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INTRODUCTION

[bookmark: welcome-to-spot-of-tea][bookmark: _Toc92649980]

Welcome to Spot of Tea!
We’re very happy to welcome you to Spot of Tea. Thanks for joining us! We would like you to feel that your employment with us will be mutually beneficial and enjoyable.
 
You are joining an organization that has established an outstanding reputation for quality products and services. Credit for this goes to every one of our employees and we hope that you will find satisfaction and take pride in your work here.
 
[bookmark: history][bookmark: _Toc92649981]History
Opened in 1994 and still going strong.

[bookmark: handbook-purpose][bookmark: _Toc92649982]Handbook Purpose
This employee handbook is presented as a matter of information and has been prepared to inform employees about the Spot of Tea’s philosophy, employment practices, policies, and the benefits provided to our valued employees, as well as the conduct expected from them. While this handbook is not intended to be a book of rules and regulations or a contract, it does include some important guidelines which employees should know. Except for the at-will employment provisions, the handbook can be amended at any time.
 
This employee handbook will not answer every question a employee may have, nor would the Spot of Tea want to restrict the normal question and answer interchange among us. It is in our person-to-person conversations that we can better know each other, express our views, and work together in a harmonious relationship.
 
We hope this guide will help employees feel comfortable with us. Spot of Tea depends on its employees; their success is our success. Please don’t hesitate to ask questions. Every manager will gladly answer them. We believe employees will enjoy their work and their fellow employees here. We also believe that employees will find this a great place to work.
 
No one other than authorized management may alter or modify any of the policies in this employee handbook. No statement or promise by a supervisor, manager, or designee is to be interpreted as a change in policy, nor will it constitute an agreement with an employee.
 
Should any provision in this employee handbook be found to be unenforceable and invalid, such a finding does not invalidate the entire employee handbook, but only the subject provision. Nothing in this handbook is intended to infringe upon employee rights under Section 7 of the National Labor Relations Act (NLRA) or be incompatible with the NLRA. 

We ask that employees read this guide carefully, become familiar with the Spot of Tea and our policies, and refer to it whenever questions arise.
 


[bookmark: employment][bookmark: _Toc92649983]EMPLOYMENT

[bookmark: equal-employment][bookmark: _Toc92649984]Equal Employment
The Company provides equal employment opportunities to all qualified individuals without regard to any of the following characteristics:
 
· Race
· Color
· Religion
· Sex
· Sexual orientation
· Gender identity
· Pregnancy
· Age (over 40)
· National origin
· Physical or mental disability
· Military or veteran status
· Genetic information or family medical history
· Citizenship or immigration status
· Child/spousal support withholding, or garnishment for a singular debt
· Other characteristics protected by law
 
Equal employment opportunity includes, but is not limited to, hiring, training, promotion, demotion, transfer, leaves of absence, and termination. Spot of Tea takes allegations of discrimination, harassment, and retaliation seriously, and will promptly conduct an investigation when such behavior is reported.
 
[bookmark: at-will-notice][bookmark: _Toc92649985]At-Will Notice
[bookmark: anniversary-date-and-seniority][bookmark: _Toc92649986]The employment relationship between Spot of Tea and employees is at-will. This means that employees are not hired for any specified period of time and their employment may be terminated at any time, with or without `cause, and with or without notice, by either Spot of Tea or the employee. Company policy requires that all employees are at-will; any implied, oral, or written agreements or promises to the contrary are void and unenforceable, unless approved by an officer with the power to create an employment contract. 
Anniversary Date and Seniority
The employee’s date of hire is their official employment anniversary date. Seniority is the length of continuous service starting on that date. Should an employee leave the Company and then be rehired, previously accrued seniority will be lost and seniority will begin to accrue again on the date of rehire. With the exception of certain protected leaves and paid time off, seniority does not accrue during leaves of absence that exceed 30 calendar days.
 
[bookmark: immigration-law-compliance][bookmark: _Toc92649987]Immigration Law Compliance
All employees are required to complete Section 1 of Form I-9 on their first day of employment, and produce, within three business days, acceptable proof of their identity and eligibility to work in the United States. Failure to produce the proper identifying documents within three days will result in termination. 
 
[bookmark: introductory-period][bookmark: _Toc92649988]Introductory Period- do we need to include this???
The employee's first 30 days of employment with Spot of Tea are considered an introductory period. This introductory period will be a time for getting to know fellow employees, managers and the tasks involved in the position, as well as becoming familiar with the Company's products and services. The supervisor or manager will work closely with each employee to help them understand the needs and processes of their job.

This introductory period is a try-out time for the employee and the Company. During this introductory period, the Company will evaluate employees' suitability for employment and employees can evaluate the Company as well. At any time during this first 30 days, employees may resign. If, during this period, employee work habits, attitude, attendance, performance or other relevant factors do not measure up to our standards, the Company may terminate employment.

At the end of the introductory period, the supervisor or manager will discuss each employee's job performance with them. During the course of the discussion, employees are encouraged to give their comments and ideas as well.

Completion of the introductory period does not guarantee continued employment for any specified period of time, nor does it require that an employee be discharged only for cause. Completion of the introductory period also does not imply that employees now have a contract of employment with the Company, other than at-will. Successful completion of the introductory period does not alter the at-will employment relationship.

A former employee who has been rehired after a separation from the Company of more than one year is considered an introductory employee during their first 30 days following rehire.

[bookmark: employment-classifications][bookmark: _Toc92649989]Employment Classifications
The Company has established the following employee classifications for compensation and benefit purposes only. An employee's supervisor or manager will inform the employee of their classification, status, and responsibilities at the time of hire, re-hire, promotion or at any time a change in status occurs. These classifications do not alter the employment at-will status.

[bookmark: regular-full-time-employee]Regular Full-Time Employee
An employee who is scheduled to work no less than 100% of the scheduled work hours in a workweek on a fixed work schedule (not less than 30 hours). The employee may be exempt or non-exempt and is generally eligible for all employment benefits offered by Spot of Tea.

[bookmark: regular-part-time-employee]Regular Part-Time Employee
An employee who is scheduled to work less than 30 hours in a workweek and may be eligible for some benefits.

[bookmark: temporary-employee]Temporary Employee
An employee who is scheduled to work on a specific need of the Company. The employee will not receive any benefits unless specifically authorized in writing.

[bookmark: exempt]Exempt
Employees whose positions meet specific tests established by the Fair Labor Standards Act (FLSA) and applicable state law and who are exempt from overtime pay requirements. The basic premise of exempt status is that the exempt employee is to work the hours required to meet their work responsibilities.

[bookmark: non-exempt]Non-Exempt
Employees whose positions do not meet FLSA and state exemption tests and who are paid a multiple of their regular rate of pay for overtime hours worked. Unless notified otherwise in writing by management, all employees of Spot of Tea are non-exempt.

[bookmark: personnel-records][bookmark: _Toc92649990]Personnel Records
Spot of Tea maintains various employment files while an individual remains an employee. Such files may include employee personnel files, attendance files, I-9 files, and files for medical purposes. Employees are required to notify their manager should any of their personal information change (e.g., address, phone number, last name) so the appropriate updates can be made to the files. Spot of Tea will take reasonable precautions to protect employee files and employees' personally identifiable information in its records.
 
Spot of Tea uses an app called Homebase for scheduling and Human Resources. Upon hired you will be asked to download this app and sign in. This app will be how you receive your schedule and ask for time off. This app will also have your employee onboarding packing. This packet includes 5 forms: I-9 form, w4 form, state income tax form, direct deposit form, and a questioner form. You will need to answer all the forms in this packet. When hired you will receive an e-mail with your onboarding packet. When you start the process on the very first page YOU MUST CLEAR ALL AUTOFILL OPTIONS including the state if you are not able to advance to the next page this is because something is still auto filled, and you must fix it.
[bookmark: employee-references][bookmark: job-transfers] 


[bookmark: conduct-and-behavior][bookmark: _Toc92649993]CONDUCT AND BEHAVIOR

[bookmark: general-conduct-guidelines][bookmark: _Toc92649994]General Conduct Guidelines
Employees are expected to exercise common sense and courtesy at all times, for the benefit of clients, co-workers, and the Company as a whole. Professionalism is expected, as is respect for the safety and security of people and property. Failure to meet these expectations may be grounds for discipline, up to and including termination. The following are examples of unacceptable conduct, but this is not an exhaustive list. 
 
· Failure to follow the policies outlined in this handbook.
· Negligent, careless, or inconsiderate treatment of clients or their information.
· Theft, misappropriation, or unauthorized possession or use of any property that does not belong to the employee.
· Unauthorized removal of Company property from the premises.
· Sharing trade secrets or other confidential business information with anyone who does not have an official need to know.
· Accessing, without authorization, confidential information pertaining to clients or employees.
· Falsifying or changing any type of Company, client, or employee document or record without authorization.
· Willfully, negligently, or carelessly damaging, defacing, or mishandling property of the Company, a client, or an employee.
· Taking or giving bribes of any nature.
· Entering Company premises without authorization.
· Violating security, safety, or fire prevention regulations, or tampering with safety equipment.
· Unauthorized use of a personal vehicle for Company business.
· Conduct that is illegal under federal, state, or local law.
· Creating a disturbance on Company premises.
· Use of abusive language.
· Any rude, discourteous, or unbusinesslike behavior, on or off Company premises, which is not protected by Section 7 of the National Labor Relations Act and that adversely affects the Company services, operations, property, reputation, or goodwill in the community, or interferes with work.
· Insubordination or refusing to follow instructions from a supervisor or manager; refusal or unwillingness to accept a job assignment or to perform job requirements.
· Leaving during scheduled work hours without permission; unauthorized absence from assigned work area during regularly scheduled work hours.
· Sleeping during regular working hours.
· Recording time for another employee or having time recorded by another employee.
· Use or possession of illegal drugs on Company premises at any time.
· Use of alcohol or illegal drugs during working hours, or working under the influence of intoxicants.
· Unauthorized possession of a weapon on Company premises.
· Illegal gambling on Company premises.
· Soliciting, collecting money, vending, and posting or distributing bills or pamphlets during working hours in work areas. Such activity by employees during non-working time, including meal and rest periods, is not restricted so long as such activity does not interfere with the regular operation of business, is orderly, lawful, in good taste, conducted in an orderly manner, and does not create a safety hazard or a mess. Non-employees are prohibited from all forms of solicitation on Company property at all times.
 
[bookmark: sexual-and-other-unlawful-harassment][bookmark: _Toc92649995]Sexual and Other Unlawful Harassment
The Company is committed to providing a work environment free of harassment in any form, including inappropriate and disrespectful behavior, intimidation, and other unwelcome conduct directed at an individual because of their inclusion in a protected class. Applicable federal and state law defines harassment as unwelcome behavior based on someone's inclusion in a protected class. Sometimes language or actions that were not expected to be offensive or unwelcome actually are, so employees should err on the side of being more sensitive to the feelings of their co-workers rather than less.

The following are examples of harassment; behaviors not in this list may also be considered harassment:

· Unwanted sexual advances;
· Offering employment benefits in exchange for sexual favors;
· Retaliation or threats of retaliation for refusing advances or requests for favors;
· Leering, making sexual gestures or jokes, or commenting on an employee's body;
· Displaying sexually suggestive content;
· Displaying or sharing derogatory posters, photographs, or drawings;
· Making derogatory epithets, or slurs;
· Ongoing teasing about an employee's religious or cultural practices;
· Ongoing teasing about an employee's sex, sexual orientation, or gender identity;
· Physical conduct such as touching, assault, or impeding or blocking movements

Sexual harassment on the job is unlawful whether it involves coworker harassment, harassment by a manager, or harassment by persons doing business with or for the Company, such as clients, customers or vendors.

[bookmark: retaliation]Retaliation
Any form of retaliation against someone who has expressed concern about any form of harassment, refused to partake in harassing behavior, made a harassment complaint, or cooperated in a harassment investigation, is strictly prohibited. A complaint made in good faith will under no circumstances be grounds for disciplinary action. Individuals who make complaints that they know to be false may be subject to disciplinary action, up to and including termination.

[bookmark: enforcement]Enforcement
All managers and supervisors are responsible for:

· Implementing the Company's harassment policy;
· Ensuring that all employees they supervise have knowledge of and understand the Company policy;
· Reporting any complaints of misconduct to the designated company representative, the Shauna Roberts, so they may be investigated and resolved internally;
· Taking and/or assisting in prompt and appropriate corrective action when necessary to ensure compliance with the policy; and
· Conducting themselves in a manner consistent with the policy.

[bookmark: addressing-issues-informally]Addressing Issues Informally
Employees who witness offensive behavior in the workplace - whether directed at them or another employee - are encouraged, though not required, to immediately address it with the employee whose behavior they found offensive. An employee who is informed that their behavior is or was offensive should stop immediately and refrain from that behavior in the future, regardless of whether they agree that the behavior could have been offensive.

[bookmark: harassment-complaint-procedure]Harassment Complaint Procedure
Employees are encouraged to use the Complaint Procedure to report behavior that they feel is harassing, whether or not that behavior is directed at them. The Complaint Procedure provides for immediate, thorough, and objective investigation of claims of harassment. Appropriate disciplinary action will be taken against those who are determined to have engaged in harassing behavior.

[bookmark: abusive-conduct][bookmark: _Toc92649996]Abusive Conduct
Abusive conduct means malicious conduct in the workplace that a reasonable person would find hostile or offensive and unrelated to an employer’s legitimate business interests. Abusive conduct may include repeated infliction of verbal abuse, such as the use of derogatory remarks, insults, and epithets, verbal or physical conduct that a reasonable person would find threatening, intimidating, or humiliating, or the sabotage or undermining of a person’s work performance. A single act will generally not constitute abusive conduct, unless especially severe.
 
The Company considers abusive conduct in the workplace unacceptable and will not tolerate it under any circumstances. Employees should report abusive conduct to a manager or Human Resources. Managers are responsible for ensuring that employees are not subjected to abusive conduct. All reports will be treated seriously and investigated when appropriate. Employees who are found to have engaged in abusive conduct will be subject to discipline, up to and potentially including termination. Retaliation against an employee who reports abusive conduct or verifies that it took place is strictly prohibited.
 
[bookmark: complaint-procedure][bookmark: _Toc92649997]Complaint Procedure
The Company has established a procedure for a fair review of complaints related to any workplace controversy, conflict, or harassment. Employees may take their complaint directly to the person or department listed in Step 2 if the complaint is related to their supervisor or manager or if the employee feels the supervisor or manager would not provide an impartial resolution to the problem.

[bookmark: step-1]Step 1
The complaint should be submitted orally or in writing to a supervisor or manager within three working days of the incident or as soon as possible. Sooner is better, as it will assist in a more accurate investigation, but complaints will be taken seriously regardless of when they are reported. Generally, a meeting will be held within three business days of the employee's request, depending upon scheduling availability. Attempts will be made to resolve the issue during the meeting, but regardless of whether there is an immediate resolution, the supervisor or manager will give the employee a written summary of the meeting within three business days. Resolution may take longer if further investigation of the complaint is required. If the employee is not satisfied with the resolution, they may proceed to Step 2.

[bookmark: step-2]Step 2
The employee may submit an oral or written request for review of the complaint and Step 1 resolution to the Shauna Roberts or a designated investigator. This request should be made within three working days following the receipt of the Step 1 resolution. The Shauna Roberts or the designated investigator will review the complaint and resolution and may call an additional meeting to explore the problem. If warranted, additional fact-finding will be undertaken. A final decision will be rendered within 10 working days after receiving the Step 2 request, and a written summary of the resolution will be provided to the employee who filed the complaint.

[bookmark: corrective-action][bookmark: _Toc92649998]Corrective Action
A high level of job performance and professionalism is expected from each employee. In the event that an employee’s job performance does not meet the standards established for the position, they violate company policies or procedures, or their behavior is otherwise unacceptable, corrective action may ensue. Corrective action may include, but is not limited to: coaching, oral or written warnings, performance improvement plans, paid or unpaid suspension, demotion, and termination. The type and order of actions taken will be at management's sole discretion and the Company is not required to take any disciplinary action before making an adverse employment decision, including termination. 
 


[bookmark: compensation][bookmark: _Toc92649999]COMPENSATION

[bookmark: pay-periods][bookmark: _Toc92650000]Pay Periods
Paydays are on Friday. Except as otherwise provided, if any date of paycheck distribution falls on a weekend or holiday, employees will be paid on the preceding scheduled workday. The pay period for Spot of Tea is Monday thru Sunday. You may have your check direct deposited or pick up a check after 2pm on Fridays.

[bookmark: timekeeping][bookmark: _Toc92650001]Timekeeping
All non-exempt employees are required to use homebase to record their hours worked. For the purpose of this policy, all forms of timekeeping will be referred to as clocking in or out.
 
Employees should clock in no sooner than five minutes before their scheduled shift and clock out no later than ten minutes after their scheduled shift. Additionally, employees are required to clock in and out for their designated lunch periods. The length of the lunch period will be designated by the employee’s manager; alteration or waiver of the lunch period requires manager approval. Lunch periods are unpaid time when employees are relieved of all duties. Waiver of the lunch period requires prior approval of the employee’s manager. Under no circumstance may the waiver of the lunch period result in overtime work.
 
Accurate timekeeping is a federal and state wage and hour requirement, and employees are required to comply. Failing to enter time into the Homebase app in an accurate and timely manner is unacceptable job performance. Employees may not ask another employee to clock in or out for them. Should an employee miss an entry into Homebase they must notify their manager as soon as possible for correction. 
 
Non-exempt employees are not permitted to work unscheduled time without prior authorization from their manager. This includes clocking in early, clocking out late, or working through scheduled break or lunch periods.
 
[bookmark: overtime][bookmark: _Toc92650002]Overtime
The Company complies with all applicable federal and state laws with regard to payment of overtime work. Non-exempt employees are paid overtime at the rate of one and one-half times the regular rate of pay for all hours worked over 40 in a workweek.
 
Employees are required to work overtime when assigned. Any overtime worked must be authorized by a supervisor or manager, in advance. Working unauthorized overtime or the refusal or unavailability to work overtime is not acceptable work performance, and is subject to discipline, including but not limited to termination.
 
[bookmark: payroll-deductions][bookmark: _Toc92650003]Payroll Deductions
The Company complies with the salary basis requirements of the Fair Labor Standards Act (FLSA) and does not make improper deductions from the salaries of exempt employees. There are, however, certain circumstances where deductions from the salaries of exempt employees are permissible. Such circumstances include:
 
· When an exempt employee is absent from work for one or more full days for personal reasons other than sickness or disability
· When an exempt employee is absent for one or more full days due to sickness or disability if the deduction is made in accordance with a bona fide sick leave plan that provides compensation for salary lost due to illness
· To offset amounts received as witness or jury fees, or for military pay
· For disciplinary suspensions of one or more full days imposed in good faith for serious workplace policy violations
· For penalties imposed in good faith for serious safety infractions
· When an employee is on unpaid leave under the Family Medical Leave Act
· During an employee's first and last week of employment, if they work less than a full week
 
If an employee believes that an improper deduction has been made, they should immediately report this to their manager or the person responsible for payroll processing. Reports will be promptly investigated and if it is determined that an improper deduction has occurred, the employee will be promptly reimbursed.
 
[bookmark: pay-adjustments-promotions-and-demotions][bookmark: _Toc92650004]Pay Adjustments, Promotions and Demotions
All pay increases are based upon merit, market factors, and the profitability of the Company. There may not be an automatic annual cost of living or salary adjustment. Employees pay also may be adjusted downward. Salary decreases may take place when there is job restructuring, job duty changes, job transfers, or adverse business economic conditions. Demotion is a reduction in responsibility, usually accompanied by a reduction in salary. If demotion occurs, employees will maintain their seniority with the Company.
 
[bookmark: performance-evaluation][bookmark: _Toc92650005]Performance Evaluation
Employees will generally receive an appraisal of their job performance as scheduled. This evaluation may be either written or oral. Such evaluation may not occur at exactly the same time each year, but thereabout, at the discretion of the employee's manager.

If the employee receives an evaluation sheet or other written document, they will be required to sign it. An employee's signature does not necessarily indicate that the employee agrees with all the comments, but that they have been given the opportunity to examine the evaluation and discuss it with their manager. The completed and signed evaluation form will be placed in the employee's personnel file and the employee will receive a copy of the performance evaluation.

In addition to performance evaluations, informal counseling sessions may be conducted from time to time.

[bookmark: work-assignments][bookmark: _Toc92650006]Work Assignments
On occasion employees may be required to perform duties that are not part of their job description or usual tasks. This may happen because a co-worker is absent, a position is temporarily vacant, the business or department is particularly busy, or for other reasons. Employees are expected to perform these additional duties in a timely fashion and to the best of their ability. Should questions about process or procedure arise, employees should speak with their manager. Unless informed otherwise, employees will be paid at their regular rate of pay.

[bookmark: expense-reimbursement]
[bookmark: documentation] 
[bookmark: approvals][bookmark: advances-and-loans] 


[bookmark: benefits][bookmark: _Toc92650009]BENEFITS

[bookmark: holidays][bookmark: _Toc92650010]Holidays
Regular full-time employees are entitled to the following unpaid holidays observed by the Company:

· Thanksgiving
· Christmas Day

Other days or parts of days may be designated as holidays with or without pay. No holiday pay will be paid to an employee who is on an unpaid status, on any leave, or absent due to workers' compensation. If a holiday falls on a Sunday, the holiday may be observed on the following Monday. If the holiday falls on a Saturday, the holiday may be observed on the preceding Friday.

PTO
At Spot of Tea we have a PTO Plan. Starting after 1 full year and up to 5 years working here you will receive 1 week/ 5 days at 40 hours paid time off. Anything after 5 years and you will receive 2 weeks 10days 80 hrs paid time off. Servers will receive the minimum wage for this time. It is up to you to allocate how you will use it – for vacation, illness, caring for children, school activities, medical/dental appointments, leave, personal business or emergencies. 

[bookmark: temporary-disability-leave][bookmark: _Toc92650011]Temporary Disability Leave
The Company recognizes that a temporary disability may prevent employees from coming to work for a period of time. In such cases, the Company may grant a temporary disability leave. This leave does not have a minimum or maximum time frame. Rather, the Company will attempt to reasonably accommodate the needs of the employee as well as the needs of the Company. If a leave is granted, any extensions will be subject to the same considerations.
 
Employees requesting a temporary disability leave must document their request in writing. That request should be accompanied by a doctor's statement identifying how the temporary disability limits the employee's ability to work, the date and the estimated date of return and, where appropriate, diagnosis and prognosis. Should the employee’s expected return date change, the employee should notify the Company as soon as possible. Prior to returning to employment with the Company, employees will be required to submit written medical certification of their ability to work, including any restrictions. Upon returning to work, if employees qualify, they will be reinstated to their former position or one that is substantially the same, depending upon the availability of any position at that time.
 
The leave will be unpaid, except that employees must use any available paid sick leave concurrently and may choose to use other accrued paid time off concurrently once their sick leave has been exhausted.
  
[bookmark: military-leave][bookmark: _Toc92650012]Military Leave
If employees are on an extended military leave of absence, they are entitled to be restored to their previously held position or similar position, if available, without loss of any rights, privileges or benefits provided the employee meets the requirements specified in the Uniformed Services Employment and Reemployment Rights Act (USERRA).
 
An employee who is a member of the reserve corps of the armed forces of the United States or of the National Guard or the Naval Militia will be granted temporary leave of absence without pay while engaged in military duty as required by state employment law. In certain circumstances, a letter from the employee’s commanding officer may be requested to establish the dates of duty.
 
[bookmark: volunteer-emergency-responder-leave][bookmark: jury-service-leave][bookmark: _Toc92650014] Jury Service Leave
To provide income protection while an employee carries out their civic responsibility, the Company provides the difference between jury duty pay and the employee’s regular pay for time spent serving on jury duty.
 
Upon receipt of notification from the state or federal courts of an obligation to serve on a jury, the employee should notify their supervisor. The employee is required to provide copies of the jury summons to their supervisor.
 
Employees are required to report back to work the next regularly scheduled hour after being dismissed from jury duty.
 
[bookmark: witness-leave][bookmark: health-safety-and-security][bookmark: _Toc92650018]



HEALTH, SAFETY, AND SECURITY

[bookmark: non-smoking][bookmark: _Toc92650019]Non-Smoking
Smoking, vaping, and use of chew are not permitted inside the building. You may NOT take smoke breaks from 11-1.  Employees wishing to engage in these activities may do so --during their designated break times, outside of Company buildings, in designated areas (or off the property if no area is designated), and in accordance with local ordinances.
 
[bookmark: drug-and-alcohol][bookmark: _Toc92650020]Drug and Alcohol
Spot of Tea is dedicated to providing employees with a workplace that is free of drugs and alcohol. While on the premises, whether during work time or non-work time, employees are prohibited from being under the influence of drugs or alcohol. There are limited exceptions for the use of prescription drugs (not including marijuana), as long as they do not create safety issues or impair an employee's ability to do their job, and the moderate use of alcohol at company-sponsored or sanctioned events.
 
Employees are strictly prohibited from possessing illegal drugs, cannabis, or excessive quantities of prescription or over-the-counter drugs while on Company premises, performing Company-related duties, or operating any Company equipment. Any drugs confiscated that are suspected of being illegal will be turned over to the appropriate law enforcement agency.
 
Employees taking medication should consult a medical professional to determine whether the drug may affect their personal safety or ability to perform their job and should advise their manager of any resulting job limitations. Once notified, the Company will make reasonable efforts to accommodate the limitation.
 
Spot of tea reserves the right to test any employee for the use of illegal drugs, marijuana, or alcohol, in accordance with applicable law. Employees in safety-sensitive positions may be subject to regular or random drug testing. Drug or alcohol tests may also be conducted after an accident in which drugs or alcohol could reasonably be involved, or when behavior or impairment on the job creates reasonable suspicion of use. Under those circumstances, the employee may be driven to a certified lab for testing at the Company’s expense. Refusal to be tested for drugs or alcohol will be treated the same as a positive test result.
 
Violation of this policy may result in discipline, up to and including termination.
 
To the extent that any federal, state, or local law or regulation limits or prohibits the application of any provision of this policy, then that particular provision will be ineffective in that jurisdiction only, while the remainder of the policy remains in effect.
 
[bookmark: reasonable-accommodations][bookmark: _Toc92650021]Reasonable Accommodations
If the Company is made aware of an employee's disability and resulting need for accommodation, Human Resources or the employee's manager will engage with them in the interactive process. This process will determine what, if any, accommodations are necessary and reasonable in order to assist the employee in doing the essential functions of their job. Whether an accommodation is reasonable will be determined based on a number of factors, including whether it will effectively assist the employee in doing the essential functions of their job, the cost, and the effect on business operations. In most cases, employees will be required to provide documentation from an appropriate healthcare provider. Human Resources will provide employees with the necessary form. 
 
All employees are required to comply with safety standards. Employees who pose a direct threat to the health or safety of themselves or others in the workplace may be temporarily moved into another position or placed on leave until it is determined if a reasonable accommodation will effectively mitigate the risk.
 
[bookmark: injury-and-accident-response-and-reporti][bookmark: _Toc92650022]Injury and Accident Response and Reporting
If an employee is injured or witnesses an injury at work, they must report it immediately to the nearest available manager. Employees should render any assistance requested by that manager. When any accident, injury, or illness occurs while an employee is at work, regardless of the nature or severity, the employee must complete an injury reporting form and return it to Human Resources as soon as possible. Reporting should not be allowed to delay necessary medical attention. Once the accident is reported, follow-up will be handled by Human Resources or the designated Safety Officer, including a determination as to whether the injured employee may return to work. 
 
Questions asked by law enforcement or fire officials making an investigative report should be answered giving only factual information and avoiding speculation. Liability for personal injury or property damage should never be admitted in answering an investigatory question asked by law enforcement or fire officials.
 
In addition to compliance with safety measures imposed by federal Occupational Safety and Health Act (OSHA) and state law, the Company has an independent interest in making its facilities a safe and healthy place to work. The Company recognizes that employees may be in a position to notice dangerous conditions and practices and therefore encourages employees to report such conditions, as well as non-functioning or hazardous equipment, to a manager immediately. Appropriate remedial measures will be taken when possible and appropriate. Employees will not be retaliated or discriminated against for reporting of accidents, injuries, or illnesses, filing of safety-related complaints, or requesting to see injury and illness logs.
 
[bookmark: workers-compensation][bookmark: _Toc92650023]Workers' Compensation
The Company carries insurance that covers work-related injuries and illnesses. The workers' compensation insurance carrier governs the benefits provided. These benefits will not be limited, expanded, or modified by any statements of Company personnel or Company documents. In the case of any discrepancy, the insurance carrier's documents will control.
 
[bookmark: workplace-violence-and-security][bookmark: _Toc92650024]Workplace Violence and Security
The Company expects all employees to conduct themselves in a non-threatening, non-abusive manner at all times. No direct, conditional, or veiled threat of harm to any employee, customer, business partner, or Company property will be acceptable. Acts of violence or intimidation of others will not be tolerated. Any employee who commits, or threatens to commit, a violent act against any person while on Company premises, will be subject to discipline, up to immediate termination.
 
Employees share the responsibility of identifying and alleviating threatening or violent behaviors. Any employee who is subjected to or threatened with violence, or who is aware of another individual who has been subjected to or threatened with violence, should immediately report this information to a manager. Threats will be investigated, and appropriate remedial or disciplinary action will be taken.
 
[bookmark: inclement-weather-and-outages][bookmark: _Toc92650025]Inclement Weather and Outages
[bookmark: designation-of-emergency-closing]This policy establishes guidelines for Company operations during periods of extreme weather and similar emergencies. The Company will remain open in all but the most extreme circumstances. Unless an emergency closing is announced, all employees are expected to report to work. However, the Company does not advise employees to take unwarranted risks when traveling to work in the event of inclement weather or other emergencies. Each employee should exercise their best judgment about road conditions and other safety concerns. Only by the authorization of designated managers will the Company cease operations due to emergency circumstances. If severe weather conditions develop during working hours, it is at the discretion of Management to release employees. Employees will generally be expected to remain at work until the appointed closing time.
 
[bookmark: procedures-during-closings]Procedures during Closings
If weather or traveling conditions delay or prevent an employee’s reporting to work, their immediate supervisor should be notified as soon as possible. If possible, such notification should be made by a telephone conversation directly with the supervisor. If direct contact is not possible, leaving a detailed voicemail message or message with another employee is acceptable.
 
An employee who is unable to report to work may use any accrued time off or take the day off without pay.
[bookmark: pay-and-leave-practices][bookmark: workplace-guidelines][bookmark: _Toc92650026]WORKPLACE GUIDELINES

[bookmark: hours-of-work][bookmark: _Toc92650027]Hours of Work
Employees are expected to be at their work area and ready to work at their scheduled time. Employees will be given their work hours upon hire and at the time of any change in position. If the normal work hours are changed or if the Company changes its operating hours, employees will be given notice.
 
[bookmark: off-the-clock-work][bookmark: _Toc92650028]Off-the-Clock Work
Non-exempt employees must accurately record all time worked, regardless of when and where the work is performed. Off-the-clock work (doing work that is not reported in the timekeeping system) is prohibited. No member of management may request, require, or authorize non-exempt employees to perform work without compensation. Any possible violations should be reported promptly to a member of management.  
 
[bookmark: rest-periods][bookmark: _Toc92650029]Rest Periods
Minors aged 14 or 15 will be provided a 30-minute period for meals or rest for every five continuous hours of work.
 
[bookmark: lactation-accommodation][bookmark: _Toc92650030]Lactation Accommodation
Spot of Tea provides a supportive environment to enable breastfeeding employees to express breast milk during work hours for up to one year following the birth of a child. Accommodations under this policy include a place, other than a bathroom, that is shielded from view and free from intrusion from co-workers and the public which may be used by an employee to express breast milk. Discrimination and harassment of breastfeeding mothers in any form is unacceptable and will not be tolerated.
 
[bookmark: attendance-and-tardiness][bookmark: _Toc92650031]Attendance and Tardiness
Employees are expected to be at work and ready to go when their scheduled shift begins or resumes. If an employee is unable to be at work on time, or at all, they must notify their manager no later than 30 minutes before the start of their scheduled work day. If an employee’s manager is not available, the employee should contact another member of management. If an employee is physically unable to contact the Company, they should ask another person to make contact on their behalf. Leaving a message with a co-worker or answering service is not considered proper notification. Excessive tardiness or absences are unacceptable job performance. 
 
When an employee calls in absent, they should provide their expected time or date of return. The Company reserves the right to require proof of the need for absence, if allowed by law. If an employee is absent for three consecutive days and has not provided proper notification, the Company will assume that the employee has voluntarily quit their position and will proceed with the termination process.
 
If an employee becomes ill during their scheduled work day and feels they may need to leave before the end of their shift, they should notify their manager immediately. If an employee is unable to perform their job at an acceptable level, they may be sent home until they are well enough to work. 
 
Absences should be arranged as far in advance as possible. When an employee needs to be absent during the workday they should attempt to schedule their outside appointment or obligation so that their absence has the smallest impact possible on business operations. 
 
[bookmark: personal-appearance-and-hygiene][bookmark: _Toc92650032]Personal Appearance and Hygiene
Employees are expected to present a professional image, both through behavior and appearance. Accordingly, employees must wear work-appropriate attire during the workday or any time they are representing the company. Clothing does not need to be expensive, but should be clean and neat in appearance. Employees should consider their level of customer and public contact and the types of meetings they are scheduled to attend in determining what attire is appropriate.
 
The following are generally not acceptable:
 
· Bare feet or flip flops
· Spandex, sweats, or work out attire
· Sagging pants, shorts, or skirts
· Sexually provocative clothing or exposed undergarments
· Clothing with offensive slogans or pictures
· Clothing showing excessive wear and tear
· Any clothing or accessories that would present a safety hazard
· Visible tattoos that are not appropriate in content
 
All employees are expected to maintain appropriate oral and bodily hygiene. Hair (including facial hair) should be clean and neat. Accessories should not interfere with an employee's work. The excessive use of perfume or cologne is unacceptable, as are odors that are disruptive or offensive to others or may exacerbate allergies.
 
Managers are responsible for enforcing dress and grooming standards for their department. Any employee whose appearance does not meet these standards may be counseled. If their appearance is unduly distracting or the clothing is unsafe, the employee may be sent home to change into something more appropriate.

Reasonable accommodation will be made for employees' sincerely held religious beliefs and disabilities when such accommodations do not cause an undue burden. Employees who would like to request an accommodation or have other questions about this policy should contact their supervisor.
 
[bookmark: confidentiality][bookmark: _Toc92650033]Confidentiality
Employees may not disclose any confidential information or trade secrets to anyone outside the Company without the appropriate authorization. Confidential information may include internal reports, financials, client lists, methods of production, or other internal business-related communications. Trade secrets may include information regarding the development of systems, processes, products, design, instrument, formulas and technology. Confidential information may only be disclosed or discussed with those who need the information. Conversation of a confidential nature should not be held within earshot of the public or clients.
 
When any inquiry is made regarding an employee, former employee, client, or customer, the inquiry should be forwarded to a manager or Human Resources without comment from the employee. 
 
This policy is intended to alert employees to the need for discretion at all times and is not intended to inhibit normal business communications. In addition, nothing in this policy is intended to infringe upon employee rights under Section 7 of the National Labor Relations Act.
 
[bookmark: solicitation-and-distribution][bookmark: _Toc92650034]Solicitation and Distribution
Solicitation during work time and in work areas is prohibited. Solicitation is defined as the act of asking for something, selling something, urging someone to do something, petitioning, or distributing persuasive materials. This could include, but is not limited to, asking for donations for a child's school (including through sales of a product), attempting to convert someone to or from a religion, distributing political materials, or collecting signatures. Work time includes time when either the person soliciting, or being solicited to, is scheduled to be performing their work duties. Work areas include areas where employees generally do work, such as cubicles, offices, or conference rooms, and does not include areas such as the lunch or break room.
 
This policy does not prevent employees from using their approved breaks and rest periods to solicit outside of working areas and is not intended to infringe an employee's Section 7 rights. Those not employed by the company are prohibited from solicitation on company property at all times.
 
[bookmark: health-insurance-portability-and-account] 
[bookmark: conflict-of-interest][bookmark: _Toc92650036]Conflict of Interest
A conflict of interest arises when an employee is engaged in activity that could be detrimental to the company. This includes when an employee improperly uses their position with the company for personal gain or the gain of someone with whom they have a relationship. Improper use includes behavior that is illegal, as well as behavior that is unethical or questionable to a reasonable person. These are some examples of a conflict of interest:
 
· An employee requesting or requiring gifts or discounts in exchange for starting or continuing a business relationship with a client or vendor
· An employee selecting a relative's company as a supplier when they have not produced the best proposal
· An employee taking a second job working for a competitor and sharing confidential company information with the competitor
· An employee taking a second job that interferes with their ability to do their work for the Company at their full potential, whether due to scheduling, exhaustion, or some other factor
 
Because how things appear, whether accurate or not, has a significant impact on the Company's reputation, employees should also avoid the appearance of a conflict of interest. If questions arise as to whether a certain activity or behavior is a conflict of interest, employees should speak with their manager or HR.
 
[bookmark: parking][bookmark: _Toc92650045]Parking
All parking is at an employee’s own risk. Employees and visitors should lock their vehicles and take appropriate safeguards to protect their valuables, including removing them from the vehicle if appropriate under the circumstances. Employees are not to park in areas reserved for visitors.
 


[bookmark: employment-separation][bookmark: _Toc92650046]EMPLOYMENT SEPARATION

[bookmark: resignation][bookmark: _Toc92650047]Resignation
The Company requests that employees provide at least two weeks’ written notice of their intent to resign. This notice should be submitted to an employee's manager. Dependent upon the circumstances, an employee may be asked to not work any or all of their notice period, in which case they will be allowed to use up to two weeks of accrued paid time off, if available, from the time notice is given. An exit interview may be requested.
 
[bookmark: termination][bookmark: _Toc92650048]Termination
All employment with Spot of Tea is “at-will." This means that either the Spot of tea or the employee can terminate the employment relationship at any time, with or without notice, and for any reason allowed by law or for no reason at all. An employee’s at-will status can only be changed by written contract, signed by both the employee and the President or CEO. 
 
[bookmark: personal-possessions-and-return-of-compa][bookmark: _Toc92650049]Personal Possessions and Return of Company Property
All Company property, such as computer equipment, keys, tools, parking passes, or Company credit cards, must be returned immediately at the time of termination. Employees may be responsible for any lost or damaged items. When leaving, employees should ensure that they take all of their personal belongings with them. 







Video Surveillance Acknowledgment Form
To protect the safety of our employees and visitors, area(s) of our facility are monitored and recorded via video surveillance 24 hours a day, seven days a week. There is a live, real-time video feed located in these areas to aid in the investigation process of an accident/near miss situation or for any quality issues that may occur. Only the Plant Manager has on-site access to previously recorded footage.
Private areas such as restrooms will never be under surveillance or recorded.
By signing this form, I am acknowledging that I was involved in an accident/near miss situation or quality issue and I am granting Precision Strip, Inc. the permission to share this video for training purposes throughout the organization.
Employee Signature: ________________________________________
Employee Name/Date (printed): _______________________________





[bookmark: employee-handbook-acknowledgement][bookmark: _Toc92650050]EMPLOYEE HANDBOOK ACKNOWLEDGEMENT

[bookmark: spot-of-tea][bookmark: _Toc92650051]Spot of Tea
I acknowledge receipt of the Spot of Tea Employee Handbook and agree to follow the guidelines within it. I also acknowledge the following:
 
1. Receipt of this handbook does not create a contract of employment or in any way alter my at-will employment status; the Company or I can end the employment relationship at any time, with or without notice, and with or without cause.
1. I am not entitled to any particular sequence of disciplinary measures prior to termination.
1. With the exception of the at-will employment policy, this handbook may be modified at any time.
1. Violation of any policy in this handbook, or any policy included as an addendum, may be grounds for discipline, up to and including termination.
1. This handbook does not include every process, policy, and expectation applicable to employees, or my position specifically; I may be counseled, disciplined, or terminated for poor behavior or performance even if the behavior or performance issue is not addressed in the handbook.
1. Should any provision in this handbook be in conflict with federal, state, or local law, that provision only will be considered ineffective, while the rest of the handbook remains effective.
1. If I have questions regarding any policy in this handbook, or other expectations related to my behavior or performance, it is my responsibility to speak with my manager or Human Resources. 
 
 
 
___________________________________
Signature
 
___________________________________                     Date:_____________
Printed Name
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