests for trade show leave and/or fee reimbursement XE "reimbursement"  must be submitted to the Human Resources Manager, who will present the request to the Board of Directors for approval.

Company X will reimburse any fees related to attending the show only if prior approval has been obtained from the Board of Directors.

Employees will be paid for travel time and the time spent at the event.  An employee’s time will be paid for breakfast and lunch breaks, but the employee must clock out for dinner and/or any other recreational activities.

The employee will be compensated for use of his or her vehicle to and from the show at the current rate for mileage.  The employee will be compensated for pay at his or her current hourly rate for the day of the show.

Jury Duty
Employees called to perform Jury Duty XE "jury duty"  should notify the Human Resources Manager and/or the General Manager and as soon as possible after being served the notice to appear.

If employees serve on a jury in a judicial proceeding, they will be granted a leave of absence.  Employees will be paid the difference between their current hourly rate and the amount received for Jury Duty for the first ten (10) working days.  Company X will not provide any compensation after the first ten (10) working days.  It is required that you present authorized evidence to the Human Resources Manager and/or General Manager of jury attendance and the amount paid.  Employees must return to work on any workday when Jury Duty dismisses prior to 12:00 noon unless arrangements have been made otherwise.

Jury Duty does not qualify as hours worked for purposes of overtime and thus will not be included in the initial forty (40) hours/week for overtime XE "overtime"  calculations.
Funeral Leave
Full-time employees will be granted up to a maximum of two (2) paid days Funeral Leave XE "Funeral Leave"  for the death XE "death"  of the following members of the employee's immediate family:

Parents

Grandparents

Brothers/Sisters

Children

Grandchildren

Spouse

*Life Partner

Step-parent

Stepchildren

Son-in-law

Daughter-in-law

Mother-in-law

Father-in-law

Brother-in-law

Sister-in-law

Employees may also use additional paid time, such as Vacation or Sick/Personal time, or unpaid leave if approved by the Board of Directors prior to taking the time off.  Funeral Leave will be paid at the employee's current hourly rate and does not qualify as hours worked and will not be included in the initial forty (40) hours/week for overtime XE "overtime"  calculations.
If the Board of Directors deems it necessary, proof of the death or the family relationship may be required before the employee will be compensated for Funeral Leave.

*Life Partner is defined as an adult lifetime partner whose relationship with the employee is long-term and is characterized by an emotional and financial commitment and a mutual interdependence.  Life Partner relations are considered the same as spousal, as it applies to Funeral Leave.
401(K) XE "401(K)"  PLAN

Company X offers a voluntary pre-tax salary reduction plan in which full-time employees, who are 18 years of age or older, may elect to participate beginning with the first payroll period administratively feasible after employment.  The "window" periods during which you may change the dollar amounts or the percentages of your contributions are around January 1st, April 1st, July 1st, and October 1st of each year.

Employee contributions are fully vested XE "vested" .  Employer-matching contributions are fully vested after two (2) years of employment.
Further details about the Plan may be obtained from the Human Resources Manager, and/or the General Manager, and the Plan document.

Paid Holidays
The following days are paid holidays XE "holidays" :

New Year’s Day

Memorial Day

Independence Day

Labor Day

Thanksgiving Day

Day after Thanksgiving Day

Christmas Eve Day

Christmas Day

Full-time employees are eligible for holiday pay.  Employees will be paid for eight hours at their current hourly rate for the holiday.

In the event a holiday falls on a Saturday, the Friday before will be considered to be the paid holiday.  When a holiday falls on a Sunday, the Monday following will be considered the paid holiday.

To be eligible for holiday compensation, employees must work on the workday PRIOR TO and the workday FOLLOWING the holiday unless prior approval is received from the Board of Directors.  This includes obtaining prior approval from the Board of Directors for the use of Sick/Personal time PRIOR TO or FOLLOWING the holiday.  If a holiday occurs during an employee's scheduled Vacation, that day will be considered a paid holiday and not counted as a Vacation day.

A paid holiday does qualify as hours worked and will be included in the initial forty (40) hours/week for overtime XE "overtime"  calculations.  If an employee is required to work on a holiday he or she will be paid at his or her current hourly rate for the time worked in addition to receiving his or her holiday pay.
An employee may request time off for other recognized or religious holidays.  Approved time off can be taken as Sick/Personal, Vacation, or time without pay.
Paid Vacation
Full-time employees are eligible for paid Vacation XE "vacation"  time.  The vacation period is from January 1 through December 31 of each year.  Vacation time is prorated for the first year of employment.  Each year thereafter, Vacation time is provided at the beginning of the calendar year.
Hours of Vacation
Year of Employment 


40 Prorated
First Year


40 
Second Year

80
Third - Fifth Year


120
Sixth Year & Beyond

Company X provides vacation request forms that must be completed by the employee and submitted to the Human Resources Manager for approval from the Board of Directors.  Vacation hours used without obtaining prior approval will be considered unexcused absence XE "unexcused absence"  and may subject the employee to disciplinary action.  The employee will not be paid for unexcused absences.

Vacation hours may only be used on normal workdays (Monday through Friday) and must be used in eight (8)-hour increments except as otherwise required by law.  Vacation time will be paid at the employee's current hourly rate and does not qualify as hours worked and will not be included in the initial forty (40) hours/week for overtime XE "overtime"  calculations.  Vacation time generally cannot be combined with any other time in one day, unless otherwise required by law,
 Employees will be permitted to carry over Vacation time into the following year as follows:
CARRYOVER LIMIT
Year of Employment 



40 
First - Second Year

80
Third - Fifth Year


120
Sixth Year & Beyond

Any unused Vacation time remaining, in excess of the carryover limit, at the end of the calendar year will be forfeited, and will not be compensated for.  Board of Director’s approval is required for any deviation.
Unused Vacation time will be paid out to employees at termination of employment.

Sick/Personal Time
Thirty two (32) hours of Sick/Personal time XE "Sick/Personal time"  will be credited to each full-time employee at the beginning of each calendar year.  Sick/Personal time is prorated for the first year of employment.
Employees will be permitted to carry over any accumulated Sick/Personal time up to one hundred twenty (120) hours into the following year.  Any unused Sick/Personal time remaining, in excess of the carryover limit, at the end of the calendar year will be forfeited, and will not be compensated for.  Board of Director’s approval is required for any deviation.  Unused Sick/Personal time will be paid out to employees at termination of employment.

Sick/Personal time will be paid at the employee's current hourly rate and does not qualify as hours worked and will not be included in the initial forty (40) hours/week for overtime XE "overtime"  calculations.
Sick/Personal time must be used in full hour increments.  This time may be used for any excused time off but may not be used to accumulate more than eight (8) hours in a day.

The use of Sick/Personal time for the workday PRIOR TO or the workday FOLLOWING the holiday requires prior approval from the Board of Directors.

Salaried Exempt employees do not receive Sick/Personal time.

EMPLOYEE RESPONSIBILITIES

It is the responsibility of each employee to contact the Human Resources Manager or the General Manager, in addition to the Receptionist before 9:00 AM on the day Sick/Personal time is being used.  If prior notification is not received before the employee uses Sick/Personal time, the time used will be considered unexcused absence XE "unexcused absence"  and may subject the employee to disciplinary action.  The employee will not be paid for any unexcused absence.
Continuing Education XE "continuing education" 
Employees who desire to further their education in a course of study that will enhance their service to Company X may be eligible for reimbursement of expenses associated with the coursework.  Courses must be directly related to an employee’s current job to be eligible for reimbursement under this policy.
All requests for courses and/or reimbursements must be submitted to the Human Resources Manager, who will present the request to the Board of Directors for approval.

To receive reimbursement XE "reimbursement" , an employee must apply and be approved by the Board of Directors before the course begins.  Employees will not be eligible for reimbursement if the Board of Directors has not granted prior approval for the course.  If an employee resigns or is terminated from employment before completing the course and receiving a grade, the employee will not be reimbursed for any expenses associated with the course.

Company X will reimburse an employee for 100% of the cost of tuition XE "tuition" , books, and fees based on completion of the course and a passing grade.  Grade reports and receipts for allowable expenses must be submitted before reimbursement will be made.

Employees will attend classes on their own time.  Wages and expenses will not be paid for any travel time to and from classes or for actual class meeting time even if the classes are held during the employee’s normal work hours.
Health Insurance
Company X currently offers full-time employees health insurance XE "health insurance"  benefits on the first of the month following employment.  Company X pays 75% of the premium for the elected coverage.  Payment of the employee portion of the applicable premium will be made via payroll deduction. Health coverage is under a point-of-service plan or a HMO (Health Maintenance Organization).

The point-of-service plan provides comprehensive hospital and major medical insurance coverage.  Under the point-of-service plan, participants can choose to go in-network or out-of-network at any point in time.  Many in-network services are fully covered (some require a co-payment) and no claim forms need to be completed.  Out-of-network services are generally subject to annual deductible, coinsurance payments, and require the submission of claim forms to the insurance carrier for reimbursement.  The HMO generally requires participants to utilize only in-network providers.

You have up to 30 days from your employment date to make your initial medical plan election.  Once made, your election is generally fixed for the remainder of the plan year.  However, if you undergo a change in family status (as defined in the Plan document), you may make a mid-year change in coverage (i.e., you may change coverage from individual to family or from family to individual, add or delete dependents XE "dependents" , or discontinue coverage), provided you do so within 30 days from the date of the change in family status.

The Human Resources Manager will assist you in making the necessary arrangements for enrollment.  A complete description of the plans is provided to each employee.
Dental Insurance
Company X currently offers full-time employees dental insurance XE "dental insurance"  benefits on the first of the month following employment.  Company X pays 75% of the premium for the elected coverage. Payment of the employee portion of the applicable premium will be made via payroll deduction.
You have up to 30 days from your employment date to make your initial dental plan election.  Once made, your election is generally fixed for the remainder of the plan year.  However, if you undergo a change in family status (as defined in the Plan document), you may make a mid-year change in coverage (i.e., you may change coverage from individual to family or from family to individual, add or delete dependents XE "dependents" , or discontinue coverage), provided you do so within 30 days from the date of the change in family status.

The Human Resources Manager will assist you in making the necessary arrangements for enrollment.  A complete description of the plans is provided to each employee.
Short-Term Disability
Company X offers full-time employees a Short-Term Disability (STD) plan.  Company X pays for the entire STD premium.  A complete description of the plan is provided to each employee.  Employees are enrolled after a three-month wait period.

The short-term disability XE "short-term disability"  plan is a benefit that provides partial pay for employees who are unable to work due to non-work related illness, injury XE "injury" , or disability XE "disability" , after an absence of more than seven (7) consecutive calendar days.  Benefits begin on the eighth (8th) day of disability and continue for related absences up to a maximum of 26 weeks.  If the employee returns to work and the disability recurs within 90 days, the employee does not have to wait the seven (7) days; disability benefits will begin immediately.

A disability XE "disability"  claim form, which can be obtained from the Human Resources Manager, must be completed and filed within 20 calendar days after the employee becomes disabled.  A short-term disability leave must be certified by a physician or licensed health care professional’s statement identifying the nature of the disability, and stating or estimating the date when the employee will be able to return to work.  If the employee cannot return on that date, another statement from a physician or licensed health care professional, with a new return date, will be required.

Employees will not be able to return to work without submitting to the Human Resources Manager a note from a physician or licensed health care professional authorizing the employee's return.
Short-term disability XE "disability"  coverage terminates on the last day of employment.
Long-Term Disability
Company X offers full-time employees a Long-Term Disability (LTD) plan.  Eligible employees who desire coverage are enrolled after a three-month wait period.  A complete description of the plan is provided to each employee.
The LTD plan premium is paid for by the employee in order to reduce the tax liabilities if he or she receives any benefits under the plan.  The LTD premium is a payroll deduction from your check.

A disability XE "disability"  claim form, which can be obtained from the Human Resources Manager, must be completed and filed within 20 days after the employee becomes disabled.  A long-term disability XE "long-term disability"  leave must be certified by a physician or licensed health care professional's statement identifying the nature of the disability, and stating or estimating the date when the employee will be able to return to work.  If the employee cannot return on that date, another statement from a physician or licensed health care professional, with a new return date, will be required.
Employees will not be able to return to work without submitting to the Human Resources Manager a note from a physician or licensed health care professional authorizing the employee's return.

Long-term disability XE "disability"  coverage terminates on the last day of employment.

Workers' Compensation Benefits
Company X is subject to statutory state Workers' Compensation XE "Workers' Compensation"  Laws and provides workers’ compensation insurance benefits to its employees in accordance with the laws applicable to work injuries and illnesses sustained while in the course and scope of employment and arising out of employment.  If you sustain a work-related injury or illness XE "work-related injury or illness" , you must immediately notify the Human Resources Manager and/or the General Manager in order that the event may be promptly reported to the workers’ compensation insurance carrier and the workers’ compensation division.  Should your injury or illness require the attention of a doctor, the Human Resources Manager will provide you with the information you need for treatment.
In the case of an emergency XE "emergency" , you should go to the nearest hospital emergency room for treatment.

Receipt of Employee Handbook
I acknowledge that I have received and had an opportunity to review a copy of Company X's Employee Handbook.  I agree that if there is any policy or provision in the Handbook that I do not understand, I will seek clarification from the Human Resources Manager.

I understand that Company X is an at will XE "At Will"  employer and as such employment with Company X is not for a fixed term or definite period and may be terminated at the will of either party, with or without prior notice, for any reason not prohibited by law.  Only the Human Resources Manager, with the express written consent of the Board of Directors, has the authority to enter into any written agreement for employment for any specified period of time, or to make any written agreement contrary to the above.  I understand that nothing contained in the Handbook may be construed as creating a promise of future benefits or a binding contract with Company X for benefits or for any other purpose.

I understand that this Handbook states Company X’s benefits, policies and procedures in effect on the date of publication.  I also understand that these benefits, policies and procedures, as well as this Handbook, are continually evaluated and may be amended, modified or terminated at any time with or without notice at the discretion of the Board of Directors.  I understand that any approved changes to this Handbook will be provided to me in writing and that it is my responsibility to be familiar with any changes and to ask any questions I may have with respect to any changes that I do not understand.

Please sign and date this receipt and return it to the Human Resources Manager.

Date: _______________________________

Signature: ___________________________

Print Name: __________________________

RECEIPT OF EQUAL EMPLOYMENT OPPORTUNITY, DISABILITY LAW COMPLIANCE AND WORKPLACE HARASSMENT POLICIES

I acknowledge that I have received and read a copy of Company X’s Equal Employment Opportunity, Disability Law Compliance and Sexual and Other Workplace Harassment Policies and that I have had an opportunity to ask any questions that I have concerning the policies, including any questions concerning my rights and duties under the policies.  I understand that it is my obligation to promptly report to Company X all complaints or concerns of potential discrimination, harassment, or retaliation, regardless of the potential offender’s identity or position with Company X, as well as to request any needed accommodations that I believe I need to assist me in performing my job duties.
I understand that Company X is strongly committed to a work environment in which all individuals are treated with respect and dignity and that Company X prohibits discrimination, harassment and retaliation in the workplace.  Therefore, I understand that employees who violate the Equal Employment Opportunity, Disability Law Compliance and/or Sexual and Other Workplace Harassment Policies will be subject to appropriate disciplinary action, up to and including immediate termination of employment.
Please sign and date this receipt and return it to the Human Resources Manager.

Date: _______________________________

Signature: ___________________________

Print Name: __________________________
AGREEMENT FOR MAINTENANCE OF CONFIDENTIAL INFORMATION

This Agreement ("Agreement") is made between _______________ (hereinafter "Employee" or "Member") and Company X & Manufacturing Cooperative ("IEM").

I acknowledge receipt of a copy of this Agreement and understand that it is an essential aspect of my continuing membership in or employment by IEM.  I understand that this confidentiality Agreement will remain in effect for the period set forth below, after termination for any reason, of my membership or employment and that I will deliver to IEM any original and all copies of confidential information described below immediately upon termination (whether voluntary or involuntary).

I agree that during the term of my membership or employment with IEM and for a period of one (1) year following termination (voluntary or involuntary) of membership or employment and for the geographic area in which IEM conducts its business, I will hold in strict confidence and not use or disclose or permit others to use or disclose, except in the pursuit of business for IEM, all information designated or considered as confidential by IEM including, but not limited to, any information relating to the identity of IEM customers, business plans, product development, inventories, financial records, payroll or employee compensation information, and any other information which is proprietary in nature and not generally known to others outside of IEM ("Confidential Information"). I shall not reveal, discuss, transfer, disclose or permit any other person to have access to the confidential information; and I shall not reveal, assist, induce or permit others to reveal any Confidential Information in any way to anyone, with the exception of those other person(s) to whom I am authorized, in writing by IEM, to reveal such information or portions thereof.

In the event there is a question concerning whether specific information is Confidential Information, I will request clarification, in writing, regarding such information from the President or General Manager of IEM.  Upon termination of my membership or employment (or at any other time upon the request of IEM), I agree to meet with a designated representative of IEM to review my obligations under this Agreement, and I shall immediately return to IEM and shall not remove or retain without IEM's prior written approval, any equipment, records, data, memorandum or other documents and information including copies of such items, whether maintained in electronic, written or any other form, which are in my possession and control, which are the property of IEM or its affiliates, including, but not limited to, any and all confidential information.

I acknowledge and understand the rights and obligations under this Agreement are of a unique and special nature, and I agree that such rights and obligations are specifically enforceable in equity such that in the event of a breach or threatened breach by me of this Agreement or any of the provisions contained herein, IEM shall be entitled to an injunction enjoining the violation of this Agreement or any provisions contained herein, without waiving its right to any and all additional remedies at law or in equity that are available to IEM.  I agree to pay IEM its actual costs, including its actual attorneys' fees and all other costs of litigation, incurred by IEM in connection with any legal action or other proceeding which results in the enforcement of any of the provisions of this Agreement against me.

This Agreement sets forth the entire agreement between the parties and fully supersedes any and all prior agreements or understandings, express or implied, between the parties pertaining to the subject matter contained herein.  This Agreement may not be modified or amended except in writing signed by the President and the General Manager of IEM and me.  This Agreement shall inure to the benefit of any successors or assigns of IEM and shall be enforceable against and/or binding upon my successors, members, employees, agents, partners, corporations, proprietorship, partnerships, joint ventures, legatees, heirs, and assigns. This Agreement shall be construed, governed by and enforced in accordance with the laws of the State of Wisconsin.

This Agreement is not a contract of employment and nothing in this Agreement shall be construed as modifying or otherwise affecting the existing employment at-will relationship between IEM and its employees or the relationship between IEM and its members.

Date:_________________________
Company X & Manufacturing Cooperative
By:__________________________  By:______________________

Its:__________________________  Its:______________________

Date:__________________________

Member/Employee Signature_______________________________
Member/Employee Name (Print)_____________________________
Receipt of personal purchase policy

I acknowledge and authorize that all miscellaneous personal purchases will be an advance against my wages and will be a payroll deduction for payment.  (i.e.-shirts/ postage/ ups/stock consumption purchases)
Please sign and date this receipt and return it to the Human Resources Manager.

Date: _______________________________

Signature: ___________________________

Print Name: __________________________
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