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Use Of Terms

Nature Of At-Will Employment

For ease of reference, throughout these Basic Employment
Policies the term “the Companies” refers to your Company and
ADP TotalSource and the terms “the Company, your Company
or my company” refers to your employer.

Your co-employment relationship with ADP TotalSource and
the Company is that of an employee-at-will and is entered into
voluntarily. Your at-will status with ADP TotalSource may only be
altered IN AN INDIVIDUAL CASE OR GENERALLY in a writing
signed by the President of ADP TotalSource. If the contractual
relationship between ADP TotalSource and your Company is
terminated for any reason, you will no longer be a co-employee
of ADP TotalSource.

About ADP TotalSource
ADP TotalSource is a human resources management firm in
a business popularly referred to as a “Professional Employer
Organization” (“PEO”). The Company has enlisted the services of
ADP TotalSource to help administer payroll, provide applicable
employee benefits and assist with human resources and risk
management. As one of the organizations that pioneered
the Professional Employer Organization (PEO) industry in the
early 1980s, ADP TotalSource sets the standard for experience,
integrity, and financial strength. ADP TotalSource provides our
clients with the most up-to-date human resources offerings not
otherwise available to many employers and their employees.
Our goal is to help your Company provide you with the best
employment experience possible. We trust that once you
understand the nature and breadth of our services, you will agree!
Under this arrangement certain employment responsibilities are
allocated between ADP TotalSource and the Company.
The PEO relationship will not change your relationship with
the Company. The Company will remain your employer and
ADP TotalSource will become your co-employer for certain
employment responsibilities.
As before, the Company continues to solely maintain daily
supervision and management of its employees. In addition, all
day-to-day operations and all organizational decisions will solely
remain with the Company. In the event of a conflict between any
lawful Company-specific handbook provision and these Basic
Employment Policies the Company handbook will control.
Your relationship with ADP TotalSource does not affect any
pending or future employment agreements, severance
agreements, expense reimbursement agreements, bonus or
commission plans, non-competition agreements or any other
agreement between you and the Company. You and the Company
are still subject to the terms of any such Agreements to the same
extent that you were before ADP TotalSource’s involvement.
ADP TotalSource will assist the Company in the administration of
vacation, sick, PTO, bonus, commissions, severance or expense
reimbursements and will process these payments at the direction
of the Company. However, if the Company fails to provide ADP
TotalSource with the funding to process these payments, the
Company is responsible and not ADP TotalSource.
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Please note that the reference to employment “at-will” does
not change your employment status with your Company as it
existed before ADP TotalSource.
At-will employment means that you, your Company and ADP
TotalSource are free to end the employment relationship at any
time, for any or no reason, with or without cause or advance notice.
Subject to very few exceptions, employment in the United
States is generally at-will unless a separate arrangement (i.e.
an employment contract) with your Company indicates to the
contrary. Your employment at-will status with the Company may
only be altered IN AN INDIVIDUAL CASE OR GENERALLY in a
writing signed by the Owner, President or CEO of the Company.
ADP TotalSource has the sole discretion to alter these policies
from time to time. Revisions to these policies may supersede or
eliminate one or more existing policies and that all such changes
will be communicated through official notices
If your position requires additional pre-employment criteria,
such as a driver’s examination, a background investigation and/
or a pre-employment drug test and if you have been offered
employment before any such investigation or test is completed,
your employment is contingent upon a satisfactory result on all
required tests.

Equal Employment Opportunity
The Companies are Equal Opportunity Employers and do
not discriminate on the basis of actual or perceived race,
creed, color, religion, alienage or national origin, ancestry,
citizenship status, age, disability or handicap, sex, marital status,
veteran status, sexual orientation, arrest record, or any other
characteristic protected by applicable federal, state or local
laws. Our management team is dedicated to this policy with
respect to recruitment, hiring, placement, promotion, transfer,
training, compensation, benefits, employee activities and general
treatment during employment.
The Companies will endeavor to make a reasonable
accommodation to the known physical or mental limitations of
qualified employees with disabilities unless the accommodation
would impose an undue hardship on the operation of our
business. If you need assistance to perform your job duties
because of a physical or mental condition, please let your
supervisor know.
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The Companies will endeavor to accommodate the sincere
religious beliefs of its employees to the extent such
accommodation does not pose an undue hardship on
your Company’s operations. If you wish to request such an
accommodation, please speak to your supervisor.
Any employees with questions or concerns about equal
employment opportunities in the workplace are encouraged to
bring these issues to the attention of the supervisor. Employees
may also contact the ADP TotalSource Employee Service
Center at 800-554-1802. The Companies will not allow any
form of retaliation against individuals who raise issues of equal
employment opportunity. To ensure our workplace is free of
artificial barriers, violation of this policy will lead to discipline, up
to and including discharge.

Non-Harassment
It is the Companies’ policy to prohibit intentional and
unintentional harassment of any individual by another person on
the basis of any protected classification including, but not limited
to, race, color, national origin, disability, religion, marital status,
sexual orientation or age. The purpose of this policy is not to
regulate our employees’ personal morality, but to ensure that in
the workplace, no one harasses another individual.
If you feel that you have been subjected to conduct which violates
this policy, you should immediately report the matter to your
supervisor. If you are unable for any reason to contact this person,
or if you have not received a satisfactory response within five (5)
business days after reporting any incident of what you perceive to
be harassment, please contact the next level manager.
Note: If your supervisor or next level manager is the person
toward whom the complaint is directed you should contact any
higher level manager in your reporting chain. Employees may
also contact the ADP TotalSource Employee Service Center at
800-554-1802 if they are uncomfortable for any reason using the
above procedure.
Every report of perceived harassment will be fully investigated
and corrective action will be taken where appropriate. Violation
of this policy will result in disciplinary action, up to and including
discharge. All complaints will be kept confidential to the extent
possible, but confidentiality cannot be guaranteed. In addition,
the Companies will not allow any form of retaliation against
individuals who report unwelcome conduct to management
or who cooperate in the investigations of such reports in
accordance with this policy. Employees who make complaints
in bad faith may be subject to disciplinary action, up to and
including discharge.

sexual harassment, examples of prohibited behavior include
unwelcome sexual advances, requests for sexual favors, obscene
gestures, displaying sexually graphic magazines, calendars or
posters, sending sexually explicit e-mails, text messages and other
verbal or physical conduct of a sexual nature, such as uninvited
touching of a sexual nature or sexually related comments.
Depending upon the circumstances, improper conduct also
can include sexual joking, vulgar or offensive conversation or
jokes, commenting about an employee’s physical appearance,
conversation about your own or someone else’s sex life, or
teasing or other conduct directed toward a person because of his
or her gender which is sufficiently severe or pervasive to create an
unprofessional and hostile working environment.
If you feel that you have been subjected to conduct which violates
this policy, you should immediately report the matter to your
supervisor. If you are unable for any reason to contact this person,
or if you have not received a satisfactory response within five (5)
business days after reporting any incident of what you perceive to
be harassment, please contact your second level supervisor.
Note: If your supervisor or next level manager is the person
toward whom the complaint is directed you should contact any
higher level manager in your reporting chain. Employees may
also contact the ADP TotalSource Employee Service Center at
800-554-1802 if they are uncomfortable for any reason using the
above procedure.
Every report of perceived harassment will be fully investigated
and corrective action will be taken where appropriate. Violation
of this policy will result in disciplinary action, up to and including
discharge. All complaints will be kept confidential to the extent
possible, but confidentiality cannot be guaranteed. In addition,
the Companies will not allow any form of retaliation against
individuals who report unwelcome conduct to management or
who cooperate in the investigations of such reports in accordance
with this policy. Employees who make complaints in bad faith may
be subject to disciplinary action, up to and including discharge.
All employees must cooperate with all investigations.

Workplace Violence Prevention
The Companies are strongly committed to providing a safe
workplace. The purpose of this policy is to minimize the risk of
personal injury to employees and damage to Company and
personal property.

Sexual Harassment

We do not expect you to become an expert in psychology or
to physically subdue a threatening or violent individual. Indeed,
we specifically discourage you from engaging in any physical
confrontation with a violent or potentially violent individual.
However, we do expect and encourage you to exercise reasonable
judgment in identifying potentially dangerous situations.

It is the Companies’ policy to prohibit harassment of any
employee by any Supervisor, employee, customer or vendor on
the basis of sex or gender. The purpose of this policy is not to
regulate personal morality within the Company. It is to ensure
that all employees are free from sexual harassment. While it is not
easy to define precisely what types of conduct could constitute

Experts in the mental health profession state that prior to
engaging in acts of violence, troubled individuals often exhibit
one or more of the following behaviors or signs: over-resentment,
anger and hostility; extreme agitation; making ominous threats
such as bad things will happen to a particular person, or a
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catastrophic event will occur; sudden and significant decline
in work performance; irresponsible, irrational, intimidating,
aggressive or otherwise inappropriate behavior; reacting to
questions with an antagonistic or overtly negative attitude;
discussing weapons and their use, and/or brandishing weapons
in the workplace; overreacting or reacting harshly to changes
in Company policies and procedures; personality conflicts with
co-workers; obsession or preoccupation with a coworker or
Supervisor; attempts to sabotage the work or equipment of
a co-worker; blaming others for mistakes and circumstances;
demonstrating a propensity to behave and react irrationally.
Prohibited Conduct
Threats, threatening language or any other acts of aggression or
violence made toward or by any employee will not be tolerated.
For purposes of this policy, a threat includes any verbal or
physical harassment or abuse, any attempt at intimidating or
instilling fear in others, menacing gestures, flashing of weapons,
stalking or any other hostile, aggressive, injurious or destructive
action undertaken for the purpose of domination or intimidation.
To the extent permitted by law, employees and visitors are
prohibited from carrying weapons onto Company property.
Procedures for Reporting a Threat
All potentially dangerous situations, including threats by coworkers, should be reported immediately to any member of
management with whom you feel comfortable. Employees may
also call the ADP TotalSource Employee Service Center at
(800) 554-1802.
Reports of threats may be maintained confidential to the
extent maintaining confidentiality does not impede our ability
to investigate and respond to the complaints. All threats will
be promptly investigated. No employee will be subjected to
retaliation, intimidation or disciplinary action as a result of
reporting a threat in good faith under this policy.
If after a good faith investigation it is determined that that
someone has violated this policy, swift and appropriate corrective
action will be taken.
If you are the recipient of a threat made by an outside party,
please follow the steps detailed in this section. It is important for
us to be aware of any potential danger in our Company offices.
Indeed, we want to take effective measures to protect everyone
from the threat of a violent act by an employee or by anyone else.

Safe Harbor Policy For Exempt Employees
It is our policy and practice to accurately compensate employees
and to do so in compliance with all applicable state and federal
laws. To ensure that you are paid properly and that no improper
deductions are made, you must review your pay stubs promptly
to identify and report all errors.
If you are classified as an exempt salaried employee, you will
receive a salary which is intended to compensate you for all hours
you may work for the Company. This salary will be established
Basic Employment Policies		
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at the time of hire or when you become classified as an exempt
employee. While it may be subject to review and modification from
time to time, such as during salary review times, the salary will be a
predetermined amount that will not be subject to deductions for
variations in the quantity or quality of the work you perform.
Under federal and state law, your salary is subject to certain
deductions. For example, unless state law requires otherwise,
your salary can be reduced for the following reasons:
• Full-day absences for personal reasons.
• Full-day absences for sickness or disability (as applicable
pursuant to a bona fide sick leave plan).
• Full-day disciplinary suspensions for infractions of our written
policies and procedures.
• Family and Medical Leave absences (either full-or partial-day
absences).
• To offset amounts received as payment for jury and witness fees
or military pay.
• The first or last week of employment in the event you work less
than a full week.
• Any full work week in which you do not perform any work.
Your salary may also be reduced for certain types of deductions
such as your portion of health, dental or life insurance premiums;
state, federal or local taxes; social security; or voluntary
contributions to a 401(k) or pension plan.
In any work week in which you performed any work, your salary
will not be reduced for any of the following reasons:
• Partial day absences for personal reasons, sickness or disability.
• Your absence on a day because the Company has decided to
close a facility on a scheduled work day.
• Absences for jury duty, attendance as a witness, or military
leave in any week in which you have performed any work.
• Any other deductions prohibited by state or federal law.
However, unless state law provides otherwise, deductions may
be made to your accrued leave for full-or partial-day absences for
personal reasons, sickness or disability.
If you believe you have been subject to any improper deductions,
you should immediately report the matter to your supervisor.
If the supervisor is unavailable or if you believe it would be
inappropriate to contact that person (or if you have not received
a prompt and fully acceptable reply), you should immediately
contact your second level supervisor or any other supervisor in
the Company with whom you feel comfortable. You may also
contact the ADP TotalSource Employee Service Center at
800-554-1802.

Timekeeping Procedures
Employees must record their actual time worked for payroll and
benefit purposes. Non-exempt employees must record the time
work begins and ends, as well as the beginning and ending time
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of any departure from work for any non-work-related reason, on
forms as prescribed by management.

• To care for the employee’s child after birth or placement for
adoption or foster care;

Altering, falsifying or tampering with time records is prohibited and
subjects the employee to discipline, up to and including discharge.

• To care for the employee’s spouse, son, daughter or parent (but
not in-law) who has a serious health condition;

Exempt employees are required to record their daily work
attendance and report full days of absence from work for reasons
such as leaves of absence, sick leave or personal business. Nonexempt employees may not start work until their scheduled
starting time.

• For the employee’s own serious health condition (including any
period of incapacity due to pregnancy, prenatal medical care or
childbirth) that makes the employee unable to perform one or
more of the essential functions of the employee’s job; and/or

It is your responsibility to sign or approve your time record to
certify the accuracy of all time recorded. Any errors in your time
record should be reported immediately to your Supervisor, who
will attempt to correct legitimate errors.

Family And Medical Leave Policy
The Leave Policy
Employees may be entitled to a leave of absence under the
Family and Medical Leave Act (FMLA). This policy provides
employees information concerning FMLA entitlements and
obligations employees may have during such leaves. If employees
have any questions concerning FMLA leave, they should contact
their supervisor or ADP TotalSource.
I. Eligibility
FMLA leave is available to “eligible employees.” To be an
“eligible employee,” an employee must: 1) have been employed
by a covered Company* for at least 12 months (which need not be
consecutive); 2) have been employed by the Company for at least
1,250 hours of service during the 12-month period immediately
preceding the commencement of the leave; and 3) be employed
at a worksite where 50 or more employees are located within 75
miles of the worksite.
*Note a covered Company is one which has employed 50 or
more employees for at least 20 workweeks in the current or
preceding calendar year,
II. Entitlements
The FMLA provides eligible employees with a right to leave,
applicable health insurance benefits and, with some limited
exceptions, job restoration. The FMLA also entitles employees
to certain written notices concerning their potential eligibility for
and designation of FMLA leave..
A. Basic FMLA Leave Entitlement:
The FMLA provides eligible employees up to 12 workweeks of
unpaid leave for certain family and medical reasons during a
12-month period. The 12-month period is determined based on
a rolling 12-month period measured backward from the date an
employee uses his/her FMLA leave. Leave may be taken for any
one, or for a combination, of the following reasons:
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• Because of any qualifying exigency arising out of the fact that
an employee’s spouse, son, daughter or parent is a covered
military member on covered active duty or called to covered
active duty status (or has been notified of an impending call
or order to covered active duty) in the Reserves component
of the Armed Forces in support of contingency operations or
Regular Armed Forces for deployment to a foreign country. This
leave also is available for family members of active duty service
members.
A serious health condition is an illness, injury, impairment or
physical or mental condition that involves either an overnight stay
in a medical care facility, or continuing treatment by a health care
provider for a condition that either prevents the employee from
performing the functions of the employee’s job, or prevents the
qualified family member from participating in school or other
daily activities. Subject to certain conditions, the continuing
treatment requirement may be met by a period of incapacity of
more than 3 consecutive calendar days combined with at least
two visits to a health care provider or one visit and a regimen
of continuing treatment, or incapacity due to pregnancy, or
incapacity due to a chronic condition. Other conditions may meet
the definition of continuing treatment.
Qualifying exigencies may include attending certain military
events, arranging for alternative childcare, addressing certain
financial and legal arrangements, attending certain counseling
sessions, caring for the parents of the military member
on covered active duty and attending post-deployment
reintegration briefings.
B. Additional Military Family Leave Entitlement
(Injured Servicemember Leave)
In addition to the basic FMLA leave entitlement discussed above,
an eligible employee who is the spouse, son, daughter, parent
or next of kin of a covered servicemember is entitled to take up
26 weeks of leave during a single 12-month period to care for the
servicemember with a serious injury or illness. Leave to care for a
servicemember shall only be available during a single-12 month
period and, when combined with other FMLA-qualifying leave,
may not exceed 26 weeks during the single 12-month period.
The single 12-month period begins on the first day an eligible
employee takes leave to care for the injured servicemember.
A ”covered servicemember” is a current member of the Armed
Forces, including a member of the National Guard or Reserves,
who is undergoing medical treatment, recuperation or therapy, is
Basic Employment Policies 		
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otherwise in outpatient status or is on the temporary retired list,
for a serious injury or illness. These individuals are referred to in
this policy as “current members of the Armed Forces.” Covered
servicemembers also include a veteran who is discharged
or released from military services under condition other than
dishonorable at any time during the five years preceding the date
the eligible employee takes FMLA leave to care for the covered
veteran, and who is undergoing medical treatment, recuperation
or therapy for a serious injury or illness. These individuals are
referred to in this policy as “covered veterans.”

qualifying, the reasons why; and 3) the amount of leave, if known,
that will be counted against the employee’s leave entitlement.

The FMLA definitions of a “serious injury or illness” for current
Armed Forces members and covered veterans are distinct from
the FMLA definition of “serious health condition” applicable to
FMLA leave to care for a covered family member.

III. Employee FMLA Leave Obligations

C. Intermittent Leave and Reduced Leave Schedules
FMLA leave usually will be taken for a period of consecutive
days, weeks or months. However, employees also are entitled to
take FMLA leave intermittently or on a reduced leave schedule
when medically necessary due to a serious health condition of
the employee or covered family member or the serious injury or
illness of a covered servicemember.
D. No Work While on Leave
The taking of another job while on family/medical leave or any
other authorized leave of absence is grounds for immediate
termination, to the extent permitted by law.
E. Protection of Group Health Insurance Benefits
During FMLA leave, eligible employees are entitled to receive
group health plan coverage (if applicable) on the same terms and
conditions as if they had continued to work.
F. Restoration of Employment and Benefits
At the end of FMLA leave, subject to some exceptions including
situations where job restoration of “key employees” will cause the
Company substantial and grievous economic injury, employees
generally have a right to return to the same or equivalent
positions with equivalent pay, benefits and other employment
terms. The Company will notify employees if they qualify as “key
employees,” if it intends to deny reinstatement, and of their
rights in such instances. Use of FMLA leave will not result in the
loss of any employment benefit that accrued prior to the start of
an eligible employee’s FMLA leave.
G. Notice of Eligibility for, and Designation of, FMLA Leave
Employees requesting FMLA leave are entitled to receive written
notice from the Company telling them whether they are eligible
for FMLA leave and, if not eligible, the reasons why they are not
eligible. When eligible for FMLA leave, employees are entitled
to receive written notice of: 1) their rights and responsibilities
in connection with such leave; 2) the Company’s designation of
leave as FMLA-qualifying or non-qualifying, and if not FMLABasic Employment Policies		
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The Company may retroactively designate leave as FMLA leave
with appropriate written notice to employees provided the
Company’s failure to designate leave as FMLA-qualifying at an
earlier date did not cause harm or injury to the employee. In all
cases where leaves qualify for FMLA protection, the Company
and employee can mutually agree that leave be retroactively
designated as FMLA leave.

A. Provide Notice of the Need for Leave
Employees who take FMLA leave must timely notify the Company
of their need for FMLA leave. The following describes the content
and timing of such employee notices.
1. Content of Employee Notice
To trigger FMLA leave protections, employees must inform their
supervisor or ADP TotalSource (866¬217-0733, option 1 or email:
Totalsource.FMLA@adp.com) of the need for FMLA-qualifying
leave and the anticipated timing and duration of the leave, if
known. Employees may do this by either requesting FMLA leave
specifically, or explaining the reasons for leave so as to allow the
Company to determine that the leave is FMLA-qualifying. For
example, employees might explain that:
• a medical condition renders them unable to perform the
functions of their job;
• they are pregnant or have been hospitalized overnight;
• they or a covered family member are under the continuing care
of a health care provider;
• the leave is due to a qualifying exigency cause by a covered
military member being on active duty or called to active duty
status; or
• if the leave is for a family member, that the condition renders
the family member unable to perform daily activities or that the
family member is a covered servicemember with a serious injury
or illness.
Calling in “sick,” without providing the reasons for the needed
leave, will not be considered sufficient notice for FMLA leave under
this policy. Employees must respond to the Company’s questions
to determine if absences are potentially FMLA-qualifying.
If employees fail to explain the reasons for FMLA leave, the
leave may be denied. When employees seek leave due to
FMLA-qualifying reasons for which the Company has previously
provided FMLA-protected leave, they must specifically reference
the qualifying reason for the leave or the need for FMLA leave.
2. Timing of Employee Notice
Employees must provide 30 days’ advance notice of the need to
take FMLA leave when the need is foreseeable. When 30 days’
7

notice is not possible, or the approximate timing of the need for
leave is not foreseeable, employees must provide the Company
and/or ADP TotalSource notice of the need for leave as soon as
practicable under the facts and circumstances of the particular
case. Employees who fail to give 30 days’ notice for foreseeable
leave without a reasonable excuse for the delay, or otherwise fail
to satisfy FMLA notice obligations, may have FMLA leave delayed
or denied.
B. Cooperate in the Scheduling of Planned Medical Treatment
(Including Accepting Transfers to Alternative Positions) and
Intermittent Leave or Reduced Leave Schedules
When planning medical treatment, employees must consult
with the Company and make a reasonable effort to schedule
treatment so as not to unduly disrupt the Company’s operations,
subject to the approval of an employee’s health care provider.
Employees must consult with the Company prior to the
scheduling of treatment to work out a treatment schedule that
best suits the needs of both the Company and the employees,
subject to the approval of an employee’s health care provider.
If employees providing notice of the need to take FMLA leave
on an intermittent basis for planned medical treatment neglect
to fulfill this obligation, the Company may require employees to
attempt to make such arrangements, subject to the approval of
the employee’s health care provider.
When employees take intermittent or reduced work schedule
leave for foreseeable planned medical treatment for the
employee or a family member, including during a period
of recovery from a serious health condition or to care for a
covered servicemember, the Company may temporarily transfer
employees, during the period that the intermittent or reduced
leave schedules are required, to alternative positions with
equivalent pay and benefits for which the employees are qualified
and which better accommodate recurring periods of leave.
When employees seek intermittent leave or a reduced leave
schedule for reasons unrelated to the planning of medical
treatment, upon request, employees must advise the Company
of the reason why such leave is medically necessary. In such
instances, the Company and employee shall attempt to work
out a leave schedule that meets the employee’s needs without
unduly disrupting the Company’s operations, subject to the
approval of the employee’s health care provider.
C. Submit Medical Certifications Supporting Need for FMLA
Leave (Unrelated to Requests for Military Family Leave)
Depending on the nature of FMLA leave sought, employees may
be required to submit medical certifications supporting their need
for FMLA-qualifying leave. As described below, there generally are
three types of FMLA medical certifications: an initial certification,a
recertification and a return to work/fitness for duty certification.
It is the employee’s responsibility to provide the Company
with timely, complete and sufficient medical certifications.
Whenever the Company requests employees to provide FMLA
8

medical certifications, employees must provide the requested
certifications within 15 calendar days after the Company’s
request, unless it is not practicable to do so despite an
employee’s diligent, good faith efforts. The Company shall inform
employees if submitted medical certifications are incomplete
or insufficient and provide employees at least seven calendar
days to cure deficiencies. The Company will deny FMLA leave to
employees who fail to timely cure deficiencies or otherwise fail to
timely submit requested medical certifications.
With the employee’s permission, the Company (through
individuals other than an employee’s direct supervisor) may
contact the employee’s health care provider to authenticate or
clarify completed and sufficient medical certifications.
If employees choose not to provide the Company with
authorization allowing it to clarify or authenticate certifications
with health care providers, the Company may deny FMLA leave if
certifications are unclear.
Whenever the Company deems it appropriate to do so, it may
waive its right to receive timely, complete and/or sufficient FMLA
medical certifications.
1. Initial Medical Certifications
Employees requesting leave because of their own, or a covered
relation’s, serious health condition, or to care for a covered
servicemember, must supply medical certification supporting
the need for such leave from their health care provider or, if
applicable, the health care provider of their covered family or
service member. If employees provide at least 30 days’ notice
of medical leave, they should submit the medical certification
before leave begins. A new initial medical certification will be
required on an annual basis for serious medical conditions lasting
beyond a single leave year.
If the Company has reason to doubt initial medical certifications,
it may require employees to obtain a second opinion at the
Company’s expense. If the opinions of the initial and second
health care providers differ, the Company may, at its expense,
require employees to obtain a third, final and binding certification
from a health care provider designated or approved jointly by the
Company and the employee.
2. Medical Recertifications
Depending on the circumstances and duration of FMLA leave,
the Company may require employees to provide recertification
of medical conditions giving rise to the need for leave. The
Company will notify employees if recertification is required and
will give employees at least 15 calendar days to provide medical
recertification.
3. Return to Work/Fitness for Duty Medical Certifications
Unless notified that providing such certifications is not necessary,
employees returning to work from FMLA leaves that were taken
because of their own serious health conditions that made them
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unable to perform their jobs must provide the Company medical
certification confirming they are able to return to work and the
employees’ ability to perform the essential functions of the
employees’ position, with or without reasonable accommodation.
The Company may delay and/or deny job restoration until
employees provide return to work/fitness for duty certifications.
D. Submit Certifications Supporting Need for Military Family
Leave
Upon request, the first time employees seek leave due to
qualifying exigencies arising out of the active duty or call to
active duty status of a covered military member, the Company
may require employees to provide: 1) a copy of the covered
military member’s active duty orders or other documentation
issued by the military indicating the covered military member
is on active duty or call to active duty status and the dates
of the covered military member’s active duty service; and 2)
a certification from the employee setting forth information
concerning the nature of the qualifying exigency for which leave
is requested. Employees shall provide a copy of new active duty
orders or other documentation issued by the military for leaves
arising out of qualifying exigencies arising out of a different
active duty or call to active duty status of the same or a different
covered military member.
When leave is taken to care for a covered servicemember with
a serious injury or illness, the Company may require employees
to obtain certifications completed by an authorized health
care provider of the covered servicemember. In addition, and
in accordance with the FMLA regulations, the Company may
request that the certification submitted by employees set forth
additional information provided by the employee and/or the
covered servicemember confirming entitlement to such leave.
E. Reporting Changes to Anticipated Return Date & Periodically
Concerning Intent to Return to Work
Employees must contact ADP TotalSource at 866-217-0733,
option 1 periodically in accordance with the instructions noted
on the Eligibility Notice regarding their status and intention
to return to work at the end of the FMLA leave period. If an
employee’s anticipated return to work date changes and it
becomes necessary for the employee to take more or less leave
than originally anticipated, the employee must provide the
Company or ADP TotalSource with reasonable notice (i.e., within
two business days) of the employee’s changed circumstances
and new return to work date. If employees give the Company
unequivocal notice of their intent not to return to work, they will
be considered to have voluntarily resigned and the Company’s
obligation to maintain applicable health benefits (subject to
COBRA requirements) and to restore their positions will cease.
F. Substitute Paid Leave for Unpaid FMLA Leave
Employees must (unless the Company specifically informs
employees otherwise) use any accrued paid time off while taking
unpaid FMLA leave. The substitution of paid time for unpaid
Basic Employment Policies		
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FMLA leave time does not extend the length of FMLA leaves
and the paid time will run concurrently with an employee’s
FMLA entitlement.
Leaves of absence taken in connection with a disability leave plan
or workers’ compensation injury/illness shall run concurrently with
any FMLA leave entitlement. Upon written request, the Company
will allow employees to use accrued paid time off to supplement
any paid disability benefits.
G. Pay Employee’s Share of Health Insurance Premiums
During FMLA leave, employees are entitled to continued group
health plan coverage (if applicable) under the same conditions
as if they had continued to work. Unless the Company notifies
employees of other arrangements, whenever employees are
receiving pay from the Company during FMLA leave, the
Company will deduct the employee portion of the group health
plan premium from the employee’s paycheck in the same manner
as if the employee was actively working.
If FMLA leave is unpaid, employees must pay their portion of
the group health premium through a ‘’pay¬as-you-go’’ method.
Employees should contact their immediate supervisor to make
these arrangements.
The Company’s obligation to maintain health care coverage
ceases if an employee’s premium payment is more than 30 days
late. If an employee’s payment is more than 15 days late, the
Company will send a letter notifying the employee that coverage
will be dropped on a specified date unless the co-payment is
received before that date. If employees do not return to work
within 30 calendar days at the end of the leave period (unless
employees cannot return to work because of a serious health
condition or other circumstances beyond their control), they
will be required to reimburse the Company for the cost of the
premiums the Company paid for maintaining coverage during
their unpaid FMLA leave.
IV. Exemption for Highly Compensated Employees
The Company may choose not to return highly compensated
employees (highest paid 10% of employees at a worksite or
within 75 miles of that worksite) to their former or equivalent
positions following a leave if restoration of employment will cause
substantial economic injury to the Company. (This fact-specific
determination will be made by the Company on a case-by-case
basis.) The Company will notify you if you qualify as a “highly
compensated” employee, if the Company intends to deny
reinstatement, and of your rights in such instances.
V. Questions and/or Complaints about FMLA Leave
If you have questions regarding this FMLA policy, please contact
your supervisor or ADP TotalSource (866-217-0733, option 1 or
email: Totalsource.FMLA@adp.com) The Company is committed
to complying with the FMLA and, whenever necessary, shall
interpret and apply this policy in a manner consistent with
the FMLA.
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The FMLA makes it unlawful for employers to: 1) interfere with,
restrain or deny the exercise of any right provided under FMLA;
or 2) discharge or discriminate against any person for opposing
any practice made unlawful by FMLA or involvement in any
proceeding under or relating to FMLA. If employees believe
their FMLA rights have been violated, they should contact ADP
TotalSource immediately. The Company will investigate any FMLA
complaints and take prompt and appropriate remedial action to
address and/or remedy any FMLA violation. Employees also may
file FMLA complaints with the United States Department of Labor
or may bring private lawsuits alleging FMLA violations.

Because everyone may not have the same idea about proper
workplace conduct, it is helpful to adopt and enforce rules all
can follow. Unacceptable conduct may subject the offender
to disciplinary action, up to and including discharge, in the
Companies’ sole discretion. The following are examples of some,
but not all, conduct which can be considered unacceptable:
1. Obtaining employment on the basis of false or misleading
information.
2. Stealing, removing or defacing Company property or a coworker’s property, and/or disclosure of confidential business
information.

VI. Coordination of FMLA Leave with Other Leave Policies

3. Completing another employee’s time records.

The FMLA does not affect any federal, state or local law
prohibiting discrimination, or supersede any State or local law
that provides greater family or medical leave rights. For additional
information concerning leave entitlements and obligations that
might arise when FMLA leave is either not available or exhausted,
please consult the Company’s other leave policies in your
Company handbook as applicable

4. Violation of safety rules and policies.

Health And Safety
The health and safety of employees and others on Company
property are of critical concern to the Company. The Company
intends to comply with all health and safety laws applicable to our
business. To this end, the Company must rely upon employees
to ensure that work areas are kept safe and free of hazardous
conditions. Employees are required to be conscientious about
workplace safety, including proper operating methods, and
recognize dangerous conditions or hazards. Any unsafe conditions
or potential hazards should be reported to management
immediately, even if the problem appears to be corrected. Any
suspicion of a concealed danger present on the Company’s
premises, or in a product, facility, piece of equipment, process or
business practice for which the Company is responsible, should
be brought to the attention of management immediately.
Periodically, the Company may issue rules and guidelines
governing workplace safety and health. The Company may also
issue rules and guidelines regarding the handling and disposal of
hazardous substances and waste. All employees should familiarize
themselves with these rules and guidelines, as strict compliance
will be expected.
Any workplace injury, accident, or illness must be reported to
the employee’s Supervisor as soon as possible regardless of
the severity of the injury or accident. Reports and concerns
about workplace safety issues may be made anonymously if the
employee wishes. All reports can be made without fear of reprisal.

Workplace Conduct
The Companies endeavor to maintain a positive work
environment. Each employee plays a role in fostering this
environment. Accordingly, we all must abide by certain rules of
conduct, based on honesty, common sense and fair play.
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5. Fighting, threatening or disrupting the work of others or other
violations of the Company’s Workplace Violence Policy.
6. Failure to follow lawful instructions of a supervisor.
7. Excessive absenteeism, including but not limited to violation of
any applicable policies, irregular attendance, habitual lateness
or unexcused absences.
8. Gambling on Company property.
9. Willful or careless destruction or damage to Company assets
or to the equipment or possessions of another employee.
10. Wasting work materials.
11. Performing work of a personal nature during working time.
12. Violation of the Harassment or Equal Employment Opportunity
Policies.
13. Unsatisfactory job performance.
14. The unlawful or unauthorized use, abuse, solicitation,
distribution, theft, possession, transfer, purchase, or sale of
drugs, drug paraphernalia or alcohol by an individual anywhere
on Company premises, while on Company business (whether
or not on Company premises) or while representing the
Company or reporting to work or remaining on duty after
using drugs or alcohol in any amount that adversely affects
the employee’s ability to perform the functions of the job.
Please refer to your Company’s specific policy (if any) for
additional information.
15. Any other violation of the Company’s policies.
Obviously, not every type of misconduct can be listed. Note that
all employees are employed at-will, and we reserve the right
to impose whatever discipline we choose, or none at all, in a
particular instance. We will deal with each situation individually
and nothing in these policies should be construed as a promise
of specific treatment in a given situation. However, we will
endeavor to utilize progressive discipline but reserve the right in
our sole discretion to terminate an employee at any time for any
reason. The observance of these rules will help to ensure that the
workplace remains a safe and desirable place to work.
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Acknowledgment of Receipt of Basic Employment Policies
I understand that my Company has enlisted the services of ADP TotalSource to help administer payroll,
provide applicable employee benefits and assist with human resources and risk management. By my
signature below, I acknowledge the following:
• If I work in one of the following states that I have received the Basic Employment
Policies applicable to that state: CA, CT, HI, MA, MD, ME, MT, NJ, RI, SC, TN, VT, WA.
•T
 hese Basic Employment Policies describe important information about ADP
TotalSource and my Company.
•M
 y co-employment relationship with ADP TotalSource and my Company is that of an
employee¬at-will and is entered into voluntarily. My at-will employment is described in
greater detail in page 3 and 4 of this booklet.
•T
 hese policies are neither a contract for employment, express or implied. I have had
an opportunity to read and will comply with both the policies contained here and any
revisions made to them. These policies supersede any and all prior editions.
• Should

my employment end, for whatever reason, ADP TotalSource is not responsible
for payment of any accrued and/or earned vacation, sick, paid time off, bonus,
commission, severance or expense reimbursement pay that my Company may have
promised me. I further acknowledge that the responsibility, if any, to pay me any of the
above amounts remains at all times with my Company.

Company Name: _______________________________

Employee’s Printed Name:_____________________________ Position: __________________

Employee’s Signature:_________________________________ Date: ___________________

[PLEASE SUBMIT THE SIGNED AND DATED FORM TO YOUR SUPERVISOR.]
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