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Introduction

Welcome and Purpose

The Example Company, Inc. Employee Handbook establishes policies, procedures, benefits and
working conditions that will be followed by all employees as a condition of their employment with
Example Company, Inc..

Example Company, Inc. strives to provide an employee-friendly environment in which goal-oriented
individuals thrive. Our company commitment to serving customers and providing quality products
and services is unwavering. These policies, procedures and working conditions provide a work
environment in which both customer and employee interests are served.

We value our employee’s talents, skills and abilities and seek to foster an open, cooperative and
dynamic environment in which we can all excel. Example Company, Inc. provides an environment
where employees are encouraged to bring ideas and challenges to any level of management.

Example Company, Inc. is an equal opportunity employer. Religion, age, gender, national origin,
sexual orientation, race or color does not affect employment decisions including hiring, promotion,
development opportunities, pay or benefits. We offer fair treatment of employees based on merit and
comply with all applicable federal, state and local labor laws.

Employment with Example Company, Inc. is on an “at-will” basis, which means that either an
employee or Example Company, Inc. may terminate the employment relationship at any time, for any
reason, with or without cause. This handbook is not a contract of employment nor is it intended to
create contractual obligations for the company of any kind or alter the at-will employment
relationships between Example Company, Inc. and our employees. Only a written agreement, signed
by the President of Example Company, Inc. can change the at-will nature of the employment of any
individual.

The policies and procedures outlined will be applied at the discretion of Example Company, Inc.
management. As such, Example Company, Inc. may deviate from the policies, procedures, benefits
and working conditions described in this handbook. The company may also withdraw or change the
policies, procedures, benefits and working conditions described in this handbook at any time, for any
reason. While it is our goal to provide employees with notice of such changes, prior notice is not
required before a change is implemented. Throughout an employee’s employment with Example
Company, Inc., it is his or her responsibility to remain up to date on company policies, procedures,
benefits and work conditions—both published and unpublished.

No provision in this handbook can be waived without written permission from Example Company,
Inc.’s President, or designee. Please review the policies, procedures, working conditions and
benefits described in this handbook. You will be asked to affirm that you have read, understand,
agree to, abide by and acknowledge your receipt of this employee handbook.

NOTE: This template makes special note of some areas for which state and local laws may
require specific customization. However, employers should review all applicable state and
local laws for every topic contained in the template to ensure that they customize the
language to be compliant with the state and local laws that apply to their specific
operations. Employers are also encouraged to consult with legal counsel to ensure that
their completed handbooks comply with all applicable laws.
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Introduction

At-will Employment Statement

This handbook contains only general information and guidelines. It is not intended to be
comprehensive or to address all of the possible applications of, or exceptions to, the general policies
and procedures described. For that reason, if you have any questions concerning eligibility for a
particular benefit or the applicability of a policy or practice to you, you should address your specific
questions to the Human Resources Department.

Neither this handbook nor any other Example Company, Inc. document confers any contractual right,
either expressed or implied, to remain in Example Company, Inc.'s employ. Nor does it guarantee
any fixed terms and conditions of your employment. Your employment is not set for any specific time
and may be terminated at will, with or without cause and without prior notice by Example Company,
Inc., or you may resign for any reason, at any time. While there may be a disciplinary process in
place, in certain situations, the Company may make the decision to terminate you without first taking
these disciplinary steps.

No supervisor or other representative of Example Company, Inc. (except the President, in writing)
has the authority to enter into any agreement of employment for any specified period of time, or to
make any agreement contrary to the above.

The procedures, practices, policies and benefits described here may be modified or discontinued
from time to time. We will make every attempt to inform you of any changes as they occur.

Some of the subjects described here are covered in detail in official benefit policy documents. You
should refer to those documents for specific information since this handbook only briefly summarizes
those benefits. Please note that the terms of the written insurance policies are controlling.
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Introduction

Mission Statement

Our mission is to retain and expand our customer base through superior, personalized service.

To fulfill this mission, we are committed to doing the following:

Providing competitively priced products and high-quality service
Being up to date on new technologies that may benefit us
Rewarding employee achievement

Serving and supporting the community

Building partnerships

Exceeding customer expectations

We have carefully selected you as a staff member because we believe that you can provide the
high-quality service that continually makes us the best in the business. We believe that
consistent, ethical and quality performance in all of our endeavors is the key to success and will
result in loyal, mutually beneficial relationships. As a member of our staff, dedication to providing
the best service to our customers should be your top priority.
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Employment Policies

Americans with Disabilities Policy

The Americans with Disabilities Act (ADA) is a federal law that prohibits employers with 15 or more
employees from discriminating against applicants and employees with disabilities. It also requires
employers to provide reasonable accommodations to applicants and employees who are qualified for
a job, with or without reasonable accommodations, so that they may perform the essential job
functions of the position.

Example Company, Inc. complies with all applicable laws concerning the employment of individuals
with disabilities and acts in accordance with regulations and guidance issued by the Equal
Employment Opportunity Commission (EEOC). The company does not discriminate against qualified
individuals with disabilities in regard to application procedures, hiring, advancement, discharge,
compensation, training or other terms, conditions and privileges of employment.

When a job applicant with a disability requests accommodation that can be reasonably provided
without creating an undue hardship or causing a workplace safety risk, he or she will be given the
same consideration for employment as any other applicant.

Example Company, Inc. will reasonably accommodate qualified individuals (candidates and
employees) with disabilities so that they can perform the essential functions of a job, unless the
requested accommodations result in the following:

o Adirect threat to the safety or well-being of the individuals or others in the workplace and the
threat cannot be eliminated by reasonable accommodation; or

¢ An undue hardship to Example Company, Inc..

Individuals who are currently using illegal drugs are excluded from coverage under the company
ADA policy.

The Human Resources department is responsible for implementing this policy, including the
resolution of reasonable accommodation, safety, direct threat and undue hardship issues. Contact
them with any questions or requests for accommodation.
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