
 

 

  

 

 

 

 

 

 

 

 
 

 

 

 

 

Employee Handbook 
 

Updated 1/20/2016 

 

 

 

 



 

 
 

 

 

Table of Contents 
 

WELCOME TO THE RICHARDS GROUP........................................................ 1 

AGENCY PHILOSOPHY ...................................................................................... 2 

BRIEF HISTORY OF RICHARDS, INCORPORATED .................................... 3 

ABOUT THIS HANDBOOK .................................................................................. 4 

EQUAL EMPLOYMENT OPPORTUNITY ........................................................ 4 

PRODUCTS & SERVICES .................................................................................... 5 

CONFIDENTIALITY ............................................................................................. 6 

PRIVACY POLICY ................................................................................................. 6 

EMAIL, INTERNET & INTRANET POLICY .................................................... 8 

BONDING................................................................................................................. 9 

ERRORS & OMISSIONS PREVENTION ........................................................... 9 

INTRODUCTORY PERIOD ................................................................................ 10 

TERMINATION OF EMPLOYMENT ............................................................... 10 

PERFORMANCE APPRAISAL AND SALARY REVIEW ............................. 10 

PERSONNEL RECORDS .................................................................................... 10 

PAY POLICY ......................................................................................................... 11 

PAYROLL DEDUCTIONS .................................................................................. 11 

CHANGE IN PERSONAL STATUS ................................................................... 11 

GROUP DENTAL ................................................................................................. 12 

GROUP VISION .................................................................................................... 12 

GROUP MEDICAL INSURANCE ...................................................................... 12 

GROUP LIFE INSURANCE ................................................................................ 12 

LONG TERM DISABILITY INSURANCE ....................................................... 13 

VOLUNTARY INSURANCE COVERAGE ....................................................... 13 

IDENTITY THEFT ............................................................................................... 13 

PROFIT SHARING PLAN ................................................................................... 13 

SILVER ANNIVERSARY RECOGNITION ...................................................... 13 

COMMISSION PAYABLE TO LICENSED PERSONNEL…………………14 

WORKERS’ COMPENSATION INSURANCE. ............................................... 14 

SAFETY IN THE WORKPLACE ....................................................................... 14 

POLICY ON USE OF WIRELESS COMMUNICATION DEVICES ............. 15 

RESOLVING PROBLEMS .................................................................................. 16 

HEALTH BENEFIT CONTINUATION (COBRA) .......................................... 16 

EDUCATIONAL BENEFITS…………………………………………………..17 



 

 
 

 

PARKING………………………………………………………………………..17 

PERSONAL TIME OFF………………………………………………………...18 

HOLIDAYS .......................................................................................................... ..18 

SICK LEAVE ......................................................................................................... 19 

BEREAVEMENT………………………………………………………………..19 

JURY DUTY……………………………………………………………………..19 

MILITARY LEAVE………………….………………………………………….19 

LEAVE OF ABSENCE………………………..………………………………...20 

PARENTAL AND FAMILY LEAVE .................................................................. 20 

ELIGIBILITY ........................................................................................................ 21 

CHARGEABLE TIME ......................................................................................... 22 

USE OF PAID LEAVE .......................................................................................... 22 

NOTICE REQUIREMENTS ................................................................................ 22 

MEDICAL CERTIFICATION (LONG-TERM)………..………….…………24 

BENEFITS COVERAGE DURING LEAVE (LONG-TERM) ........................ 24 

JOB RESTORATION (LONG-TERM) .............................................................. 25 

GENERAL RULES AND REGULATIONS………………………..………….25 

SEXUAL (AND OTHER) HARASSMENT POLICY ....................................... 25 

ATTENDANCE AND PUNCTUALITY ............................................................. 30 

WORKING HOURS .............................................................................................. 30 

MORNING BREAK .............................................................................................. 30 

PERSONAL PHONE CALLS AND OFFICE VISITS ...................................... 31 

PROFESSIONAL APPEARANCE ...................................................................... 31 

SMOKING .............................................................................................................. 33 

ALCOHOLIC BEVERAGES ............................................................................... 33 

ILLEGAL DRUGS ................................................................................................ 33 

EMPLOYEE ASSISTANCE PROGRAM .......................................................... 33 



 
 

Page 1 

WELCOME TO THE RICHARDS GROUP 

 

 It is a pleasure to extend a welcome to you as a new member of our staff.  

We know your best work will be achieved in the atmosphere of good will which 

our firm represents.  You have been selected because it is felt that you will be co-

operative, friendly, effective and capable of carrying responsibility as you become 

familiar with our agency.  In order to help you recognize and develop your 

abilities, a receptive environment is provided.  We are happy that you chose us, 

and wish you every success in your new job.  

 

 To help you get off to a good start, here is some information about our 

agency.  You are probably wondering what you can expect from us and what will 

be expected from you.  We shall try to answer these questions in this booklet.  

Please read it carefully; it is yours to keep as a handy reference.  The booklet may 

be amended from time to time.  If there is anything you do not fully understand, 

your supervisor will be glad to explain it to you.  

 

 

Mark W. Richards  

President   
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AGENCY PHILOSOPHY 

 

Our Agency philosophy is described by the following mission statement:  Our 

mission is to be the PREMIER INSURANCE AGENCY in New England.  To 

achieve this, we must provide the best service to our customers, provide 

competitive pricing, have a pleasant working environment and attain agency 

profitability. 

 

Professionalism and productivity are vital.  Everyone should treat our clients, 

companies and each other in a courteous, professional manner.  Our customers are 

the very reason we succeed as a business.  It is the responsibility of each employee 

to strive to meet our customers’ satisfaction. We expect maximum productivity 

from all our employees. 

 

Since we are a business that provides a vital service to the public, it is necessary to 

have a smooth blending of our Production and Support Departments. Producer 

personnel must have the freedom to participate in whatever activities necessary to 

be in constant contact with the public.  This means they must be relieved of details 

that detract from sales and service functions whenever possible and rely on support 

personnel for assistance in satisfying their ultimate responsibility to the client. 

 

Every position is an important and integral part of the agency.  Always keep in 

mind that our goal is to offer the finest insurance and financial services products 

available and your efforts have a direct impact on achieving this end. 
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BRIEF HISTORY OF RICHARDS, INCORPORATED  

 

We are proud of our heritage as one of Vermont's oldest insurance agencies with a 

tradition of continuous service since our founding in the early 1800's.  Our agency 

was among the first to be licensed by the Vermont Mutual Insurance Company of 

Montpelier, when that company was chartered in 1827.  We sell all lines of 

insurance, providing the very best in services to the families and businesses of the 

Tri-State area (VT, NH & MA).  We operate from offices located on Harris Place 

in Brattleboro, Village Square in Bellows Falls, Main Street in Bennington, Route 

100 in Dover, Emerald Street in Keene New Hampshire, Main Street in Ludlow, 

Main Street in Manchester, Main Street in Norwich, Center Street in Rutland, St. 

George Road in Williston and Main Street in Wilmington, known collectively as 

The Richards Group.  

 

We have acquired several agencies over the years so you may be dealing with the 

following agency names from time to time: 

 

 Richards, Gates, Hoffman & Clay, Brattleboro, VT  

 Barber & Jarvis, Wilmington, VT  

 Quay Insurance Agency,  Putney, VT 

 Patrick Insurance Agency,  Jamaica, VT 

 Butler Insurance Agency,  Jamaica, VT 

 Wocell Insurance Agency,  Brattleboro, VT 

 Freeman, Everett & Co.,  Brattleboro, VT 

 Halladay Insurance, Brattleboro, VT 

 Vermont Insurance Associates, Wilmington, VT 

 Walker Insurance Agency, Bellows Falls, VT 

 Powers Insurance Agency, Bellows Falls, VT 

 Bowen Insurance Agency, North Walpole, NH 

 M.W. Wocell Insurance Agency, Brattleboro, VT 

 Ramel Insurance Agency, White River Jct, VT 

 Davis Agency, Ludlow, VT 

 Thomas Insurance & Benefits, Rutland, VT 

 Briggs Fowler, Manchester, VT 

 Mountain Insurance, Dover, VT 

 Wills Insurance, Bennington, VT 
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ABOUT THIS HANDBOOK 

 

We have prepared this handbook to give you general guidelines about our agency, 

its services and policies. The handbook also describes the benefits and privileges in 

existence at the time of your hiring to which you are entitled to as an employee. 

The information contained in this handbook is intended to assist you. This 

handbook is not an employment contract and should not be interpreted as one. 

Management reserves the right to terminate employment at its discretion for any 

reason except those specifically prohibited by law. All employees are “employees 

at will,” whose employment, compensation, and benefits may end with or without 

cause, with or without notice, at the option of the employee or the Company. 

Company policies and benefits are subject to change. Take time to read this 

handbook and keep it as a handy reference.  

 

You should familiarize yourself with the policies and procedures of our agency, as 

they will become an important part of your daily life. Your supervisor will help 

you with any questions or concerns that you may have. Please do not hesitate to 

contact your supervisor if you wish to review any aspect of your employment. If at 

any time you feel your supervisor has not responded adequately to your question or 

concern, please feel free to seek assistance from the Personnel Manager. 

 

No employee, officer or other person in the agency other than the President of the 

company has authority to enter into an agreement for any specified period of time, 

or to make any agreement contrary to the normal personnel policies and fringe 

benefit programs of the agency. This includes any agreements or promises 

regarding career opportunities or advancement. Any amendment to the foregoing 

must be in writing and signed by the President. 

 

EQUAL EMPLOYMENT OPPORTUNITY 

 

Richards, Incorporated is an equal opportunity employer. All applicants are treated 

equally without regard to age, sex, race, religion, color, creed, national origin, 

ancestry, place of birth, sexual orientation, gender identity or disability. 
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You were selected on the basis of your individual qualifications and ability to 

fulfill the requirements of the job. The same considerations will also apply to 

promotions, rate of pay and all other conditions of employment. 

  

PRODUCTS & SERVICES 

 

The agency offers policies and services tailored to fit the needs of individuals and 

businesses in the community. We want you to know what these services are. 

 

You will be expected to know the services we provide, their purposes and how 

they will benefit the public. Whether you are in direct contact with the customer or 

not, understanding and promoting our services is an essential responsibility of 

everyone. You should make use of every opportunity presented to you to suggest 

our services to prospective and existing clients. 

 

We offer a broad range of insurance and financial service products, including but 

not limited to the following:  

 

 Commercial coverage for buildings, automobiles, equipment, liability, 

workers compensation, flood insurance, bonding, etc. 

 

 Personal coverage for homes, contents, condominiums, mobile homes, 

automobiles, motorcycles, recreational vehicles, probate bonds, etc. 

 

 Employee benefits including group medical, dental, disability and life 

insurance plans. 

 

 Wealth management and retirement plans. 
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CONFIDENTIALITY 

 

CONFIDENTIALITY IS ESSENTIAL TO THE INSURANCE BUSINESS.  

PERSONAL AND FINANCIAL INFORMATION ABOUT OUR CUSTOMERS 

OR THEIR FAMILY MEMBERS SHOULD REMAIN CONFIDENTIAL AND 

SHOULD NOT BE DISCUSSED WITH ANYONE OUTSIDE OF THE 

AGENCY. It is the responsibility of each employee to safeguard customer 

information from unauthorized use, and/or disclosure. Our insureds rely on our 

discretion. Disciplinary action, which may include discharge, will be taken for any 

breach of confidence by an employee. 

  

PRIVACY POLICY 

Privacy of information is a very important concept in our business.  In fact, 

effective July 1, 2001, the Gramm-Leach Bliley Act created federal laws, which 

dictate very specific obligations we have to our customers.    Please become 

familiar with our Privacy Policy and incorporate it into your everyday activities 

when dealing with individuals who seek to obtain, obtain or have obtained an 

insurance and/or financial services product from us, that is to be used primarily for 

personal, family or household purposes. 
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Privacy Practices Disclosure Notice 

 

Many states regulate the use of nonpublic personal information by financial 

services institutions.  In the interest of complying with federal and state laws and in 

providing an affirmation of our commitment to maintain the privacy of customer 

and claimant information, we have prepared this Privacy Practices Disclosure 

Notice to explain the privacy policy of Richards Inc. 

 

Richards, Inc. Privacy Policy 

To provide you with insurance and/or financial services, we collect nonpublic 

personal information, including financial and in some cases medical, about you 

from the following sources:  your application and other forms and information 

provided to us; transactions you have had in the past with us; information received 

from non-affiliated third party service providers with whom we contract to provide 

underwriting or claims service functions and, if necessary, consumer reporting 

agencies. 

 

We do not disclose any nonpublic personal information about you or your family 

except to those who need that information to provide the services you request or to 

whom we are obligated to provide the information.  We maintain physical, 

electronic and procedural safeguards that comply with federal and state regulations 

regarding privacy of such information.  We may on occasion disclose only your 

name and address to a mailing service that would perform this task on our behalf. 

 

We do not disclose any nonpublic personal information about our policyholders or 

our former policyholders to anyone, except as permitted by law. 
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EMAIL, INTERNET & INTRANET POLICY 

 

INTRODUCTION 

The Richards Group recognizes that email & Internet technology can greatly 

enhance our communication with the many companies with whom we do business. 

This document will provide guidelines for email and Internet use by employees.  

 

RESPONSIBILITIES AND PRIVILEGES 

The Richards Group provides employees with an email system, a network 

connection and Internet access. The email system, network and Internet access are 

for business use. Employees are authorized to access the Internet for personal use 

during non-working times, and in compliance with the other terms of this policy. 

 

All information created, sent or received via the email system, network or Internet 

is the property of Richards Inc. Employees should not assume privacy regarding 

such information. The use of a password to access information on the system does 

not create a right to privacy in the individual using the company’s computer 

system.  The company may bypass passwords to gain access to any information on 

the system with or without cause or notice.   

 

Employees of The Richards Group may not use the email system, network, or 

Internet access for any of the following: 

 

1. Download and/or install any software without the prior approval of the 

System Administrator. 

2. Disseminate or print copyrighted materials including articles and software, 

in violation of Copyright Laws. 

3. Engage in offensive or harassing statements or language, including 

disparagement of others based on their race, color, religion or any other 

protected classification.  

4. “Chain” email, off color jokes, or the transmitting of any information that 

could be construed as offensive are not acceptable use of email.  In addition 

to violating email policy, this type of email could also violate our sexual 

harassment policy.  

5. Visit sites featuring pornography, terrorism, espionage, theft, or drugs. 

6. Unethical activities or content, or activities and content that could damage 

The Richards Group’s reputation. 
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7. When using the Internet on personal time during non-working times, 

employees of The Richards Group are expressly forbidden from accessing 

non-work related web sites that require a signup and/or the giving of your 

agency email address.  

8. Buying and selling on the Internet is prohibited when using The Richards 

Group equipment. 

9. The Internet is a necessary tool in the performance of your job, however, 

browsing the Internet and visiting non-work related sites during regular 

work times is prohibited. 

10. Outside email or instant messaging accounts are forbidden on any computer 

equipment that belongs to The Richards Group. 

 

Any employee who violates our Email & Internet Policy or uses the network for 

improper purposes will be subject to discipline, up to and including discharge. 

 

BONDING 

 

For the security and protection of the agency and its customers, all employees must 

be bondable. This is done at the agency's expense. A bond application may be 

required when a person is hired. 

 

ERRORS & OMISSIONS PREVENTION 

 

Any employee who becomes aware of a situation that might lead to an E & O 

accusation against the agency should immediately bring it to the attention of their 

supervisor.  

 

If a supervisor feels that a situation may escalate into an E & O claim, they should 

immediately bring it to the attention of the President or a Vice-President of the 

company.  

 

Producers should work directly with the President or a Vice-President of the 

company and no statements or written documents should be made without 

consulting them. 
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INTRODUCTORY PERIOD 

 

All new employees will serve a three-month introductory period. This is a trial 

period for both you and the agency, to ensure that you are well suited for your 

position and that it is one in which you can feel comfortable and productive. 

During your introductory period, every effort will be made to provide adequate 

training and opportunity to adjust to your position. During this time you will be 

evaluated. At the end of this period your performance will be reviewed by your 

supervisor, discussed with you and put in writing for your personnel file. 

Successful completion of the introductory period is not a guarantee of employment 

for any defined term. 

 

TERMINATION OF EMPLOYMENT 

 

Any employee who terminates employment with the agency will have an exit 

interview at the time of separation. Your supervisor should be notified in writing at 

least two weeks in advance of your resignation. 

 

PERFORMANCE APPRAISAL AND SALARY REVIEW 

 

Each employee of the agency is reviewed and his or her performance appraised at 

least annually. Salary consideration is customarily given on your annual review 

date; however, this does not preclude consideration for meritorious service and/or 

job reclassification. Upon completion, the performance appraisal and/or salary 

review must be discussed with the employee by his or her immediate supervisor. A 

written and signed report of that interview is made a part of the employee's file. 

 

PERSONNEL RECORDS 

 

All personnel records are kept in a confidential file. Access to them is limited to 

the employee, Human Resources personnel and others with a proper and legal 

interest. Information contained in personnel files will not be released to any other 

person without the consent of the employee. Any employee who wishes to examine 
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the contents of his or her personnel file may do so with the appropriate notice to 

their supervisor. 

  

PAY POLICY 

 

The agency has established appropriate position titles and descriptions, and 

provides fair and equitable remuneration for services rendered.  

 

Salary payments are made semi-monthly, on the 15th and 30th of each month. 

Payroll checks are prepared by a data processing firm and show all pertinent data 

relating to salary, taxes and other deductions. All questions regarding the pay 

policy should be directed to the Accounting Department.  

 

No one will be permitted to work additional hours and/or over-time without prior 

approval from their immediate supervisor. 

 

PAYROLL DEDUCTIONS 

 

The usual deductions for state, federal and social security withholdings are made 

each pay period. Optional payroll deductions are available upon request. See the 

Accounting Department for details. 

 

CHANGE IN PERSONAL STATUS 

 

Accurate and up-to-date knowledge of personal status enables the agency to 

perform valuable services for you. You should notify your supervisor immediately 

of changes in your status so that your withholding taxes, social security account, 

and group benefits can be changed to insure your full protection at all times.  

 

Your supervisor must be informed of changes such as the following:  

1. Change in address or telephone number  

2. Change in name  

3. Change in marital status  

4. Change in number of dependents  

5. Change in beneficiary for group benefits  
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GROUP DENTAL 

 

Group Dental Coverage is available to all employees on an individual or family 

basis. The total cost will be paid by the employee on a pre-tax basis through 

payroll deduction. 

 

GROUP VISION 

 

Group Vision Coverage is available to all employees on an individual or family 

basis. The total cost will be paid by the employee on a pre-tax basis through 

payroll deduction.  
 

 

GROUP MEDICAL INSURANCE 

 

The agency will pay a portion of the cost of group medical insurance. Eligible 

employees will be able to enroll for coverage after completing one month of 

service. The insurance will be effective the 1st of the month following 30 days of 

employment. Premium contributions will be based on eligible employees working 

at least 30 hours/week as defined annually by Richards, Inc. 

 

GROUP LIFE INSURANCE 

 

The agency will pay the entire cost of the Group Life and Accidental Death and 

Dismemberment Insurance. Eligible employees, working a minimum of 30 hours 

per week, will be able to enroll for coverage on the 1st of the month following 30 

days of employment. 
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LONG TERM DISABILITY INSURANCE 

  

The agency will provide Long Term Disability Insurance and will pay the entire 

cost of the program. Eligible employees, working a minimum of 30 hours per 

week, will be enrolled for coverage on the 1st of the month following 30 days of 

employment.  

VOLUNTARY INSURANCE COVERAGE 

 

Voluntary Insurance Coverage is available to all employees on an individual or 

family basis. The total cost will be paid by the employee on a pre-tax basis through 

payroll deduction. 

 

IDENTITY THEFT 

 

The agency will pay the entire cost of Identity Theft insurance. Eligible employees, 

working a minimum of 30 hours per week, will be enrolled for coverage on the 1st 

of the month following 30 days of employment.  

 

PROFIT SHARING PLAN 

 

The agency contributes to a 401(K) plan with a Profit Sharing provision for all 

eligible employees. New employees, who work a minimum of 1,000 hours/year 

and are at least 21 years old, are eligible to join the plan on the 1st of the month 

following their one-year anniversary. It is also possible for eligible employees to 

make voluntary contributions to the plan. Contributions are on a pre-tax basis. 

Further details are available from the Accounting Department. 

 

SILVER ANNIVERSARY RECOGNITION 

 

All full-time employees, on their 25th year of working at The Richards Group  and 

at each 5th year anniversary thereafter, will be given a bank of 5 recognition days to 

be used before their next 5th year anniversary. 
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An eligible employee must have worked full-time for at least 10 years prior to their 

anniversary. 

 

This recognition benefit is based upon the date you started working for Richards, 

Inc. on a continuous basis. 

 

 
COMMISSION PAYABLE TO LICENSED PERSONNEL 
 

This benefit applies only to those with applicable licenses who are actively 

employed with our agency. 

 

Payment of Commissions on Employee’s Insurance – It is our policy to pay 

licensed employees the agency commission on their own Personal Lines insurance 

policies. We will also pay the agency commission on their own Commercial Lines 

and Individual Life and Benefit products with a cap of $200 per policy. Payment of 

the commission will be treated as income and subject to payroll taxes. These 

benefits and the administration thereof are at the discretion and approval of The 

Richards Group. 

 

WORKERS’ COMPENSATION INSURANCE 

 

All employees are covered by the standard Vermont Workers’ Compensation 

policy providing the statutory benefits for medical expenses, death benefit and loss 

of earnings. 

 

SAFETY IN THE WORKPLACE 

 

Workplace safety is a group responsibility. Each person must practice safety 

awareness by thinking defensively, anticipating unsafe situations, and reporting 

unsafe conditions immediately to your supervisor or another Personnel Manager 

(listed on Agency Central in the EBC).  Failure to observe appropriate safety 

precautions and requirements is grounds for disciplinary action up to and including 

termination.  At a minimum, observe the following precautions: 
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 Give notice of and get help for any emergency situation. If you are injured or 

become ill at work, no matter how slightly, you must inform your supervisor 

or Human Resource Manager as soon as possible and in no event later than 

24 hours after the incident, even if you believe medical attention is not 

necessary.  If you witness an injury to someone else you must inform the 

Human Resource Manager as soon as possible and in no event later than 24 

hours after the incident, even if you believe medical attention is not 

necessary.  

 Use, adjust, and repair equipment only if you are trained and qualified to do 

so.  

 Get help when lifting or pushing heavy objects.  

 Let your supervisor know when your chair or workstation needs adjustment 

for correct posture and keyboarding alignment.  

 Know the location of fire alarms, extinguishers, and how to summon help.  

 Know the location of all exits and your nearest emergency exit.  

 Never block access to a safety device or exit.  

 

POLICY ON USE OF WIRELESS COMMUNICATION DEVICES 

 

The Richards Group (the “Company”) recognizes the importance of providing the 

tools for our professionals to remain accessible to clients, other employees, 

vendors, etc.  Towards this end, the Company either provides cellular telephones to 

employees with a demonstrated need, or for other employees affords a usage 

allotment to reimburse the monthly cost of the primary business cell phone (and/or 

the actual cost of cellular calls for other employees or secondary phones). 

 

When using your cellular phone(s), smart phone, Blackberry or other wireless 

communication device for work purposes, you are expected to obey all laws, 

exercise care and follow all operating instructions, safety standards and guidelines.  

You are not permitted to use any wireless communication device in any manner – 

including but not limited to telephone calls, text-messaging, e-mails or web-

browsing – on Company time or for Company business while operating a motor 

vehicle or engaging in other dangerous activities that require concentration.  If it 

becomes necessary to use your wireless communication device while operating a 

vehicle, you must bring the vehicle to a complete stop before using the device. 
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An exception to the ‘complete stop’ rule may be made if an employee has 

determined that he/she can safely operate a vehicle while making/receiving calls 

utilizing hands-free equipment.  The Company does not endorse the use of hands-

free cellular equipment because each individual and each driving situation is 

different.  The decision as to whether or not hands-free cellular equipment can be 

used safely is the sole decision and responsibility of the individual. 

 

Using a wireless communication device in any manner that is not in compliance 

with this policy is prohibited by the Company and is considered to be outside the 

scope of your employment.  If you are involved in an accident while using a 

wireless communication device during Company time or on Company business, 

you must promptly report the accident to your supervisor. 

 

Violation of this policy, including negligent, destructive, unsafe, or illegal use or 

operation of any wireless communication device on Company time/business may 

result in disciplinary action, up to and including termination of your employment. 

 

RESOLVING PROBLEMS 

 

Like all employees, you have a responsibility to promote open communications 

and to demonstrate initiative and responsibility in the constructive resolution of 

issues which affect your work. When you have a concern about your job, or when a 

misunderstanding occurs, as may happen from time to time, you are urged to 

discuss it with your supervisor. If the matter is not resolved after speaking with 

your supervisor, or if you are apprehensive about raising the matter initially with 

your supervisor, you may raise the issue with the Human Resource Manager.  You 

may be asked to express your concern in writing.  

 

HEALTH BENEFIT CONTINUATION (COBRA) 

 

The Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) give 

employees and their qualified beneficiaries the opportunity to continue health 

insurance coverage under The Company health plan when a “qualifying event” 

would normally result in the loss of eligibility.  Some common qualifying events 

are resignation, termination of employment for any reason, or death of an 
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employee; a reduction in an employee’s hours, or a leave of absence; an 

employee’s divorce or legal separation; and a dependent child no longer meeting 

eligibility requirements as a result of age or full time student status.  

 

Under COBRA, the employee or beneficiary pays the full cost of coverage at The 

Company group rates plus an administration fee.  The Company provides each 

eligible employee with a written notice describing his or her rights as granted 

under COBRA when the employee becomes eligible for coverage.  The notice 

contains important information about the employee’s rights and obligations.  

Payment for COBRA must be made monthly.  The Company will not invoice the 

employee or beneficiary for the monthly payments.  

 

EDUCATIONAL BENEFITS 

 

The agency will pay tuition for job-related educational courses, if approved by 

your supervisor prior to enrollment.  

 

In addition, educational benefits are also available, with prior approval, to 

employees working toward an insurance certification. The overall course of study 

must be working toward certification in an area that is applicable to present and/or 

future potential job assignments in the agency. Full details should be obtained from 

your supervisor. 

 

PARKING 

 

For your convenience, every effort is made to provide safe and adequate parking in 

designated areas, free of charge. You should keep your car doors locked; the 

agency does not assume any liability for theft or damage. 

 

There are parking spaces adjacent to our building complex but there may not be 

enough spaces for all of our employees. Should this apply to you, we will make 

new assignments as available on a seniority basis. Check with your supervisor. 
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PERSONAL TIME OFF 

 

Each employee who has completed a minimum of 60 days of service and who 

works at least 30 hours per week, will be entitled to personal time off as follows, 

based on length of service and date of employment: 

 

    Full Time    30 hours/week 

Years of Service  Days/Year    Days/Year 

 

After 1 year-5  18     14.50 

6 – 9    23     18.50 

10 – 11   24     19 

12 – 13   25     20 

14 – 15   26     20.50 

16 – 17   27     21.50 

18 – 20   28     22.50 

 

 

Each department supervisor will coordinate PTO schedules to ensure there is 

adequate coverage for the agency.  Therefore, you must first get approval from 

your immediate supervisor before scheduling personal time off. If necessary, a 

supervisor may recall any preapproved PTO due to staffing shortage issues. 

 

In the event employment is terminated, the employee is entitled to PTO earned 

derived from prorating the eligible PTO benefit.  

  

HOLIDAYS 

 

The agency will post a list of paid holidays for employees. This list is posted on 

our intranet site and may be revised from time to time.  
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SICK 
 

When reporting an absence you must talk directly with your supervisor. If your 

supervisor is not available, then ask to speak to another supervisor.  Leaving a 

voice mail message is never appropriate. 

 

BEREAVEMENT 

 

Time off will be granted for attending funerals of members of the immediate 

family. Arrangements should be made with your supervisor in a timely manner. 

 

For the purpose of this policy, the immediate family includes your spouse, 

children, parents, grandparents, siblings, parents-in-law, aunts, uncles, nieces, 

nephews. 

  

JURY DUTY 

 

If you are called for jury duty, refer the official notice to your supervisor 

immediately. The agency recognizes the importance of this civic duty. You will 

receive your regular salary while on jury duty or when summoned as a witness. 

You are expected to be at work during regular working hours, except when your 

presence is required by the court. 

 

MILITARY LEAVE 

 

In the case of employees who have a military obligation, the agency will allow up 

to two weeks leave without loss of paid vacation time. The agency will pay the 

employee’s regular wages, limited to a maximum period of two weeks. You retain 

your military compensation. Employees in the uniformed services may be eligible 
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for additional unpaid leave and reinstatement rights in accordance with state and 

federal law. For more information, contact Human Resources. 

 

Vacation time will be scheduled at the discretion of the department supervisor and 

may not be taken for two weeks immediately preceding military leave or for the 

two weeks immediately following the termination of military leave. 

 

LEAVE OF ABSENCE 

 

As a general rule, a leave of absence for an employee is not normally granted. A 

request for a leave, without pay, must be submitted in writing to your supervisor.  

Employees may be granted a leave of absence where circumstances warrant. 

 

PARENTAL AND FAMILY LEAVE 

 

The Richards Group provides eligible employees with time off to take care of 

family and medical issues consistent with the federal Family and Medical Leave 

Act (“FMLA”) and state law. 

 

A. Long Term Leave 

 

A “long term” family or medical leave of absence is an unpaid leave of absence of 

up to twelve (12) weeks during the twelve (12)-month period measured rolling 

forward from the date the employee begins any leave under the policy.  Subject to 

the definitions and requirements provided in the FMLA and any relevant state law, 

eligible employees may request and may take up to twelve (12) weeks of unpaid 

time off each year for the following reasons: 

 For the birth and subsequent care of a newborn child; 

 For placement of a child for adoption or foster care; 

 To care for a spouse, child, parent or parent in-law (“immediate family”) 

with a serious health condition; or 

 For a serious health condition rendering the employee unable to perform 

the functions of the employee’s job. 

 

B. Short Term Leave 
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“Short term” family leave is an unpaid leave not to exceed four (4) hours in any 

thirty (30)-day period and not to exceed twenty-four (24) hours during the twelve 

(12)-month period measured rolling forward from the date the employee begins 

any leave under this policy.  Subject to the definitions and requirements provided 

in any relevant state law, eligible employees may request and may take up to 

twenty-four (24) hours of unpaid time off each year for the following reasons: 

 To participate in preschool or school activities directly related to the 

academic educational advancement of the employee’s child, such as a 

parent-teacher conference; 

 To attend or accompany the employee’s immediate family to routine 

medical or dental appointments; 

 To accompany the employee’s parent, spouse or parent-in-law to other 

appointments for professional services related to their care and well-

being; 

 To respond to a medical emergency involving the employee’s immediate 

family. 

 

The Agency requires employees to take short-term leave in a minimum of two (2)-

hour segments. 

 

ELIGIBILITY 

 

To be eligible for these benefits, an employee must: 

 Have worked for the Agency for at least twelve (12) months; and 

 For long-term leave and military family leave, have worked for the 

Agency for at least 1,250 hours during the twelve (12)-month period 

immediately preceding the beginning of the leave. 

 For short-term leave, have worked for the Agency for an average of at 

least thirty (30) hours per week during the twelve (12)-month period 

immediately preceding the beginning of the leave. 

 

Requests for leave from employees with less than these service requirements will 

be considered on a case-by-case basis according to the needs of the Agency. 
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CHARGEABLE TIME 

 

Time off for work-related and non-occupational injuries and illnesses that meet the 

criteria for a serious health condition will be charged to, and run concurrently with, 

an employee’s yearly allotment of time off allowed under this policy. 

 

USE OF PAID LEAVE 

 

FMLA leave or Military Caregiver leave is generally unpaid. However, you must 

apply 75% of any paid time off available to you under company policy first prior to 

taking leave on an unpaid basis. The employee’s use of PTO shall run concurrently 

with FMLA leave and will not extend the leave period. 

 

 

NOTICE REQUIREMENTS 

 

A. Long Term Leave 

 

Employees must give reasonable notice of their intent to take leave to their 

supervisor.  The Agency requests that notice be given in writing when practicable.  

See the Personnel Manager for the required content of the notice. 

 

If leave is foreseeable, employees should provide thirty (30) days’ notice before 

the leave is to begin.  Employees are expected to consult with their supervisor and 

make reasonable efforts to schedule foreseeable leave so as not to unduly disrupt 

operations.  If employees do not give the desired thirty (30) days’ notice for 

foreseeable leave with no reasonable excuse, the Agency may delay the taking of 

the leave. 

 

Notice must be given as soon as practicable when leave is not foreseeable. 

 

B. Short Term Leave 

 

Employees shall make a reasonable attempt to schedule appointments for which 

short-term leave is available outside of regular work hours.  In order to take short-
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term leave, employees shall provide the Agency with the earliest possible notice, 

but in no case later than seven (7) days before leave is to be taken, except in the 

case of an emergency.  “Emergency” means circumstances where the required 

seven (7)-day notice could have a significant adverse impact on the family member 

of the employee. 

 

C. Military Family Leave 

 

In addition to the types of leave identified in Section A above, the FMLA provides 

for two types of military family leave. 

 

1. Qualifying Exigency Leave 

 

An eligible employee with a spouse, son, daughter or a parent on covered active 

duty or call to covered active duty may use their 12-week unpaid leave 

entitlement to address certain qualifying exigencies. Qualifying exigencies may 

include; 

 

 Address issues related to a short-term deployment (up to seven calendar 

days); 

 Attending certain military events; 

 Arranging for alternative childcare; 

 Addressing certain financial and legal arrangements; 

 Attending certain counseling sessions; 

 Spending time with a military member who is on Rest and Recuperation 

leave (up to 15 calendar days); 

 Attending post-deployment reintegration briefings; and 

 Caring for a parent. 

 

Covered active duty or call to covered active duty status means; (a)For service 

members of a regular component of the Armed Forces, duty during deployment 

of the service member with the Armed Forces to a foreign country; or (b) for 

service members of the reserve components of the Armed Forces (U.S. National 

Guard or Reserves), duty during deployment of the service member with the 

Armed Forces to a foreign country under a call or order to active duty in a 

contingency operation. 
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2. Military Caregiver Leave 

 

The FMLA also includes a special leave entitlement that permits eligible 

employees who are the spouse, son, daughter, parent or next of kin of a 

“covered service member” to take up to 26 weeks of unpaid leave to care for a 

covered service member with a “serious injury or illness” during a single 12-

month period. 

 

Military Caregivers leave, when combined with other FMLA-qualifying leave, 

may not exceed 26+ weeks in a single 12-month period. Spouses who are 

employed by the Company may be limited to a combined total of 26 workweeks 

of leave during the single 12-month period. 

 

 

MEDICAL CERTIFICATION (LONG-TERM) 

 

Employees must provide medical certification to support the leave request. 

Medical certification forms may be obtained from the Personnel Manager.  

Medical certification information should be returned to your supervisor. 

Periodic reports of the employee’s status, or recertification of a serious health 

condition, may be required during the leave period. 

 

BENEFITS COVERAGE DURING LEAVE (LONG-TERM) 

 

During family or medical leave, benefits such as health, life and short-term 

disability insurance will be continued at the level and under the same conditions 

(including employee contributions, if applicable) as if the employee were still at 

work.  Employees must make arrangements with the Personnel Manager to pay 

their share of premiums while on leave.  An employee’s failure to make premium 

payments may result in cancellation of coverage. 

In the event an employee elects not to return to work upon completion of a family 

or medical leave, the Agency may recover from the employee the cost of any 

payment made to maintain the employee’s coverage except where the employee 

does not return because of the continuance, recurrence or onset of a serious health 

condition or other circumstances beyond the employee’s control. 
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JOB RESTORATION (LONG-TERM) 

 

With some exceptions, employees will return to their original job, or to an 

equivalent position upon completion of the leave with equivalent pay, benefits and 

other terms and conditions of employment existing on the day leave begins as long 

as such benefits are still provided by The Richards Group. 

Employees will be required to provide a fitness-for-duty certificate prior to being 

restored to employment following a leave taken for your own serious health 

condition.  Restoration may be delayed to an employee who fails to provide any 

required return to work information. 

Except in the case of Military Caregiver FMLA leave, restoration may be denied if 

an employee requires more than twelve (12) weeks of leave, and any employee 

who is absent from active work for 180 consecutive calendar days will be 

terminated from employment. 

 

GENERAL RULES AND REGULATIONS 

 

The effectiveness and reputation of the agency depend upon your courtesy, 

helpfulness, attitude and general conduct. Because everyone does not have the 

same idea about good conduct, it is necessary to adopt and enforce rules that all  

can follow. While it is difficult to write rules and regulations for every situation, in 

general no behavior that is dishonest, illegal or reflects negatively on the reputation 

of the agency will be tolerated. Violation of rules and regulations may subject you 

to disciplinary action, including termination. Our reputation is most important to 

continue to be successful within the community. 

 

SEXUAL (AND OTHER) HARASSMENT POLICY 

 

It is illegal under state and federal law, for any employee, male or female, to 

sexually or otherwise illegally harass another employee.  The Richards Group is 

committed to providing a workplace free from this unlawful conduct.  It is a 

violation of this policy for an employee to engage in sexual or other illegal 

harassment. 
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1. What is “Sexual Harassment”? 

 

Sexual harassment is a form of sex discrimination and means unwelcome sexual 

advances, requests for sexual favors, and other verbal or physical conduct of a 

sexual nature when: 

 

(A) submission to that conduct is made either explicitly or implicitly a term 

or condition of employment; 

 

(B) submission to or rejection of such conduct by an individual is used as a 

component of the basis for employment decisions affecting that 

individual; or 

 

(C) the conduct has the purpose or effect of substantially interfering with an 

individual’s work performance or creating an intimidating, hostile, or 

offensive working environment.  

 

Examples of sexual harassment include, but are not limited to the following, when 

acts or behavior come within one of the above definitions: 

 

 either explicitly or implicitly conditioning any term of employment (e.g., 

continued employment, wages, evaluation, advancement, assigned duties 

or shifts) on the provision of sexual favors; 

 

 touching or grabbing a sexual part of an employee’s body; 

 

 touching or grabbing any part of an employee’s body after that person 

has indicated, or it is known, that such physical contact was unwelcome; 

 

 continuing to ask an employee to socialize on or off-duty when that 

person has indicated s/he is not interested; 

 

 displaying or transmitting sexually suggestive pictures, objects, cartoons, 

or posters if it is known or should be known that the behavior is 

unwelcome; 

 

 writing sexually suggestive notes or letters to co-workers or subordinates; 
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 referring to or calling a person a sexualized name; regularly telling sexual 

jokes or using sexually vulgar or explicit language in the presence of a 

person if it is known or should be known that the person does not 

welcome such behavior; 

 

 retaliation of any kind for having filed or supported a complaint of sexual 

harassment (e.g., ostracizing the person, pressuring the person to drop or 

not support the complaint, adversely altering that person’s duties or work 

environment, etc.); 

 

 derogatory or provoking remarks about or relating to an employee’s sex 

or sexual orientation; 

 

 harassing acts or behavior directed against a person on the basis of his or 

her sex or sexual orientation; and 

 

 off-duty conduct which falls within the above definition and affects the 

work environment. 

 

 

2. What is Other Illegal Harassment? 

 

Harassment based on race, color, religion, national origin, ancestry, place of birth, 

age, sexual orientation, gender identity, physical or mental condition or disability, 

and any other classification protected by state and federal law is also illegal.  The 

provisions of this policy extend to all other illegal harassment. 

  

 

3. What This Employer Will do if it Learns of Possible Sexual (or Other 

Illegal) Harassment. 

 

Investigation:  In the event The Richards Group receives a complaint of sexual or 

other illegal harassment, or otherwise has reason to believe that sexual or other 

illegal harassment has occurred or is occurring, it will take all necessary steps to 

ensure that the matter is promptly investigated and addressed.  The Richards Group 

is committed, and required by law, to take action if it learns of potential sexual or 

other illegal harassment, even if the aggrieved employee does not wish to formally 
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file a complaint.  Every supervisor is responsible for promptly responding to, or 

reporting, any complaint or suspected acts of sexual or other illegal harassment.  

Supervisors should report to The Human Resource Manager. Failure by a 

supervisor to appropriately report or address such sexual or other illegal 

harassment complaints or suspected acts shall be considered to be in violation of 

this policy. 

 

Confidentiality:  Care will be taken to protect the identity of the person with the 

complaint and of the accused party or parties, except as may be reasonably 

necessary to successfully complete the investigation. 

 

No Retaliation:  It shall be a violation of this policy for any employee who learns 

of the investigation or complaint to take any retaliatory action against any person 

involved in this investigation. 

 

Disciplinary Action:  If the allegation of sexual or other illegal harassment is found 

to be credible, this employer will take appropriate corrective action.  The Richards 

Group will inform the complaining person and the accused person of the results of 

the investigation and what actions will be taken to ensure that the harassment will 

cease and that no retaliation will occur.  Any employee, supervisor, or agent who 

has been found by the employer to have harassed another employee will be subject 

to sanctions appropriate to the circumstances, ranging from a verbal warning up to 

and including dismissal.   

 

If the allegation is not found to be credible, the person with the complaint and the 

accused person shall be so informed, with appropriate instruction provided to each, 

including the right of the complainant to contact any of the state or federal 

agencies identified in this policy notice. 

 

4. What You Should Do if You Believe You Have Been Harassed. 

 

Any employee who believes that she or he has been the target of sexual or other 

illegal harassment, or believes she or he has been subjected to retaliation for 

having brought or supported a complaint of harassment, is encouraged to directly 

inform the offending person or persons that such conduct is offensive and must 

stop.  If the employee does not wish to communicate directly with the alleged 

harasser or harassers, or if direct communication has been ineffective, then the 

person with the complaint is encouraged to report the situation as soon as possible 
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to your Supervisor, The Human Resource Manager, Melany Nupp or Ben Taggard, 

Vice President. It is helpful to an investigation if the employee keeps a diary of the 

events and the names of people who witnessed or were told of the harassment, if 

possible.   

 

If the complainant is dissatisfied with this employer’s action, or is otherwise 

interested in doing so, she or he may file a complaint by writing or calling any of 

the following state or federal agencies. 

 

Vermont Attorney General’s Office, Civil Rights Unit, 109 State Street, 

Montpelier, VT 05609, (888) 745-9195 (voice/TDD).  Complaints should be filed 

within 300 days of the adverse action. 

 

Equal Employment Opportunity Commission, John F. Kennedy Federal 

Building 475 Government Center Boston, MA 02203, 1-800-669-4000 (voice) or 

1-800-669-6820.  Complaints must be filed within 300 days of the adverse action. 

 

New Hampshire Commission for Human Rights, 2 Industrial Park Drive, 

Concord, NH 03301-8501; (603)271-2767.  Complaints should be filed within 180 

days of the adverse action. 

 

Each of these agencies can conduct impartial investigations, facilitate conciliation, 

and if it finds that there is probable cause or reasonable grounds to believe sexual 

harassment occurred, it may take the case to court.  Although employees are 

encouraged to file their complaint of sexual or other illegal harassment through this 

employer’s complaint procedure, an employee is not required to do so before filing 

a charge with these agencies. 

 

In addition, a complainant also has the right to hire a private attorney, and to 

pursue a private legal action in state court within 3 or 6 years, depending on the 

type of claims raised. 

 

5. Where Can I Get Copies of This Policy? 

 

An additional copy of this is available by contacting Melany Nupp in the 

Brattleboro office. 
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Upon request, reasonable accommodations will be provided for persons with 

disabilities who need assistance in filing or pursuing a complaint of harassment. 

 
 

 

ATTENDANCE AND PUNCTUALITY 

 

In an organization such as ours, where the smooth flow of work depends on the co-

operation and co-ordination of many people, the absence or lateness of one person 

can delay and interfere with the work of others and place a burden on them. The 

agency maintains attendance records and your attendance and punctuality are 

considered with other factors when performance appraisals and/or salary reviews 

are made. 

 

If for any reason you are unable to report for work as scheduled, or must leave 

during working hours, notify your supervisor immediately. 

 

It is the company's policy to continue regular operations despite inclement weather 

conditions. All employees are expected to arrive at their regularly scheduled time. 

If conditions are such that you will be late, contact your supervisor immediately. 

Those employees who do not report for work will be charged a vacation day 

(whole or partial). If vacation time is not available, loss of pay will result. 

 

WORKING HOURS 

 

Our working hours are from 8:00 a.m. to 4:30 p.m., Monday through Friday with a 

one-hour unpaid break for lunch. Unless pre-approved by your supervisor, you 

must work within the perimeter of these hours.  Any request to work prior to 8:00 

a.m., after 4:30 p.m., your lunch hour, or break time, must be approved by your 

supervisor.  

 

MORNING BREAK 
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It is our custom to observe a morning break. The time of the break should be 

limited to a maximum of 20 minutes per person. The 1st and 2nd breaks are at 

10:00 a.m. and 10:30 a.m. respectively. Scheduling break for each department will 

be determined by each supervisor. Please start your break promptly unless you are 

working with a customer. Break time can only be used for break, unless you are 

applying it to makeup time which has been approved by your supervisor.  Break 

time cannot be accrued. 

PERSONAL PHONE CALLS AND OFFICE VISITS 

 

The agency's telephone facilities normally carry a heavy load and personal use 

should be kept to a minimum.  

 

Personal visits interrupt you and your co-workers; again, they should be kept to a 

minimum. 

 

PROFESSIONAL APPEARANCE 

The company’s objective in establishing a dress code is to enable employees to 

project a professional, business-like image while experiencing the comfort 

advantages of more casual clothing. Business Casual is the standard for this dress 

code. 

 

Neatness in dress and grooming gives one a sense of self-confidence and will make 

a good impression on your fellow employees, clients and the community. All 

clothing worn should be in good taste, clean, wrinkle free and appropriate for 

business hours. Please avoid extremes. 

 

An orderly desk and working area are also an important part of your general 

appearance and contribute to efficiency on the job. Neatness is of primary 

importance in insurance work. It is also a distinct part of your performance which 

reflects significantly on both you and our agency. 

 

UNACCEPTABLE BUSINESS ATTIRE CLOTHING: 

 Torn, dirty, frayed or wrinkled clothing. 

 Clothing that has words, terms, pictures that may be offensive to others. 
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 Clothing typically worn to the beach, dance clubs, sporting events, doing 

yardwork or exercising. 

 Jeans, sweatpants, exercise pants, shorts, bib overalls, bike clothing. 

 Miniskirts/skorts, sundresses, beach dresses, spaghetti strap dresses. 

 Sweatshirts, midriff tops, spaghetti strap/halter tops, tops with bare 

shoulders (unless worn underneath another piece of clothing). 

 Sneakers/athletic shoes (unless medically necessary), rubber flip flops, 

crocs, slippers. 

 

 All dresses/skirts must be no shorter than 4 inches above the knee. 

 Leggings, jeggings, spandex should be paired with appropriate attire so 

as not to be too revealing. 

 

ACCEPTABLE DRESS DOWN DAYS ATTIRE 
Certain days can be declared dress down days. On these days, a more casual 

approach to dressing, although never potentially offensive to others, is allowed. 

This includes: 

 Jeans 

 Casual shorts no shorter than 4 inches above the knee. 

 Conservative athletic shoes, sneakers casual boots. 

 

Conversely, there are business situations which may call for Business Professional 

attire, such as meetings with clients, companies or attendance at industry business 

functions. 

 

If clothing fails to meet these standards, as determined by the employee’s 

supervisor, the employee will be asked not to wear the inappropriate item to work 

again. If the problem persists, the employee may be sent home to change clothes. 

All other policies about personal time use will apply. If needed, progressive 

disciplinary action will be taken for further dress code violations. 

 

We reserve the right to prohibit piercings and to insist that tattoos and body art be 

covered while in the workplace and while performing the duties of your 

employment. 
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SMOKING 

 

Richards, Inc. is a smoke-free environment.  Please respect this policy and do not 

smoke in the building. 

 

ALCOHOLIC BEVERAGES 

 

Alcoholic beverages are not permitted. Employees will not be allowed to work if 

their work performance is affected by the consumption of alcohol. 

 

ILLEGAL DRUGS 

 

The agency recognizes that the vast majority of people are not involved in any way 

with such drugs. However, the unlawful manufacture, distribution, dispensation, 

possession, or use of a controlled substance on Company premises or while 

conducting Company business off Company premises or in any manner that affects 

business is prohibited. Violations will result in disciplinary action, up to and 

including discharge and may have legal consequences. If an employee is convicted 

of manufacturing, distributing or possession or use of an illegal drug, that 

employee must report the conviction within five days to their supervisor. 

 

The Agency recognizes drug dependency and alcoholism as illnesses and major 

health problems. These are also recognized as potential health, safety, and security 

problems. Any employee who has an alcohol or drug abuse problem is encouraged 

to contact the Employee Assistance Program. 

 

EMPLOYEE ASSISTANCE PROGRAM 

 

The Employee Assistance Program provides confidential, professional assistance 

to help employees and their families resolve problems that affect their personal 

lives or job performance. The program is voluntary - it is designed to allow the 

employee or family to seek help on their own. There is no cost to our employees 

for the EAP screening services. 
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The use of the Employee Assistance Program will not in any way jeopardize an 

employee's job security or promotional opportunities. It has been endorsed as a 

resource to offer employees consideration and assistance in resolving problems 

which might otherwise have a detrimental effect on their job performance. 

 

The request for help may be initiated by the employee or the family. Simply call 

the number of the counseling resource and an appointment will be arranged. 

CONFIDENTIALITY IS ASSURED. 
 

 ......this is your Employee Handbook... please keep and review it occasionally. 

 


