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Welcome to Southern Medical & Mobility
Southern Medical & Mobility (“SMM”) prides itself in providing quality equipment along with compassionate service and care.
We welcome you to Southern Medical & Mobility and we firmly believe that our success lies in the people who become part of our staff. Your selection to join our staff has been carefully made and we are confident that you will do your job to make our clients satisfied with the services we provide.

We are extremely proud of our reputation, and we work hard every day to protect and improve upon it.  At SMM, we emphasize, "Where Customer Service Is As Important As Patient Care"

In any work place, there are always two sets of agendas, the objective of the company as an organization, and the personal goals of each employee.  To achieve these agendas we implement an “open door” policy.  Please feel free to voice your suggestions concerning operations, policies, procedures, etc. 
We hope that you will find that the progress of our company will provide you with an opportunity for personal growth and advancement.

Welcome ………..
4.  Mission Statement

It is our mission to touch people's lives in a positive way. We will advocate for the patient, the caregiver and the medical staff involved in the patients care. Our goal is to make life easier for everyone in the healthcare industry. We will do this by being a resource for healthcare professionals, as well as patients and their families.

5.  Overview
Southern Medical & Mobility was established January 2002 to fulfill the needs of the medical rehabilitation community in the Alabama, Florida and Mississippi Gulf Coast region. We pride ourselves in our customer service, professionalism, honesty and knowledge in the industry.
Rehabilitation Equipment & Supplies
Wheelchairs & Accessories

Pressure Reduction

Pediatrics

Assistive Devices/Aids

Orthotics

SCD’S

6.    Employment at Will

       Disclaimer

NOTICE: PLEASE READ CAREFULLY

THIS MATERIAL DEFINES YOUR RIGHTS AND LIMITS OUR RESPONSIBILITIES

This handbook is intended to serve as a practical guide to the SMM personnel policies and practices.  However, since it is only a summary compiled for the convenience of our employees and managers, it is not intended to cover all topics or circumstances.  We reserve the right to respond to specific situations in whatever manner we believe best suits the needs of the Company and the employee involved.  Where there are differences between the provisions of this manual and more specific statements contained in the Company’s files  (such as insurance policies), those statements shall control.

Nothing in this handbook is intended to create an express or implied contract of employment.  The Company does no t recognize any contract of employment unless it is reduced to writing and signed by the employee and an officer of the Company.  We adhere to the principle of employment at will, which allows either party to terminate the employment relationship at any time.  However, fairness and common sense dictate that the unique circumstances of each case will be considered when the Company makes any decision regarding termination of employment.

While we do not intend to change the policies and practices contained in this handbook without good reason, the Company reserves the right to modify any condition of employment in whatever manner we believe to be appropriate based on changes in legal requirements, business conditions, market factors, or other relevant circumstances at any time and in the Company’s sole discretion.

This booklet has been prepared to familiarize you of your company and how it works.  If you have any questions about anything in this manual, please see your manager for clarification.  All employees are expected to be familiar with and to abide by the policies in this manual.  All managers have a duty to administer these policies fairly.

6.  What Southern Medical & Mobility Expects From You

Your first responsibility is to know your own duties and how to perform them promptly, correctly and pleasantly.  Secondly, you are expected to cooperate with management and your fellow employees and maintain a good team attitude.  How you interact with fellow employees and those whom Southern Medical & Mobility serves, and how you accept direction can affect the success of your department.  In turn, the performance of one department can impact the entire service offered by Southern Medical & Mobility.  Whatever your position, your responsibility is to perform every task to the very best of your ability.  

You are encouraged to accept opportunities for personal development that are offered to you.  This Manual offers insight on how you can positively perform to the best of your ability.

We expect you to voice your constructive opinions and contribute your suggestions to improve the quality of SMM. 

7. Your Personnel File

Keeping your personnel file up-to-date is important.  If you have a change in any of the following items, you are required to notify your manager, as soon as possible:

1.
Legal name

2.
Home address

3.
Home telephone number

4.
Person to call in case of emergency

5.
Exemptions on your W-4 tax form

6.
Marital status

7.
Change of beneficiary

8.
Driving record or status of driver's license, if you operate any SMM vehicles

9.
Military or draft status

Coverage or benefits that you and your family, if any, may receive under SMM benefits package could be negatively affected if the information in your personnel file is incorrect.

Since SMM refers to your personnel file when we need to make decisions in connection with personnel matters, you are encouraged to be sure; your personnel file includes information about completion of educational or training courses.

8. Management of Personnel Files

Personnel files are the property of SMM.  All personnel records which contain personal information such as salary, employment history, insurance claims, home address and telephone numbers, are regarded as confidential and are treated accordingly.  Such data generally will not be released to outside persons or organizations unless (1) the employee has requested its release; or (2) the company is under a legal requirement to release it.

If staff members would like access to their files, they should ask their manager or Vice President.  In order to keep personnel records up to date, notify manager or Vice President of any changes in name, address, telephone number, marital status, number of dependents, or person to notify in case of emergency.

Personnel Files

Personnel files are the property of SMM.  The only persons who are to have access to SMM personnel files are members of management, and the Accounting Office Manager.  Their access shall be as follows:

1. The President/ CEO, and Vice President have access to all personnel files for any purpose.

2. Dept Management has access only to personnel files of only those staff members who report directly to them.

3. Personnel files are stored in a locked file cabinet in the Vice President’s Office.   President’s Office.

4. Personnel files are retained for a minimum of 3 years from the date of an employee’s resignation and/ or termination.

If the staff member needs access to their files, they should ask their manager.  The Accounting Office Manager does not have the authority to review files with any other staff member or give any staff members access to their files, but he/ she does have access to file for tax, insurance, employment, and attendance records only.

Other than management, staff members should never have access to any personnel files other than their own.  Should such inappropriate access occur, a serious violation of personnel confidentiality will have taken place and management will consider appropriate disciplinary action, including the possibility of termination of employment.

9.  Employment Classifications
At the time you are hired, you are classified as full-time, part-time or temporary and are also told whether you qualify for overtime pay.  Unless otherwise specified, the employee member benefits described in this manual apply only to full-time employees. All other policies described in this manual apply to all employee's, with the exception of certain wage, salary, and time off limitations applying only to "non-exempt" employee's.  If you are unsure of which job classification, you fill, please ask your manager.

Full-Time Employees

An employee who has successfully completed the Introductory Period of employment and who works at least thirty- (30) hours per week is considered a full-time employee.

Part-Time Employees

An employee who works less than a thirty/30 hour workweek is considered a part-time employee.  If you are a part-time employee, you are not eligible for benefits described in this manual, except to the extent required by provision of state and federal laws.

Temporary Employees

From time to time, SMM may hire employees for specific periods of time or for the completion of a specific project.  An employee hired under these conditions will be considered a temporary employee.  The job assignment, work schedule and duration of the position will be determined on an individual basis.  This does not apply to independent contractors.

Normally, a temporary position will not exceed six (6) months in duration, unless specifically extended by a written agreement.

A temporary employee is not eligible for benefits described in this manual, to the extent required by provision of state and federal laws.  Those temporary team members classified as "non-exempt" who work more than forty (40) hours during any workweek will receive overtime pay.    

"Non-Exempt" And "Exempt" Employees

At the time you are hired, all team members are classified as either "exempt" or "non-exempt".  This is necessary because, by law, employee's in certain types of jobs are entitled to overtime pay for hours worked in excess of eight (8) hours per day or forty hours (40) per work week.  These employees are referred to as "non-exempt" in this manual.  This means that they are not exempt from, and therefore should receive, overtime pay.

Exempt employees are managers, executives, managers, professional staff, technical staff, sales representatives, officers, directors, owners and others whose duties and responsibilities allow them to be "exempt" from overtime pay provisions as provided by the Federal Labor Standards Act (FLSA) and any applicable state laws.  If you are an exempt employee, you will be advised that you are in this classification at the time you are hired, transferred, or promoted.

10.  Anniversary Date

The first day you report to work is your "official" anniversary date.  Your anniversary date is used to compute various conditions and benefits described in this manual.

11.  Aptitude and Ability Tests
Job-related tests may be given to help determine your aptitude or ability to perform a specific job.  Such tests may be given to candidates for job changes and promotions, as well as to new applicants.  Test results will be confidential.

12.  At Will Employment

All employees, employed by SMM are "at will" employees in that you can be terminated with or without cause, and with or without notice, at any time, at SMM's discretion. 

13.  Business Hours

Our regular operating hours are from 8:00 A.M. to 5:00 P.M., Monday through Friday.

Your particular hours of work and the scheduling of your lunch period will be determined by your manager.  Most employees are assigned to work a forty- (40) hour workweek.  You are required to take daily a 30-60-minute unpaid lunch period.  

14.  Confidential Information/Releases

Employees of SMM hear, see, or process sensitive confidential proprietary information regarding past, current, or future clients, employees, or suppliers, as well as other information about SMM.  These clients and suppliers entrust SMM with important information and the nature of our ongoing relationship requires the maintenance of strictest confidentiality.  

Confidential information may only be released by authorized personnel.  No one is permitted to release any information concerning a patient or employee.  All requests should be forwarded to Human Resources for review. 

**DO NOT release any employee or patient records or information written or verbal.

Examples of this type of information are not limited to:

Patient data


Customer lists


Physician lists

Referral sources


Employee information

Vendor lists

Billing or computer

Literature


Marketing technique

Systems information 

Training systems

Policies and Procedures

Financial contract

Product information

Pricing information

HIPPA training is a company requirement for all employees.
Your employment with SMM requires you to maintain this confidentiality, even after you leave our employ.  Disclosure of confidential information may be cause for dismissal.

Original records may not be removed from SMM property.  Copies are not permitted without authorization from Human Resources Department.  Forward all requests to Human Resources.

15.  Client Relations

The success of SMM depends upon the quality of the relationships between SMM, our employees, our clients, our suppliers and the general public.  Our clients’ impression of SMM and their interest and willingness to purchase from us is greatly formed by the people who serve them.  You are a representative of SMM.  The more goodwill you promote, the more our client's will respect and appreciate you, SMM and products and services.

Here are several things you can do to help give clients a good impression of SMM:

1. Act competently and deal with clients in a courteous and respectful manner.

2. Communicate pleasantly and respectfully with other employees at all times.

3. Follow up on orders and questions promptly; provide businesslike replies to inquiries and requests, and perform all duties in an orderly manner.

4. Take great pride in your work and enjoy doing your very best.

16.  Drivers License & Driving Record

Employees whose work requires operation of a motor vehicle must present and maintain a valid driver’s license and a driving record acceptable to our insurer and us.  We may periodically perform random updates on driving records. Any changes in your driving record must be reported to the Operations Manager immediately.  Failure to do so may result in disciplinary action, including possible dismissal. 

17. Employee Finders Fee

SMM may consider a “finders fee” to any employee who refers an interested candidate to our company for hire.  This policy will be considered on a case by case basis.

18. Equal Employment Opportunity

SMM provides equal employment opportunity for everyone regardless of age, sex, color, race, creed, national origin, religious persuasion, marital status, political belief, or disability that does not prohibit performance of essential job functions.  In addition, laws regarding veterans' status are observed.  This is reflected in all SMM practices and policies regarding hiring, training, promotions, transfers, rates of pay, layoff, and other forms of compensation.  All matters relating to employment are based upon ability to perform the job, as well as dependability and reliability.

19.  Harassment
SMM is committed to providing a workplace free of sexual harassment as well as unlawful harassment based upon age, ethnicity, color, marital status, medical condition, mental disability, physical disability (including persons infected with the HIV virus or persons with AIDS), national origin, race, religion, sex or sexual orientation.  

Also, SMM will attempt to prevent employees from harassment by non-employees in the workplace.

SMM is committed to preventing, investigating, and, when appropriate, taking disciplinary and other action in response to incidents of harassment.  

What Is Harassment?

Harassment is unwelcome verbal, visual or physical conduct that creates an intimidating, offensive, or hostile working environment or that interferes with work performance.  Such conduct constitutes harassment when:

1. Submission to such conduct is made either an explicit or implicit condition of employment;

2. Submission to or rejection of the conduct is used as the basis for an employment decision; or

3. The harassment unreasonably interferes with an employee's work performance or creates an intimidating, hostile, or offensive work environment.

Harassing conduct can take many forms and includes, but is not limited to, slurs, jokes, statements, gestures, pictures, or cartoons regarding an employee's age, ethnicity, color, marital status, medical condition, mental disability, physical disability (including persons infected with the HIV virus or persons with AIDS), national origin, race, religion, sex or sexual orientation.

Sexual harassment conduct, in particular, includes all of these prohibited actions as well as requests for sexual favors, conversation containing sexual comments, and unwelcome sexual advances.

Situations that “could” be misconstrued as harassment:

1. Asking an employee of the opposite sex to lunch/dinner without another person present.

2. Giving gifts to someone of the opposite sex unless it is in a group setting.

3. Touching (massaging) another employee of the opposite sex.

4. Making reference to Victoria Secret and other types of sexual innuendo.

5. Staying after hours, alone with an employee of the opposite sex

6. Offering rides to employees of the opposite sex

7. Calling someone frequently for reasons other than work related

8. Jokes, conversation containing sexual comments or gestures

9.   If you are “unsure” about a situation it probably is not appropriate.

20. Reporting, Investigation and Discipline

Employees should promptly report any incident of harassment, whether by an employee or a non-employee, to SMM's President.  An employee is not required to complain first to his or her manager.  Also, employees of management who learn of or who observe harassing conduct should promptly inform the President.

Every complaint of harassment will be investigated thoroughly and promptly, and SMM will attempt to keep the investigation strictly confidential. SMM, moreover, will not tolerate retaliation against any employee who reports harassing conduct.

If SMM determines that harassment has occurred, offending employees will be disciplined up to and including termination.  If the harassing conduct is the act of a non-team member, SMM will take appropriate corrective action to attempt to ensure that such conduct is not repeated.

21. Grievance Procedure

It is the policy of SMM to provide employees with a method to remedy problem(s) regarding employment that cannot be resolved through normal communications at the supervisor level.  Appropriate use of the grievance procedure is done so without fear of reprisal.

Objective: The purpose of this policy is to permit employees access to various levels of management when a problem cannot be resolved at the supervisory level, and to insure that all employees receive fair and equitable treatment.

22. Background Inquiry

Your employment with SMM may be contingent on passing an investigative background inquiry which may include, but not limited to, consumer credit history, criminal history, driving history, and other reports.  These reports may include information as to ones character, along with reasons for termination of past employment. We also will request TB testing as required by OSHA as well as JAHCO.  Information will be requested from various Federal, State, and other Agencies, which may maintain records concerning ones past activities relating to driving history, credit history, criminal conduct, civil court, and other experiences. 

23. Pre-Employment Urine Drug/Alcohol Testing Policy

SMM is fully committed to operating a safe and drug free work place. As a result, any offer of employment is contingent upon selected candidates satisfactorily completing a pre-employment drug/alcohol screen.  All drug/alcohol screening results will be confidential, and used solely for the purpose of determining the candidate’s suitability for hire. 

24. Introductory Period

Your first ninety- (90) days of employment at SMM are considered an Introductory Period.  During that period, you will not accrue any benefits as described in this manual, unless otherwise required by law.  Your manager will work with you to help you become familiar with SMM’s products and services.

This Introductory Period is a trial period.  During this Introductory Period, SMM will evaluate your suitability for employment.  At any time during these first ninety- (90) days, you may resign without any detriment to your record.  If, during this period, your work habits, attendance or performance do not measure up to our standards, we may terminate your employment.  

At the end of the Introductory Period, your manager will discuss your job performance with you. 

The satisfactory 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."

25. Job Guideline

We maintain a job description for each position in SMM.  When your duties and responsibilities are changed, your job descriptions will be revised.  If you wish to see your job description, please ask your manager.

26. Outside Employment

If you are employed by SMM in a full-time position, SMM will expect that your position here is your primary employment.  Any outside activity must not interfere with your ability to properly perform your duties at SMM.

If you are thinking of taking on a second job, notify your manager immediately.  He or she will thoroughly discuss this situation with you to make sure that it will not interfere with your job at SMM nor pose a conflict of interest.

27.  Proof of U.S. Citizenship and/or right to Work

Federal regulations require that prior to becoming employed all applicants must complete and sign Federal Form I-9, Employment Eligibility Verification Form.  All applicants who are hired need to present documents of identity and eligibility to work in the United States.

28.  Standards of Conduct
By accepting employment with us, you have a responsibility to SMM and to your fellow employee's to adhere to certain rules of behavior and conduct.  The purpose of these rules is to be certain that you understand what conduct is expected and necessary.  

SMM has established standards of conduct that help preserve a sense of order and propriety.  Violation of these and any other rules may bring about disciplinary action, which may include termination of employment.  Listed below are some guides for some of the conduct that is not acceptable.

1. Falsifying the records of company personnel, financial or other records.

2. Falsely reporting time worked or altering any time card.

3. Hiring of any family member without prior authorization.

4. Theft or attempted theft of company property, the property of another employee or a client.

5. Consumption, possession, or being under the influence of alcohol, illegal drugs, or any mind-altering substance on company time or premises.

6. Physically striking another employee or client, or any form of inappropriate intimidation, threats or similar disorderly conduct during work hours or on company premises.

7. Insubordination or failure to carry out job assignments.

8. Careless or willful destruction or damage to company property or the property of another employee or a client.

9. Unauthorized departure from work, or your work area prior to the end of the workday.

10. Failure to comply with accident prevention or safety rules.

11. Absenteeism or repeated tardiness.

12. Use of profane, vulgar, and/or abusive language.

13. Failure to immediately report an accident experienced while on the job.

14. Careless, inefficient performance of duties, including failure to maintain acceptable standards of work quality or quantity.

15. Unauthorized disclosure of company information, including confidential client information.

16. Failure to respond to an on-call request.

17. Possession of any form of weapon while on company premises, in company vehicle, or in attendance at any company sponsored function.

18. Not adhering to the non-smoking policy.

19. Discrimination, sexual harassment, or harassment, in any form.

20. At fault accident, with a company vehicle.

21. Loss of drivers' license if required for job position.

22. Unauthorized solicitation of employees on behalf of any merchant, club or individual society, organization, political party, or religious group during working time, whether for membership, subscription, or payment of money.

23. Unauthorized posting, removing or defacing material from the bulletin board.

24. Walking off the job during working hours or leaving the Company premises without permission.

25. Reporting to work in a manner unfit to perform work duties.

26. Arriving at work under the influence of alcohol or illegal drugs, or use, sale or dispensing of drugs or alcohol on Company premises.

27. Destroying or defacing company property.

28. Not following the proper Medicaid/Medicare billing policies.

29. Creating a disturbance, fighting.

30. Gambling on company property.

31. Violation of any of the above listed infractions after a previous warning.

29. Disciplinary Actions

Unacceptable behavior, which does not lead to immediate dismissal, “may” be dealt with in the following manner:

· Verbal Warning

· Written Reprimands

· Automatic Dismissal

Any of the above disciplinary actions may take place and are in no specific order of consequences.

Written warnings will include the reasons for the manager's dissatisfaction and any supporting evidence.  The employee has the opportunity to request a hearing.  This should be done in writing to SMM Administration Dept.  

All pertinent facts will be carefully reviewed, and the employee will be given a full opportunity to explain his or her conduct before any decision is reached.  All administrative members will be presented with the hearing concerning the unacceptable behavior before dismissal occurs.  

This decision then will be final.

30. Dismissal

Employment and compensation with SMM is "at will" in that it can be terminated with or without cause, and with or without notice, at any time, except as otherwise provided by law.

Dismissal may occur for any reason determined by management.

If your performance is unsatisfactory due to lack of ability, failure to abide by SMM's policies, or failure to fulfill the requirements of your job, you will be notified of the problem.  If satisfactory change does not occur, you may be terminated.

32.  Wage and Salary Policies

It is SMM's policy to comply with all applicable provisions of state and federal statutes governing the payment of wages to employees.

Pay Periods and Hours

SMM's work week begins on Monday and ends on Sunday.  Each workweek is restricted to 40 hours of work.  You are required to take at least 30 minutes for lunch, which is not part of the workday, and you must do so not more than five hours after you begin your workday.  If you are only going to work for six (6) hours in a workday, you may waive your right to a lunch break, provided you note your waiver on your time card and sign it in the presence of your manager.  Only the person to whom the check is issued will be allowed to pick up the paycheck unless written permission by the payee is granted. 

A paid rest period of ten minutes in the morning and ten minutes in the afternoon is part of the workday.  You have the option of working through your ten-minute rest periods, but are not required to do so.

Travel time-hours worked also include time spent on travel required by SMM only when travel occurs within the employee’s normally scheduled working hours.  Normal travel to and from home is not included.

Training and Travel – Full “training” or other ”business travel” days are considered and compensated at an eight (8) hour workday rate.

Pay Days

The payroll system is based on a biweekly cycle, payday is every other Tuesday for the prior 2 week period.
You are employed by SMM and will be carried directly on our payroll.  No person may be paid directly out of petty cash or any other such fund or account for work performed.  Pay periods may be changed due to holidays.
Deductions From Paycheck (Mandatory)

SMM is required by law to make certain deductions from your paycheck each time one is prepared.  Among these are your federal, state and local income taxes and your contribution to Social Security, as required by law.  These deductions will be itemized on your check stub.  The amount of the deductions may depend on your earnings and on the information you furnish on your W-4 form regarding the number of dependents/exemptions you claim.  

To ensure proper credit for tax purposes, any change in name, address, telephone number, marital status, or number of exemptions must be reported to your manager. The W-2 form you receive each year indicates precisely how much of your earnings were deducted for these purposes.

In addition, there are certain deductions that may be made from your paycheck based upon your authorization to do so, e.g., health insurance. Any other mandatory deductions to be made from your paycheck, such as court-ordered attachments, will be explained whenever SMM is ordered to make such deductions. 

Direct Deposit

We issue payroll checks for our employees.  Direct Deposit is not available at this time and will be considered for the future.  

Company Loan/Payroll Advance

It is the policy of SMM not to grant personal loans or advances to its employee's.

Error In Pay

Every effort is made to avoid errors in your paycheck. If you believe an error has been made, tell your manager immediately.  He or she will take the necessary steps to research the problem and to assure that any necessary correction is made properly and promptly.

Overtime Pay (For Non-Exempt Employee's)

SMM policy regarding the payment of overtime is defined in the Fair Labor Standards Act.  

Generally, this order states that hours “actually” worked over 40 per week, shall be paid at time and one-half.  Holidays may prevent overtime pay from occurring since the time is not “actually” worked.
In the event, an employee foresees the need to work unusual hours, and if overtime would be involved, the employee is required to obtain advance approval from his or her manager prior to working the overtime.

SMM considers the working of overtime without advance approval to be grounds for disciplinary action.

If you miss work time during the week, it can only be "made up" during another regular workday during the current workweek.  Be careful not to confuse the workweek with the pay periods.  The workweek is Monday through Sunday; and the pay period is a two-week cycle.  Overtime may not be incurred during the process of making up missed work time. Assuming your duties may be performed on Saturday, and your manager approves, you may make that time up on Saturday.

33. Time Clock/Records

All non-exempt and exempt personnel, who are not considered management under Federal Labor Standards Law, must record their time in a prescribed manner. 

Employees are equipped with a computer station TimeClock for time reporting.  Each employee is able to log in using a login and password.  No employee is authorized to sign in for another employee.  No employee is authorized to make changes to any information on the TimeClock, other than to record his/her own time.  

Please REMEMBER to clock in and out upon arrival and for lunch.  Time adjustment at a later date is an additional hardship for the payroll department. Please remember to use your clock.

You may be given a report prior to the pay period for approval.  Please sign this and return to HR for check processing. Your paycheck is calculated from this form.  It is important that you check for errors.  Should you need to be paid for vacation, sick or holiday pay, please indicate the number of hours and the day for payment on this sheet.

34. Wage Assignments (Garnishments)

According to the Federal Wage Garnishment Act, three (3) or more garnishments may be cause for dismissal.

35.  Staff Performance Procedures
Objective:
· Evaluate performance

· Goal setting-consistent formal process

· Competency checks of staff and a process to record and compare the results

· Obtain feedback/input from the team through Questionnaire process

1.  Performance Evaluation:

Timetable – Annual 

Annually, on anniversary date, SMM Managers will complete a Performance Evaluation to review for annual compensation considerations.

Compensation Reviews

Wage and salary increases are based on merit alone, not length-of-service or the cost-of-living.  The annual performance review process does not necessarily mean that you will be given an increase.

Increases in compensation are determined by the performance and abilities of the employee, with special consideration given to the quality of performance, special projects, the degree of responsibility connected with the duties performed, punctuality, absenteeism, length of employment, organization skills, the way the employee deals with customers and fellow employees and end results generated.

SMM conducts compensation reviews annually following each employee's performance review.  Salary review and adjustment is at the sole discretion of the employee's manager. 

36.   Work Schedule

The normal workweek consists of five (5) days, eight (8) hours per day, Monday through Friday.  Work hours are from 8:00 A.M. to 5:30 P.M.  Work schedules, however, will be arranged for the efficiency of SMM, and you should check with your manager before making any change to your normal arrival and/or departure times.

Attendance and Punctuality

All employees are expected to be at their assigned work location to commence work promptly at their scheduled start time, and to continue until their scheduled quitting time.    

Frequent tardiness and/or absences may result in disciplinary action or termination of employment.  

Absence Or Tardiness

From time to time, it may be necessary for you to be absent from work.  SMM is aware that emergencies, illnesses, or pressing personal matters may arise.  Sick days and personal days have been provided for these purposes.

If you are unable to report to work, or if you will arrive late, please contact your manager immediately.  Give him or her as much time as possible to arrange for someone else to cover your position until you arrive.  If you know in advance that you will need to be absent, you are required to request this time off directly from your manager.  He or she will determine when will be the most suitable time for you to be absent from your work.

TIME OFF:

DO NOT leave the office with unattended business.  Before leaving, give a briefing to your supervisor for any pending situations that needs attention in your absence.  Customer service is your responsibility in your absence and you will be held accountable.

When you call in to inform SMM of an unexpected absence or late arrival, ask for your manager directly.  For late arrivals, please indicate when you expect to arrive for work.  Notifying a fellow-employee is not sufficient. If you are unable to call in yourself because of an illness, emergency or for some other reason, be sure to have someone call on your behalf.  

If an employee is absent for two (2) consecutive days without having advised management, SMM will consider this a voluntary resignation, effective on that second day.  Unless other arrangements are made, the employee is required to call the manager each day of the absence, during normal working hours.  A written doctor's excuse is required for absences beyond three days.

Lunch Period

You are required to take at least 30-60 minutes as an unpaid lunch period, if you work longer than five (5) hours in any given workday.  The time when lunch periods are scheduled varies among departments, depending on the needs of each department.  Your manager will give you your lunch period schedule.

You are expected to take your full-allotted time for lunch.  You are requested not to perform any work during your regularly scheduled lunch period, unless specifically requested to do so by your manager.  In that event, your lunch will be rescheduled or you will be paid for the time that you have worked, as agreed upon by you and your manager.

You may leave the premises during your lunch period; however; you must clock in and out.  It is important to return to work on time at the end of your lunch period.

Breaks

Employees are allowed a 10 (ten) minute break in the mid morning and mid afternoon.  Only 2 (two) breaks are allowed per day.  They cannot be broken down in smaller increments.

37.   The Benefits Package

You are entitled to certain benefits, which, when added to your pay, contribute to your employment package.  Below is an outline of the benefits to which you are entitled.  Please note that, the medical benefit plan will cover only those enrolled in the plan.  

BENEFIT


WHO IS ELIGIBLE


ELIGIBLE DATE
Medical Plan


All regular full time*


After 3 months

Dental



All regular full time*


After 3 months


Vacation Days


All regular full time*


After 12 months

Holidays (See Listing)

All regular full time*


Date of Hire

Bereavement


All regular full time*


After 3 months

Jury Duty


All regular full time*


After 3 months

Sick Pay


All regular full time*


After 3 months

Personal Time


All regular full time*


After 12 months                          
 

                       
*Exempt and Non-exempt

Eligibility For Benefits

If you are a full-time employee, you are entitled to all of the benefits described in this manual as soon as you meet the eligibility requirements for each particular benefit.

If you are a part-time employee, you are entitled to only those benefits, which are required by law to be afforded to you, provided that you meet the minimum requirements set forth by law and in the benefit plan(s).

No benefits are available to you during your Introductory Period, except as otherwise provided by law, or in accordance with the eligibility date.

Temporary employees are not eligible for benefits.

If an employee is not actively working for over one month, SMM may terminate benefits.

38. Leaves of Absence 

SMM may grant a leave of absence for valid and compelling personal reasons in accordance with federal, state, and local laws.  Such leaves are without pay, and are at the sole discretion of SMM.

39. Holidays

SMM recognizes the following holidays as paid holidays:

· New Year's Day

· Mardi Gras

· Memorial Day

· Independence Day

· Labor Day

· Thanksgiving Day

· Christmas Day

When a holiday falls on a Saturday, the previous Friday is the holiday observance; if it falls on a Sunday, the following Monday will be observed as a holiday.

If a holiday occurs during your scheduled vacation, you will be permitted to take an extra day of vacation, with prior approval from your manager.

The day before and after the holiday are NOT paid holidays or special days. Should you take the day before or after a holiday for “any reason” you will loose the holiday pay AND the day you take off.

You have the option of using personal days to take off this time.

Vacation requests need to be on a company request form with your supervisors’ signature, 30 days in advance.

Any sick time used around a holiday will require a doctors’ certificate. 

All managers are responsible for operations and adequate staffing surrounding the holidays.

40. Vacations

SMM has provided paid vacation as one of the many ways in which we show our appreciation for your loyalty and continued service.

Only regular, full-time employees are eligible for paid vacation.  You are not eligible for vacation if you are a part time or temporary employee.

You are eligible for vacation after 12 full calendar months of service.  Vacation must be used within 12 months and cannot be carried over.  Vacation time increases with the length of your service.

After 1 year…….. 5 days

After 2 years……10 days

Vacation requests need to be submitted and approved by administration 30 days in advance, on a vacation or absence form.  This form must be forwarded to Administration for your employee file.  See your manager for a copy of this form.

Recognize that the company is not obligated to pay for unused time upon termination.

41. Inclement Weather Procedure

SMM will strive to operate under every possible circumstance, considering the safety and practicality of the company's operation during inclement weather.

The following policy will govern how non-exempt employees will be paid during periods of inclement weather:

1. If open, and you feel that you are not comfortable coming in, as a result of the weather conditions, you may choose a personal, sick or vacation day.  You may also request, if possible, to be picked up and taken home from work.  You may also choose to remain at home, unpaid, without using any of your accrued time.  Prior approval may be granted to work extra hours including Saturday within the pay period to make up the lost time.

2. If weather conditions cause the non-opening of our offices, prior approval may be granted to work extra hours to make up for lost time, or you may choose to take paid time off, personal, sick or vacation or you may choose to take “unpaid” time.

Should extreme weather cause the early closing of our office, employees will be notified of the closing time.  Employees that leave work at the approved closing time will be paid their regular rate for their regularly scheduled hours.  Employees that leave work prior to the approved time will be paid only for the actually worked time.

Remember:  If you choose to use accrued paid time, such as a sick day or personal day, submit the Absentee Request form to your manager for approval within that pay period.

42.  Funeral (Bereavement Leave )

You will be paid up to three- (3) days off due to the death of an immediate family member.  Your immediate family applies to: siblings, parents, spouses, children, in-laws, grandparents, and grandchildren.  The purpose of this policy is solely to prevent loss of pay, and it shall apply only to the days you would have normally worked.  You may take additional days off without pay with your manager’s approval.  The Absentee Request form must be submitted for approval prior to the ending pay period.  Please see your manager for this form.

43. Jury Duty

If you are summoned for jury duty, SMM “may” consider paying the difference between your normal earnings, and what you receive for jury duty pay the first three- (3) days only.  The Absentee Request form must be submitted for approval prior to the ending pay period.  See your manager for this form.

44.  Personal Days

As a full-time, "non-exempt" employee, and after your Introductory Period is completed, you are eligible to take three (3) days of paid personal leave during each calendar year.  You are required to request personal leave time from your manager in advance and obtain his or her approval. 

This personal leave policy does not apply if leave is needed as a result of self-inflicted injury, illegal substance abuse or alcohol abuse, or illness or injury incurred while in the act of committing a felony.

Personal leave may not be carried over and accumulated from year to year.  Personal leave not used during a calendar year will be cancelled and not paid for.  See your manager for forms.

45.  Sick Leave

To qualify for sick leave you must be a full-time employee and have completed your 90 day Introductory Period.  Time taken off before this will be without pay.  If you must be absent from work because of a personal illness, you will be eligible to receive your regular straight time pay, eight- (8) hours per day, for up to five- (5) days per calendar year.  Please advise your manager as soon as possible that you will be absent from work due to illness. 

This sick leave policy does not apply if sick leave is needed as a result of self-inflicted injury, illegal substance abuse or alcohol abuse, or illness or injury incurred while in the act of committing a felony.

In the event, of an illness or injury covered by workers' compensation, this sick leave policy will not apply, but will be determined by state statutes.

You are eligible to receive up to 40 hours of sick pay each year.  Each Anniversary date you are entitled to 40 hours of sick time that must be used within 12 months and cannot be carried over.  A Request form must be completed and submitted for approval before the sick days can be paid.

46.  Disability and Pregnancy Leave of Absence (Unpaid Leave)

Any full time employee who is temporarily disabled or pregnant and unable to work due to a medical condition will, upon written request, be granted a leave of absence without pay for the period of his or her disability or pregnancy.  Such disability or pregnancy shall not exceed- (12) twelve weeks.  The term medical condition encompasses all temporary medical disabilities including, but not limited to, injury, pregnancy, childbirth, and related medical conditions.

47.  Military Action Leave of Absence (Unpaid Leave)

If you are a full-time employee, as well as an U.S. Armed Forces, you will be eligible for re-employment after completing military service, provided:

1. You show your military orders to your manager as soon as you receive them.

2. You satisfactorily complete your required active duty service.

3. You enter the military service directly from your employment with Connecticut Rehab.

4. You apply for and are available for re-employment within ninety- (90) days after honorable discharge from active duty.  If you are returning from up to six- (6) month's active duty for training, you must apply within 30 days after honorable discharge.

Military Reserves or National Guard Leave of Absence (Unpaid Leave)

Employee's who serve in U. S. Armed Forces or National Guard may take the necessary time off without pay to fulfill this required obligation, and will retain all of their legal rights for continued employment under existing laws.  This employee's may apply accrued personal leave and unused earned vacation time to the leave if they wish; however, they are not obliged to do so.

You are expected to notify your manager as soon as you are aware of the dates you will be on active duty so that arrangements can be made for replacement during this absence. 

48.   Insurance Coverage

Group Insurance  (See the Benefit Information Sheet)

A comprehensive insurance program is available for you and your family.   After completion of your 90 day Introductory Period, you become eligible for coverage. 

If you choose insurance coverage, our insurance company provides a booklet describing your benefits.  

If you encounter problems with a claim, or have technical questions regarding the plan, contact the plan directly.  Refer to your health insurance plan booklet for information on whom you should contact.  For claim forms or other administrative forms to cancel coverage, change information, add or delete dependent coverage, contact your manager. 

In the event of your termination of employment with SMM or loss of eligibility to remain covered under our group health insurance program, you and your eligible dependents, if any, may have the right to continued coverage under our health insurance program for a limited period of time at your own expense.  Consult your manager for details.

49.   Government Required Coverage
Workers' Compensation

Workers Comp Benefits are not required at this time but we are presently looking into possibilities for the future.
Unemployment Compensation

SMM pays a percentage of its payroll to the Unemployment Compensation Fund according to SMM’s employment history.  If you become unemployed, you may be eligible for unemployment compensation, under certain conditions, for a limited period of time.  Unemployment compensation provides temporary income for workers who have lost their jobs.  To be eligible you must have earned a certain amount and be willing and able to work.  You should apply for benefits through the states unemployment office.

SMM pays the entire cost of this insurance.

Social Security

The United States Government operates a system of contributory insurance known as Social Security.  As a wage earner, you are required by law to contribute a set amount of your weekly wages to the trust fund from which benefits are paid.  As your employer, SMM is required to deduct this amount from each paycheck you receive.  

50.   Other Benefits

Education/Training

From time to time, SMM may arrange to have both formal and informal training programs to enable you to progress in your technical knowledge of our business.  Several times a year, employees are selected to attend workshops, seminars, or training programs. You will receive your standard compensation while attending these educational programs.  All or a portion of the expenses for off-premises training will be paid for by SMM depending on the nature of the course. Check with your manager for details.

If you become aware of a particular seminar that you believe is appropriate for enhancing your skills (and/or those of other employee's), please bring it to the attention of your manager.  Since these seminars are usually offered only at specified times in a geographical area, please be sure to notify your manager as far in advance as possible.  This way, he or she can attempt to schedule workloads to accommodate your (and/or other employee's) desire to attend the seminar.

51.  Accident & Incident Reporting

All accidents, incidents and complaints involving clients or employees must be immediately reported to your manager.  Your manager will determine appropriate action, documentation and follow up.

52.  Bulletin Boards

Bulletins and bulletin board(s) are SMM’s official way of keeping everyone informed about new policies, changes in procedures and special events.  Information of general interest is posted regularly on the bulletin board(s).  Please form the habit of reading the bulletin board(s) regularly so that you will be familiar with the information posted on it.

Only authorized personnel are permitted to post, remove or alter any notice on the bulletin board(s).  If you want to have notices posted on SMM’s bulletin board(s), see your manager for details.

53.  Conflicts of Interest

SMM employees have a responsibility to put the interests of the Company ahead of any other business interests that they, as individuals, may have.  SMM employees are prohibited from engaging in any business activity, practice or act which conflicts with the interests of the Company or its clients.  If you suspect you are involved in a conflict of interest, you must disclose this at your time of hire or promptly at the time, it arises.  It is impossible to describe all of the situations that may give rise to a conflict of interest.  Examples of situations where conflicts may exist include, but are not limited to, the following:

· An employee accepts outside employment in an organization that does business with SMM or is a competitor of the Company.

· An employee or an immediate family member (parents, siblings, children and spouses) possesses financial interest in a firm that does business with SMM or is a competitor of the Company, where the interest is sufficient to potentially affect decisions or actions.  

· An employee or an immediate family member serves as a director, officer, employee, consultant or agent of an organization, which does business with SMM or is a competitor of the Company. 

· An employee or an immediate family member uses for personal gain or the benefit of others any confidential information obtained in the course of employment at SMM.

· An employee or an immediate family member appropriates for personal use the benefit of any SMM business venture, which the employee learns about in the course of employment at SMM.

· An employee accepts gifts from any person or firm doing or seeking to do business with SMM under any circumstances where it appears that the purpose of the gift may be to influence the conduct of Company business with the donor.

Employees are required to disclose any conflict of interest, including potential conflicts, to their manager.  Any employee who engages in an activity, practice or act, which constitutes a conflict of interest, will be subject to disciplinary action, up to and including discharge.

54.  Protection And Use Of Property And Assets

· Confidential Information - General Requirements

SMM employees are expected to maintain the confidentiality of information obtained in the course of employment with the company.  Confidential information should not be shared with anyone inside or outside of SMM except as necessary to perform work for the Company.  This includes information contained in computer systems.  Each employee is responsible for safeguarding confidential information, including storing confidential information in a secured place where necessary.  The obligation of the confidentiality continues even after an employee stops working for the Company.   

55.  Communications

Successful working conditions and relationships depend upon successful communication.  Not only do you need to stay aware of changes in procedures, policies and general information, you also need to communicate your ideas, suggestions, personal goals or problems as they affect your work.

In addition to the exchanges of information and expressions of ideas and attitudes which occur daily, make certain you are aware of and utilize all SMM methods of communication, including this employee manual, bulletin boards, discussions with your manager, memoranda, staff meetings, newsletters, emails, training sessions, etc.

You will receive other information booklets, such as your insurance booklets, from time to time.  You may take these booklets home so that you may know more about your job and your benefits.

In addition, you may receive letters from SMM.  There is no regular schedule for distribution of such information.  The function of each letter is to provide you with interesting news and helpful information which will keep you up-to-date on the events here at SMM.

56. Computer Software (Unauthorized Copying)

SMM does not condone the illegal duplication of software.  The copyright law is clear.  The copyright holder is given certain exclusive rights, including the right to make and distribute copies.  Section 106 of Title 17 of the U.S. Code states that it is illegal to make or distribute copies of copyrighted material without authorization (Section 106).  The only exception is the users' right to make a backup copy for archival purposes (Section 17).

57.  Conversion Privileges

At your exit interview or upon dismissal, you will learn how you can continue your insurance coverage and certain other benefits as an employee that is eligible for continuation.

58.  Dress Code / Personal Appearance

A neat, business-like appearance contributes to the positive impression you make on our clients.  You are expected to be suitably attired and groomed during working hours or when representing SMM.  

If your manager considers your attire is inappropriate, you may be asked to leave work until you are properly attired.  You will not be paid for the time you are off the job for this purpose. 

59.  Employee Screenings - Drug/Alcohol/TB

In an effort to generate a drug free environment, SMM may have employees tested for drug/alcohol use.  At the time of application, all new employees will be informed of the testing policy and requested that a test for drug/alcohol be obtained from a local clinic.

TB testing is an OSHA requirement for employees with direct client contact.  See HR for updated information on these 

60.  Expense Reimbursement

You must have your manager’s written authorization (requisition/purchase order, etc.) prior to incurring an expense on behalf of SMM.  To be reimbursed for all authorized expenses, you must submit an expense report/voucher accompanied by receipts and approved by your manager.  Please submit your expense report/voucher each week, as you incur authorized reimbursable expenses.

Specific employees may have a company card for gas or frequent expenses incurred.

If you are asked to conduct company business using your personal vehicle, you will be reimbursed at the rate of .26 cents per mile. Please submit this expense on a weekly expense report/voucher. 

Federal law ("OSHA") requires that we keep records of all illnesses and accidents which occur in the workday.  The State Workers' Compensation Act also requires that you report any illness or injury on the job, no matter how slight.  If you hurt yourself or become ill, please contact your manager for assistance.  If you fail to report an injury, you may jeopardize your right to collect workers' compensation payments as well as health benefits.  OSHA also provides for your right to know about any health hazards which might be present on the job.  Should you have any questions or concerns, contact your manager for more information.

61.  Housekeeping

You are expected to keep your work area neat and orderly at all times as a required safety precaution.

Please put all litter and recyclable materials in the appropriate receptacles and containers.  Always be aware of good health and safety standards, including fire and loss prevention.

Please report anything that needs repairing or replacing to your manager immediately.

62. Liability Protection

Every employee must be aware of, and able to identify potential actions/occurrences that can cause liability exposure (i.e. lawsuit) against our company, employees and/or our referral sources.

Potential liability issues can arise in all areas of our business; for example: while educating a customer, driving a company vehicle, performing a repair in a client’s home, etc.

It is impossible to protect against all of the areas that can cause exposure to a liability issue, but we have implemented four policies to assist with liability protection.  Compliance with the below policy is mandatory.   No variations without approval from Management.  The four guidelines are not an all inclusive list to address liability protection.

1. Installing seatbelts

a. All seatbelts must be mounted to wheelchair frame, not seating system.

b. All seatbelts must have grommets or double webbing.

2. Installing Acid Batteries

a. Installation in customer’s home: do not set batteries on carpet or flooring without the protection of a mat.

b. Use eye protection and/or gloves and/or optional protection apron upon removal and installation of batteries.

3. Customer “Lifting” Policy

At times, we are asked to assist in transferring customers/clients.  

Please read:

1. Do not assist/lift or handle a patient.  Family members or facility personnel should 

handle the patient when assisting or lifting.



2. Use your judgment - If the situation looks unsafe or risky, avoid any involvement.



3.  Safety kill switches on quad systems -

· Every Quad system wheelchair (sip and puff or latch) or (joystick driven with latch capabilities) must have a safety kill switch attached to it when it leaves GCR.

· Any placement of a safety kill switch is to be done with the direction of a therapist who assisted in prescribing the system.

· There is never an instance when an employee at SMM is to remove a kill switch from a Quad System no matter who requests it.

Anyone not following the above without direct authorization form management is subject to immediate dismissal, and loss of all benefits! 

63.  Parking Lot

Courtesy and common sense in parking will avoid accidents, personal injuries and damage to your vehicle and to the vehicles of other employees.  If you should damage another car while parking or leaving, immediately report the incident, along with the license numbers of both vehicles and any other pertinent information you may have, to your manager.

SMM does not assume any liability for any loss or damages you may sustain.

64.  Property & Equipment Care

It is your responsibility to understand the machines you need to use to perform your duties.  Good care of any machine that you use during the course of your employment, as well as the conservative use of supplies, will benefit you and SMM.  If you find that a machine is not working properly or in any way appears unsafe, please notify your manager immediately so that repairs or adjustments may be made.  Under no circumstances should you start or operate a machine you deem unsafe, nor should you adjust or modify the safeguards provided.

65.  Resignation

An employee wishing to resign, regardless of employment classification is asked to provide SMM with as much advance notice as is possible.  We do, however, reserve the right to accept a resignation effective immediately.

The following are suggested notice periods:

· Customer Service, Billing, Clerical, Delivery                              2 weeks

· Management and Professional Staff                                             4 weeks

Existing Benefits:

SMM is not obligated to pay any employee benefits upon resignation or termination.  The decision concerning payment of benefits is determined by management on a case by case basis.

66.  Return of Company Property

Any SMM property issued to you, such as keys, cell phones, credit cards, tools, uniforms, etc., must be returned to SMM at the time of your dismissal or resignation, or whenever your manager or a member of management requests it.  You are responsible to pay for any lost or damaged items.  The value of any property issued and not returned may be deducted from your final paycheck.

67.  Safety Rules

Safety is to be given primary importance in every aspect of planning and performing all SMM activities.  We want to protect you against industrial injury and illness, as well as minimize the potential loss of production.

Please report all injuries (no matter how slight) to your manager immediately, as well as anything that needs repair or is a safety hazard.  Below are some general safety rules.  This is not a complete listing; the complete listing; may be found in our policy manuals.  Your manager may post other safety procedures in your department or work area:

· Avoid overloading electrical outlets with too many appliances or machines.

· Use flammable items, such as cleaning fluids, with caution.

· Walk - don't run.

· Use stairs one at a time.

· Report to your manager if you or a co-worker becomes ill or is injured.

· Ask for assistance when lifting heavy objects or moving heavy furniture.

· Keep cabinet doors and file and desk drawers closed when not in use.

· Sit firmly and squarely in chairs that roll or tilt.

· Wear or use appropriate safety equipment as required in your work.

· Avoid "horseplay" or practical jokes.

· Start work on any machine only after safety procedures and requirements have been explained (and you understand them).

· Wear appropriate personal protective equipment, like shoes, hats, gowns, gloves, goggles, masks, hearing protectors, etc., in designated areas or when working on an operation which requires their use.

· Keep your work area clean and orderly, and the aisles clear.

· Stack materials only to safe heights.

· Watch out for the safety of fellow team members.

· Use the right tool for the job, and use it correctly.

· Be careful walking on the carpet with thick rubber soles or tennis shoes.

Failure to act responsibility in regards to safety issues and failure to adhere to the above rules will be considered serious infractions of SMM’s policy and will result in disciplinary actions.

SMM Visitors:

Anyone that enters a SMM facility should be acknowledged.  Each person should be greeted “may I help you?” immediately upon entering.  No visitors should be on the premises without some sort of acknowledgement.  This helps to identify any solicitors or predators that may have other intentions as well as assisting our customers in a timely manner.

68.  Smoking

Smoking by visitors, customers, or employees is not allowed on SMM premises, in company vehicles, or while performing services to customers.  SMM provides smoking areas in the rear of the building.  Please DO NOT throw butts on the grounds.

69.  Substance Abuse

SMM is committed to providing its employee's with a safe workplace and an atmosphere, which allows them to protect inventory and other assets placed in their care.  SMM employees should not be subject to any safety threats from fellow workers.  You are expected to be in suitable mental and physical condition while at work, allowing you to perform your job effectively and safely.

Whenever use or abuse of any mood altering substance (such as alcohol or other drugs) interferes with a safe workplace, appropriate action will be taken.  SMM has no desire to intrude into its employee's personal lives. However, both on-the-job and off-the-job involvement with any mood altering substances can have an impact on our workplace and on SMM's ability to achieve its objectives of safety and security.  Therefore, you are expected to report to the workplace with no mood altering substances in your body.  While you may make your own lifestyle choices, SMM cannot accept the risk in the workplace which substance use or abuse may create.  The possession, sale or use of mood altering substances at the workplace, or coming to work under the influence of such substances shall be a violation of safe work practices and will be subject to disciplinary action, including possible dismissal.

70.  Theft

Although taking small items of SMM property many seem inconsequential; the cumulative effect can be very large. Losses from theft immediately affect our ability to increase salaries and can jeopardize the profitability of the company.

Unauthorized possession or removal of company property is a very serious offense.  Employee's violating this policy will be subjected to discipline up to and including possible dismissal and prosecution.  SMM will consider the dollar value of the item(s) taken and the employee's past work record in setting penalties.  If you are dismissed because of unauthorized possession or removal of company property, the reason for your dismissal may be provided to any future employer that contacts SMM.  

71.  Traffic Violations

If you are authorized to operate a company vehicle in the course of your assigned work, or if you operate your own vehicle in performing your job, you will be considered completely responsible for any accidents, fines or traffic violations incurred.

72.  Uniforms

We provide uniforms for technicians. Upon termination of employment, the uniforms must be returned to your manager.  See your manager for information.

73.  Use of Company Assets

Facility assets include but are not limited to, items such as telephones, personal computers, copy machines, FAX machines, stationary supplies, etc.  These should be used only for company business.

74.  Telephone

SMM telephones are for the purpose of conducting business.  Excessive use by employees for personal phone calls tie up lines and prevent incoming and outgoing calls.  This may have an adverse impact on our ability to service our customers.  Therefore, personal calls must comply with the following guidelines:

· Personal calls must be kept to a limited number and be as brief as possible.

· Personal long distance calls are not allowed except for emergencies.  Long distance calls made for personal reasons may be billed to the employee.

· Excessive telephone use that impacts on an employee’s productivity or performance or ties up incoming or outgoing calls may result in disciplinary action

75.  Cell Phone Usage

· Cellular phones should be used for company use only.  Personal cell phones should be turned off during work hours. 

· SMM also requests that all employees using company cell phones to exercise caution when using a cell phone while driving.  It is suggested that calls from the road be made either 1) while driving in the right lane only or 2) after pulling off the road entirely.  In addition, utilization of a “hands free” headset is encouraged.

· Cell phone usage is not required for your position.  If an employee is not comfortable due to health/ safety concerns, please see your manager.

76. Fax Machines

The use of fax machines for personal use is permitted only when prior approval from your manager is obtained.

77. Mailing Machines

The use of the mail machine for personal use in not permitted at all. 

78.  Internet/Email

In SMM's continuing efforts to provide our staff with the appropriate tools to do their work effectively and efficiently, selected employees shall have access to the Internet and Electronic Mail.  It is management’s intent that use of these tools shall be for business purposes only during the working hours of SMM.

These tools are meant to be working tools and using the Internet and/or for personal reasons, during business hours, shall not be tolerated.  Utilization of the Internet is at your own risk because SMM has not placed any restrictions upon a team member’s access.  Therefore, staff should be careful when using the Internet because of the potential graphic and offensive content of many sites readily found on the Internet.

Also, purposely using the Internet for access to any type of site that conflict with our statement of values is prohibited at any time.  Such sites would include sexually explicit and other adult oriented sites.

SMM's Internet access and computing resources must not be used knowingly to violate the laws and regulations of the Unite States or any other nation, or the laws and regulations of any states, city, province or other local jurisdiction in any material way.

Again, use of the Internet or Electronic Mail for personal purposed during business hours is strictly prohibited.  In addition, any software or files downloaded via the Internet and e-mail into the company network become the property of SMM.  As a result, there should be no downloading of files for personal use at any time.

SMM will randomly review any and all computers for abuses of this policy.  Any abuse of this policy can result in the immediate loss of Internet and/or e-mail privileges for the individual staff member, as well as, other reprimands, including termination, as deemed necessary by management.

79.  Use of Company Vehicle (See Fleet Safety Manual, if applicable)

If you are authorized to use a SMM Company vehicle for company business, you must adhere to the following rules: 
1. Use - Vehicles are to be used only for business related purposes.  All other reasons for use are unauthorized.  No unauthorized passengers are allowed in the vehicle.

2. Maintenance and Care – Treat the vehicle as if it were your own.  You are responsible for completing monthly inspections and scheduling maintenance, emissions, etc., according to manufacturer and state laws.
3. Accident - The driver must complete the accident report and notify police The driver must complete the accident report and notify police from the accident scene.  Report immediately to the operations manager.
4. Wear and Tear – Upon time to return, sell or trade the vehicle, it must be returned with “normal wear and tear”.
5. Regulatory – Technicians are responsible to maintain current insurance ID card, valid registration, blank accident reports in glove box.  Seat belt must be worn at all times.  Company policy and Connecticut state law.  Technicians must maintain a valid driver’s license on file with the office.
6. Speeding and/or Careless Driving – will not be tolerated.

7. Lock – all doors of vehicle at every stop.

8. Loss/Accident - If it is determined that the cause of a loss/accident is a result of gross negligence or intentional misconduct, you agree to assume the financial consequences.

9. Traffic School – Participation in Driver Improvement Program Certification of completion required for employment must be completed within six- (6) months of hiring date.

10. Violations - You are responsible for paying any moving violation tickets.  Also, please park appropriately-SMM will not pay parking violations.

11. Cleanliness - You must keep the vehicle clean at all times, and washed and vacuumed as often as necessary.  You will be reimbursed for your reasonable expense of keeping the vehicle clean.  Please retain receipts for reimbursement.

NOTE: IMMEDIATE DISMISSAL MAY RESULT IF ONE OF THE FOLLOWING OCCURS:

· NOT WEARING YOUR SEATBELT

· MOVING VIOLATION INFRACTIONS

· AT FAULT ACCIDENT

**Fleet manuals are provided and should be kept in your glove box at all times.  These manuals contain important information concerning accidents.**

80.  Violations of Policies

You are expected to abide by the policies in this manual.  Failure to do so will lead to appropriate disciplinary action.  A written record of all policy violations is maintained in each individuals personnel file.

A partial list of causes for possible disciplinary action is presented under "Code Of Conduct". this list is not to be considered all-inclusive.

Should you need additional information or forms concerning SMM and your benefits, please contact Valerie at 251 633-4133 or email at vheidel@bellsouth.net[image: image1.png]
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