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MISSION STATEMENT

Provide consistent quality in domestic services to customers, while providing a secure, constructive and positive work atmosphere for our employees.
MOTTO

Quality is our commitment
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Handbook Disclaimer:  This Employee Handbook is provided as a guide and is not to be considered a contract.  Only written statements made by the owner are valid and binding employment contracts.  These contracts must be in writing.

The employer reserves the right to make changes to the policies, procedures and other statements made in this Employee Handbook.  Business conditions, federal and state law and organizational needs are constantly in flux and may require that portions of the handbook be rewritten.  This is necessary to successfully provide the appropriate employment relationship and to obtain the goals of the organization.

INTRODUCTION AND WELCOME

XYZ Company is privately owned and owner operated.  We strive to be the premier residential cleaning service in the city of Austin.  We center our work on our purpose--why we exist--which is our mission and vision for the future of this company.  Without purpose and vision everything collapses on itself, no matter how committed we are.  There is nothing more important than delivering quality cleaning services to our customers.  Without dedicated, focused and integrated managers, team leaders and partners, service excellence is not possible.  We are delighted that you have joined our company and trust that you will be as dedicated to service excellence as we are to making your employment at XYZ Company fulfilling, gratifying and fun.  What we offer to our client is our people. Our success depends ultimately on the qualities of our people -- intelligence, commitment, energy, imagination, and persistence. Nurturing these qualities has been the key to our success in the past and will be even more critical in the future as our industry becomes more competitive.  We recognize this.  We are a company that cares about our people. We are committed to an ongoing dialog between frontline people and management about the work and the company. It includes dealing with the whole person and helping to manage work/life issues such as daycare, fitness, community service and the need for innovative career paths. We measure our success in building a dynamic workforce by our overall business results.
A. Purpose of Employee Handbook

This handbook communicates information that is relevant and important to employees.  It is intended to inform employees of working conditions, compensation, benefits and their rights and responsibilities.  These procedures should enable both employees and management to work together in concert to achieve efficiency and effectiveness.
B. Employment at Will

We are an “at-will” employer and operate under the provision that employees have the right to resign their position at any time, with or without notice and with or without cause.  We, the employer have similar rights to terminate the employment relationship at any time, with or without cause.

C. Authority and Distribution of Employee Handbook
The employer reserves the right to make changes to the policies, procedures and other statements made in this handbook.
The handbook is the official source of policies and procedures for the employee.  Bulletin boards, memos, newsletters, oral directives from management, staff meetings and training sessions are used to supplement and reinforce the employee handbook information.

Each employee receives an employee handbook at the time they begin work.  Employees are required to read it.  It will be discussed during new employee orientation.  Employees must sign a statement that they have read and understand the material in the handbook.

D. Acknowledgment of Receipt and Reading – refer to last page

OVERVIEW

A. Company Mission Statement and Motto
Provide consistent quality in domestic services to customers, while providing a secure, constructive and positive atmosphere for our employees.

Motto:  Quality is our commitment
B. Company History

XYZ Company was founded in 1983 and the current owners began management of the company in 1986.  Over that time the company moved three times before purchasing their current location at 12131 Pecan Street, Austin, TX 78727.  An addition on to the facility in 2006 accommodated the need for executive offices, training and meeting areas.  The company began providing company vehicles in 1989 when they had six teams.  In 2007 there are 17 teams, 2 customer service managers, 2 quality control managers and support staff for a total of 60 employees.  The company remains privately owned and is owner operated.
C. Company Organization

The ultimate decision making responsibility rests with the owners but each employee is given a certain level of decision making responsibility dependent upon their role within the company.  The Customer Service Managers make all of the decisions regarding the needs of our clients.  The Quality Assurance Managers make all of the decisions regarding the needs and management of the employees.  Each team has a Team Leader who makes all of the decisions regarding the facilitating of the team effort to clean each client’s home to a level of satisfaction commensurate with the requirements of the client.  Each team consists of three team members.
D. Role of the Employee
A great company is people, processes and structure working together toward common goals.  We must know our commitments, goals and roles.  As a company we are committed to continually improving performance, efficiency and effectiveness through the feedback received from our employees and customers.  XYZ Company balances organizational control by encouraging self-supervision and empowerment to our employees which, in turn, allows for self-detection and correction of services while in the customer’s home.  The employee is asked to not only perform their specific job responsibilities but also to constantly look beyond their specific tasks to areas that could enhance the quality of our services.  We are delighted that the customer invited us into their home as their cleaning service provider and all of our employees are expected to respond to the client and their needs with behavior reflective of our immense gratitude for their business.  
It is important to understand that all levels of employees at XYZ Company are aligned to common goals and strategies and their performance is aligned to the same goals and strategies.  We are a company that benchmarks outstanding performance and continually strives to reach that benchmark.  
Excellence is not an act but a habit.   ~Aristotle

MAJOR PERSONNEL POLICIES
	XYZ Company Policy

	Policy Name:
	Drug Free Workplace Policy

	Purpose:
	XYZ Company complies with the Drug Free Workplace Act of 1988.

	Date Effective:
	

	Revised:
	

	Approved By:
	


1) XYZ Company complies with the Drug Free Workplace Act of 1988. It is the policy of XYZ Company that the unlawful manufacture, distribution, dispensing, possession and/or use of a controlled substance, alcoholic beverages, inhalants, prescription drugs, and any other drugs that impair the work performance of the employee or co-workers is prohibited in the workplace and that action will be taken against employees for violation of such prohibitions. This policy is subject to abridgement at the discretion of the management of XYZ Company.
2) XYZ Company’s drug-free awareness consists of informing employees through a discussion of the personnel policies and includes information about:

a) The danger of drug abuse in the workplace;

b) XYZ Company’s policy to maintain a drug-free workplace; and

c) If drug abuse violations occur in the workplace, the penalties will be discussed.

3) All employees engaged in employment at XYZ Company will abide by the terms of this Policy and

a) As a condition of employment all employees are required to notify a member of management within 5 days of any arrests or court proceedings involving drug or alcohol charges. 

b) It is a violation of this policy to be intoxicated on-the-job or to consume alcohol on the job or during working hours. 

c) It is a violation to inhale a product or take prescription drugs not prescribed for the employee.

d) It is a violation to intentionally misuse any of the previously mentioned drugs or alcohol products while being paid by XYZ Company.
4) XYZ Company currently utilizes random drug screening. Drug screening tests are required in the event of any on-the-job related accident or accident occurring on customer’s property and or during the work day.

5) XYZ Company will take appropriate action against such employee, up to and including termination. XYZ Company will require such employee to participate satisfactorily in a drug abuse assistance or rehabilitation program approved for such purposes by a Federal, State or local health law enforcement, or other appropriate agency.

a) Appropriate action against an employee who violates this policy may include:

i) Verbal reprimand with documentation in personnel file

ii) Written reprimand

iii) Temporary suspension 

iv) Termination

b) The employee who violates this policy may be required to participate in a drug rehabilitation program at Company’s discretion.

6) XYZ Company shall make a good faith effort to continue to maintain a drug-free workplace through the implementation of the above requirements.

	XYZ Company Policy

	Policy Name:
	Equal Employment Opportunity Policy

	Purpose:
	XYZ Company is committed to providing equal employment opportunity to all individuals

	Date Effective:
	

	Revised:
	

	Approved By:
	


1) XYZ Company is committed to providing equal employment opportunities to all individuals.  XYZ Company’s employment decisions and practices will not be influenced or affected by race, color, creed, religion, national origin, sex, marital status, disability, age, sexual orientation, or any other characteristic protected by law.

2) XYZ Company will make reasonable accommodations for qualified individuals with known disabilities to the extent required by law.  An employee who has a disability for which reasonable accommodation is needed should contact her/his Quality Assurance Manager to discuss the need for accommodation.

3) Employees with concerns about any type of discrimination in the workplace are encouraged to bring their concerns to the attention of the owner.   Employees can raise questions and concerns about their employment without fear of reprisal.  Anyone found to be engaging in any type of unlawful discrimination or reprisal will be subject to disciplinary action, up to and including immediate termination.

	XYZ Company Policy

	Policy Name:
	Workplace Harassment Policy

	Purpose:
	XYZ Company is committed to a workplace free of harassment

	Date Effective:
	

	Revised:
	

	Approved By:
	


1) XYZ Company is committed to providing a working environment that is free of sexual and other unlawful harassment. Actions, words, jokes, or comments based on an individual’s sex, race, disability, or other legally protected characteristic will not be tolerated. XYZ Company expects the full cooperation of everyone in making this policy effective. Anyone who violates this policy will be subject to appropriate disciplinary action, up to and including discharge.

2) Sexual harassment is one form of harassment specifically prohibited by this policy. Sexual harassment is defined as unwanted sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature if:

a) Submission to such conduct is made a requirement of an individual’s employment, or

b) Submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting that individual, for example wage increases, promotions, or evaluations, or

c) Such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile, or offensive working environment.

3) Sexually harassing conduct may include, among other things: 

a) requests or demands for sexual activity

b) Use of sexual comments or jokes

c) Demeaning characterizations based on gender

d) Sexual remarks about a person’s body, clothing, or sexual activities

e) Patting, pinching, or touching

f) Displays of sexually suggestive pictures, text, or objects

4) Any employee who believes that s/he is the victim of sexual or other unlawful harassment has the right to inform the person who is engaging in the harassing conduct that the conduct is offensive and must stop. 

5) If the employee is not comfortable communicating directly with the offender about the problem, or if the employee’s request that the conduct stop is unsuccessful, the employee should notify his/her Team Leader/Quality Assurance Manager. 
6) If it is not possible to discuss the issue with the Team Leader, the employee should discuss the issue with another individual in management or the owner of the company.

7) If the offending party is a customer, the employee should contact a Quality Assurance Manager immediately.
8) XYZ Company will promptly and thoroughly investigate all allegations of unlawful harassment. 

9) Confidentiality will be maintained to the maximum extent possible, consistent with the need to investigate thoroughly.

10) If the investigation reveals that unlawful harassment has occurred, XYZ Company will take prompt and appropriate corrective action. Such corrective action could range from a verbal warning to immediate termination, or in the case of harassment by a customer, services may be terminated.

11) No form of retaliation will be taken by anyone against any employee who has in good faith made a complaint of unlawful harassment. Anyone engaging in retaliation against any employee who in good faith made a complaint of unlawful harassment will be subject to discipline up to and including termination.
	XYZ Company Policy

	Policy Name:
	Smoke Free Workplace Policy

	Purpose:
	XYZ Company supports and enforces a smoke-free environment

	Date Effective:
	

	Revised:
	

	Approved By:
	


It is the policy of XYZ Company to prohibit smoking on all company premises and customers homes in order to provide and maintain a safe and healthy work environment for all employees.

1) Smoking is not permitted inside the offices of XYZ Company or inside or outside of customers’ homes. Customarily, smoking is not permitted in company vehicles.  However, smoking may be permitted if the Team Leader so chooses to approve it for that team vehicle only.

2) If an employee is working on a team where smoking or non-smoking is an issue for them, they should speak to their Quality Assurance Manager for resolution.

We believe that the spirit of thoughtfulness and cooperation which is characteristic at the company is adequate to resolve any disputes which might arise under this policy. Where disputes cannot be so resolved, the rights of the nonsmoker shall be given precedence.

Employees who violate this smoking policy will be subject to disciplinary action up to and including immediate termination. 

	XYZ Company Policy

	Policy Name:
	Open Door Policy

	Purpose:
	XYZ Company encourages healthy communication with its employees

	Date Effective:
	

	Revised:
	

	Approved By:
	


1)
XYZ Company supports an “open-door policy.”  When people work closely together it is only natural that problems, questions, or conflicts may arise. It is in the interest of XYZ Company and all employees that these issues be resolved as quickly and fairly as possible.

2) This policy eases the process of addressing questions or concerns employees might have about their employment.

3)
If employees have a work-related or personal problem that they think the organization can help them resolve, they are encouraged to discuss it with their Team Leader. If this does not resolve the issue, the employee should take the issue to the Quality Assurance Manager or Owner. 

4)
This open-door policy assures that employee concerns will be heard and considered. Problems arise in all work places and this process is designed to identify and correct those problems and issues in a fair, equitable, and timely manner.

	XYZ Company Policy

	Policy Name:
	Quality Policy

	Purpose:
	XYZ Company is committed to quality service

	Date Effective:
	

	Revised:
	

	Approved By:
	


At XYZ Company, we want our customers to feel confident in expecting and receiving consistent excellence in both service and value.  We want them to feel that their special needs are important to us and that their business is sincerely appreciated.  We actively and regularly solicit customer input to insure that those goals are met. 

Quality management is not complicated.  It involves good planning, good communication, logical processes and sincere caring and recognition of the contributions of all internal and external players.  Our operating model for quality is a Circle of Excellence which includes customers and employees as well as our suppliers and the community at large.  Our approach is modeled after the quality processes of Malcolm Baldridge.  

Ideally, the employees of XYZ Company will feel like full partners as we work together to build a quality service organization.  Open and consistent communication, solid training, teamwork and sincere appreciation for a job well done will all work together to achieve a committed, quality driven organization.

	ATTENDANCE
	Each employee is expected to report to work each day that they are scheduled to work.  XYZ Company does not differentiate between excused and unexcused absences.

We consider any absence in excess of 4 occurrences per six-month period to be excessive and it will result in disciplinary action up to and including termination.
Any three consecutive days of absences for the same incident will count as one occurrence of absence for attendance purposes.  If at least 50% of your jobs are completed before you leave work, it will be considered a half day of work missed, and three half days will count as one full day.

If an employee must leave the job early they must find their own transportation home.  If the company must take them home early the employee will reimburse the company for the exact paid time it took for an employee to leave the office, take them home and return to the office, plus $5.00 for vehicle expenses. 
Non-worked days are non-paid days, unless vacation days have been earned by the employee.

Any employee who does not report to work, or call a manager to notify them of their inability to report to work for a period of more than two working days, will be considered a ‘no call-no show’ employee and will be terminated at the close of the second ‘no call-no show’ working day. 

	AUTOMOBILE ACCIDENTS
	The Team Leader is responsible for attaining all necessary information from all parties involved in any accident including, but not limited to; name, address, driver license number,  work phone number, home phone number, name of insurance company, phone number of insurance company, policy number if known and license plate number.  The police are to be called for every accident and the Team Leader must obtain a copy of the report from the police officer.  Accidents must be reported to management immediately (within 30 minutes of said accident whenever possible).  Each accident will be reviewed and deemed chargeable or non-chargeable.  Chargeable accidents are followed by a probationary notice which places the driver on probation for nine months.  Any more accidents in that period could result in further disciplinary actions up to and including termination.  Accident forms can be found in the glove box of each company vehicle and the Team Leader is responsible for insuring that the form is in the glove box of each car that they drive each day.

	CELLULAR PHONES
	Each Team Leader is issued a cellular phone which is their responsibility.  Each Team Leader must have their cellular phone on from 7:00am to 5:00pm each day or until the completion of their last job, whichever is later.  Any lost or damaged cellular phone will be the ultimate responsibility of the Team Leader and said Team Leader will be charged $50.00 on their following pay check for the phone and/or $25.00 for the cellular phone charger.  The cellular phones are to be used for company phone calls only.  Any personal use of cellular phones must be reimbursed by the employee and additional disciplinary action will result, up to and including termination.

	CLEANING TOOLS AND SUPPLIES
	All equipment, tools and supplies purchased by XYZ Company are to be utilized for customers of XYZ Company only.  Any use of company equipment, tools and/or supplies without previous authorization from management will result in disciplinary action, up to and including termination.

	COMPANY VEHICLES
	Company vehicles are to be utilized for work related purposes only at XYZ Company.  Any use of company vehicles for personal reasons will result in disciplinary action, up to and including termination.

	CORRECTIVE ACTION/DISCIPLINE
	XYZ Company’s policy is to attempt to deal constructively with employee workplace conduct and to correct those problems when possible.  Each situation will be considered in light of a variety of facts including, but not limited to, the seriousness of the situation, the employee’s past conduct and length of service, and the nature of the employee’s previous performance or incidents involving the employee.  Corrective Action steps may include, among other things, oral or written warnings, probation, suspension without pay, or immediate discharge.

This policy does not alter the at-will nature of the employment relationship between XYZ Company and its employees, which means XYZ Company reserves the right to dismiss any employee at any time, with or without advance notice and without cause under any circumstances that it deems appropriate.

	DRESS CODE
	Each employee will be issued 3 company T-shirts and one apron upon hire.  More T-shirts may be purchased by the employee at the cost of $10.00 per T-shirt.  Company T-shirts and aprons are required attire and must be worn each working day.  Employees who do not wear company T-shirts or aprons will receive disciplinary action, up to and including termination.  Three company T-shirts and one apron must be returned to the company upon termination from employment with XYZ Company or the terminated employee will be charged $20.00 per missing T-shirt and/or apron from their final paycheck. 

Professional slacks, capris or shorts should be worn with company t-shirts.  They should not have holes in them and shorts should come no shorter than 5 inches above the knee. Closed toed shoes must be worn at all times, absolutely no sandals, flip-flops, etc.

Name tags are issued upon hire and are required attire during work hours. 

	DRIVER SAFETY
	The safety and well being of our employees is of critical importance to the organization. We therefore each have a responsibility to not only protect ourselves when on the road but also should do our part to protect those around us. Employees that are required to drive on company business at any time will be expected to consistently follow all the procedures below. 

1. All employees are expected to wear seat belts at all time while in a moving vehicle being used for company business, whether they are the driver or a passenger.
2. Use of alcohol, drugs or other substances, including certain over-the-counter cold or allergy medications that in any way impair driving ability, is prohibited.

3. All employees are expected to follow all driving laws and safety rules such as adherence to posted speed limits and directional signs, use of turn signals and avoidance of confrontational or offensive behavior while driving. 

4. Employees should never allow anyone to ride in any part of the vehicle not specifically intended for passenger use and/or any seat that does not include a working seat belt.

5. Employees must promptly report any accidents to local law enforcement as well as to the company in accordance with established procedures. 
6. Employees are also expected to report any moving or parking violations received while driving on company business and/or in company vehicles.  Any ticket that is due to negligence on the part of the employee must be paid by said employee.
7. Failure to adhere to these procedures may result in disciplinary action per company policy

	EMPLOYEE CLASSIFICATIONS
	XYZ Company’s workforce is comprised of both hourly and salaried employees.  Cleaning Partners and Team Leaders are classified as hourly employees.  The Quality Assurance Managers and the Customer Service Managers are classified as salaried employees.

	GASOLINE CREDIT CARD
	It is the policy of XYZ Company to issue one gasoline credit card to each Team Leader.  The gasoline credit card can be used at any Shell gasoline station.  Slide the credit card at the pump and put in your vehicle odometer reading and your credit card pin number.  Under no circumstances should an employee pay cash for gasoline.  If there are problems with your card go inside the station and ask the attendant to call the 800 number on the back of the card.  If there continues to be a problem call the office for further advice.  A transaction report is sent to XYZ Company each month reporting station utilized, amount purchased and time and date of purchase.  These reports are audited monthly and any discrepancies will be discussed with the Team Leader and appropriate disciplinary action will be taken, when necessary, up to and including termination.

The gasoline card is to be used to purchase gasoline to be used for company purposes only.  Any employee resigning, or being terminated, from employment must return the gasoline charge card immediately or legal action will be taken against said employee. 

	HONORED HOLIDAYS
	XYZ Company will honor the following holidays and will be closed for business:

NEW YEARS EVE

MEMORIAL DAY

INDEPENDENCE DAY

LABOR DAY

THANKSGIVING DAY

CHRISTMAS DAY

These will not be worked days and, therefore, are also unpaid days.

	INSURANCE-EMPLOYEE ACCIDENT & DISABILITY


	XYZ Company carries Worker’s Compensation Insurance through Farmer’s Insurance Company.  This insurance coverage is only for accidents which occur on the job. Each employee is financially responsible for any non-work related illness or accident.  Any accident, whether or not it requires immediate medical attention, must be reported to the office within five minutes of the accident.  A drug and/or alcohol test could be administered at the clinic or hospital at which you have received treatment and both XYZ Company and our insurance company reserve the right to turn down your claim if you were under the influence of drugs or alcohol when the accident occurred.

	INSURANCE-AUTOMOBILE
	XYZ Company carries Automobile Insurance on each company vehicle through Farmer’s Insurance Company.  Each driver of each vehicle is responsible for insuring that a copy of the Proof of Insurance is in the glove compartment of the vehicle they are using each day.  If one is not in the glove compartment they must ask a manager for a copy and the Team Leader must put the copy in the glove compartment.

	INSURANCE-GENERAL LIABILITY
	XYZ Company carries General Liability Insurance through Farmer’s Insurance Company, to protect our clients against personal and/or material damage which may result from an accident caused by an employee of XYZ Company.  Any employee responsible for causing any accident which results in material or personal harm to a customer must report said accident to an office staff member within fifteen minutes of the accident, as well as leave a note for the client reporting the damage on their Quality Control Checklist.

	JURY DUTY
	Upon receipt of notification from the state or federal courts of an obligation to serve on a jury or to act as a court witness, the employee should notify his/her Quality Assurance Manager. The employee is required to provide copies of the subpoena or jury summons to his/her Quality Assurance Manager.
The Quality Assurance Manager will verify the notification and make scheduling adjustments to accommodate the employee’s obligation. The day(s) for jury duty will not be counted against the employee as an absence day.  Vacation could be used for these instances.

	LEAVES OF ABSENCE
	Unpaid approved absence from work for a specified period of time is available for medical, parental or personal reasons.  XYZ Company complies with the requirements of the Family and Medical Leave Act of 1993 (FMLA).  If an employee finds that he/she must be out of work for more than three days, he/she should contact their Team Leader and Quality Assurance Manager to determine if a LOA may be necessary.  Employees with at least three months of consecutive service as regular, full-time employees are eligible.
LOAs will start on the date of the request, not after the exhaustion of paid time off.  While on LOA, an employee must contact the QA Manager at least every 30 days.  Failure to contact the QA Manager every 30 days may result in voluntary termination.  Failure to return to work upon the expiration of LOA or refusing an offer of reinstatement for which the employee is qualified will also result in voluntary termination.
Upon expiration of the LOA, the employee may be returned to his or her former position if available.  If the employee’s position is not available, the employee may be offered another available position for which he/she is qualified.  If no position is available when the employee is able to return to work, the employee will be terminated and may apply for the next available position.
All absence days will be doubled for all long term absences from XYZ Company for purposes of calculating vacation and performance reviews

	LOST PAYROLL CHECKS
	If a payroll check is lost by an employee, she/he must notify a manager and a stop payment will be issued at the employee’s expense ($30 deducted from replacement check to cover bank expenses).

	MEALS AND BREAK PERIODS
	Due to the nature of our business, the time and place for breaks or lunch may vary day to day.  Employees are not paid for lunch and breaks are taken while driving from home to home between cleaning appointments.

	MINIMUM  HOURS PER WEEK
	Each member of each cleaning team is expected to work a total of 40 hours per week and generate a minimum of 30 revenue generating hours in that time period.  A team cannot turn down a job if they are not at that running rate when asked to work an additional job to those already printed on their check-out sheet.  (i.e. 8 employee hours and 6 client hours at the close of Thursday, 16 employee hours and 12 client hours at the close of Friday, etc.). 

	OPEN POSITION POSTINGS
	All open positions at XYZ Company will be made available to current employees through a Job Posting Form.  Any current employee possessing the required job skills is encouraged to fill out a posting form and submit it to a manager for review.  A current employee must complete a job posting form in order to be considered for said position.  Posting forms must be submitted within the timeframe listed on the open job posting.

	OVERTIME
	XYZ Company will pay time and one half to nonexempt employees who exceed 40 hours of work time in a workweek. 
Paid leave, such as holiday, sick or vacation pay, does not apply toward work time. 

The workweek begins at 12:00 a.m. on Thursday morning and ends at 11:59 p.m. on Wednesday night.

During busy periods, the employer may require employees to work extended hours.

Team Leaders who continually rely on the use of overtime hours in order to complete a week’s work without it being deemed as extenuating by management will be placed on a performance improvement plan. 

	PAYCHECKS
	Pay checks will be prepared and distributed on a weekly basis. The work week is calculated from Thursday to Wednesday each pay period. Pay checks will be available after 2:00pm on Thursday.  No one is allowed to pick up a paycheck for an employee without a letter of permission from said employee.  Any employee absent on a payroll day will receive their paycheck the next day or the next time their team needs to come to the office. 

	PAY ADVANCE AGAINST EARNED PAY
	Employees of XYZ Company may request an advance for amounts up to $50.00 determined by the length of employment:  For less than 30 days of employment, up to $25.00, over 30 days up to $50.00.  A pay back schedule (of no longer than 4 weeks) will be delineated on an Employee Advance Form completed in advance of the check being issued.  An employee must have perfect attendance the previous week before the advance is requested.  All balances must be paid before subsequent requests can be made.

	PERFORMANCE REVIEWS
	Each employee is due a performance and/or merit review one year from the date of hire.  A Merit increase may be granted and is based on the results of the review.  The employee is appraised by their immediate Team Leader and reviewed by upper level management.   The next performance and/or merit review is conducted 12 months from the date of the previous review date.

An Out-of-Policy merit review may be given to each employee upon promotion within the company.  Any employee who is promoted within the first 12 months will receive a merit review upon promotion and then an annual review thereafter.  A promotion is considered any position attained which entails a greater responsibility and for which a posting was offered within the company.

An Out-of -Policy review may also be granted when an employee is not satisfied with their review and asks to be reviewed again in 90 days, when an employee receives an overall review ranking of Improvement Required or Unacceptable, or when the employee has shown outstanding performance and the company chooses to reward that performance.

	POLYGRAPH TESTS
	It is the policy of XYZ Company to administer a polygraph test to any past or present employee who was in direct contact with each of the areas where a theft is suspected.  Because our company deals with keys to our client’s homes, it may be necessary for all employees to take a polygraph test in regards to an incidence of theft.

Any employee suspected of theft which results in financial loss to the company will be required to take a polygraph test.  Refusal to take this test will result in termination.  The only reason a polygraph test would be administered to an employee or employees of XYZ Company would be for purposes of determining theft.

	REFERRAL OF NEW EMPLOYEES
	A $200 bonus is offered to any current employee who recruits a new employee, hired as a Team Leader, after successfully completing 120 full time working days as a Team Leader for XYZ Company.  A $50 bonus is offered to current employees who recruit a partner who meets the above time requirements.  The employee is responsible for asking management for their bonus money when the time limit has been completed by the new hire employee.  The new hire employee must have an application on file with XYZ Company and the date of the application must not be more than two weeks past the first date the employee ever worked here. The name of the current employee requesting the bonus money must be on the application of the new employee on the ‘referred by’ line of the application.

	RESIGNATION OR TERMINATION
	Once an employee has decided to resign, the employee will notify his/her immediate Team Leader of the decision and the anticipated last day of employment with XYZ Company. The Quality Assurance Manager will give the employee verbal notice that the resignation has been accepted. The resignation acceptance will be upheld and the employee will not be able to rescind the resignation after the resignation has been accepted.  When time permits, the owner will conduct an exit interview.
A two week notice of resignation must be given to a manager to consider an employee eligible for rehire. 

XYZ Company reserves the right under employment-at-will to terminate any employee at any time when it considers the termination to be in the best interests of the company. When feasible, employees will be given warning that they are in jeopardy of losing their jobs. Involuntary terminations may occur as a result of lack of work, corporate restructuring, or for unacceptable performance and personal conduct. 

Reasons for an involuntary termination may include but are not restricted to:  Misrepresentation on employment application, Chronic absenteeism, Misconduct, Theft, Lying, Insubordination, Intentional, wrongful, and unlawful misconduct.
A final paycheck may be picked up at the office on the next payroll date following termination or the paycheck will be mailed to the employee on the same date upon request from the employee.  The final paycheck will be minus any outstanding advances, attire and supplies not returned to XYZ Company.  Prosecution will be taken against any employee who does not immediately return their cell phone, gasoline charge card, the company vehicle and all supplies.

	RETROACTIVE PAY
	An employee will receive retroactive pay to the actual due date of her/his merit review if the original review was received after the due date because of a ministerial act.  All reviews detained due to the performance of the employee, allowing the employee to improve before the review is given, will not receive retroactive pay.

	SAFETY
	It is the responsibility of each employee that all tasks be conducted in a safe and efficient manner complying with all local, state and federal safety and health regulations, programmatic standards, and with any special safety concerns identified by XYZ Company for use in a particular area or with a customer. 

It is the responsibility of the Team Leader to contact their Quality Assurance Manager within five minutes of each safety and health infraction that they have witnessed or was witnessed by a partner.  

Failure to report such an infraction may result in employee disciplinary action, including termination. 

Management requires that every person in the organization assumes the responsibility of individual and organizational safety. 

Failure to follow XYZ Company safety and health guidelines or conduct which places the employee, customer or agency property at risk can lead to employee disciplinary action and/or termination. 

We are required to comply with Federal and State Occupation Safety and Health Act (OSHA) administration regulations.  We display the OSHA poster.  Federal Law requires that we provide Materials Safety Data sheets (MSDS) for every cleaning product you are required to come in contact with while performing your job.  A copy of each product’s MSDS sheet is available from a Quality Assurance Manager.

For compliance with issues of safety, health, effectiveness and efficiency for the purpose intended, you may not use any products other than those provided for your use by XYZ Company or as provided by your Team Leader.

	STARTING TIMES
	Actual starting times for each employee of XYZ Company will vary from day to day and from one employee to another.  Each employee must be available for work between the hours of 7:00 am and 6:00 pm, Monday through Friday.

An employee’s starting time each day is determined by their immediate Team Leader, based upon the time that the first client requests their cleaning or 8:00am if there is no specific requested time for the first customer, whichever is earliest.  The team must call the office at 335-0129 using the client’s phone (when possible) as soon as they arrive at their first job to check in.  The office will log the actual time called and not the time you said that you ‘should have called, but forgot’.

The same process is to be utilized at the completion of your day, just before you leave your last home.  If you forget to call, the office will arbitrarily determine your ending time. 

Any employee who is unable to arrive at the designated meeting time must call their immediate Team Leader and a manager at the office by 7:00 am of the working day they must miss.  This call must be made by the employee, not a family member or friend.

If the employee is provided transportation and has not called the office before a driver has stopped to get them they will be charged $10.00 that day for wasted transportation to their home

Any habitual infraction of this procedure will result in disciplinary action up to and including termination.

	TIME SHEETS
	Hours logs are maintained by Quality Assurance Managers and the information logged will determine the appropriate paycheck.  Team Leaders will also complete five days of Daily Team Tracking forms for the standard Thursday through Wednesday workweek.  Its purpose is to insure accurate paychecks are issued, to track the productivity rate of a team and to insure accurate billing to the customer.

	TRANSPORTATION
	An employee may be picked up and brought home each day that they work.  If this transportation is provided there will be a $1.00 fee for pick up and a $1.00 fee for being taken home.

	TUITION REIMBURSEMENT
	Upon successful completion of any further education classes, XYZ Company will reimburse the employee the cost of the course(s).  Tuition cost, only, will be reimbursed.  Any course for which you intend to request reimbursement must be authorized for payment by a manager before the class begins.  Successful completion is considered attainment of an A or B in said course(s).

	VACATIONS
	One week of paid vacation is granted to each employee upon completing one year of work.  Two weeks are offered upon completion of any employee’s third year.  Three weeks are offered after the completion of five years of work.
Vacation time is not accrued, and is granted only upon completion of required year(s).  Vacation is based on 40 hours per week for full time employees.  Earned vacation days must be taken within one year of the earned date.  A vacation request form must be completed a minimum of two weeks before the requested vacation day(s) and given to a manager for approval.  No vacations may be taken the week before, the week of or the week after one of the six major holidays that our company does not work and missing any days of work during this time period could result in further action up to and including termination.   If you want your vacation pay in advance of your vacation, you must notify payroll to cut your vacation check on the Wednesday before your vacation begins.

	WAGES
	Wages are based on performance and are never driven by longevity.  Wages are directly reflective of the overall ranking on the performance review.  Wage matrixes are reviewed each year by company management and are maintained in said offices.


Acknowledgment of Receipt and Reading
New Employees:  sign and return to your Quality Assurance Manager for placement in your personnel file

I have received a copy of the Employee Handbook outlining the responsibilities of an employee and the responsibilities of the organization.  I have read the information contained in this handbook and it has been explained during orientation.  If I have any questions, I should contact my Quality Assurance Manager.  I understand that the employee handbook is not an employment contract, but does provide the organizational employment policies and procedures by which I am governed.

I agree to comply with the guidelines, policies and procedures of XYZ Company.  I understand my employment and compensation can be terminated at the option of either myself or XYZ Company at any time.

This Handbook is subject to change without notice.  It is understood that changes in procedure will supersede or eliminate those found in this book and I will be notified of such changes through normal communication channels.

Employee Signature






Date
INSTRUCTIONS FOR USING THIS SAMPLE 
EMPLOYEE HANDBOOK
· Insert your company logo on cover page

· Customize the following sections, highlighted in yellow, for your company

· Introduction and Welcome

· Company History

· Insert the following items for each of the Major Personnel Policies

· Date Effective

· Date Revised

· Approved By

· Replace ‘XYZ Company’ with your company name. 

· Use Edit, Replace in the top command bar.

· Enter XYZ Company for Find What and ‘your company name’ for Replace With.

· Click ‘Replace All’.

· Read the contents to change verbiage to be consistent with your company policies, deleting non-applicable items and adding those policies specific to your company.

· Delete the last page crediting Rags to Riches—Success Maid Easy
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· This Employee Handbook is provided courtesy of Rags to Riches—Success Maid Easy (www.successmaideasy.com).  It is provided as general information only.  It is not a substitute for legal or other professional advice.  Reliance upon this material is solely at your own risk.
· You are free to copy or use any part or all of this handbook that you feel would be of benefit to your company.  Acquiring financial gain by selling any part or all is prohibited.
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