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Welcome to FRIENDSHIP TRAYS, INC.

Introduction

This handbook contains policies, procedures and other items related to the daily administration of Friendship Trays, Inc. (hereinafter “the Company.”)   Its primary purpose is to insure understanding, eliminate the need for personal decisions on matters of company-wide policy, and help promote consistency throughout Friendship Trays.  Each employee should be aware of the manual’s contents and adhere to company policies and procedures.  We encourage you to read this handbook thoroughly and refer to it in the event you have questions about your employment. 

This Employee Handbook is not all inclusive, and does not address in detail the Company’s insurance or other benefit plans.  Any questions regarding these policies or any benefits offered by the Company should be directed to the Executive Director.  Questions or concerns regarding the Company’s insurance and other company benefits will be determined by reference to the actual benefit plan documents and policies rather than any summaries contained in this Employee Handbook.  

The Company reserves the right to make any changes or to discontinue any policy at its sole discretion, without advance notice.  The Company will not in any case modify its policy of employment-at-will.  The policies, procedures and benefits summarized in this handbook are not a contract, express or implied, between the Company and its employees.  The Company will attempt to notify you of any such changes as soon as is reasonably possible, and updates to this handbook summarizing such changes may be distributed to you.  You, the employee, are to insert any such updates into your handbook, keeping it current at all times.

If you have any questions about this handbook, please ask the Executive Director.  We are sincerely interested in helping you succeed as a team member.

Mission Statement

To deliver, in a caring and friendly manner, balanced meals to individuals in this community who are unable, because of age or infirmity, to obtain and prepare their own meal. 

Career Opportunities

It is our desire to see each and every employee achieve their highest potential. We will do our best to provide the opportunity and offer training, education and guidance whenever possible. See your immediate supervisor if you have questions.

Open Door Policy

It is our objective to provide a work environment free from elements that would deter employees from performing their best work. All concerns may be expressed through our open door policy. Management at FRIENDSHIP TRAYS, INC. maintains this open door policy to discuss any issues you may have. Feel free to express yourself about work related or personal matters. We welcome your input.

Disclaimer 

This handbook is intended only to outline the employment policies, procedures and benefits of FRIENDSHIP TRAYS, INC.. This manual is not intended to be all-inclusive and should not be considered to be an employment contract. FRIENDSHIP TRAYS, INC. reserves the right to change employment policies, procedures, benefits or this manual at any time without notice. It is the responsibility of the employee to stay abreast of policy. FRIENDSHIP TRAYS, INC. will make every effort to notify employees of any policy changes, additions or deletions. Said changes will immediately become a part of this manual.

Employment 

Equal Opportunity Employment

Employees are hired based solely on FRIENDSHIP TRAYS, INC. personnel requirements and the qualifications of each individual candidate.

We will not tolerate nor condone discrimination due to age, race, color, religion, sex, national origin or disability. We will comply with the spirit and letter of all local, state and federal laws pertaining to employment. Furthermore, we will not discriminate due to age, race, color, religion, sex, national origin or disability when making decisions regarding termination of employees.

Any questions or concerns regarding any aspect of this policy should be directed to the Executive Director. 
Background Checks 
Candidates considered for employment who have been given a conditional offer of employment will be required to submit to a background check. The background check will verify if the employee has been convicted of any crimes or is currently charged with any criminal offense and will verify previous/current employment, education and licensure (if applicable). Personal references may be contacted. Information obtained as a result of the background check that is inconsistent with information provided by the employee may cause an offer to be rescinded. 
Disabled Employees
The Company will attempt to reasonably accommodate disabled employees and job applicants to permit them to perform the essential functions of their jobs in a safe and efficient manner.  The Company will afford reasonable accommodation to qualified applicants and employees with a known disability, provided that the accommodation does not cause undue hardship on the Company, or, irrespective of the accommodation, that such individuals do not pose a direct threat to the health and safety of themselves or others.

Applicants or employees with disabilities should feel free to inform their supervisor or the Executive Director of the disability in order to suggest how the Company may reasonably accommodate them.

Eligibility for Employment / Worker Documentation

FRIENDSHIP TRAYS, INC. requires employees to submit a Form I-9. All new employees must complete Section 1 of a Form I-9 no later than close of business on his/her first day of work. The employee’s signature holds him/her responsible for the accuracy of the information provided. 

FRIENDSHIP TRAYS, INC. reserves the right to revise this policy without notice to comply with state and federal law. 

Employment At Will
Nothing contained in this handbook or your participation in one or more of the plans or programs described herein shall be construed as a contractual right to continued employment with the Company.  Rather, at all times during the tenure of your employment, except as may be otherwise provided in a written employment agreement signed by you and the Company, your employment is at-will.  As an at-will employee, you have the right to leave the employment of the Company at any time and the Company has the right at all times to terminate your employment for any reason, without prior notice, whether with or without cause.

Probationary Hiring Practice
A. Terms of Employment:  The Executive Director shall make decisions in behalf of the Company regarding the hiring of new employees. Such authority shall extend to the determination of the terms of employment of any new employee. The Executive Director may delegate decisions relating to hiring of new employees and the determination of terms of employment to other supervisory staff employees as he/she shall elect.
B. Probationary Period:  All employees shall be on probation for a period of three (3) months from the date of employment.  All employees will be under “evaluation” during such three month period. Your immediate supervisor will be responsible for evaluating your performance, aptitude and compatibility with co-workers. Dissatisfaction with work should be conveyed to the employee in order to give an opportunity for improvement.  Either the Company or the employee is free to terminate the employee’s employment at any time during this period.  Employees are expected to give ten (10) days notice of their intent to resign from their employment with the Company.

C. A written evaluation shall be given to the employee at the end of the Probationary Period. At the end of the evaluation period, you may be invited to become a full time employee who may entitle you to additional benefits. In the event your evaluation information indicates you do not qualify, your employment will be terminated.

D. The Probationary Period may be extended at the discretion of the Executive Director or Kitchen Manager, but for no more than three (3) additional months.  Such an extension shall be confirmed in writing to the employee, and reasons given for the extension.

E. Successful completion of the Probationary Period, or any extension thereof, will not under any circumstances alter the employee’s status as an employee-at-will.  
      Promotions and Transfers 
It is the policy of Friendship Trays to promote from within, when business and personal circumstances permit.  Promotions depend on a variety of factors, including, among others, your qualifications and length of service.  Among the qualifications taken into consideration are education, experience, performance record, ability, character, skill, attendance and attitude.

You may become eligible for promotion in an area or department other than the one to which you are currently assigned.  If you are interested in such a promotion, you should mention your interest to your Supervisor/Manager or the Executive Director.  He or she may then discuss with you ways in which you can prepare yourself for promotion and keep current on openings as they occur.
Performance & Evaluation Reviews
Annual performance and evaluation reviews will outline the competencies you need to perform your job functions successfully. Your contributions to your department and FRIENDSHIP TRAYS, INC. are also reviewed and documented. Your supervisor will discuss job requirements for your duties and identify your specific skills. Together you will establish plans for your growth and development. All performance reviews will become a permanent part of your personnel file.
Familial Employment
FRIENDSHIP TRAYS, INC. does allow family members and relatives of employees to be considered for employment, provided they are qualified for the position and no other conflict of interest exist. Hiring decisions will be the exclusive responsibility of the Executive Director.

HIPAA Notice and Privacy Practices
The Health Insurance Portability and Accountability Act (HIPAA) includes components to ensure that your personal health information is protected so that individuals are not afraid to seek health care or to disclose sensitive information to health professionals. It is designed to ensure that protected health information is protected during its collection, use, disclosure and destruction of records at Friendship Trays, Inc.. Breach of this policy should be reported to the Executive Director.
All employees are further required to ensure that the personal health information of the individuals served by Friendship Trays, Inc. is protected so that said individuals are not reluctant to seek our services. Breach of this policy should be reported to the Executive Director.
Moving Expense for Relocation

FRIENDSHIP TRAYS, INC. does not pay relocation expenses for new hires or employees offered positions requiring relocation.

Part-Time Employment
FRIENDSHIP TRAYS, INC. does offer part-time employment positions. Employees who work less than thirty (30) hours per week will be considered part time. Direct all questions regarding benefits for part-time workers to the Executive Director.

Employment of Minors

FRIENDSHIP TRAYS, INC. does not offer employment to minors.

Minimum Wage

FRIENDSHIP TRAYS, INC. adheres strictly to minimum wage standards as outlined by the United States Government.
Criminal Convictions

Criminal convictions are taken seriously at FRIENDSHIP TRAYS, INC. We reserve the right to disqualify any applicant for employment that has been convicted of a criminal offense.

Furthermore, conviction of a crime may result in an automatic termination. FRIENDSHIP TRAYS, INC. will make every effort to evaluate the nature and circumstances of the conviction. With the safety and well being of co-workers at stake, convicted employees may be subject to appropriate disciplinary action, up to and including termination.
Job Postings

FRIENDSHIP TRAYS, INC. does not post available hiring positions for consideration of current employees.

Seniority

FRIENDSHIP TRAYS, INC. does not consider length of continuous service when making decisions for advancement, job placement, layoffs or staff reductions.

Credit Union

FRIENDSHIP TRAYS, INC. is not affiliated with a credit union.

Supervision
Your Supervisor/Manager has the responsibility to see that your department runs smoothly.  Since you play an important part in this responsibility, your Supervisor/Manager has a real interest in your welfare, your progress and your future.  He or she will rely on you to be accurate, dependable and cooperative.  Please do not hesitate to approach your Supervisor/Manager with any questions, comments or suggestions you have.

Personnel File
FRIENDSHIP TRAYS, INC. maintains a confidential personnel file for each employee. Files are controlled by the Finance Director. Employees must acquire permission to view his or her personnel file from the Executive Director. These files are the property of FRIENDSHIP TRAYS, INC.; no documents may be altered or removed by the employee. Every reasonable effort is made to keep the information confidential; access is limited to staff members who require access to perform their job functions. Copies will not be distributed to any third party unless mandated to do so by a court of law.

Payroll Policies
Compensation

Compensation for employment is based on performance. Rates are established by mutual agreement between the employee and FRIENDSHIP TRAYS, INC.. Raises also, are based on performance, growth and productivity. All requests for salary increases and/or promotion will be fairly considered by supervisors and the Executive Director. Employment is based on an as-needed basis. Employees are not guaranteed tenure or retirement benefits.

Pay Days
Employees are paid every two weeks. Pay periods run from the time the Company opens every other Saturday until the time it closes the second Friday (hereinafter referred to as the biweekly pay period).  If you are an hourly employee, your time card may be checked periodically for accuracy.  Failure to submit an accurate time card each week may delay the issuance of your paycheck.  Under current policy, paychecks are issued biweekly on the subsequent Friday following the end of each biweekly pay period. If the official payday falls on a holiday or weekend, you will receive your pay on the previous working day.  If the Company is closed on payday due to weather conditions or other unforeseen circumstances, the Company will attempt to make checks available on the earliest possible scheduled workday thereafter.  If you are absent on the day paychecks are issued, you may pick up your check when you return to work, or you may notify your Supervisor/Manager or the Executive Director in writing that you wish to have your paycheck either mailed or picked up by someone else.

Payroll Deductions for Federal Tax, State Tax, FICA and Medicare

By law, the Company is required to deduct, where applicable, Social Security, Medicare, federal and state withholding taxes, in accordance with the federal and state withholding forms you are required to complete annually.  When a change occurs in any information listed on these forms, you must immediately notify the Accounting Department so that they may make the appropriate revisions and adjustments.
If you elect to participate in the Company’s 403B qualified plan or partake in any other program which affects your paycheck, the corresponding adjustments will be made to your paycheck.
You will be notified when you become eligible to participate in the Company’s group insurance plan.  You may then make written request to the Executive Director to participate.  In the event you request in writing to cover your dependents under the insurance plan (if dependent coverage is available), the Company will deduct dependent coverage premiums from your pay, along with any, of the portion of the premium for your personal coverage which you are required to pay.

The amount deducted for all items may be shown on the stub of your paycheck. 

Overtime

Hours of work performed by hourly employees, over 40 hours in any seven day period, qualify for payment at a rate of 150% of the employee’s regular hourly pay. All overtime must be approved in advance by your immediate supervisor to qualify.

All hours during a work week that are calculated in the total for overtime must be hours actually worked. Paid Personal Days Off  (PPDO) do not count in the calculation of overtime.

The future and success of Friendship Trays and its employees are dependent upon its ability to provide quality service to its customers.  Commitments to recipients require that schedules be strictly maintained throughout all departments.  In order to provide this level of service, employees will, at times, be expected to work overtime.

In order to receive payment for overtime hours, you must obtain your Supervisor’s or Manager’s written approval prior to working them, and you must record them on your time card.  Overtime is paid in accordance with the Federal Fair Labor Standards Act.  Overtime is based on hours in excess of 40 in a pay period.  When computing overtime, paid time off that is part of a benefits policy, such as vacation and holidays, is not counted as hours worked.  Employees will be paid at the rate of one and one half times their regular rate of pay for all overtime hours worked.

Certain executive, professional and administrative employees are exempt from the overtime provisions of the law.  If you are uncertain whether or not you are exempt, check with the Executive Director. 
Mileage Expense for Business Use of Personal Vehicle

Friendship Trays, Inc. will compensate an employee for use of their personal vehicle in the fulfillment of company business. All expenses must be pre-approved by your immediate supervisor. If approved, a fee of “.50” cents per mile will be paid for documented business travel.

Wage and Salary Disclosure

Compensation programs are confidential between the employee and FRIENDSHIP TRAYS, INC.. Disclosure of wages or compensation to any third party or other employee is prohibited and could be grounds for termination.

Reimbursement of Expenses

Expenses to be reimbursed by FRIENDSHIP TRAYS, INC. must be approved in writing prior to expenditure. To receive reimbursement you must furnish the Accounting department with two items: receipts for all expenses (other than per diem or mileage) and a properly completed expense form (available from your immediate supervisor). Reimbursement of expenses shall occur in conjunction with the last payment of payroll each month if the aforedescribed items are submitted at least one week before any such payment of payroll.

Permission for use of the Company Credit Card must be obtained prior to any such use.

We appreciate your expenditures on behalf of FRIENDSHIP TRAYS, INC. and will make every effort to reimburse you in a most timely fashion.

Prohibited Conduct
Weapons
Weapons are generally defined as guns, knives and other objects universally considered a weapon by the vast majority of society. A “weapon” can also be any object which would do harm to another when used as such. FRIENDSHIP TRAYS, INC. shall deem any such object a “weapon” for the purpose of enforcing of this policy. 

Possession of weapons is prohibited on company property and while on duty performing company business at any location. Any employee on duty or on company premises in possession of a weapon will be subject to appropriate disciplinary action, up to and including termination. Report any weapon possession to your immediate supervisor or the Executive Director.
Alcohol, Drugs & Illegal Substance Abuse

Possession of alcohol, illegal drugs or other illegal substances is not permitted on company property, or while on duty in the employment of FRIENDSHIP TRAYS, INC.. Furthermore, employees are not permitted to report for duty while under the influence of alcohol, illegal drugs or other illegal substances. Employees failing to adhere strictly to this policy will be subject to disciplinary action, up to and including termination. Report any suspicious activity to your immediate supervisor or the Executive Director. 

The welfare and success of the Company depends on the physical and psychological health of all its employees.  The abuse of drugs and alcohol poses a serious threat to both

the Company and its employees.  It is the right of the Company and the responsibility of the employee, to maintain a safe, healthy and efficient working environment.  

Any employee in possession of or under the influence of alcohol or drugs (illegal or misuse of legally prescribed) while on the Company premises or while on Company business is subject to discipline, up to and including termination.
Notwithstanding the foregoing, the possession and reasonable use of alcohol shall be permitted on Company property in the event that the Executive Director preapproves said possession and use in conjunction with a special event or occasion.
New Employee Testing:  All new employees will be required to submit to and pass a drug and alcohol test as an express condition of their employment.

Reasonable Suspicion Testing:  In order to enforce this policy, employees may be asked to submit to a drug and alcohol test if cause exists to indicate that their ability to perform work safely or effectively may be impaired.  Testing for cause should be based on specific objective facts and reasonable inferences drawn from these facts in the light of experience.  Testing for cause does not require certainty; however, mere “hunches” are not sufficient to meet this standard.  Factors which could establish cause include, but are not limited to, the following:




a.   Direct observation of an individual engaged in drug- or alcohol-related activity;



b.   A pattern of abnormal conduct;



c.   Unusual, irrational, or erratic behavior;



d.   Unexplained, increased or excessive absenteeism or tardiness;



e.    Sudden changes in work performance;



f.    Repeated failure to follow instructions or operating procedures;



g.    Violation of Company safety policies or failure to follow safe work practices;



h.    Unexplained or excessive negligence or carelessness;



i.     Discovery or presence of drugs or alcohol in an employee’s possession or 


 near an employee’s workplace;



j.     Odor or residual odor peculiar to some drugs or alcohol;



k.    Arrest or conviction for a drug- or alcohol-related crime;




l.     Information provided either by reliable and credible sources or independently 


 corroborated; or



m.   Evidence that an employee has tampered with a prior drug and alcohol test.




n.   If a supervisor believes cause exists, the supervisor should immediately    


      report his or her findings and observations to the Director or Assistant 



      Director. 

Employees may be tested for the presence of drugs following an accident or other occurrence (whether at work or which occurs outside the workplace) that involves one or more of the following covered events: a fatality, an injury to an employee or other individual, substantial damage to vehicles, and/or substantial damage to property.  
If the employee has violated the Company’s drug and alcohol policy, the employee must pass a drug and alcohol test prior to returning to work, and is subject to random testing thereafter for a period of two (2) years, regardless of whether the employee’s job is safety-sensitive.

Whenever an employee is tested for any reason, the Company may in its discretion prohibit the employee from returning to his or her job until receipt of the test results by the Company.  Any employee with positive test results is subject to discipline, up to and including termination.

If an employee is convicted of driving under the influence of drugs or alcohol or is convicted of any criminal drug offense, the employee must notify his or her supervisor or the Executive Director within five (5) days of the conviction.  The Company may elect to thoroughly investigate all of the circumstances, and Company officials may utilize drug and alcohol testing if reasonable suspicion is established by the investigation.  After the investigation is complete, the Company will determine the appropriate response to take.  The employee may be required to seek counseling, and may be disciplined up to and including termination.

Testing will be conducted in accordance with the North Carolina Controlled Substance Examination Regulation, North Carolina General Statutes § 95-230 et. seq.  

The Company reserves the right to implement additional forms of drug and alcohol screening and to establish such procedures as it finds necessary to effectively enforce this policy.  Refusing to cooperate with these procedures is cause for disciplinary action, up to and including termination.

Sexual and Other Unlawful Harassment

Friendship Trays, Inc. is committed to providing a work environment free from harassment of its employees based on race, color, religion, sex, national origin, age, disability or veteran status.  

It is the objective of FRIENDSHIP TRAYS, INC. to provide a working environment free from discrimination and conduct commonly referred to as sexual harassment.

The E.E.O.C. (Equal Employment Opportunity Commission) has provided a broad definition of sexual harassment. It is general in nature and may not always be clear when evaluating everyday situations.

“Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature constitute sexual harassment when

1. submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment,

2. submission to or rejection of such conduct by an individual is used as a basis for employment decisions affecting such individual, or

3. such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile, or offensive working environment.”

Sexual harassment refers to behavior inappropriate in the workplace because it is offensive, unwelcome behavior which would not occur but for the sex of the offended person. Both sexual harassment, and accusations of sexual harassment, are disrupting to the work environment. 

Harassment, particularly sexual harassment, may take many forms.  The most blatant form of sexual harassment occurs when a manager or supervisor demands or requests sexual favors as a term, condition or privilege of employment, as a requirement of continued employment or as an opportunity for advancement.  Other forms of harassment can be committed by anyone (manager or non-manager; full-time, part-time or temporary employees; vendors and other non-employees) present in the work environment.  Unwelcome verbal comments or physical conduct of a sexual nature (including overt displays of affection, familiarity or the display of sexually explicit or suggestive material) which are sufficiently offensive and pervasive so as to create a hostile work environment constitute sexual harassment as well, but this type of conduct, even when not unwelcome, is always unacceptable at Friendship Trays, Inc.  Vulgar language, jokes or innuendoes directed at an individual or group based on physical characteristics, stereotypes or cultural biases, as well as photographs, pictures, or printed material which others might find offensive or degrading are also unacceptable in the workplace.  Conduct, as described above, by and among members of the same gender may similarly constitute sexual harassment.

Reporting:
Employees who believe they have been subjected to harassment of any kind are required to immediately report it to their supervisor or the Executive Director.   If the supervisor is the harasser, if the supervisor is unavailable or if the employee does not feel comfortable reporting the harassment to his or her supervisor, the employee may bypass the supervisor and report it to the Executive Director and any other member of management, up to and including the Chairman of the Board of Directors. 

Any supervisor or manager who becomes aware of possible harassment of any kind should immediately report it to the Executive Director or to any member of management. 

Employees are reminded that all complaints of such conduct will be taken seriously, investigated promptly and dealt with appropriately and employees should not hesitate to bring such complaints to the attention of management for fear of retribution.  Friendship Trays, Inc. will not tolerate threats or acts of retaliation or retribution against any employee for reporting harassment or making complaints of any kind.  

Employees who are determined to have engaged in harassment or to have misused their positions of authority are subject to immediate discipline, up to and including termination.

Standard of Conduct

We believe that the men and women who accept employment can properly be expected to understand the basic rules of proper conduct in an industrial society; that they have respect for themselves and their work associates; and that they willingly adhere to our work rules and good work practices when they are properly informed.

To coincide with these basic beliefs, it is our policy to enable everyone to work in harmony by establishing reasonable standards of conduct, by communicating these standards in an understandable way, and by counseling with those who violate them.

Compliance with this Standard of Conduct policy is considered a requirement of employment with the company.  However, compliance with such conditions does not necessarily equate to adequate performance as an employee.   These disciplinary measures outlined in this policy are guidelines only.  The company at all times reserves the right to issue whatever discipline it deems appropriate under the circumstances, including, in all cases of misconduct, the right to terminate any employee for a first offense of any incident of misconduct.   

The Standards of Conduct are divided into two (2) levels of misconduct "​Group One" - the most serious offenses, and "Group Two" - less serious in nature.

The procedure for enforcing these rules is as follows:

GROUP ONE OFFENSES:

The commission of a Group One Offense, such as those listed below, will, except in unusual circumstances, result in immediate termination:

(1)
Stealing from the employer or employees.

(2)
Willful damage or destruction of company property.

(3)
Fighting on company property.


(4)
Falsifying records or willfully providing false employment-related information.


(5)
Refusal to perform assigned duties or to obey instructions (insubordination).


(6) 
Possession of firearms, dangerous weapons, explosives, etc., on company 
premises.

(7)
Willfully endangering of the rights or safety of another employee.


(8)
Failure to perform satisfactorily during the Probationary Period (first 6 months of 
employment).


(9)
Failure to report to work for three (3) consecutive work days without notifying the 
company and/or without acceptable reason.

(10)
Immoral or indecent conduct on company property.


(11) 
Reporting to work drunk or noticeably under the influence of alcohol or drugs, in 
the possession of open containers, or the use of alcoholic beverages, or 
intoxicants, of any kind, or illegal drugs on company premises.


(12)
Unauthorized leaving of company premises during working time.


(13) 
Sleeping on the job.


(14) 
Unauthorized posting of material or defacing materials on company bulletin 
boards.


(15)
Violation of No-Solicitation/Distribution rule (after one prior warning).


(16)
Gross negligence resulting in injury to another employee or damage to company 
property.


(17) 
Unlawful harassment or discrimination of any form.  (See Harassment policy)

GROUP TWO OFFENSES:

Commission of a Group Two Offense, such as those listed below, will often result in the progressive disciplinary action provided below.  However, the Company reserves the right to dispense with any of the suggested disciplinary steps listed below and take whatever action it deems appropriate, including immediate termination for a first offense, depending upon the severity of the offense and the totality of the circumstances.


Violation Number


Violation Number


Disciplinary Action

FIRST




FIRST



Documented verbal warning


SECOND



SECOND



Written warning


THIRD




THIRD



Final written warning


FOURTH    



FOURTH



Discharge

Examples of Group Two Offenses include, but are not limited to:


(1)
Unsatisfactory job performance.


(2)
Failure to follow safety rules and regulations.


(3)
Gambling on company property.


(4)
Disorderly conduct.


(5)
Unauthorized use or operation of machines, tools or equipment.


(6)
Excessive time on breaks or taking unauthorized breaks.


(7)
Poor housekeeping, creating or contributing to unsanitary

 

conditions.


(8)
Excessive waste of material or supplies.


(9)
Unauthorized starting or stopping work early.



(10)
Failure to wear required protective equipment or to otherwise follow safety 

rules and regulations.




(11) 
Use of abusive or threatening language.




(12)  
Excessive tardiness or absenteeism governed by the attendance policy.

Policies & Procedures

Attendance

The Company’s efficient operation requires dependable attendance as well as continued application to the job by each employee.  If you are unable to report to or remain at work because of an illness or other emergency, you must notify your Supervisor/Manager at least one hour before your starting time, or immediately if less than one hour remains.

You must continue to notify your Supervisor/Manager daily thereafter until you are able to return, or until you request leave in connection with your situation.  The Company will determine, based upon the merit of your circumstances, whether your absence or tardiness is excusable.  You may be asked to provide a letter from your physician.  Oversleeping or lack of transportation is not legitimate reasons for an excused absence or tardiness.  Unexcused absences may result in a loss of pay for the period of absence, and may also result in disciplinary action, up to and including termination.

The Company maintains attendance records which are reviewed, along with other factors, at the time salary increases and promotion are considered.  Excess absenteeism and tardiness, whether excused or unexcused, may result in a poor performance evaluation which may hold you back or result in your release.

Parking
Parking space is provided by the Company, and employees are asked to park in the designated employee areas and not in the areas for volunteers.  Friendship Trays cannot be responsible and assumes no liability for any loss, theft, and fire or damage whatsoever to your vehicle or its contents.  For your own protection, we expect you to observe all parking rules, drive safely and defensively, lock your car, and leave no valuables exposed.
Work Schedule Requirements

With variations in work load based on demand from our customers, it is our responsibility to meet critical deadlines, sometimes with little notice. As a result, you may be required to work overtime be it pre-planned or spontaneous. Overtime is mandatory when required; it is a condition of employment. 
Working hours are assigned based on the business needs of the Company and its recipients.  Your Supervisor/Manager will notify you of your working hours.  The establishment of a normal work week and work days, however, does not necessarily mean that your work schedule will remain the same.  Your Supervisor/Manager will notify you of any change to your work schedule.

Staff Meetings

Group meetings of all administrative staff employees are to be held monthly at a time and place determined by the Executive Director. All administrative staff employees are required to attend said group meetings.  All other employees shall attend group meetings upon being provided notice by their supervisor. Such meetings shall be held on an “as needed” basis.

Bulletin Board

The bulletin boards placed in the kitchen displays notices and announcements for employees to review. It is the responsibility of each employee to review the bulletin board several times per week to be aware of information posted.

Suggestions 

Friendship Trays, Inc. always encourages employees to submit suggestions, comments or new ideas which may benefit the company or working conditions. If you wish to remain anonymous, every precaution will be made to preserve your privacy. Any suggestion, comment or new ideas should be submitted in written form to the Executive Director. 

Time Cards

If you are an hourly employee, the time card is an important record of your hours and minutes worked each day.  It is used to compute your paycheck and to obtain other information necessary for production and cost accounting records.

If you are an hourly employee, you will be instructed on how to use the time clock.  It is important that you record all information clearly and accurately.  Punching another employee’s time card, or having another employee punch your time card, is not permitted.  If you leave the Company premises at any time during the scheduled work period, you must punch out at the time clock, except when leaving the premises on work related business.

Lunch and other Work Breaks

Lunch and other work break schedules vary from employee to employee based on work schedule and from one department to another. It is the responsibility of your immediate supervisor to establish your lunch and other work break schedule.

Workplace Dress Code

FRIENDSHIP TRAYS, INC. encourages employees to dress comfortable, with consideration given to maintaining a professional appearance. Appropriate attire should be worn at all times in keeping with commonly recognized standards. If you interface with clients or are scheduled to meet with clients on an occasional basis, be prepared and dress appropriately. Be considerate of the company’s image as well as your image with customers and your co-workers. 

You are expected to dress appropriately for the position you hold.  Comfort, safety and professionalism should be considered.

Medical Attention

FRIENDSHIP TRAYS, INC. requires employees to notify a supervisor when medical attention is required for any reason, accident or illness. Employees requiring transportation to a medical facility must be taken by trained medical personnel. Transportation and medical costs are the responsibility of the employee.

Working Away From the Office

Electronic media opens the door to new opportunities for working away from the office. As a general rule we discourage this practice. However, there may be certain and specific circumstances where doing so could benefit both the employee and FRIENDSHIP TRAYS, INC..

If you wish to consider this option discuss it with your immediate supervisor. If the supervisor concurs, they will request authorization from the Executive Director. Monitoring procedures may be put in place during the off-site working arrangement (including the use of time sheets). All arrangements for such activities are considered temporary and may be terminated without notice. 

Reporting Personal Information Changes

Employees must notify the Accounting Department whenever there is a change in their personal information on file with FRIENDSHIP TRAYS, INC. This includes name, address, phone number, income tax withholding information, emergency contacts and any other information which the Company would logically require to properly process an employee’s documentation (including paychecks) or to facilitate communications with an employee or his or her emergency contacts.
Gifts, Entertainment & Meals

FRIENDSHIP TRAYS, INC. employees and their families are not allowed to give or receive business gifts, favors, meals or entertainment to or from any customers or suppliers of FRIENDSHIP TRAYS, INC., except as approved by the Executive Director.

If you or a co-worker is approached to give or receive such gifts you are required to request permission from the Executive Director.

Visitors

Due to the nature of our business, all visitors who are not visiting for business purposes will be restricted to the regular lobby area. All business visitors must have authorization to enter production areas. See your immediate supervisor for authorization. Notify a supervisor immediately if you become aware of any unauthorized visitors.

Personal Property

FRIENDSHIP TRAYS, INC. is not responsible for personal property of employees in facilities, vehicles or parking areas. Any personal items brought on premises deemed inappropriate by FRIENDSHIP TRAYS, INC., will be removed without notice. As always, be considerate of the company’s image as well as your image with customers and co-workers.

Personal Cell Phones 

Use of personal cell phones, mobile phones or personal digital assistants is approved for business contact during standard working hours. Please limit personal calls to communication regarding important family matters where time is of the essence. 

Text Messaging 

Use of personal cell phones, mobile phones or personal digital assistants for text messaging is approved for business contact during standard working hours. Please limit personal text messaging to communication regarding important family matters where time is of the essence. 

Personal Safety

It is the desire of the Company that its facilities be a safe place for you to work.  We need your cooperation to do this.  From time to time, you Supervisor/Manager may give you safety training and safety-related rules and regulations to follow.  Other safety-related rules or procedures may be posted at key locations.  Strict adherence to these rules and regulations is a condition of continued employment, as well as of continued insurance coverage.  We ask that you be constantly on the alert for unsafe conditions and unsafe practices and call them to the attention of your Supervisor/Manager. Failure to comply with all health, safety and environment policies and procedures may result in disciplinary action, up to and including termination.

If you become ill or have an accident, regardless of how minor it may appear, report it to your Supervisor/Manager immediately.  He or she may help make arrangements for you to get first-aid treatment and, if necessary, medical attention.

Food & Beverage

As long as reasonable care is taken to safeguard Company property, food and beverage is allowed within the immediate proximity of any Company computers (or related hardware) or other Company property. Employees should be mindful of potential business visitors within the work area. Meals should be eaten in the specified lunch area. 

Smoking
Smoking is not allowed in FRIENDSHIP TRAYS, INC. facilities. Smoking is allowed only in designated areas outdoors. While smoking, please be considerate of others. All smoking materials must be extinguished properly and disposed of in appropriate receptacles. 

Office Parties
Office parties for employees of FRIENDSHIP TRAYS, INC. may be held on company premises with permission from the Executive Director. 

Solicitation

As a courtesy to other employees FRIENDSHIP TRAYS, INC. does not allow solicitation of political information, religious information or items for sale. Solicitation for sale of items involving fund raisers for school projects and the like may be considered. See your immediate supervisor for approval. 

Approaching fellow Employers in the workplace regarding non-work related activities, organizations, or causes, regardless of how worthwhile, important, or benevolent, can create unnecessary apprehension and pressures for the fellow employees.  This conduct is, therefore, inappropriate.  The Company has established rules, applicable to all employees, to govern solicitation and distribution of non-work related written material during working time.  All Employees are expected to comply strictly with these rules. 



A.
 No Employee shall solicit or promote support for any cause or organization during his 


or her working time or during the working time of the Employee or Employees at whom 

the activity is directed.



B.
No Employee shall distribute or circulate any written or printed material in work areas 


at any time, during his or her working time, or during the working time of the Employee 


or Employees at whom the activity is directed; and



C.  
Under no circumstances will non-Employees be permitted to solicit or to distribute 


written material for any purpose on Company property.

As used in this policy, “working time” includes all time for which an Employee is paid and/or is scheduled to be performing services for the Company it does not include break periods, or periods in which an Employee is not and is not scheduled to be performing services or work for the Company.

References
All requests for information about current, retired or terminated employees are to be referred to the Executive Director.  You are not to give an opinion or assessment of a former or current employee’s job performance or attitude.

Housekeeping
Housekeeping is the responsibility of each employee.  You are to keep your work-station and surrounding area as neat and orderly as possible.
Domestic Violence Statement

FRIENDSHIP TRAYS, INC. recognizes that domestic violence can have an adverse impact on employee job performances and may also impact co-worker’s performance.

FRIENDSHIP TRAYS, INC. will assist employees affected by domestic violence, both the victim and the abuser within reasonable guidelines. Information will remain confidential as long as the safety of others is not at risk.

Confidential Information 

As a matter of course employees of FRIENDSHIP TRAYS, INC. will have access to confidential and proprietary information. This information includes, but is not limited to, personnel information, information concerning individuals served by Friendship Trays, contractual agreements, and other forms of confidential and proprietary information. It is a condition of employment that you not disclose this information to third parties during or after employment. Disclosure of FRIENDSHIP TRAYS, INC. confidential information without express written approval is prohibited.

Phone Systems, Voice Mail and Personal Calls

One of the most important tools of the Company business is the telephone.  You are requested to inform your friends and family that calls at work on Company lines will be received only when absolutely necessary.  Supervisors/Managers and office personnel are instructed not to page an employee from his or her job for phone calls except in an emergency.  Necessary personal calls are to be kept as short as possible.  Compensation to the Company for any personal long-distance phone calls will be required from all employees. 
Conservation and Recycling

Conserving energy and resources is a priority at FRIENDSHIP TRAYS, INC.. Employees are required to conserve power and water in all reasonable ways. Recycling containers are provided throughout the facility for collection. Containers are marked for various materials. Please be certain to separate all recyclables and put them into the appropriate containers.

Company Property

Facilities Security

It is the responsibility of all employees to make sure the facilities and work areas are secure. Any employee entrusted with facility keys shall make certain the facility is secure when that employee is the last to leave. See your immediate supervisor if you will be left with this responsibility. This includes, but is not limited to, turning off appropriate lights, closing and locking all doors and windows and setting the security alarm. 

Report any potential security risks to your immediate supervisor.

Office Supplies, Postage & Company Accounts

FRIENDSHIP TRAYS, INC. postage, postage systems, shipping accounts and accounts with various vendors and suppliers are to be used for company business purposes only. Improper use of these items may result in appropriate disciplinary action, up to and including termination.
Company Vehicles
Use of company vehicles for personal purposes is prohibited. If you have been assigned a company car, it should be used strictly for company business and for travel to and from company business locations and activities. Employees found to be using company vehicles for personal use may be subject to appropriate disciplinary action, up to and including termination.

If part of your job assignment includes the operation of the Company vehicles, you must:


A.
Be initially authorized to operate a Company vehicle and remain qualified to 



do so.  You must make certain that your name is included on the then current master 

list of authorized drivers maintained by the Executive Director. Requirements for 


continuing qualification are:




(1).   Maintain a valid driver’s license.





(2).   Within a 12-month period, while operating a Company vehicle, have no more than:






One chargeable accident,






Two moving violations, or






One chargeable accident and one moving violation.


B.  Follow all traffic laws.  NOTE:  the Company does not pay for traffic 



tickets for employees.

    
C.
Notify your Supervisor/Manager immediately of any faulty equipment on any



the Company vehicle.

.

D. 
Notify your Supervisor/Manager immediately if you are involved in an accident or 


receive a citation while driving a Company vehicle.


E. 
Do not allow passengers to ride in the Company vehicles unless authorized by the 


Executive Director


F.
Secure Friendship Trays vehicles at all times when not in use.

Non-compliance with any of the above may result in termination of your driving privileges and your employment.  Compliance with the above is not to be construed as a guarantee of driving privileges.  The Company reserves the right to discontinue driving privileges at any time in its sole discretion.

Company Equipment

Company property, such as laser printers, copiers, computers and all production tools, are to be used for FRIENDSHIP TRAYS, INC. business purposes only. Use of unauthorized equipment may result in appropriate disciplinary action, up to and including termination. 

Your designated work area, desks and cabinets are not to be locked with personal locks. If you need assistance securing company property see your immediate supervisor.

Computers and Related Equipment

FRIENDSHIP TRAYS, INC. provides employees access to computers, printers and other equipment on an as-needed basis, to perform their job requirements. This equipment is to be used exclusively for the business activities of FRIENDSHIP TRAYS, INC.. Employees found to be using company computer equipment for personal use may be subject to appropriate disciplinary action, up to and including termination.  

Employees are required to maintain their computers and related equipment in good working order. If any of your equipment needs service, repair or maintenance, notify your immediate supervisor.

Employees shall not use company systems to knowingly violate any city state or federal laws. 

Computer games and personal software may not be installed on company equipment.

Company equipment shall not be used to create or store personal information or projects.

Company equipment shall not be used to store or display images depicting violence, sexually explicit material or are racially offensive material.
Software installed on company computers must be properly licensed and installed at the direction of the computer systems supervisor.

Employees are not permitted to download any software (free or otherwise) without express permission from the computer systems supervisor.

Internet

Company computer systems, connected to the internet, are connected for business purpose only. Accessing the internet for personal use is prohibited. Employees are expressly prohibited from allowing any third party to use company provided computers or internet services.

Conducting company business on the internet must be done following all guidelines and policies for conducting business in conventional settings.

Do not expect privacy on company computers. Our software and systems have the capability of tracking each visit, each email, each chat and each file transfer, by every computer on the system.

FRIENDSHIP TRAYS, INC. maintains the right to limit internet access. 

FRIENDSHIP TRAYS, INC. will comply with any reasonable requests from law enforcement to review internet activities of any employee.

While accessing the internet, employees should be fully aware of the global reach of the media. Employees are required to maintain a high level of dignity and be mindful that they represent FRIENDSHIP TRAYS, INC. to the world at large while online.

For protection of the company network and proprietary information, security measures have been installed on the systems. No employee shall, under any circumstances, attempt to disable or circumvent these security measures.

E-Mail & Electronic Communication

Company provided email is provided for business purposes only. Personal use should be kept to an absolute minimum.

All emails, sent or received, are company records and as such, are accessible to appropriate staff members.

No anonymous emails can be sent from company systems. All employees are required to identify themselves by name and email address.

Instant Messaging activity is prohibited except for business related forums which require approval from your immediate supervisor.

The Company’s E-mail, computer, Internet, and voice mail systems are Company property.  These systems are in place to enable employees to do their jobs efficiently and productively.  Each of these systems is to be used solely for Company business purposes, and any personal use is prohibited without written authorization from the Executive Director.  The Company may at any time intercept, monitor, copy, review, and download any communications or files that an employee creates or maintains on any of these systems without notification.  

When using the Internet, employees shall not send information of a sensitive nature or that constitutes “confidential information” belonging to the Company or anyone else unless the information is properly encrypted to prevent interception by third parties.  Employee communications via E-mail, computer, Internet, and voice mail systems will be subject to the same standards and policies the Company has established with respect to any other Company communications, including compliance with Company policies prohibiting discrimination and harassment.  Employees are expected to use good judgment in their use of any of these Company systems, and shall immediately notify the supervisor and Executive Director if they receive or become aware of any violation of Company standards and policies by any employee in the use of any of these systems.

Each employee’s compliance with this policy regarding Company E-mail, computer, Internet, and voice mail systems is a term and condition of employment.  Failure to abide by this policy and cooperate with the Company in the enforcement of this policy shall be grounds for discipline, up to and including termination.  

Policies for Leave of Absence

Eligibility

Paid and non-paid leave of absence is a benefit of working at FRIENDSHIP TRAYS, INC.. To qualify for these leave of absence benefits the employee must be a full time employee and have completed a minimum of ninety (90) days continuous employment with FRIENDSHIP TRAYS, INC.. Full time employees are employees who have been assigned a regular 40 hours per week work shift. Employees scheduled for less than 40 hours weekly are not eligible. FRIENDSHIP TRAYS, INC. reserves the right to, without notice; revise these leave of absence policies.

If you have questions contact the Executive Director.

Personal Leave of Absence

FRIENDSHIP TRAYS, INC. will make every reasonable effort to consider personal leave of absence. Apply for unpaid personal leave of absence authorization from the Executive Director. Many factors are considered when determining eligibility for personal leave of absence and is granted or denied solely at the discretion of FRIENDSHIP TRAYS, INC.. When granted, the maximum allowable is 30 days per calendar year.

When it is necessary for an employee to be absent from work for an extended period of time, the Company may, in its discretion, grant employees a leave of absence for a limited period of time, under the terms and conditions specified herein.   Leaves under this policy will be granted only when supported by a valid reason requiring an extended absence.   If granted, such leaves will be without pay once paid accrued leave (i.e. sick pay, vacation) has been exhausted.   Employees will be required to exhaust all paid accrued leave prior to utilizing unpaid leave under this policy. 

Employees who have been employed by the Company for a minimum of one year will be eligible to apply for leaves of absence under this policy.   Attainment of one year of employment does not entitle an employee to a leave of absence, but merely provides the employee the opportunity to request leave under this policy.  Requests for a leave of absence must be made in writing to the Executive Director at least thirty (30) days prior to the leave commencement date, if practicable, or as soon as the need for leave becomes known to the employee.  The employee’s written request must contain an explanation of the reasons for the leave as well as the anticipated length of the absence, including the dates upon which the leave will begin and end. 
The factors to be considered in determining whether a request for leave should be granted under this policy include, but are not limited to: (1) the purpose for which the leave is requested; (2) the length of time the employee will be away from work; (3) the effect the leave will have on the ability of the Company to carry out its ordinary functions; (4) the employee’s position and length of service; and (5) the employee’s performance history.   The employee will be notified in writing whether the request for leave is granted or denied.   Leaves of absence under this policy will not be granted for periods greater than eight (8) weeks.

If leave is granted, the employee must comply with the terms and conditions of the leave, including keeping in touch with the Executive Director during leave, and giving prompt notice if there is any change in the return date.  Not less than two (2) weeks prior to the employee’s scheduled return date, the employee shall notify the Executive Director in writing concerning his/her availability to return to work.  Failure to follow this policy (e.g. failure to notify the Executive Director or to return to work as scheduled) may result in disciplinary action up to and including termination.  

An employee must not accept other employment or apply for unemployment insurance while on a leave of absence.  Acceptance of other employment while on leave will be treated as a voluntary resignation from employment at the Company.  Benefits, such as paid time off, vacation, and holidays, will not accrue during a leave of absence. 
Funeral Leave

FRIENDSHIP TRAYS, INC. will provide reasonable time off for employees to attend funerals of friends and loved ones. In the event of a death in the immediate family of the employee, up to three days paid time off may be granted to attend to family matters and funeral arrangements. Additional unpaid time off may also be granted. Contact the Executive Director concerning your specific needs.

Jury Duty

Notify your immediate supervisor if you are summoned for jury duty. Time off from work will be granted as necessary in compliance with applicable law. 

Staff members called for civic duty or subpoenaed as witnesses shall be given time off.  If serving as a juror, the employee is expected to give their jury compensation to Friendship Trays, Inc.  Friendship Trays will compensate the employee for a normal workday. 

Military Duty

In accordance with requirements of law, FRIENDSHIP TRAYS, INC. will provide military leave of absence and reinstatement for qualifying employees. FRIENDSHIP TRAYS, INC. will provide eligible employees up to two weeks paid leave for military leave of absence.

Severe Weather Closings  

In the event the company must close for the day due to severe weather or emergencies, the company will make every reasonable effort to notify you. Employees will be paid for the day up to a maximum of three days per occurrence.

If weather conditions are so severe that you are unable to travel to work, contact your immediate supervisor. Employees will be paid for the day when these instances arise and travel restrictions can be independently confirmed.

Benefits

Overview

Benefits to employees are provided at the will of FRIENDSHIP TRAYS, INC. and FRIENDSHIP TRAYS, INC. reserves the right to modify or eliminate benefits without notice under conditions of law. The benefits listed herein are intended to be a general description only. Details of specific benefits are outlined in the documentation for the benefit program.

Eligibility

To qualify for benefits an employee must be considered full time and have completed a minimum of ninety (90) days continuous employment with FRIENDSHIP TRAYS, INC.. To qualify for PPDO (as hereinafter described) benefits a full time employee must have completed one half year continuous employment. Full time employees are employees who have been assigned a regular 30 hours per week work shift. Employees scheduled for less than 30 hours weekly are not eligible. FRIENDSHIP TRAYS, INC. reserves the right to, without notice, revise these eligibility requirements.

If you have questions contact the Executive Director.

Group Medical/Dental Insurance

The Company provides a group health and dental insurance plan in which you may enroll at no cost to you for employee coverage only.  To be eligible, you must complete the number of months of continued employment specified in the plan.  Your coverage begins as of the first day of the month following such eligibility period.  If the plan allows, you may also enroll your dependents, by paying the cost of any additional premiums.  If you want to enroll yourself or your dependents in the plan, you must make a written request to the Executive Director.  The Company will then commence payroll deductions for your portion of the cost of the dependent coverage.

Notice: Plan details may change without notice.               

Life Insurance Policies

FRIENDSHIP TRAYS, INC. offers life insurance policies to eligible employees wishing to participate. Contact the Executive Director for details.

403B Retirement Plan

FRIENDSHIP TRAYS, INC. encourages employees to plan for retirement. The Company 403B Retirement Plan offers the employee advantages for retirement as well as tax savings. Friendship Trays, Inc. will match up to 2% of any employee’s contribution to his or her 403B plan. Contact the Executive Director for details and information regarding automatic payroll deductions.
Worker's Compensation

Employees suffering on-the-job injuries may be covered by Workers’ Compensation Insurance.  The Company is responsible for the cost of this benefit and provides it at no cost to you.  To qualify for coverage, you must report and record all accidents immediately upon occurrence.  Any injury, regardless of how trivial it may appear, must immediately be called to the attention of your Supervisor/Manager or the Executive Director so that appropriate arrangements may be made regarding medical attention and the filling out of proper reports in accordance with the Workers’ Compensation laws.  Failure to make a timely report may prevent your coverage being effective.  Friendship Tray’s group health insurance plan may not cover injuries incurred on the job, so your prompt reporting of all such injuries is vitally important.

Holidays

FRIENDSHIP TRAYS, INC. provides the following holiday schedule for all employees. Eligible employees qualify for paid days. Non-qualifying employees are required to take the days off without pay unless otherwise approved in writing by your immediate supervisor. 

Should you be asked to work a scheduled holiday, you will either be paid your normal hourly rate of pay for time worked (if you are an hourly employee) or you will be allowed another day off as compensation for the holiday worked, in the Company’s discretion. Salaried employees will not receive extra pay for working on a holiday, but will be allowed to take an additional day off, to be scheduled at the Company’s discretion.  The following is a list of the seven (7) recognized holidays:






New Year’s Day






Martin Luther King, Jr.’s Birthday






Memorial Day






Independence Day (Fourth of July)






Labor Day






Thanksgiving Day






Christmas Day

When an observed holiday falls on a weekend, all eligible employees will receive holiday pay.  To be eligible for holiday pay, you must work a minimum of thirty (30) hours per week.  An unexcused absence the day before or after a holiday will disqualify you for pay for that holiday.

If you are out on leave or vacation when an observed holiday occurs, you will be paid for the holiday and it will not count as a vacation day.  If you are out on any other leave of absence when an observed holiday occurs, you are not eligible for holiday pay.

Holidays falling on Sunday will be observed on the following Monday, those falling on Saturday will be observed the preceding Friday.

Employees wishing to observe national-origin holidays or religious holidays not listed in the Holiday Schedule must obtain permission from their immediate supervisor for time away from work. However a maximum of 7 holidays will be paid to any employee.

Paid Personal Days Off
PPDO is a concept that replaces traditional vacation and sick days.  PPDO allows our employees to take time off based on an individual’s request.

Employees who regularly work at least thirty hours a week (average hours per week during the prior year term) and who have been employed for 1 year are eligible for PPDO. As of January 1 of each calendar year, employees will be entitled to sixteen (16) PPDO days to be used during the calendar year, up through and including December 31 of that year. New, first year employees’ entitlement to PPDO will be prorated based upon their month of hire. For example, a new employee commencing her employment on April 1 will receive 8 PPDO days to be used before December 31 (16 days-[Jan., Feb. & Mar. PPDO days, or 1.33 days x 3 months = 4 PPDO days] = 8 days).


Length of Service


Days per Year



>6 months, <1 year



  8


>1 year




16


>10 years




21

An employee may use PPDO for any reason.  However, for vacation purposes, PPDO must be approved in advance by your Supervisor/Manager.  For illnesses or other emergencies, advance notice is not required but your Supervisor/Manager must be notified as soon as possible and the Supervisor/Manager may require a physician’s statement.  PPDO may not be carried over from year to year, and therefore any unused PPDO days remaining at the end of the calendar year will be forfeited.  Friendship Trays does not pay for unused PPDO.  The only exception is when you have unused, accrued PPDO at the time your employment terminates and you give proper advance written notice of termination to the Company (see Section C.3 below).

Employees who regularly work less than thirty hours a week (part-time) (average hours per week during the prior year term) and who have been employed for one year are eligible for five (5) PPDO days to be used during the calendar year, up through and including December 31 of that year.

Please understand that PPDO must be used wisely.  Absences beyond the above stated policy will not be compensated and may result in discipline, up to and including termination. 


Forfeiture of Paid Personal Days Off

Compensation for unused PPDO days will be forfeited if the Company terminates your employment for any reason.   Payment for unused PPDO will also be forfeited if you quit or resign without giving the Company at least ten (10) days advance written notice prior to your last day.  The Company may, in its discretion, determine that it is not in the Company’s best interest for you to work the ten (10) days notice period.  In such event, any unused PPDO benefits accrued will not be forfeited. As stated above, any unused PPDO days remaining at the end of the calendar year will be forfeited and cannot be carried over to the following year.

The Company may hold in abeyance or proceed with any counseling, performance review, or disciplinary action, including discharge, that was contemplated prior to any Employee's request for or receipt of a leave of absence or that has come to the Company's attention during the leave.  If any action is held in abeyance during the leave of absence, the Company reserves the right to proceed with the action upon the Employee's return.  Requesting or receiving a leave of absence in no way relieves Employees of their obligation while on the job to perform their job responsibilities capably and up to the Company's expectations and to observe all the Company policies, rules, and procedures.

Employees taking leave under this policy will not be entitled to reinstatement to their former position, an equivalent position or any other position with the Company.   The opportunity for reinstatement will depend upon the facts and circumstances of each employee’s leave and will be determined in the Company’s discretion.

Unemployment Compensation Insurance  


All employees are covered under applicable state unemployment laws.  The cost of this coverage is paid entirely by the Company.

Employee Discounts

FRIENDSHIP TRAYS, INC. offers full-time employees a discount on our products and services. Discounts vary depending on the products or services. If you wish to take advantage of discounts offered, contact your immediate supervisor. 

Policy Changes
The Company reserves the right to amend, modify or terminate any and all Company policies, including those contained in this handbook, at any time.  As policy changes occur, the Company will take steps to inform all employees who have a job-related need to know.  Such steps may include direct contact, posting notices on bulletin boards, or providing amended inserts for this handbook, for example.  Any time you receive an insert for this handbook, you will also be informed which pages are superseded.  You are expected to keep your handbook up to date.
Discipline Policies

Problem Resolutions

The solution to most problems is often found through communication. We will make every reasonable effort to assist in solving problems or disputes amongst employees. 

We recommend the following:

For disputes between employees, first discuss the problem between the two employees and make every attempt to resolve it. If no resolution is reached, both employees together should approach a supervisor and allow the supervisor to participate in the resolution. If a resolution is not reached, it should be turned over to the Executive Director. The Executive Director will gather and review all information and provide a solution with the best interest of all parties.

If a supervisor is involved as a party in the initial dispute, it must be turned over to the Executive Director at the outset. 

Decisions of the Executive Director will be final.

Violation of Company Policy

Employees found to be in violation of company policy will be given official notice of the infraction. All reasonable attempts to resolve the problem will be made to constructively resolve the situation. Appropriate disciplinary action, up to and including termination, may be taken if the violation continues.

Employees who believe they have been falsely charged with an infraction can appeal the charge to the Executive Director. All appeals must be in writing clearly defining the reason you believe the charge was false. The Executive Director will review all available information and make a ruling. All decisions of the Executive Director are final.

Notices of violation, appeals and final disposition documentation will become a permanent record in the employee’s personnel file.

Termination of Employment

Termination

Employees of FRIENDSHIP TRAYS, INC. are not given tenure. The employee of FRIENDSHIP TRAYS, INC. may choose to terminate employment at any time. 

Employees choosing to terminate their employment with FRIENDSHIP TRAYS, INC. are required to return all company property to their immediate supervisor before leaving the premises on their final day of employment. Upon receipt of all company owned property, the employee will receive their final paycheck including any earned vacation pay, if applicable.

If you voluntarily terminate your employment, you must give your Supervisor/Manager and the Executive Director of the Company at least ten (10) working days prior to departure so that the Company will have sufficient time to locate a replacement for you.  If you fail to give such notice, you will not be paid for any accrued, but unused PPDO days.
You will receive your final paycheck on the next normal payday following your termination.

FRIENDSHIP TRAYS, INC. may terminate employment at any time for any reason. If an employee is terminated for a severe violation of policy they will be escorted from the premises immediately. Any personal property, plus their final paycheck including any earned vacation pay, if applicable, will be given to the employee upon receipt of all company owned property.

The Executive Director will provide opportunity to all employees leaving FRIENDSHIP TRAYS, INC. to have an exit interview. Request for exit interviews must be made with reasonable time for the Executive Director to schedule the interview.

FRIENDSHIP TRAYS, INC. considers personnel files confidential. Any request for employment confirmation will be provided only with employment dates and positions held.

Severance
FRIENDSHIP TRAYS, INC. does not offer severance benefits for employees terminating employment for any reason. 

A FINAL ENCOURAGEMENT

We are pleased that you are part of our team.  We want to help you to do a job you are proud of and to help you feel at home here.  If you have any questions or need any assistance, do not hesitate to see your Supervisor.  He or she may help you directly or see that you receive the assistance you need.

We hope your career with us is long and rewarding, and we wish you satisfaction and success in your work.  We hope our association will be a prosperous and pleasant one.

Acknowledgement

FRIENDSHIP TRAYS, INC.
RECEIPT AND ACKNOWLEDGMENT OF EMPLOYEE HANDBOOK

This is to acknowledge that I have received a copy of the Friendship Trays, Inc. Employee Handbook and have read it carefully.   I agree to abide by its rules, policies, terms and conditions.   I understand that the Handbook rules and provisions are subject to change, and may be amended or revised at any time by Friendship Trays.  I also understand and agree that my employment is at-will, meaning that it can be terminated at any time, with or without cause or notice.   I also acknowledge that, except for the policy of at-will employment, terms and conditions of employment with the Company may be modified at the sole discretion of the Company with or without cause or notice at any time. I further acknowledge that this Handbook is not an express or implied contract of employment between Friendship Trays and me.   I further recognize that all previously issued Handbooks and the policies, procedures and rules contained therein are hereby revoked and have no continuing force and effect. 

____________________________

Date

__________________________________________

Employee Signature

__________________________________________

Employee Name [printed]

FRIENDSHIP TRAYS, INC. reserves the right to make changes to this handbook for the purpose of modifying, revising and updating company policy and this manual. Notice of changes will be posted on the bulletin boards and become a part of this manual. Violation of any company policy may result in immediate termination.
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