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CONCLUSION

IMPORTANT CONTACT INFORMATION


INTRODUCTORY STATEMENT 
We welcome you to Princetel, and wish you every success here. 

Each employee contributes directly to Princetel’s growth and success, and we hope you will take pride in being a member of our team and your experience here will be challenging, enjoyable, and rewarding.
This Employee Handbook was developed to describe some of the expectations of our employees and to outline the policies, programs, and benefits available to eligible employees. Employees should familiarize themselves with the contents of the Employee Handbook as soon as possible, for it will answer many questions about employment with Princetel. It describes many of your responsibilities as an employee and outlines the programs developed to benefit you as an employee.
Princetel has entered into a strategic relationship with ADP TotalSource (known as ADP in the following text). ADP is a human resources management firm in a business popularly referred to as a "Professional Employer Organization (PEO)." ADP helps administer payroll, provide employee benefits, and assist with human resources and risk management. Under this arrangement, both Princetel and ADP are your employers and have certain rights and responsibilities with respect to your employment. One of our objectives is to provide a work environment that is conducive to both personal and professional growth.
No Employee Handbook can anticipate every circumstance or question about policy. As Princetel and ADP continue to grow, the need may arise to revise the Employee Handbook. Princetel and ADP reserve the right to revise, supplement, or rescind any policies or portion of the Employee Handbook from time to time as it deems appropriate in its sole and absolute discretion. Always refer to the latest version of Employee Handbook from Princetel’s website:
http://www.princetel.com/career.asp
The handbook is linked through the small photo on the top left corner.
Important Contact Information 

ADP TotalSource Employee Service Center (800) 554-1802 

Employee Assistance Program (see Policy 3.10) (800) 756-5792  

ADP Website www.adptotalsource.com 

Management, Princetel

EMPLOYMENT 

1.01 Nature of Employment 

Your relationship with Princetel/ADP is that of an employee-at-will. Your job status does not guarantee employment for any specific length of time. Your employment with Princetel/ADP is entered into voluntarily and both you and Princetel/ADP are free to end the employment relationship at any time, for any reason, with or without cause or advance notice.
1.02 Employee Relations 

If employees have concerns about work conditions or compensation, they are strongly encouraged to voice these concerns openly and directly to their supervisors. Our experience has shown that when employees deal openly and directly with supervisors, the work environment can be excellent, communications can be clear, and attitudes can be positive. Princetel amply demonstrates its commitment to employees by responding effectively to employee concerns.
1.03 Equal Employment Opportunity 

In order to provide equal employment and advancement opportunities to all individuals, employment decisions at Princetel will be based on merit, qualifications, and abilities. Both Princetel and ADP are equal employment opportunity employers and do not discriminate against any person because of race, color, creed, religion, sex, national origin, disability, age or any other characteristic protected by law (referred to as "protected status").
1.04 Business Ethics and Conduct 

The successful business operation and reputation of Princetel is built upon the principles of fair dealing and ethical conduct of our employees. Our reputation for integrity and excellence requires careful observance of the spirit and letter of all applicable laws and regulations, as well as a scrupulous regard for the highest standards of conduct and personal integrity. 

In general, the use of good judgment, based on high ethical principles, will guide you with respect to lines of acceptable conduct. If a situation arises where it is difficult to determine the proper course of action, the matter should be discussed openly with your immediate supervisor.
1.05 Personal Relationships in the Workplace
The employment of relatives or individuals involved in a dating relationship in the same area of an organization may cause serious conflicts and problems with favoritism and employee morale. In addition to claims of partiality in treatment at work, personal conflicts from outside the work environment can be carried over into day-to-day working relationships. 

Relatives of current employees may not occupy a position that will be working directly for or supervising their relative. Individuals involved in a dating relationship with a current employee may also not occupy a position that will be working directly for or supervising the employee with whom they are involved in a dating relationship. Princetel also reserves the right to take prompt action if an actual or potential conflict of interest arises involving relatives or individuals involved in a dating relationship who occupy positions at any level (higher or lower) in the same line of authority that may affect the review of employment decisions.
1.06 Immigration Law Compliance 

Princetel and ADP are committed to employing only United States citizens and aliens who are authorized to work in the United States and does not unlawfully discriminate on the basis of citizenship or national origin. 

In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition of employment, must complete the Employment Eligibility Verification Form I-9 and present documentation establishing identity and employment eligibility. Former employees who are rehired must also complete the form. 

1.07 Conflicts of Interest 

Employees have an obligation to conduct business within guidelines that prohibit actual or potential conflicts of interest. This policy establishes only the framework within which Princetel wishes the business to operate. The purpose of these guidelines is to provide general direction so that employees can seek further clarification on issues related to the subject of acceptable standards of operation. Contact the President of Princetel for more information or questions. 

Transactions with outside firms must be conducted within a framework established and controlled by the executive level of Princetel. Business dealings with outside firms should not result in unusual gains for those firms. Unusual gain refers to bribes, product bonuses, and special fringe benefits, unusual price breaks, and other windfalls designed to ultimately benefit either the employer, the employee, or both. Promotional plans that could be interpreted to involve unusual gain require specific executive-level approval. 

An actual or potential conflict of interest occurs when an employee is in a position to influence a decision that may result in a personal gain for that employee or for a relative as a result of Princetel's business dealings. For the purposes of this policy, a relative is any person who is related by blood or marriage, or whose relationship with the employee is similar to that of persons who are related by blood or marriage. 

No "presumption of guilt" is created by the mere existence of a relationship with outside firms. However, if employees have any influence on transactions involving purchases, contracts, or leases, it is imperative that they disclose to an officer of Princetel as soon as possible the existence of any actual or potential conflict of interest. 

Personal gain may result not only in cases where an employee or relative has a significant ownership in a firm with which Princetel does business, but also when an employee or relative receives any kickback, bribe, substantial gift, or special consideration as a result of any transaction or business dealings involving Princetel. 

1.08 Outside Employment 

Employees may hold outside jobs as long as they meet the performance standards of their job with Princetel. All employees will be judged by the same performance standards and will be subject to Princetel's scheduling demands, regardless of any existing outside work requirements. 

If Princetel determines that an employee's outside work interferes with performance or the ability to meet the requirements of Princetel as they are modified from time to time, the employee may be asked to terminate the outside employment if he or she wishes to remain with Princetel. 

Outside employment that constitutes a conflict of interest is prohibited. Employees may not receive any income or material gain from individuals outside Princetel for materials produced or services rendered while performing their jobs. 

1.09 Non-Disclosure/Non-Compete
The protection of confidential business information and trade secrets is vital to the interests and the success of Princetel. Such confidential information includes, but is not limited to, the following examples: 

• Customer lists  
• Customer preferences  
• Financial information  

• Marketing strategies  
• Pending projects and proposals  
• Production processes  
• Technological data (drawings, test results, test procedures, etc)
A departing employee is required not to engage in business activities which compete with Princetel for three years from date of departure. All employees may be required to sign a non-disclosure/non-compete agreement as a condition of employment. 
1.10 Disability Accommodation 
Princetel and ADP are committed to complying fully with the Americans with Disabilities Act (ADA) and ensuring equal opportunity in employment for qualified persons with disabilities. All employment practices and activities are conducted on a non-discriminatory basis. Any state or local law that provides individuals with disabilities greater protection than the ADA will be followed. 

EMPLOYMENT STATUS AND RECORDS 

2.01 Employment Categories 

It is the intent of Princetel and ADP to clarify the definitions of employment classifications so that employees understand their employment status and benefit eligibility.   

Each employee is designated as either NONEXEMPT or EXEMPT from federal and state wage and hour laws.  NONEXEMPT employees are entitled to overtime pay under the specific provisions of federal and state laws.  EXEMPT employees are excluded from specific provisions of federal and state wage and hour laws.  An employees EXEMPT or NONEXEMPT classification may be changed only upon written notification by management. 

REGULAR FULL-TIME employees are those who are not in a temporary status and who are regularly scheduled to work Princetel's full-time schedule. They are eligible for benefit package, subject to the terms, conditions, and limitations of each benefit program, typically, those employees who have completed their introductory period and work thirty (30) or more hours per week.  

PART-TIME employees are those who are not assigned to a temporary status and who work continuously for a specified number of hours per week which is less than a regular schedule of forty (40) or more hours per week. Part-time employees receive all legally mandated benefits (such as Social Security and workers' compensation insurance).  One may be considered a part-time employee yet be eligible for benefits if he or she completes a minimum of thirty (30) hours per week. 

TEMPORARY employees are those who are hired as interim replacements, to temporarily supplement the work force, or to assist in the completion of a specific project. Employment assignments in this category are of a limited duration. Employment beyond any initially stated period does not in any way imply a change in employment status. Temporary employees retain that status unless and until notified of a change. While temporary employees receive all legally mandated benefits (such as workers' compensation insurance and Social Security), they are ineligible for all other benefit programs.
PER DIEM employees are those who routinely work either a full-time or a part-time schedule and who accept additional compensation in lieu of participation in all but legally mandated benefit programs. Princetel offers this category in limited classifications and to limited numbers of employees. Individuals participating in this program must sign waivers of their rights to participate in the benefit programs applicable to regular employees. Service in this category cannot be credited in any way toward any benefit program, even if the employee is later assigned to a benefit-eligible category. A change to or from this category can be accomplished only with the written consent of Princetel.
CASUAL employees are those who have established an employment relationship with Princetel but who are assigned to work on an intermittent and/or unpredictable basis. While they receive all legally mandated benefits (such as workers' compensation insurance and Social Security), they are ineligible for all other benefit programs. 

2.02 Access to Personnel Files 

Princetel and ADP maintain a personnel file on each employee. The personnel file includes such information as the employee's job application, resume, records of training, documentation of performance appraisals and salary increases, and other employment records. 

Personnel files are the property of ADP and Princetel, and access to the information they contain is restricted. Generally, only supervisors and management personnel of Princetel and ADP who have a legitimate reason to review information in a file are allowed to do so. 

Employees who wish to review their own file should contact the Human Resource Department at ADP or Princetel. With reasonable advance notice, employees may review their own personnel files in Princetel's offices and in the presence of an individual appointed by Princetel and ADP to maintain the files.
2.03 Employment Reference Checks 

To ensure that individuals who join Princetel are well qualified and have a strong potential to be productive and successful, references of applicants may be checked.  

The ADP Employee Service Center and Princetel will respond verbally only to those reference check inquiries that are submitted in writing. Responses to such inquiries will confirm only dates of employment and position(s) held. No employment data will be released without a written authorization and release signed by the individual who is the subject of the inquiry.
2.04 Personnel Data Changes 

It is the responsibility of each employee to promptly notify ADP of any changes in personnel data. Personal mailing addresses, telephone numbers, number and names of dependents, individuals to be contacted in the event of an emergency, educational accomplishment and other such status reports should be accurate and current at all times.
2.05 Introductory Period 

The introductory period is intended to give new employees the opportunity to demonstrate their ability to achieve a satisfactory level of performance and to determine whether the new position meets their expectations. Princetel uses this period to evaluate employee capabilities, work habits, and overall performance. Either the employee or Princetel may end the employment relationship at will at any time during or after the introductory period, with or without cause or advance notice. 

All new and rehired employees work on an introductory basis for the first 60 calendar days after their date of hire. Any significant absence will automatically extend an introductory period by the length of the absence. If Princetel determines that the designated introductory period does not allow sufficient time to thoroughly evaluate the employee's performance, the introductory period may be extended for a specified period. Upon satisfactory completion of the introductory period, employees enter the "regular" employment classification.
During the introductory period, new employees are eligible for those benefits that are required by law, such as workers' compensation insurance and Social Security. After becoming regular employees, they may also be eligible for other Princetel-provided benefits, subject to the terms and conditions of each benefits program. Employees should read the information for each specific benefits program for the details on eligibility requirements. 

2.06 Performance Evaluation 

Supervisors and employees are encouraged to discuss job performance and goals informally. Merit-based pay adjustments may be awarded by Princetel in an effort to recognize employee performance. The decision to award such an adjustment is dependent upon numerous factors, including the information documented by this formal performance evaluation process. 

EMPLOYEE BENEFIT PROGRAMS 

3.01 Employee Benefits 

Eligible employees at Princetel are provided a wide range of benefits. A number of the programs (such as Social Security, workers' compensation, state disability, and unemployment insurance) cover all employees in the manner prescribed by law. 

Benefits eligibility is dependent upon a variety of factors, including employee classification. Your supervisor can identify the programs for which you are eligible. Details of many of these programs can be found elsewhere in the employee handbook. The following benefit programs are available to eligible employees: 

• Medical, dental, and vision care Insurance  
• Life Insurance  
• Flexible Benefits Plan  
• 401(k) Savings Plan: Safe Harbor (3% contribution from Princetel)
• Long-Term and Short-Term Disability  
• Financial aid to work or self improvement related education

• Reimbursement of public transit fairs and carpool credits

• Additional income during the period of short-term disability and medical/maternal leaves
• Family membership at the Grounds for Sculpture   

ADP will Mail Newly Eligible employees a Benefits Enrollment Package (for enrollment in Medical, Dental, Vision, Flexible Spending Accounts, Life and LTD) at their home addresses within a few weeks of their hire date, or the transfer date to a benefits-eligible position.  If a Benefits Enrollment Package is not received in a timely manner, please call the ADP Employee Service Center to request an enrollment package.  Each enrollment package will have a return deadline for eligibility.  If employees miss the return deadline they must wait until the next Open Enrollment period to enroll in these benefits. Once enrolled, employees may view their benefit elections online at www.adptotalsource.com. 

3.02 Vacation
Vacation time off with pay is available to eligible employees to provide opportunities for rest, relaxation, and personal pursuits. Employees in the following employment classification(s) are eligible to earn and use vacation time as described in this policy: 

Regular full-time employees  

The amount of paid vacation time employees receive each year increases with the length of their active employment as shown in the following schedule: 

• The employee is entitled to 10 vacation days each year, accrued at the rate of 0.833 day/month.
• After 5 years of eligible service the employee is entitled to 15 vacation days/yr, 1.250 day/month.
• After 10 years of eligible service the employee is entitled to 20 vacation days/yr, 1.667 day/m.
• After 15 years of eligible service the employee is entitled to 25 vacation days/yr, 2.083 day/m.
The length of eligible service is calculated on the basis of a "benefit year." This is the 12-month period that begins when the employee starts to earn vacation time. An employee's benefit year may be extended for any significant leave of absence except military leave of absence. Military leave has no effect on this calculation. (See individual leave of absence policies for more information.)
Once employees enter an eligible employment classification, they begin to earn paid vacation time according to the schedule. Earned vacation time is available for use in the year following its accrual. If employment is terminated (either voluntary or involuntary) before successful completion of the waiting period, accrued vacation time will not be paid to the employee. 

Paid vacation time can be used in minimum increments of half day. Advance approval from employees’ supervisors is not necessary but encouraged. Requests will not be rejected unless there is serious work conflict. 

Vacation time off is paid at the employee's base pay rate at the time of vacation for the amount of hours absent. It does not include overtime or any special forms of compensation such as incentives, commissions, bonuses, or shift differentials. 

In the event that available vacation is not used by the end of the benefit year, employees will be allowed to roll over the unused time. Upon termination of employment, employees will be paid for unused vacation time that has been earned through the last day of work.
3.03 Holidays 

Princetel will grant holiday time off to all employees on the holidays listed below: 

• Memorial Day (last Monday in May)  
• Independence Day (July 4)  
• Labor Day (first Monday in September)  
• Thanksgiving (2 days: fourth Thursday and Friday in November)  
• Christmas (5 days: DEC 25-31 and occasionally the day before Christmas)
• New Year Day (JAN 1-week day only)
Princetel will grant paid holiday time off to all eligible employees who have completed 90 calendar days of service in an eligible employment classification. Holiday pay will be calculated based on the employee's straight-time pay rate (as of the date of the holiday) times the number of hours the employee would otherwise have worked on that day. Eligible employee classification(s): Regular full-time employees  

A recognized holiday that falls on a Saturday will be observed on the preceding Friday. A recognized holiday that falls on a Sunday will be observed on the following Monday.  

If eligible nonexempt employees work on a recognized holiday, they will receive holiday pay plus wages at their straight-time rate for the hours worked on the holiday.  

Paid time off for holidays will not be counted as hours worked for the purposes of determining overtime.
3.04 Workers' Compensation Insurance 

ADP provides a comprehensive workers' compensation insurance program at no cost to employees. This program covers any injury or illness sustained in the course of employment that requires medical, surgical, or hospital treatment. Subject to the applicable legal requirements, workers compensation insurance provides benefits after a waiting period. 

Employees who sustain work-related injuries or illnesses should inform their supervisor immediately, no matter how minor an on-the-job injury may appear. This will enable an eligible employee to qualify for coverage as quickly as possible.
Neither ADP nor the insurance carrier will be liable for the payment of workers' compensation benefits for injuries that occur during an employee's voluntary participation in any off-duty recreational, social, or athletic activity sponsored by ADP or Princetel. 

3.05 Sick Leave
Princetel provides paid sick leave benefits to all eligible employees for periods of temporary absence due to illnesses or injuries. Eligible employee classification(s): Regular full-time employees  

Employees who are unable to report to work due to illness or injury should notify their direct supervisor before the scheduled start of their workday if possible. The direct supervisor must also be contacted on each additional day of absence.  

If an employee is absent for three or more consecutive days due to illness or injury, a physician's statement must be provided verifying the disability and its beginning and expected ending dates. Such verification may be requested for other sick leave absences as well.   

Sick leave benefits will be calculated based on the employee's base pay rate at the time of absence and will not include any special forms of compensation, such as incentives, commissions, bonuses, or shift differentials.
3.06 Time Off to Vote 

Princetel encourages employees to fulfill their civic responsibilities by participating in elections. Generally, employees are able to find time to vote either before or after their regular work schedule. If employees are unable to vote in an election during their nonworking hours, consult with supervisors for arrangement.
3.07 Bereavement Leave
All employees who wish to take time off due to the death of an immediate family member should notify their supervisor immediately. Up to 3 days of paid bereavement leave will be provided to eligible employees in the following classification(s): Regular full-time employees 

Bereavement pay is calculated based on the base pay rate at the time of absence and will not include any special forms of compensation, such as incentives, commissions, bonuses, or shift differentials. 

Bereavement leave will normally be granted unless there are unusual business needs or staffing requirements. Princetel defines "immediate family" as the employee's spouse, parent, child, sibling; the employee's spouse's parent, child, or sibling. 

3.08 Jury Duty 

Princetel encourages employees to fulfill their civic responsibilities by serving jury duty when required. An employee will be compensated for jury duty consistent with state law.
Employees must show the jury duty summons to their supervisor as soon as possible so that the supervisor may make arrangements to accommodate their absence. Of course, employees are expected to report for work whenever the court schedule permits. 

Either Princetel or the employee may request an excuse from jury duty if, in Princetel's judgment, the employee's absence would create serious operational difficulties.  

3.09 Witness Duty 
Princetel encourages employees to appear in court for witness duty when subpoenaed to do so. Employees will be granted paid time off to appear in court as a witness. 

The subpoena should be shown to the employee's supervisor immediately after it is received so that operating requirements can be adjusted, where necessary, to accommodate the employee's absence. The employee is expected to report for work whenever the court schedule permits. 
3.10 Benefits Continuation (COBRA) 

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their qualified beneficiaries the opportunity to continue health insurance coverage under ADP's health plan when a "qualifying event" would normally result in the loss of eligibility. Some common qualifying events are resignation, termination of employment, or death of an employee; a reduction in an employee's hours or a leave of absence; an employee's divorce or legal separation; and a dependent child no longer meeting eligibility requirements. 

Under COBRA, the employee or beneficiary pays the full cost of coverage at ADP's group rates plus an administration fee. ADP provides each eligible employee with a written notice describing rights granted under COBRA when the employee becomes eligible for coverage under ADP's health insurance plan. The notice contains important information about the employee's rights and obligations. 

3.11 Employee Assistance Program 

Princetel and ADP care about the health and well-being of its employees and recognize that a variety of personal problems can disrupt their personal and work lives. Although employees may solve their problems either on their own or with the help of family and friends, sometimes employees need professional assistance and advice. 

Through the Employee Assistance Program (EAP), Princetel and ADP provide confidential access to professional counseling services for help in confronting such personal problems as alcohol and other substance abuse, marital and family difficulties, financial or legal troubles, and emotional distress. The EAP is available to all employees and their immediate family members offering problem assessment, short-term counseling, and referral to appropriate community and private services. 

The EAP is strictly confidential and is designed to safeguard the employees' privacy and rights. Information given to the EAP counselor may be released only if requested by the employee in writing. All counselors are guided by a Professional Code of Ethics. 

Personal information concerning employee participation in the EAP is maintained in a confidential manner. No information related to an employee's participation in the program is entered into the personnel file. 

There is no cost for employees to consult with an EAP counselor. If further counseling is necessary, the EAP counselor will outline community and private services available. The counselor will also let employees know whether any costs associated with private services may be covered by their health insurance plan. Costs that are not covered are the responsibility of the employee.
Minor concerns can become major problems if you ignore them. No issue is too small or too large, and a professional counselor is available to help you when you need it. Call the EAP at (800)-756-5792 to contact an EAP counselor 24 hours a day, 7 days a week. 

TIMEKEEPING/PAYROLL 
4.01 Timekeeping 

Accurately recording time worked is the responsibility of every nonexempt employee. Federal and state laws require Princetel to keep an accurate record of time worked in order to calculate employee pay and benefits. Time worked is all the time actually spent on the job performing assigned duties.
Nonexempt employees should accurately record the time they begin and end their work, as well as the beginning and ending time of each meal period. They should also record the beginning and ending time of any split shift or departure from work for personal reasons. Overtime work must always be approved before it is performed. 

Nonexempt employees should not report to work prior to their scheduled starting time nor stay after their scheduled stop time without expressed, prior authorization from their supervisor. 

If corrections or modifications are made to the time record, both the employee and the supervisor must verify the accuracy of the changes by initialing the time record.
4.02 Paydays 

All employees are paid bi-weekly. Each paycheck will include earnings for all work performed through the end of the previous payroll period.  

Employees may have pay directly deposited into their bank accounts if they provide advance written authorization to Princetel and ADP. Employees will receive an itemized statement of wages when ADP makes direct deposits.
4.03 Employment Termination
Termination of employment is an inevitable part of personnel activity within any organization, and many of the reasons for termination are routine. Below are examples of some of the most common circumstances under which employment is terminated: 

• Resignation - voluntary employment termination initiated by an employee.
• Discharge - involuntary employment termination initiated by the organization.
• Layoff - involuntary employment termination initiated by the firm for non-disciplinary reasons.
Princetel will generally schedule exit interviews at the time of employment termination. The exit interview will afford an opportunity to discuss such issues as employee benefits, conversion privileges, repayment of outstanding debts to Princetel, or return of Princetel-owned property. Suggestions, complaints, and questions can also be voiced.  

Since employment with Princetel is based on mutual consent, both the employee and Princetel have the right to terminate employment at will, with or without cause, at any time.
Employee benefits will be affected by employment termination in the following manner. All accrued, vested benefits that are due and payable at termination will be paid. Some benefits may be continued at the employee's expense if the employee so chooses. The employee will be notified in writing of the benefits that may be continued and of the terms, conditions, and limitations of such continuance.
4.04 Pay Advances 

Princetel does not provide pay advances on unearned wages to employees. 

4.05 Administrative Pay Corrections
In the unlikely event that there is an error in the amount of pay, the employee should promptly bring the discrepancy to the attention of your Supervisor at Princetel so that corrections can be made quickly.
4.06 Pay Deductions and Setoffs
The law requires that ADP make certain deductions from every employee's compensation. Among these are applicable federal, state, and local income taxes. ADP also must deduct Social Security taxes on each employee's earnings up to a specified limit that is called the Social Security "wage base." Princetel matches the amount of Social Security taxes paid by each employee.  

ADP offers programs and benefits beyond those required by law. Eligible employees may voluntarily authorize deductions from their paychecks to cover the costs of participation in these programs.
Pay setoffs are pay deductions taken by ADP, usually to help pay off a debt or obligation to ADP or others and will be made where applicable in compliance with federal and state law.
WORK CONDITIONS AND HOURS 

5.01 Safety 

Princetel and ADP provides information to employees about workplace safety and health issues through regular internal communication channels such as supervisor-employee meetings, bulletin board postings, memos, or other written communications.
Some of the best safety improvement ideas come from employees. Those with ideas, concerns, or suggestions for improved safety in the workplace are encouraged to raise them with their supervisor, or with another supervisor or manager, or bring them to the attention of the Safety Officer. Reports and concerns about workplace safety issues may be made anonymously if the employee wishes. All reports can be made without fear of reprisal.
Each employee is expected to obey safety rules and to exercise caution in all work activities. Employees must comply with all occupational safety and health standards and regulations established by the Occupational Safety and Health Act and state and local regulations. Employees must immediately report any unsafe condition to the appropriate supervisor and/or Specialty Risk Services at 800-553-4681.
If you believe that you are being exposed to a known or suspected hazard when working with toxic chemicals or substances, you have a right under the Hazard Communications Law to know about such hazards through Material Safety Data Sheets (MSDS). Your supervisor will review the MSDS with you. If your supervisor does not have this information, your supervisor will contact ADP's Risk Management Department. In addition, you will receive information on what hazardous substances are in the work area and regular training on the adverse effects of each toxic substance with which you come into contact in the workplace. You will be protected against discipline or termination that results from exercising employee rights under the law.
In the case of accidents that result in injury, regardless of how insignificant the injury may appear, employees should immediately notify the supervisor. Such reports are necessary to comply with laws and initiate insurance and workers' compensation benefits procedures.
5.02 Work Schedules 

Work schedules for employees vary throughout our organization. Supervisors will advise employees of their individual work schedules. Staffing needs and operational demands may necessitate variations in starting and ending times, as well as variations in the total hours that may be scheduled each day and week. Officially, the firm operates between 9:00 am to 5:30 pm.
5.03 Use of Phone, Radio, TV, and Audio/Video Players
Cell phones are becoming increasingly important part of people’s lives. Controlled usage of cell phone can greatly enhance employee’s family life. Making or receiving short cell phone calls and text messages are allowed in the work place. Employees, however, should refrain from engaging in extended or frequent phone calls or texting during work hours. Occasional calls longer than a couple of minutes should be made in common areas such lunch and exercise areas to prevent interfering other people’s work.
Radios are allowed in rooms where no one else is working for extended period.

Audio players with ear phones are allowed with single ear phone only. Two ear phones make communications difficult. Video players are not allowed during work hours.
5.04 Smoking 

In keeping with Princetel's intent to provide a safe and healthful work environment, indoor smoking is strictly prohibited. This policy applies equally to all employees, customers, contractors, and visitors. Outdoor smoking is only allowed in designated areas or places 25 ft away from entrances or air intakes.
5.05 Breaks and Lunch Time 

Each workday, all employees are provided with two 15-min rest periods. Supervisors will advise employees of the regular rest period length and schedule. To the extent possible, rest periods will be provided in the middle of work periods. Since this time is counted and paid as time worked, employees must not be absent from their workstations beyond the allotted rest period time.  

All full-time employees are provided with one meal period of 30 min each workday. Supervisors will schedule meal periods to accommodate operating requirements. Employees will be relieved of all active responsibilities and restrictions during meal periods and will not be compensated for that time.
Combining the rest periods and the meal time is permitted at Princetel.

5.06 Overtime 

When operating requirements or other needs cannot be met during regular working hours, employees will be given the opportunity to volunteer for overtime work assignments. All overtime work must receive the supervisor's prior authorization. Overtime assignments will be distributed as equitably as practical to all employees qualified to perform the required work. 

Overtime compensation is paid to all nonexempt employees in accordance with federal and state wage and hour restrictions. Overtime pay is based on actual hours worked. Time off on sick leave, vacation leave, or any leave of absence will not be considered hours worked for purposes of performing overtime calculations. 

5.07 Use of Equipment and Vehicles  

Equipment and vehicles essential in accomplishing job duties are expensive and may be difficult to replace. When using property, employees are expected to exercise care, perform required maintenance, and follow all operating instructions, safety standards, and guidelines. 

The improper, careless, negligent, destructive, or unsafe use or operation of equipment or vehicles, as well as excessive or avoidable traffic and parking violations, is prohibited. 

5.08 Visitors in the Workplace 

To provide for the safety and security of employees and the facilities at Princetel, only authorized visitors are allowed in the workplace. Restricting unauthorized visitors helps maintain safety standards, protects against theft, ensures security of equipment, protects confidential information, safeguards employee welfare, and avoids potential distractions and disturbances.  

All visitors should enter Princetel at the lobby. No visitors are allowed to be present at the manufacturing area without permission from the management. Authorized visitors will receive directions or be escorted to their destination. Employees are responsible for the conduct and safety of their visitors. 

If an unauthorized individual is observed on Princetel's premises, employees should immediately notify their supervisor or, if necessary, direct the individual to the lobby. 

5.09 Computer and Email Usage 

Computers, computer files, the email system, and software furnished to employees are Princetel property intended for business use. Employees should not use a password, access a file, or retrieve any stored communication without authorization. To ensure compliance with this policy, computer and email usage may be monitored. 

Princetel strives to maintain a workplace free of harassment and sensitive to the diversity of its employees. Therefore, Princetel prohibits the use of computers and the email system in ways that are disruptive, offensive to others, or harmful to morale. 

For example, the display or transmission of sexually explicit images, messages, and cartoons is not allowed. Other such misuse includes, but is not limited to, ethnic slurs, racial comments, off-color jokes, or anything that may be construed as harassment or showing disrespect for others.  

Email may not be used to solicit others for commercial ventures, religious or political causes, outside organizations, or other non-business matters.  
5.10 Internet Usage
Internet access to global electronic information resources on the World Wide Web is provided by Princetel to assist employees in obtaining work-related data and technology. The following guidelines have been established to help ensure responsible and productive Internet usage. While Internet usage is intended for job-related activities, incidental and occasional brief personal use is permitted within reasonable limits.
All Internet data that is composed, transmitted, or received via our computer communications systems is considered to be part of the official records of Princetel and, as such, is subject to disclosure to law enforcement or other third parties. Consequently, employees should always ensure that the business information contained in Internet email messages and other transmissions is accurate, appropriate, ethical, and lawful.
The equipment, services, and technology provided to access the Internet remain at all times the property of Princetel. As such, Princetel reserves the right to monitor Internet traffic, and retrieve and read any data composed, sent, or received through our online connections and stored in our computer systems.
To ensure a virus-free environment, no executable files may be downloaded from the Internet without prior authorization.
Abuse of the Internet access provided by Princetel in violation of law or Princetel policies will result in disciplinary action. Employees may also be held personally liable for any violations of this policy. The following behaviors are examples of previously stated or additional actions and activities that are prohibited and can result in disciplinary action: 

• Using the organization's time and resources for personal gain  

• Stealing, using, or disclosing someone else's code or password without authorization  

• Engaging in unauthorized transactions that may incur a cost to the organization
• Sending or posting messages or material that could damage the firm’s image or reputation  

• Participating in the viewing or exchange of pornography or obscene materials
• Using the Internet for political causes or activities, religious activities, or gambling  

• Jeopardizing the security of the organization's electronic communications systems  

• Sending or posting messages that disparage another organization's products or services  

• Engaging in any other illegal activities
511 Workplace Monitoring 

Workplace monitoring may be conducted by Princetel to ensure quality control, employee safety, security, and customer satisfaction. 

While on Princetel's premises, employees have no expectation of privacy in their belongings or in the non-private workplace areas which include, but are not limited to, offices, cubicles, work locations, Company provided or designated parking areas, desks, computers, lockers, rest or eating areas, or vehicles engaged in Company operations, and any personal belongings on or in any of the above. 

Employees who regularly communicate via the telephone may have their conversations monitored or recorded. Telephone monitoring is used to identify and correct performance problems through targeted training. Improved job performance enhances our customers' image of Princetel as well as their satisfaction with our service. 

Computers furnished to employees are the property of Princetel. As such, computer usage and files, including e-mail usage and related files, may be monitored or accessed. 

Princetel may conduct video surveillance of non-private workplace areas. Video monitoring is used to identify safety concerns, maintain quality control, detect theft and misconduct, and discourage or prevent acts of harassment and workplace violence. 

5.12 Workplace Violence Prevention 

Princetel and ADP are committed to preventing workplace violence and to maintaining a safe work environment. Given the increasing violence in society in general, Princetel and ADP have adopted the following guidelines to deal with intimidation, harassment, or other threats of (or actual) violence that may occur during business hours or on its premises. 

All employees, including supervisors and temporary employees, should be treated with courtesy and respect at all times. Employees are expected to refrain from fighting, "horseplay," or other conduct that may be dangerous to others. Firearms, weapons, and other dangerous or hazardous devices or substances are prohibited from the premises of Princetel without proper authorization from management. 

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

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

All suspicious individuals or activities should also be reported as soon as possible to a supervisor. Do not place yourself in peril. If you see or hear a commotion or disturbance near your work station, do not try to intercede or see what is happening. 

Princetel and ADP encourage employees to bring their disputes or differences with other employees to the attention of their supervisors or the Employee Service Center before the situation escalates into potential violence. Princetel and ADP are eager to assist in the resolution of employee disputes, and will not discipline employees for raising such concerns. 

LEAVES OF ABSENCE 

6.01 Family and Medical Leave of Absence (FMLA) 

The Leave Policy 

Regular full-time employees are eligible to take up to 12 weeks of unpaid FMLA Leave within any 12 month period and be restored to the same or an equivalent position upon your return from leave provided you: (1) have worked for an otherwise covered worksite employer or for Princetel for at least 12 months and (2) have worked for at least 1,250 hours in the last 12 months. A "rolling" 12 month period measured backwards from the date you take leave will be used for computing the period within which the 12 weeks of leave may be taken. If you and your spouse both work for Princetel, the maximum amount of FMLA Leave available to you and your spouse for reasons (1) and (2) below is a combined total of 12 weeks. If you live in a state, county, or city which provides more generous benefits, you will be given those benefits.
Reasons for Leave 

You may take FMLA Leave for any of the following reasons: (1) the birth of a child/children; (2) the placement of a son or daughter with you for adoption or foster care and to care for the newly placed son or daughter; (3) to care for a spouse, son, daughter or parent ("covered relation") with a serious health condition; or (4) because of your own serious health condition which renders you unable to perform an essential function of your position. Leave because of reasons (1) or (2) must be completed within the 12 month period beginning on the date of birth or placement. 

Notice of Leave 

To request leave, you must notify Princetel of your need for leave by completing a Request for FMLA Leave Form available from your supervisor or ADP Human Resources professional. You should give 30 days' prior written notice, or as much advance written notice as possible, to your supervisor and/or your ADP Human Resources professional. However, if it appears that you may be absent due to a FMLA-qualified event or serious health condition, ADP or Princetel may, but is not required to, preliminarily designate your time off as FMLA Leave, pending the receipt of documentation from you. Failure to provide requested FMLA Leave documentation and certification within the time limits requested will result in ADP and/or Princetel making a determination on your leave status without such documentation. ADP and  

Princetel may delay or deny leave, demand that you return to work, treat absences as unauthorized time off which could subject you to discipline up to and including termination, and/or discontinue your FMLA Leave. 

Medical Certification 

If you are requesting FMLA Leave for a serious health condition (reasons (3) or (4)), you and the relevant health care provider must supply appropriate medical certification. You may obtain the Medical Certification Form from your supervisor or your ADP Human Resources professional. Whenever possible, the Medical Certification should be supplied before the leave begins. Further, ADP and/or Princetel, at no expense to you, may require an examination by a second health care provider designated by ADP and/or Princetel. If the second health care provider's opinion conflicts with the original medical certification, ADP and/or Princetel, at no expense to you, may require a third, mutually agreeable, health care provider to conduct an examination and provide a final and binding opinion. ADP and/or Princetel may require a subsequent medical recertification. Failure to provide requested certification within 15 days, if such is practicable, may result in delay of further leave until it is provided, and/or may subject you to discipline up to and including termination for taking unauthorized leave or excessive absenteeism. 

While on Leave 

If you take leave because of your own serious health condition or to care for a covered relation (reasons (3) or (4)), you must contact your supervisor or your ADP Human Resources professional on the "first and third Tuesday" of each month regarding the status of the condition and your intention to return to work to see how you are progressing and so that we are up-to-date on any new developments. In addition, you must give notice to your supervisor and ADP Human Resources professional as soon as practicable (within 2 business days, if feasible) if the dates of leave change, are extended or initially were unknown. 

Intermittent and Reduced Schedule Leave 

Leave because of a serious health condition (reasons 3 and 4) may be taken intermittently (in separate blocks of time due to a single health condition) or on a reduced leave schedule (reducing the usual number of hours you work each workday) if medically necessary. You will receive your current rate of pay for hours worked and time spent working will not count against your available FMLA Leave. In addition, while you are on an intermittent or reduced schedule leave, ADP and/or Princetel may temporarily transfer you to an available alternative position which better accommodates your recurring leave and which has equivalent pay and benefits. 

Unpaid Leave
FMLA Leave is unpaid leave. Pay that will end during Leave includes all forms of compensation paid by Princetel and the Company to you, including but not limited to wages, bonuses, commissions and discounts. You are required to use any accrued paid time off for the applicable FMLA Leave, unless you are currently receiving workers' compensation benefits. FMLA Leave does not affect your eligibility, if any, for short or long term disability payments and/or workers' compensation benefits under those insurance plans. FMLA Leave runs concurrently with any other applicable paid or unpaid leave. Using available paid time off, short-term disability or workers' compensation will not extend your leave time beyond the maximum time allowed of 12 weeks of FMLA Leave per 12 month period. 

Medical and Other Benefits
During an approved FMLA Leave, ADP and/or Princetel will maintain your health and other benefits, as if you continued to be actively employed. However, you must continue to pay your portion, if any, of the group health plan premiums or your benefits may be cancelled. Accrual of benefits such as paid time off will be suspended during the duration of the leave. Accrual of seniority will also be suspended during the leave and your annual review date will be adjusted accordingly. If you return to work owing any employer-made contributions to your insurance premiums to maintain coverage during your leave, you will be required to reimburse ADP and/or Princetel through payroll deduction immediately upon return. If you elect not to return to work at the end of the leave period, you will be required to reimburse ADP and/or Princetel for contributions to the health insurance premiums made to maintain coverage during your leave, unless you cannot return to work because of a serious health condition or because of other circumstances beyond your control. 

Returning From Leave 

When you are able to return to work following a leave because of your own serious health condition, you should attempt to give the Company at least one week's notice by mailing or faxing to your supervisor or ADP Human Resources professional a medical certification stating that you are able to resume work. However, you must make sure that the company receives this notice no later than 2 business days before your return to work at the conclusion of your leave. If your FMLA Leave resulted from a workers' compensation injury, your health care provider may send an updated medical work status form to your Case Manager as soon as your return to work date is known, even if less than two business days before your return to work. You may obtain Return to Work Medical Certification Forms from your supervisor or ADP Human Resources professional. This is important so that your return to work is properly scheduled. 

Extended Leave for Serious Health Condition 

Leave taken because of your own serious health condition may be extended under certain circumstances. If you cannot return to work at the end of your FMLA Leave due to your own serious health condition, please contact your supervisor to see if you are eligible for extended leave. Please understand that reinstatement from an extended leave of absence (beyond 12 weeks of FMLA Leave) is not guaranteed and will depend upon the availability of a vacancy for which you are qualified. 

6.02 Military Leave 

A military leave of absence will be granted to employees who are absent from work because of service in the U.S. uniformed services in accordance with the Uniformed Services Employment and Reemployment Rights Act (USERRA). Advance notice of military service is required, unless military necessity prevents such notice or it is otherwise impossible or unreasonable. 

The leave will be unpaid. However, employees may use any available paid time off for the absence.
Continuation of health insurance benefits is available as required by USERRA based on the length of the leave and subject to the terms, conditions and limitations of the applicable plans for which the employee is otherwise eligible.  

Benefit accruals, such as vacation, sick leave, or holiday benefits, will be suspended during the leave and will resume upon the employee's return to active employment. 

Employees on military leave for up to 30 days are required to return to work for the first regularly scheduled shift after the end of service, allowing reasonable travel time. Employees on longer military leave must apply for reinstatement in accordance with USERRA and all applicable state laws. 

Employees returning from military leave will be placed in the position they would have attained had they remained continuously employed or a comparable one depending on the length of military service in accordance with USERRA. They will be treated as though they were continuously employed for purposes of determining benefits based on length of service. 

6.03 Pregnancy-Related Absences 

Princetel and ADP will not discriminate against any employee who requests an excused absence for medical disabilities associated with pregnancy. Such leave requests will be evaluated according to the medical leave policy provisions outlined in this Employee Handbook and all applicable federal and state laws. 

Requests for time off associated with pregnancy and/or childbirth, such as bonding and child care, not related to medical disabilities for those conditions will be considered in the same manner as other requests for unpaid family or personal leave.
EMPLOYEE CONDUCT AND DISCIPLINARY ACTIONS 

7.01 Employee Conduct and Work Rules 

To ensure orderly operations and provide the best possible work environment, Princetel and ADP expect employees to follow rules of conduct that will protect the interests and safety of all employees and the organization. 

It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. The following are examples of infractions of rules of conduct that may result in disciplinary action, up to and including termination of employment: 

• Supplying false or misleading information when applying for employment or during employment 

• Personal use of company cash, gas, or credit cards 

• Theft or inappropriate removal or possession of property 

• Falsification of timekeeping records 

• Working under the influence of alcohol or illegal drugs 

• Possession, distribution, sale, or use of alcohol or illegal drugs or abuse of prescription drugs
• Failure or refusal to submit or consent to a required alcohol or drug test 

• Fighting or threatening violence in the workplace 

• Boisterous or disruptive activity in the workplace 

• Negligence or improper conduct leading to damage of business property 

• Insubordination or other disrespectful conduct 

• Engaging in unethical or illegal conduct 

• Having a conflict of interest 

• Violation of safety or health rules 

• Smoking in prohibited areas 

• Sexual or other unlawful or unwelcome harassment 

• Possession of dangerous materials, such as explosives or firearms, in the workplace 

• Excessive absenteeism or tardiness or any absence without notice 

• Unauthorized absence from work station during the workday 

• Unauthorized use of telephones, mail system, or other employer-owned equipment 

• Unauthorized disclosure of business "secrets" or confidential proprietary information 

• Conduct that reflects adversely upon you, Princetel or ADP 

• Making or publishing false or malicious statements concerning an employee, supplier, or client
• Violation of personnel policies 

• Unsatisfactory performance or conduct
• Other circumstances which warrant discipline 

Employment with ADP/Princetel is at the mutual consent of ADP/Princetel and the employee, and either party may terminate that relationship at any time, with or without cause, and with or without advance notice. 

7.02 Drug and Alcohol Use 

It is Princetel's desire to provide a drug-free, healthful, and safe workplace. To promote this goal, employees are required to report to work in appropriate mental and physical condition to perform their jobs in a safe and satisfactory manner. 

While on Princetel premises and while conducting business-related activities off Princetel premises, no employee may use, possess, distribute, sell, or be under the influence of alcohol or illegal drugs. The legal use of prescribed drugs is permitted on the job only if it does not impair an employee's ability to perform the essential functions of the job effectively and in a safe manner that does not endanger other individuals in the workplace. 

Princetel has a Drug Free Workplace Program. Certain positions may require drug testing under state or federal law. You may be subject to drug testing under certain circumstances, in accordance with applicable laws. In this event, you will either have the opportunity to review or will receive a copy of the Drug Free Workplace policy. 

Employees with questions or concerns about substance dependency or abuse are encouraged to use the resources of the Employee Assistance Program by calling (800) 756-5792. They may also wish to discuss these matters with their supervisor to receive assistance or referrals to appropriate resources in the community. 

Employees with drug or alcohol problems that have not resulted in, and are not the immediate subject of, disciplinary action may request approval to take unpaid time off to participate in a rehabilitation or treatment program. Leave may be granted if the employee agrees to abstain from use of the problem substance; abides by all Princetel policies, rules, and prohibitions relating to conduct in the workplace; and if granting the leave will not cause Princetel any undue hardship. 

Under the Drug-Free Workplace Act, an employee who performs work for a government contract or grant must notify Princetel and ADP of a criminal conviction for drug-related activity occurring in the workplace. The report must be made within five days of the conviction. 
7.03 Sexual and Other Unlawful Harassment 

Princetel and ADP are committed to providing a work environment that is free from all forms of discrimination and conduct that can be considered harassing, coercive, or disruptive, including sexual harassment. Actions, words, jokes, or comments based on an individual's sex, race, color, national origin, age, religion, disability, sexual orientation, or any other legally protected characteristic will not be tolerated. ADP provides sexual harassment training to ensure you the opportunity to work in an environment free of sexual and other unlawful harassment. 

Sexual harassment is defined as unwanted sexual advances, or visual, verbal, or physical conduct of a sexual nature. This definition includes many forms of offensive behavior and includes gender-based harassment of a person of the same sex as the harasser. The following is a partial list of sexual harassment examples: 
• Unwanted sexual advances. 
• Offering employment benefits in exchange for sexual favors. 

• Making or threatening reprisals after a negative response to sexual advances. 
• Visual conduct that includes leering, making sexual gestures.

• Displaying sexually suggestive objects or pictures, cartoons or posters. 
• Verbal conduct that includes making or using derogatory comments, epithets, slurs, or jokes. 
• Verbal sexual advances or propositions. 
• Verbal abuse of a sexual nature, graphic verbal commentaries about an individual's body.

• Sexually degrading words, or suggestive or obscene letters, notes, or invitations. 
• Physical conduct that includes touching, assaulting, or impeding or blocking movements. 

Unwelcome sexual advances (either verbal or physical), requests for sexual favors, and other verbal or physical conduct of a sexual nature constitute sexual harassment when: (1) submission to such conduct is made either explicitly or implicitly a term or condition of employment; (2) submission or rejection of the conduct is used as a basis for making employment decisions; or, (3) the conduct has the purpose or effect of interfering with work performance or creating an intimidating, hostile, or offensive work environment. 

If you experience or witness any unlawful harassment, report it immediately to your supervisor. If the supervisor is unavailable or you believe it would be inappropriate to contact that person, you should immediately contact any other member of management. You can raise concerns and make reports without fear of reprisal or retaliation. 

All allegations of sexual harassment will be quickly and discreetly investigated. To the extent possible, your confidentiality and that of any witnesses and the alleged harasser will be protected against unnecessary disclosure. Communications will be made to others only on a limited "need to know" basis. If you make a complaint under this policy and have not received a satisfactory response, you should contact the Employee Service Center at 800-554-1802. When the investigation is completed, you will be informed of the outcome of the investigation. 

Any supervisor or manager who becomes aware of possible sexual or other unlawful harassment must immediately advise the Human Resources Professional or any member of management so it can be investigated in a timely and confidential manner. Upon completion of the investigation, if necessary, corrective measures will be taken. These measures may include, but are not limited to: training, counseling, warning, suspension, or immediate dismissal. Anyone, regardless of position or title, found through investigation to have engaged in improper harassment will be subject to discipline up to and including discharge. If the investigation is inconclusive, Princetel and ADP may still provide counseling or take other appropriate steps. 

7.04 Attendance and Punctuality 

To maintain a safe and productive work environment, Princetel expects employees to be reliable and to be punctual in reporting for scheduled work. You are also expected to take your lunch/meal times within the time limits set by your supervisor. Absenteeism and tardiness place a burden on other employees and on Princetel. In the rare instances when employees cannot avoid being late to work or are unable to work as scheduled, they should notify their supervisor as soon as possible in advance of the anticipated tardiness or absence. If you are going to miss work because you are going to be late or you or a family member is sick, you must notify your supervisor before the time you are to report for work. Your supervisor will advise you of an alternative person to contact if he or she is unavailable. 

If you fail to inform your supervisor, your tardiness or absence will be considered an unapproved absence. If you fail to notify your supervisor after three (3) business days of consecutive absences, you will be considered to have abandoned your job. These rules will be enforced uniformly on a non-discriminatory basis. 

Poor attendance and excessive tardiness are disruptive. Either may lead to disciplinary action, up to and including termination of employment. 

7.05 Personal Appearance 

Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and affect the business image Princetel presents to customers and visitors. 

During business hours or when representing Princetel, you are expected to present a clean, neat, and tasteful appearance. You should dress and groom yourself according to the requirements of your position and accepted social standards. This is particularly true if your job involves dealing with customers or visitors in person. 

Your supervisor or department head is responsible for establishing a reasonable dress code appropriate to the job you perform. If your supervisor feels your personal appearance is inappropriate, you may be asked to leave the workplace until you are properly dressed or groomed. Under such circumstance, you may not be compensated for the time away from work. Consult your supervisor if you have questions as to what constitutes appropriate appearance. Reasonable accommodation may be made to a person with a disability. 

7.06 Return of Property 

Employees are responsible for all Princetel property, materials, or written information issued to them or in their possession or control.  

Employees must return all Princetel property immediately upon request or upon termination of employment. Where permitted by applicable laws, Princetel may withhold from the employee's check or final paycheck the cost of any items that are not returned when required. Princetel may also take all action deemed appropriate to recover or protect its property. 

7.07 Resignation 

Resignation is a voluntary act initiated by the employee to terminate employment with Princetel. Although advance notice is not required, Princetel requests at least 2 weeks' written notice of resignation from nonexempt employees and 4 weeks' notice from exempt employees.  

Prior to an employee's departure, an exit interview will be scheduled to discuss the reasons for resignation and the effect of the resignation on benefits. 

7.08 Security Inspections 

Desks, lockers, and other storage devices remain the sole property of Princetel. Accordingly, they, as well as any articles found within them, can be inspected by any agent or representative of Princetel at any time, either with or without prior notice. 

Princetel likewise wishes to discourage theft or unauthorized possession of the property of employees, Princetel, visitors, and customers. To facilitate enforcement of this policy, Princetel or its representative may inspect not only desks and lockers but also persons entering and/or leaving the premises and any packages or other belongings. Any employee who wishes to avoid inspection of any articles or materials should not bring such items onto Princetel's premises. 

7.09 Solicitation 

In an effort to ensure a productive and harmonious work environment, persons not employed by Princetel may not solicit or distribute literature in the workplace at any time for any purpose. 

Princetel recognizes that employees may have interests in events and organizations outside the workplace. However, employees may not solicit or distribute literature concerning these activities during working time. (Working time does not include lunch periods, work breaks, or any other periods in which employees are not on duty.) 

If employees have a message of interest to the workplace, they may submit it to the Administration Manager of Princetel for approval. All approved messages will be posted by the Administration Manager.
7.10 Employee Discipline 

Although employment with Princetel is based on mutual consent and both the employee and Princetel have the right to terminate employment at will, with or without cause or advance notice, Princetel may use progressive discipline at its discretion. 

Disciplinary action may call for any of four steps -- verbal warning, written warning, suspension with or without pay, or termination of employment -- depending on the severity of the problem and the number of occurrences. There may be circumstances when one or more steps are bypassed. 

Progressive discipline will be used when your supervisor at Princetel feels it is appropriate. The system of progressive discipline gives you notice of deficiencies in performance and an opportunity to improve. When misconduct occurs, progressive disciplinary action may include but is not limited to the following: counseling and/or verbal warning, written warning, suspension with or without pay, and/or termination. 

Depending on the nature and severity of the misconduct as well as whether it has previously occurred, your supervisor and/or an ADP Human Resources Professional may investigate your actions. An investigation is designed to obtain all pertinent facts and may include interviewing you and other witnesses, reviewing documents, etc. Your friends, relatives, attorneys or other third parties are not allowed to participate in internal investigations. Failure to cooperate with an internal investigation is grounds for disciplinary action up to and including discharge. 

When the investigation is complete, your supervisor and/or an ADP Human Resources professional will review the facts and the policies. At that point, ADP and/or your supervisor will determine whether you should be disciplined up to and including termination. 

Princetel and ADP recognize that there are certain types of employee problems that are serious enough to justify either a suspension, or, in extreme situations, termination of employment, without going through the usual progressive discipline steps. 

7.11 Problem Resolution 

If employees disagree with established rules of conduct, policies, or practices, they can express their concern through the problem resolution procedure. No employee will be penalized, formally or informally, for voicing a complaint with the company in a reasonable, business-like manner, or for using the problem resolution procedure. 

Not every problem can be resolved to everyone's total satisfaction, but only through understanding and discussion of mutual problems can employees and management develop confidence in each other. This confidence is important to the operation of an efficient and harmonious work environment, and helps to ensure everyone's job security.  
CONCLUSION

We understand that you come to work to have a life, not the other way around. Enjoy your life at home and Princetel. We will do all we can to make it possible.
IMPORTANT CONTACT INFORMATION
ADP TotalSource Employee Service Center: (800) 554-1802
Employee Assistance Program (see Policy 3.10): (800) 756-5792
ADP Website: www.adptotalsource.com






