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HANDBOOK
)The practices, policies and procedures in this handbook are not intended to be contractual commitments by K & D Electric. K & D Electric and employees shall not construe them as such.

The practices, policies and procedures are intended to be guidelines and are merely descriptive of suggested procedures to be followed. K & D Electric reserves the right to revoke, change or supplement guidelines at any time without notice.

No policy is intended as a guarantee of continuity of benefits or rights. No permanent employment or employment for any term is intended or can be implied from any statements in this handbook.
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INTRODUCTION






Welcome to K & D Electric


We believe that each employee contributes directly to the growth and success and we hope you will take pride in being a member of our team.
As an employee of K & D Electric, you share in our tradition of providing the highest level of service to our clients. Your commitment to doing the best possible job is essential.
This employee handbook was developed to describe some of the expectations of our employees and to outline the practices, policies and procedures, programs, and benefits available to eligible employees. Employees should familiarize themselves with the contents of the employee handbook as soon as possible.

VISION STATEMENT
To provide the best quality and knowledge to our client. To deliver only excellence with the work we provide. We prosper through achieving long term financial success through capitalization of business opportunities, teamwork, and dedication. Our employees and commitment to the field is a driving force for us to excel and be innovative in the field.


COMPANY MISSION STATEMENT
K & D Electric has been in business for over 20 years serving the southeast. We specialize in commercial, industrial and petroleum projects. We strive to offer our clients a consistently high level of care for each and every project no matter how big or small.
K & D Electric takes pride in:
· Quality
· Customer Service
· Knowledge
· Satisfaction

K & D Electric Team
As a member of the K & D Electric team, you will be expected to contribute your talents and energies to continue to help K & D Electric grow and emerge as leader in the industry. In return, you will be given opportunities to grow and advance in your career.
All employees at K & D Electric are “at will” employees. No one will be denied opportunities or benefits on the basis 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; nor will anyone receive special treatment for those reasons.


WHAT YOU CAN EXPECT FROM K & D ELECTRIC

K & D Electric employee relations policy is to:
· Review wages, employee benefits and working conditions to provide appropriate benefits in these areas, consistent with sound business practices
· Provide paid vacations and holidays to all eligible employees
· Provide eligible employees with 401K after employee completes 90-day probation period 
· Provide eligible employees with medical benefits
· Develop competent people who understand and meet our objectives and who accept with open minds the ideas, suggestions and constructive criticisms of fellow employees
· Assure employees, after talking with their supervisor, an opportunity to discuss any problem with management
· Respect individuals and treat all employees with courtesy and consideration
· Maintain mutual respect in our working relationship

WHAT K & D ELECTRIC EXPECTS FROM YOU

Your first responsibility is to know your own duties and how to do them promptly, correctly and efficiently. Secondly, you are expected to cooperate with management and your fellow employees and maintain a good team attitude. You are encouraged to grasp opportunities for personal development that are offered to you.
This Employee Handbook offers insight on how you can positively perform to the best of your ability to meet and exceed K & D Electric’s expectations.


YOUR EMPLOYEE HANDBOOK

This Handbook has been prepared to inform you about K & D Electric’s employment practices, and policies, as well as the benefits provided to you. It also outlines the company’s expectations and the conduct expected from you.
The information in this Handbook is to be used as guidelines. K & D Electric, at its option, may change, delete, suspend or discontinue any part or parts of the information in this Handbook at any time without prior notice. Any such action shall apply to existing as well as future employees with continued employment being the consideration between the employer and employee. If and when provisions are changed, you will be given replacement pages for those that have become outdated.
Should any provision in the Employee Handbook be found to be unenforceable and invalid, such finding does not invalidate the entire Employee Handbook, but only the subject provision.

EMPLOYEE RELATIONS

The policy of K & D Electric has been, and will continue to be, an attempt to treat employees fairly. Every effort will be made to provide you with steady work, fair wages and benefits, good supervision, job opportunity and freedom from unlawful discrimination and/or harassment. We believe the best way to advance these ideals is through teamwork and open communications by each individual.
K & D Electric encourages employees to present problems, complaints, and suggestions to their supervisors.

EQUAL EMPLOYMENT OPPORTUNITY

Our goal at K & D Electric is to recruit, hire, and maintain the best available personnel for our workforce. Equal employment opportunity is not only good business, it's the law and applies to all areas of employment, including recruitment, selection, hiring, training, promotion, termination, compensation, and benefits.
As an equal employment opportunity employer, K & D Electric does not discriminate in its employment decisions on the basis of race, religion, color, national origin, gender, age, disability, or on any other basis that would be in violation of any applicable federal, state, or local law. K & D Electric will make reasonable accommodations for qualified individuals with known disabilities unless doing so would result in an undue hardship. This governs all aspects of employment, including selection, job assignment, compensation, discipline, termination, and access to benefits and training.
Any employees with questions or concerns about any type of discrimination in the workplace are encouraged to bring these issues to the attention of their supervisor or Human Resources Administrator.

Employees can raise concerns and make reports without fear of reprisal. Anyone found to be engaging in any type of unlawful discrimination will be subject to disciplinary action, up to and including termination of employment. The Company’s Equal Employment Opportunity policy will be posted.
HARASSMENT
K & D Electric recognizes the right of its employees to work in an environment free of harassment and based on race, religion, color, national origin, gender, age, disability, or on any other basis that would be in violation of any applicable federal, state, or local law, and does not and will not tolerate any illegal harassment of our employees. The Company has made a commitment to its employees to prevent the occurrence of such harassment. If you believe you are a victim of harassment or discrimination by an employee or other person, contact your supervisor or the Human Resources Administrator immediately. The matter will be appropriately investigated and corrective action will be taken against any employee engaging in any form of illegal harassment or discrimination.
This prohibited conduct includes, but is not limited to unwelcome sexual advances to any employee or the making of remarks or jokes known to be offensive to any employee because of his or her sex, race, age, religion and/or disability. Harassment also includes slurs, jokes and other verbal or physical conduct relating to a person’s gender (including pregnancy, race, color, religion, national origin, age, disability, military status or any other protected category under federal, state or local law that unreasonably interferes with a person’s work performance or creates an intimidating, hostile work environment.
In no event will information concerning a complaint of harassment be released by the Company to third parties or anyone who is not directly involved in the investigation. More specifically, information will not be released to any affected employee’s family, the news media, or prospective employers seeking a reference. The purpose of this provision is to protect the confidentiality of the employee who files a complaint, to encourage the reporting of any incidences of harassment and to protect the reputation of any employee wrongfully charged with harassment.
Any employee who files a complaint of sexual harassment or other discrimination in good faith will not be adversely affected in terms and conditions of employment and will not be retaliated against or discharged because of the complaint.
In addition, the Company will not tolerate retaliation against any employee who, in good faith, cooperates in the investigation of a complaint. Anyone who engages in such retaliatory behavior will be subject to appropriate discipline, up to and including discharge.
An employee, including supervisory or other management – level personnel who have been found by the Company, after an appropriate investigation, to have violated the Harassment Policy will be subjected to appropriate sanctions, depending on the circumstances, up to and including termination.


BUSINESS ETHICS AND CONDUCT
The successful business operation and reputation of K & D Electric is built upon the principles of fair dealing and ethical conduct of our employees.
K & D Electric will comply with all applicable laws and regulations and expects its managers, supervisors, and employees to conduct business in accordance with all relevant laws and to refrain from any illegal, dishonest, or unethical conduct.

CONFIDENTIAL INFORMATION

Our customers entrust K & D Electric with important information relating to their business. The nature of this relationship requires maintenance of confidentiality. In safeguarding the information received, K & D Electric earns the respect and further trust of our customers and suppliers.
Your employment with, K & D Electric assumes an obligation to maintain confidentiality, even after you leave K & D Electric employment.
If you are questioned by someone outside the Company and you are concerned about the appropriateness of giving them certain information, remember that you are not required to answer. Instead, as politely as possible, refer the request to your supervisor or to a member of management.
Confidential information includes, but is not limited to, the following examples:
· Customer lists
· Customer preferences
· Financial information
· Marketing strategies
· Pending projects and proposals
· Client operations and procedures
· Employee personnel information
· Client operations and any services provided to clients

In general, common sense will govern whether information should be kept confidential. If there is any question, and until proper clarification can be obtained, follow these simple rules: When in doubt, consider the matter to be confidential. If the information is not something the client or other contractors are aware of, consider the matter confidential.

EMPLOYEE CLASSIFICATIONS

“Exempt” / “Non-Exempt”
The Fair Labor Standards Act requires all employees to be classified according to the overtime provisions of the law. For the purpose of paying any compensation, all employees are classified as either “Exempt” or “Non-Exempt” from overtime compensation. All determinations of wage classification status are made through the job evaluation process.
“Non-Exempt” employees are entitled to overtime pay for hours worked in excess of forty (40) hours per workweek. This means that they are not exempt from and therefore should receive overtime pay.
“Exempt” employees are managers, executives, professional staff, technical staff, officers, directors, owners and others whose duties and responsibilities allow them to be “exempt” from overtime pay provisions as provided by the Federal Fair Labor Standards Act (FLSA) and any applicable state laws.
You will be advised of your classification at the time you are hired, transferred or promoted.
The Human Resources Department is responsible for classifying all employees into one of three categories for eligibility to receive certain benefits offered by K & D Electric. These categories are defined as:

Full-Time Employees
An employee who has and who is regularly scheduled to work at least forty (40) hours per week is considered a full-time employee. After ninety (90) days of full time, uninterrupted employment you are eligible for benefits described in this Employee Handbook.

 Part-Time Employees
An employee who is expected to establish a continuity of service, but is regularly scheduled to work less than thirty (30) hours per week is considered a part-time employee. If you are a part-time employee, please understand that you are not eligible for benefits described in this Employee Handbook, except as granted on occasion in writing, or to the extent required by state or federal laws.


Temporary Employees
From time to time, K & D Electric 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.
If you are a temporary employee, you are not eligible for benefits described in this Employee Handbook, except as granted on occasion, or to the extent required by state or federal laws.

YOUR PERSONNEL FILE

Keeping your personnel file up-to-date can be important to you with regard to pay, deductions, benefits and other matters. Such information is also needed to properly fill operational requirements. If you have a change in any of the following items, you are responsible for notifying the Human Resources Administrator as soon as the change occurs:
· Military status
· Number of dependents
· Person to call in case of emergency
· Status of driver’s license
· Exemptions on your W-4 tax form
· Home address
· Home telephone number
· Legal name
· Marital status


Coverage or benefits that you and your family may receive under K & D Electric’s benefits package could be negatively affected if the information in your personnel file is incorrect.
All employee records are the property of K & D Electric and considered confidential. The use of the records and the information they contain is limited to authorized personnel only and will not be disclosed or copied without a court order and/or prior approval by the Human Resources Administrator. Unauthorized disclosure or review of employment records or the information they contain will subject an employee to disciplinary action, up to and including termination. Under no circumstance shall an individual have the right to remove any personnel record from the Human Resources Department.
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EMPLOYMENT REFERENCE CHECKS
K & D Electric will only verify dates of employment and job titles to outside agencies inquiring by telephone. No employment data will be released without a written authorization and release signed by the individual who is the subject of the inquiry.


ANNIVERSARY DATE / VACATION TIME
Although, there are no federal, state, or local laws requiring K & D Electric to give its employees vacation time, K & D Electric has elected to offer this benefit under the following stipulations. 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 Employee Handbook. It is recognized, by K & D Electric and its employees, that if the employee is no longer employed by K & D Electric, regardless of the terms, the accrued vacation time will not be paid upon separation and will remain with K & D Electric. It is also the policy of K & D Electric that vacation time cannot be used anytime during your last two (2) weeks of employment if you have given your notice of separation. All vacation time must be submitted and approved no less than 30 days prior to the days you have requested off. Employees will be eligible to start using their vacation time after one (1) complete year of uninterrupted employment. For this benefit, a full time employee must work at a minimum of 2,080 hours in a 12-month period, forty (40) hours a week, to be considered as a full time employee.
· After one (1) complete year of uninterrupted full time employment, 40 hours
· After two (2) complete years of uninterrupted full time of employment, 80 hours
· After three (3) complete years of uninterrupted full time employment, 80 hours
· After four (4) complete years of uninterrupted full time employment, 120 hours


EMPLOYMENT AT WILL
Nothing contained in this Employee Handbook or in any other materials or information distributed by K & D Electric creates a contract of employment between an employee and K & D Electric. Employment is a relationship that exists as long as both, you, the employee, and the Company determine it is in our respective best interests.
All employment with K & D Electric is “at will”. This means that employees are free to resign their employment at any time, for any reason, and K & D Electric retains that same right. No statements to the contrary, written or oral made either before or during an individual’s employment can change this. No individual supervisor or manager can make a contrary agreement, except for owner of the company and even then, such an agreement must be set forth in a written employment contract with the employee, signed by the owner.


PERFORMANCE APPRAISALS
Your supervisor is continuously evaluating your job performance. Day-to-day interaction between you and your supervisor should give you a sense of how your supervisor perceives your performance. Employees will receive evaluations after their 90-day probation period. After initial evaluation, employees will be evaluated approximately every 6 months. 

ELIGIBILITY FOR BENEFITS
If you are a full-time employee, you will enjoy all of the benefits described in this Employee Handbook as soon as you meet the eligibility requirements for each particular benefit.
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If you are a part-time or temporary employee, aside from Workers’ Compensation insurance you will only receive 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).


HOLIDAYS
Full Time Employee's Only, after 90 days of employment, will be eligible to receive holiday pay of 8 hours for the following Holidays. Holiday pay is paid at a straight rate and will not be paid as overtime.
New Year’s Day	Memorial Day

Fourth of July	Labor Day

Thanksgiving Day	Christmas Day


WORKERS' COMPENSATION
K & D Electric carries Workers’ Compensation insurance for all employees, including part-time and temporary employees for injuries occurring in the course of employment. Workers' compensation insurance pays medical costs due to workplace injuries, without a deductible provision. There are well-defined provisions that must be met to ensure that employees qualify for workers' compensation benefits.
All on-the-job injuries are to be reported immediately to your supervisor so that appropriate medical attention may be rendered. All employees who suffer a work-related injury of any sort are required to fill out an on-the-job report and complete an incident report, regardless of the severity of the injury or whether you believe medical attention is required. Immediately after the on-the-job injury, same day, the injured worker will take a drug test at a medical facility determined by K & D Electric. If you fail to take or refuse to take the drug test, you will be disqualified from any worker’s compensation benefits.
Any claim for an injury or illness caused by an employee's willful misconduct, alcohol, or drug usage will not be covered. Workers' compensation fraud is a felony, punishable by fines and/or jail time. The organization will prosecute any individual found to be claiming a work-related illness or injury fraudulently.
When applicable, FMLA leave and any authorized absence for work-related injuries will, be authorized by the Human Resources Administrator or by the company owner. Failure of an employee to return to work duties after the expiration of authorized leave will result in separation.
K & D Electric recognizes and follows federal, state and local Workers’ Compensation laws.


LIGHT DUTY
Employees who suffer an injury and who have received a release by their physician for "light" or "restricted" duty may be considered, at the discretion of the company, to perform available restricted or light duty temporary assignments. Restricted or light duty assignments are temporary in nature and will not extend beyond 14 days. Any employee who fails to return to work after being released by an approved physician will be considered to have resigned.
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UNEMPLOYMENT COMPENSATION
K & D Electric pays a percentage of its payroll to the Unemployment Compensation Fund. Depending upon the circumstances, employees may be eligible for unemployment compensation upon termination of employment. Eligibility for unemployment compensation is determined by the state workforce commission in which the employee is employed.

VOTING – ELECTION DAY
We encourage you to exercise your voting privileges in local, state, and national elections. Since the polls are open for long periods, you are encouraged to vote before or after regular working hours. However, if you are unable to do so, you will be granted unpaid time off for voting, if required by law.

JURY DUTY
It is your civic duty as a citizen to report for jury duty whenever called. Employees must present any summons to their immediate supervisor on the first working day after receiving the notice and a copy provided to the Human Resources Administrator for your personnel file.
If employees are subpoenaed to appear in court as a witnesses, they will be excused from work in order to comply with the subpoena but will not be paid for the time. They will be allowed to use their annual vacation time, if there is any available and/or you are eligible.
COBRA / CONSOLIDATED OMNIBUS BUDGET RECONCILIATION ACT
COBRA gives employees and their qualified beneficiaries the opportunity to continue their participation in health and dental insurance coverage under K & D Electric benefit plans when a “qualifying event” would normally result in the loss of eligibility. Some qualifying events are resignation; termination of employment; death of an employee; a reduction in an employee’s hours; a leave of absence; an employee’s divorce or legal separation; and a dependent child no longer meeting eligibility requirements.
Under COBRA, the employee or beneficiary pays the full cost of coverage at K & D Electric’s group rates plus an administration fee. K & D Electric provides each eligible employee with a written notice describing rights granted under COBRA when the employee becomes eligible for coverage under their benefit plan.
TIME
Accurate record keeping of time worked is the responsibility of every employee. Every employee should clock in and out on Exaktime program, along with clocking out for required 30-minute unpaid lunch break. Federal and state laws require the company to keep an accurate record of time worked in order to calculate employee pay and benefits. Time worked is all the time actually spent on the job performing assigned duties. 
Altering, falsifying, tampering with time records, or recording time on another employee’s time record may result in disciplinary action, up to and including termination of employment. 
Employees are required to use the electronic timekeeping system used by K&D Electric (Exaktime) to record hours worked. 
Call 678-673-6714 or email Danielle@kdelectric for any issues or questions regarding clocking in and out 

DRIVE TIME/TRAVEL TIME
The drive location will be calculated from the location of the company office to the location of the job site. To be compensated for drive time prior authorization will have to be made by management. K & D Electric will compensate for drive time if an employee relocates to another job site or is out of town, authorization and approval will be made prior to the employee’s assignment. Drive time compensation will not be offered for in-town jobs, unless otherwise noted and will not be paid shall you choose to drive home during the work week. Travel is computed as straight time.
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Unscheduled overtime work must always be approved by the supervisor/manager before it is performed.

DEDUCTIONS FROM PAYCHECK / MANDATORY
K & D Electric 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 (if applicable) and your contribution to Social Security as required by law. These deductions will be itemized on your direct deposit slip. Every employee must fill out and sign a federal withholding allowance certificate, IRS Form W-4, on or before his or her first day on the job. This form must be completed in accordance with federal regulations. The employee may fill out a new W-4 whenever his or her circumstances change.
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. Any change in name, address, telephone number, marital status or number of exemptions must be reported to the Human Resources Administrator to ensure proper credit for tax purposes. The W-2 form you receive for each year indicates precisely how much of your earnings were deducted for these purposes.


CHILD SUPPORT REPORTING REQUIREMENTS
Federal and state laws require K & D Electric to report basic information about new employees, including your name, address, and social security number to a designated state agency designated as the State Directory of New Hires. The state collects this information in an effort to enforce child support orders.
PAY CYCLE
K & D Electric has 52 pay cycles per year. Each employee will be paid on a weekly basis. The day in which your direct deposit with enter your savings or checking account will be every Thursday.


SICK TIME
K & D Electric does not have a sick time allowance. In the event you are sick and if eligible for vacation time and have time available, you may use your vacation time to cover the hours missed due to being sick. In the event you miss work for three (3) consecutive days or more due to an illness, you must provide a note from your doctor stating you are able to return to work with no restrictions. You must call your immediate supervisor no later than 0600 hours the day you are to report to work if you will not make it in due to illness. If you are not eligible and/or do not have any vacation time available to you at your time of illness, K & D Electric will not pay you for your missed time at work.

PAYCHECK DISTRIBUTION / DIRECT DEPOSIT

All K & D Electric’s employees are paid through the Direct Deposit Program. Your paycheck is directly deposited into your checking or savings account at a participating bank as authorized by you. The Authorization form must be filled out correctly. K & D Electric will not be held liable for the direct deposit of an employee’s payroll check if the form has not been filled out correctly.
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WAGE GARNISHMENTS

K & D Electric is required to comply with court orders as a matter of federal and state law. (i.e. child support court order; bankruptcy court order; default of school loan; etc.). Please be advised that when K & D Electric receives a federal or state court order, ordering us to withhold money from your paycheck, K & D Electric will comply and you will be notified.

FAMILY MEDICAL LEAVE ACT

K & D Electric’s family and medical leave policy is available to employees with at least 12 months of service and who have worked at least 1,250 hours within the preceding 12-month period. If eligible, an employee may be able to take up to 12 weeks of unpaid leave during the calendar year (based on a 12-month rolling calendar) for the following reasons:
· The birth of a child or to care for a child within the first 12 months after birth;
· The placement of a child with the employee for adoption or foster care within the first 12 months of placement;
· To care for an immediate family member who has a serious health condition; or
· For a serious health condition that makes the employee unable to perform the functions of his/her position.


MEDICAL LEAVE OF ABSENCE

K & D Electric may grant employees an unpaid leave of absence for their own medical needs including time off for the birth of a child. This Medical Leave of Absence policy applies both to work-related and non-work- related reasons for the leave. Approved medical leaves of absence may be granted up to 90 days (runs concurrent with FMLA). Use of any annual vacation time will be considered part of any medical leave of absence. All employees who go on or request a medical leave of absence must provide a Physician’s Statement to the Human Resources Administrator stating the date the employee became medically unable to work and the expected return date.
Re-certification for the medical leave of absence must be submitted every 30 days during the course of any medical leave. When returning to work, the employee must again submit a Physician’s Statement from their doctor indicating the date they are able to return to work and showing limitations, if any. Employees will also be required to obtain a release for duty, with no restrictions, from their personal physician. Unless otherwise required by law, employees on medical leave of absence are not guaranteed to return to employment with K & D Electric and/or to their former position. If an employee’s position is no longer available when released to return to work the employee may apply for and be considered for any available position for which he/she is qualified.

MILITARY RESERVES / NATIONAL GUARD LEAVE OF ABSENCE

K & D Electric will abide by all the provisions of the Uniformed Services Employment and Re-Employment Act (USERRA) and will grant military leave to all eligible full-time and part-time employees. Military leave may be granted to full-time and part-time employees for a period of four (4) years plus a one-year voluntary extension of active duty (5 years total), if this is at the request and for the convenience of the United States Government. If employees are reservists in any branch of the Armed Forces or members of the National Guard, they will be granted military leave without pay for military training.

As with any leave of absence, employees must provide advance notice to their supervisor and Human Resources Administrator of their intent to take military leave and must provide appropriate documentation. If available, a copy of the orders should accompany the notice of leave.
An employee’s salary will not continue during military leave unless required by law. However, employees may request to use any annual vacation time, if eligible, during military leave. Benefit coverage will continue for 31 days as long as employees pay their normal portion of the cost of benefits. For military leaves lasting longer than 31 days, employees will be eligible to continue health benefits under COBRA and will be required to pay 100% of the total cost of their health benefits if they wish to continue benefits.
Upon return from military leave, employees will be reinstated with the same seniority, pay, status, and benefit rights that they would have had if they had worked continuously.


PERSONAL LEAVE OF ABSENCE
There may be the rare occasion when an employee is faced with an emergency or special circumstance and needs to take an unpaid personal leave of absence. The owner, in conjunction with the Human Resources Administrator may grant a personal leave of absence without pay. Each request for a personal leave of absence will be evaluated on an individual basis, taking into consideration length of service, work record, staffing needs, and reason and length of the leave. To qualify for a personal leave of absence, the employee must be classified as a full-time employee.
If eligible, the use of any accrued vacation time is required and will be considered part of any personal leave of absence. Employees who are granted personal leave are not guaranteed to return to employment with K & D Electric. If an employee’s position is no longer available when released to return to work, the employee may apply for and be considered for any available position for which he/she is qualified.
INSURANCE PREMIUM PAYMENT DURING LEAVES OF ABSENCE
While you are on any type of unpaid leave of absence from K & D Electric, you will be responsible for paying the total premiums for the insurance. Failure to do so may result in loss of coverage and possible refusal by the insurance carrier to renew your coverage.


CONCURRENT RUNNING OF LEAVES
To the extent allowed by law, all leaves of absence whether under FMLA, personal leave or medical leave, including leaves based on work-related injuries or conditions, will run concurrent with each other. Employees will not be allowed to “stack” one leave after another to obtain greater benefits than expressed in this policy.


ATTENDANCE AND PUNCTUALITY
Absenteeism and tardiness adversely affect our collective performance and places an unfair burden on other employees and your supervisor. You are expected to report to work on time, on a regular basis. Unnecessary absenteeism and lateness is expensive and disruptive. Unsatisfactory attendance will also have an adverse effect on any promotion considerations and result in disciplinary action, including suspension and possible termination. You are encouraged to arrive early but required to be on site no later than 0730 hours, unless otherwise instructed to do so by a supervisor. Anytime thereafter, constitutes as being late. This will result in being sent home and disciplinary action. K & D Electric recognizes progressive disciple. The following outlines the progressive discipline in a 12-month cycle for being tardy/late. Each of your unexcused late/tardy absences will drop off after 12 months.

· Verbal Warning, this involves the immediate supervisor talking to the employee about the problem. Statement following the warning will go into the employee’s file.
· Verbal Warning, this involves the immediate supervisor talking to the employee about the problem. Statement following the warning will go into the employee’s file.
· Written Warning, the immediate supervisor and Human Resources Administrator will discuss the situation before taking the formal step and issuing a written warning. This warning will be placed in the employee’s file.
· Written Reprimand, the immediate supervisor and Human Resources Administrator will discuss the situation before taking this disciplinary action. The Written Reprimand will serve notice that the next tardy, five (5) in a 12-month period, will result in a 2-day unpaid suspension This reprimand will be placed in the employee’s file.
· Suspension, formal written document that informs individual they are receiving a 2-day unpaid suspension, you are not eligible to use vacation time during this suspension. This document will be placed in the employee’s file.
· Termination, after being late six (6) times in a twelve (12) month period.,
If you are sent home due to being tardy/late, you will not be authorized to use your vacation time, if eligible or have time available.
K & D Electric’s Attendance Policy is to ensure that everyone is aware of the limits to which the unscheduled absences will be tolerated.


CORRECTIVE / DISCIPLINARY ACTIONS
It is the policy of K & D Electric to treat all employees fairly, with dignity and respect, and to create an environment in which the goals of K & D Electric can be met. In turn, it is expected that employees will adhere to established rules, policies, practices and acceptable standards of personal conduct. Employees who depart from this policy will be subject to corrective / disciplinary action.
Unacceptable behavior, which does not lead to immediate dismissal, may be dealt with in one or a combination of the following ways as determined appropriate by K & D Electric, including but not limited to: Verbal Counseling, Written Warning, Written Reprimand, Unpaid Suspension, or Termination. K & D Electric may apply any level of discipline deemed appropriate, even termination for a single offense.
K & D Electric reserves the right to immediately suspend with or without pay, any employee pending an investigation of alleged misconduct. If it is determined that the misconduct did not occur, you will be returned to duty and may receive pay for the days absent, depending on the circumstances involved.
Under no circumstance is disciplinary action intended to subject an employee to humiliation or retaliation. In every case, the employee will be given ample opportunity to present his/her point of view.

Verbal Counseling
This involves the immediate supervisor talking to the employee about the problem. The focus is on reminding the employee that it is his/her responsibility to comply with K & D Electric’s rules, policies, and expectations. It is intended that the supervisor and employee should come to a specific understanding of the problem and what must be done for its correction. Notes of the counseling session will be made by the supervisor and will be retained in a working file by the supervisor. The notes will be sent to the Human Resources Administrator for placement in the employee’s personnel record, to be referred to as necessary, in the event another disciplinary transaction occurs.

Written Warning
The immediate supervisor and Human Resources Administrator will discuss the situation before taking the formal step and issuing a written warning. The focus here is similar to that held at the Verbal Counseling; there will be a discussion of the employee’s responsibilities in a serious, dignified, businesslike, professional manner. The most significant difference between the Verbal Counseling and Written Warning is at the end of the conversation, the immediate supervisor advises the employee that he/ she is now being issued a Written Warning summarizing the discussion. The employee will sign the Written Warning and it will be placed in the employee’s personnel file by the Human Resources Administrator with a copy being provided to the employee.

Written Reprimand, Suspension
As with a Written Warning, the immediate supervisor and Human Resources Administrator will discuss the situation before taking this disciplinary action. This disciplinary action is used for repeated or more serious problems. The Human Resources Administrator will sign the Written Reprimand or Suspension. If performance problems are involved, the Written Reprimand, Suspension will address specific areas of performance that must be improved, as well as including a time-table for correcting the problem. The focus is to emphasize the seriousness of the problem and the need for the employee to immediately begin to remedy the problem. The employee will sign the Written Reprimand or Suspension to acknowledge receipt. The Written Reprimand or Suspension will then be placed in the employee’s personnel file by the Human Resources Administrator with a copy being provided to the employee.

Crisis Suspension
Below are some actions that will cause the discipline to be elevated to a higher level. If it is determined in the investigation that there is a reasonable basis to believe that you committed one of the acts, you may be terminated even if you had no previous disciplinary action taken against you. If it is determined otherwise, you will be returned to duty and may receive pay for the days absent, depending on the circumstances involved.
· Theft
· Threat of or the act of doing bodily harm
· Willful or negligent destruction of property
· Use or sell of and/or possession of intoxicants, drugs or narcotics
· Direct insubordination / Refusal to perform assigned work or to follow a direct order

TERMINATION
The term “Termination” denotes the end of the employment relationship and shall include dismissal, elimination of position, layoffs, non-recall of employee, retirement, or resignation or actions that may be considered to be constructive resignations.
Dismissal is normally the last resort after previous corrective action steps have failed. However, K & D Electric retains the right to dismiss an employee for any infraction or any other reason not prohibited by law.
Terminations are to be treated in a confidential, professional manner by all concerned. The Human Resources Department must assure thorough, consistent, and evenhanded termination procedures. This policy and its administration will be implemented in accordance with the Company equal opportunity statement.

ANTI-DRUG AND ALCOHOL PLAN

K & D Electric is committed to providing a safe, comfortable, and enjoyable work environment for its employees. Protecting Company property and prohibiting adverse influences in the work place that have a detrimental effect on job performance and quality are of utmost and the highest priority.
The purpose of this anti-drug and alcohol plan is to reduce the number of accidents or incidents that may result from the use of controlled substances and alcohol; thereby reducing fatalities, injuries and property damage. The presence of prohibited substances in the body and on job sites is strictly prohibited.
K & D Electric recognizes the significant threat that a drug or alcohol impaired employee can pose to themselves, their co-workers and the general public. To ensure a drug and alcohol free working environment, K & D Electric has instituted a drug and alcohol testing policy.
In order to be eligible for employment at K & D Electric, final candidates for positions may be asked to submit to and pass a pre-employment drug test. A conditional offer of employment, contingent upon, among other things, the successful completion of the drug test, may be extended to final candidate(s).
K & D Electric may require employees, reasonably suspected of violating the Drug and Alcohol Policy, to submit to drug and/or alcohol testing. Employees who are suspected of being under the influence of alcohol or drugs will be removed from the job until cleared for their duties. K & D Electric may require employees, who cause or contribute to on-the-job accidents or injuries, to submit to drug and/or alcohol testing. Further, K & D Electric has implemented random drug and alcohol testing for all employees.
By being employed by K & D Electric, you have consented to our Drug and Alcohol Policy, including consent to urinalysis for any of the reasons contained in this policy or as it may be modified.
Employees who refuse to consent to a drug and/or alcohol test when directed by K & D Electric are subject to discipline including dismissal, even for a first refusal. If an employee tests positive, the employee will be removed from the job pending disciplinary action that may be taken, up to and including termination. Prior to final disciplinary action being taken, the employee shall have a reasonable opportunity to rebut or explain test results.
All testing will be administered in accordance with K & D Electric Drug and Alcohol Policy and applicable law. This Policy is subject to change with or without prior notice. Contact the Human Resources Administrator for further and more specific information regarding this policy and its implementing procedures.

INFORMATION TECHNOLOGY


Illegal Activity
An employee cannot use the Company’s server to knowingly break any applicable laws and/or regulations.

Faxing
Using the Company fax machine or computer faxing capabilities for non-Company related activities is strictly prohibited. The Company prohibits the use of any telephone facsimile machine, computer, or other device to send an unsolicited advertisement to a telephone facsimile machine unless authorized by management.

Harassing, Discriminatory, and Defamatory use
Under no circumstances may employees use the Company's server to transmit, receive, or store any information that is discriminatory, harassing, or defamatory in any way (e.g., sexually explicit or racial messages, jokes, cartoons).

Pornography
Employees are not allowed to visit sites that are considered “obscene” or pornographic. The Company also prohibits using Company server to send or receive sexually oriented images or messages.

E-mail Ownership
All e-mail messages you create, receive, and use in the course of business or through the use of the Company's server or email program is the property of K & D Electric. It does not belong to you or other employees or to any third party. At management’s request, employees must make available any or all Company records (including e-mails).

Acceptable e-mail Usage
In the operation of this Company, e-mail is a business tool. The use of company e-mail is reserved primarily for business use.

Communication of Confidential and Sensitive Information via e-mail
Sending via e-mail proprietary information, trade secrets, or other confidential information of K & D Electric is strictly prohibited. Client-related e-mail messages should be carefully guarded and protected. Before sending an e-mail message every employee should think about how a third party to the message might interpret the message.

Confidentiality and the Internet

Employees may not, without specific authorization from the owner, leave any message or opinion on any website or to any outside person that might have given the impression that it constitutes the opinion or views of K & D Electric.
Under no circumstances should employees disseminate Company confidential information over the Internet to anyone that is not covered by a confidential disclosure agreement.


COMPANY MEETINGS
On occasion, we may request that you attend a Company mandatory meeting. If a mandatory meeting is held during your non-working hours, you will be paid for the time spent at the meeting. Failure to attend a mandatory meeting may involve a disciplinary action.


HIPAA PRIVACY AND SECURITY COMPLIANCE
It is the intent of K & D Electric to safeguard and protect the privacy and security of its applicants and employees protected health information” as defined by the Health Insurance Portability and Accountability Act of 1996 (HIPAA).
“Protected health information” includes individually identifiable information, maintained or transmitted through any medium, relating to an individual’s past, present, or future physical or mental health or healthcare. Health information is considered “individually identifiable” if it either identifies a person by name or creates a reasonable basis to believe the individual could be identified (through identifiers such as

address, social security number, dates of service, telephone number email address, or vehicle identification number).
It is the policy of the Company to ensure the confidentiality, integrity, and availability of protected health information entrusted to the Company by its applicants and employees by protecting those assets from unauthorized access, alteration, deletion, or unauthorized transmission and to ensure their physical security. The Company shall not at any time access, use, or disclose to any person or entity, any protected health information of the Company’s applicants or employees, except as necessary and authorized in the course of their duties and responsibilities with K & D Electric. Similarly, employees, supervisors, and management are prohibited from making any unauthorized transmission, alteration, deletion, or unauthorized access of protected health information. Such unauthorized transmission includes, but is not limited to, removing and/or transferring protected health information in K & D Electric’s.
These privacy and security obligations apply regardless of the manner in which the employee, supervisor, or management acquires the protected health information, whether it was communicated verbally, in writing, electronically, or in any format, and regardless of whether it was communicated directly or the individual or intended for his/her access.
The unauthorized access, use, disclosure, alteration, deleting, or unauthorized transmission of protected health information in violation of this policy may subject you to disciplinary action up to and including termination of employment.


I-9 DOCUMENTATION
K & D Electric is committed to employing only United States citizens and individuals who are authorized to work in the United States and does not unlawfully discriminate on the basis of citizenship or national origin.
In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition of employment, must complete the Employment Eligibility Verification Form I-9 and present documentation establishing identity and employment eligibility. Employees will be expected to complete the I-9 Form during orientation on their first day of work. Human Resources will properly complete the Employer Section of the I-9 Form.
Former employees who are rehired must also complete the form if they have not completed an I-9 with K & D Electric within the past three years, or if their previous I-9 is no longer retained or valid. Employees may raise questions or complaints about immigration law compliance without fear of reprisal.


LANGUAGE IN THE WORKPLACE
To ensure the safe and efficient work of employees and to ensure understandable instructions and communications concerning the same, all bilingual employees are required to speak only English when discussing work related matters. The speaking of a foreign language is not prohibited when discussing non-work related matters in non-working areas, nor is it prohibited during meals.
Every employee is expected to treat others with respect in all aspects of their working relationships. Employees are prohibited from making offensive remarks or gestures toward fellow employees or visitors to the Company who are not fluent in English. In turn, we urge employees not to use their fluency in another language in any way to humiliate or offend your fellow employees or visitors to our Company.

OPEN DOOR POLICY / COUNSELING
Normally, you will be expected to use the “Chain of Command” to resolve a problem. However, if the problem or complaint is of a personal nature or a very delicate matter, you may meet first with any member of management to discuss it. The management person you contact will decide if you should first discuss the problem with your supervisor. If the complaint or question is of such a nature that resolution would be hampered by meeting with your supervisor, the management person you contact will meet with the Human Resources Administrator, who will then determine what action is necessary, if any.

PERSONAL PHONE CALLS
It is the policy of K & D Electric that its employees shall be given an opportunity to use their cell phones during break times and their unpaid 30-minute lunch. These times will be designated by the supervisor during the morning safety meetings. In the event of a family emergency, contact your supervisor immediately and notify him/her of the situation. Cell phone use and electronic equipment must not interfere with your work or the safety of you or others.

RETURN OF COMPANY PROPERTY
When an employee’s employment with K & D Electric terminates, for whatever reason, the employee is required to immediately return all Company-owned property used during his/her employment, and all documents and other materials containing proprietary or confidential information belonging to K & D Electric. This includes without limitation, keys, credit cards, vehicles, communication devices, uniforms, and any other equipment, materials, or items purchased, leased, owned or otherwise belonging to K & D Electric.
The value of any property issued and not returned may be deducted from your paycheck, and you hereby agree to sign any wage deduction authorization for this purpose.


SUGGESTIONS
K & D Electric encourage all employees to bring forward their suggestions and good ideas about how we can be made a better place to work and provide better services. When you see an opportunity for improvement, please discuss it with your supervisor. He or she can help you bring your idea to the attention of the people in the Company who will be responsible for possibly implementing it.
It is the intent to give the employees of K & D Electric an opportunity to contribute to our future success and growth by submitting suggestions for practical work-improvement or cost-savings ideas.



USE OF COMPANY VEHICLE
If you are authorized to use a K & D Electric vehicle for Company business, you must possess a valid Driver’s License, maintain good driving conduct, and be “insurable” under K & D Electric Automobile Insurance Carrier’s guidelines. Company vehicles are to be driven only while conducting company business. They are not to be used for personal use. Company vehicles are to be occupied by K & D Electric employees only or authorized personnel with prior written approval from the company owner.

VIOLATION OF POLICIES
You are expected to abide by the polices and guidelines in this Employee Handbook. Failure to do so will lead to appropriate disciplinary action which may include dismissal. A written record of policy violations may be maintained in each individual’s personnel file.



WORKPLACE VIOLENCE
K & D Electric is committed to maintaining a safe environment for all employees and will not tolerate any form of workplace violence committed by or against its employees. Any observed or reported form of workplace violence will be taken seriously and thoroughly investigated. Any confirmed offenders will be dealt with through the current Company disciplinary process, and local law enforcement procedures, as appropriate.
Workplace violence includes, but is not limited to, the following: harassment; stalking; physical violence; the use of weapons of any kind; the direct or implied threat of physical violence toward any member of the staff or customers of K & D Electric.
This list of behaviors, while not inclusive, provides examples of conduct that is prohibited by this policy:
· Causing physical injury to another person
· Making threatening remarks
· Aggressive or hostile behavior that creates a reasonable fear of injury to another person or subjects another individual to emotional distress
· Intentionally damaging employer property or property of another employee
· Any potentially dangerous situation must be reported immediately to a supervisor/manager, Company safety office, or the Human Resources Administrator. Reports or incidents warranting confidentiality will be handled appropriately and confidentiality will be maintained to the extent possible.



IV. Reasons For Testing
Notification to employees / applicants will include all of the following conditions in which drug and alcohol tests may be required:


A. Pre-employment
Prior to being considered for employment, an applicant must pass a pre-employment drug and alcohol test. K & D Electric will not allow an applicant to perform any function until he or she has received a verified negative test result. The Company may also choose to give a current employee a pre-employment drug and alcohol test if that employee is transferred to a different job or if the Company does not have record of that employee having done a “pre-employment” drug and alcohol test upon implementation of this Plan. A Pre-employment test may also be required of employees returning from a leave of absence.

B. Random
All employees will be subject to drug and alcohol testing on an unannounced and random basis. All employees, following their pre-employment test, will participate in a random drug and alcohol-testing program. The primary purpose for random testing is to deter prohibited drug and alcohol use and to ensure a drug free workforce.

C. Post-Accident
As soon as practicable, each employee will be drug and alcohol tested. An employee who is subject to a post-accident drug and alcohol test must remain readily available for testing or may be deemed by the employer to have refused to submit to testing. However, nothing in this paragraph should be construed to require the delay of necessary medical attention for injured people following an accident or to prohibit an employee from leaving the scene of an accident for the period necessary to obtain assistance in responding to the accident, or to obtain necessary emergency medical assistance. All reasonable measures will be taken to obtain specimens from an employee after an accident. A sample will not be taken unless the employee is conscious and can agree to a post-accident test.

Consequences for Violation: Failure / Refusal
Complying with this Anti-Drug and Alcohol Plan is a condition of employment.

Refusal to take a required drug or alcohol test or failure of a drug or alcohol test shall result in immediate removal from duties. Additional disciplinary action up to and including termination may result.
Under no circumstance is disciplinary action intended to subject an employee to humiliation or retaliation. In every case, the employee will be given ample opportunity to present his/her point of view.
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