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SECTION 1:

INTRODUCTION AND EMPLOYMENT

YOUR COMPANY

We are pleased you have accepted employment with Freyberg Management Company, Inc. (“Company”). We look forward to having you join us in our work to increase the strength and profitability of our business.
Because our employees are vital to the success of the Company, we make every effort to provide you with rewarding employment. This handbook is designed to help you understand some of the Company’s policies and practices that may affect you as an employee. The handbook isn’t supposed to address every employment situation that may arise. Please consult the General Manager if you have questions.
Where benefits and other specific matters are addressed in any written employment contract signed by the General Manger, they are governed by the contract to the extent it applies. In all other situations, this employee handbook supersedes and replaces any and all previously or contemporaneously stated policies or practices, oral and written representations, or statements of the Company, including but not limited to, those contained in any manuals, handbooks, correspondence, memoranda or oral discussions, which are hereby expressly revoked.

AT WILL EMPLOYMENT
“Company“ as it is referred to in this handbook, refers to Freyberg Management Company, Inc. EMPLOYMENT AT THE COMPANY IS EMPLOYMENT “AT WILL”, MEANING THAT EITHER YOU OR THE COMPANY CAN END THE RELATIONSHIP AT ANY TIME-WITH OR WITHOUT CAUSE AND WITH OR WITHOUT PRIOR NOTICE. This handbook is intended as an informational guide only providing a general overview of company employment policies and practices. It is not intended to be nor should it be construed as a contract. 
No manager, supervisor, or representative of the company other than its President has authority to enter into any agreement to the contrary.  No such agreement may be made, nor is valid unless in writing signed by the President.  This handbook does not modify or limit the employment-at-will relationship.
The Company reserves the sole right to add, change, withdraw or revoke any or all policies or practices at any time for any reason, with or without advance notice.  Any such modification will not alter the employment-at-will relationship.

Any deviation from the policies and/or practices stated in this handbook is within the sole discretion of the Company and shall not be construed to constitute precedent that would affect, limit or restrict any future action, nor shall any such deviation alter the employment-at-will relationship. Should any applicable local, state or federal law or judicial decision render any of the Company's policies or practices invalid or inoperative, it shall not invalidate any other of the Company's personnel policies or practices. The policies and practices described in this handbook are designed to be in compliance with applicable law.  If any such policy or practice is not in compliance, then it is the policy of the Company to comply with applicable law.

EQUAL EMPLOYMENT OPPORTUNITY

It is the policy of the Company to comply with all applicable equal employment opportunity laws and regulations. Therefore, decisions about recruiting, hiring, training, promotions, compensation, benefits, and all similar employment decisions must be made without regard to race (including traits associated with race such as hair texture and style), creed, color, religion, sex, gender identity or expression, national origin, age marital status, familial status, sexual orientation, disability, status with regard to public assistance, membership or activity in a local commission, genetic information or any other protected class status defined by local, state or federal laws.

If an employee believes there has been a violation of this policy, he or she should immediately report the violation by following the Reporting Procedure contained in the Harassment Prevention Policy in this handbook.

The Company does not tolerate any retaliation directed towards anyone who reports a suspected violation of this policy or participates in the investigation of such a report.  Reports of retaliation should be made using the Reporting Procedure described in the Harassment Prevention Policy.
AUTHORITY TO WORK IN THE UNITED STATES

Pursuant to the Immigration Reform and Control Act of 1986, all employees must provide the Company with proof of their identity and authorization to work in the United States within three (3) days of beginning their employment. Re-verification may be necessary as required by law.
EMPLOYMENT CLASSIFICATIONS

For purposes of determining the applicability of various policies, practices and benefits, employees are classified by the nature of the position to which they are primarily assigned and by their regular work schedule.  Accordingly, the Company classifies employees as follows:

Regular Full-Time Employees:  Regular full-time employees are those who are regularly scheduled to work 40 or more hours per week on an ongoing basis.
Regular Part-Time Employees: Regular part-time employees are those who are regularly scheduled to work fewer than 40 hours per week on an ongoing basis.

Reserve/Seasonal/Temporary Employees:  Reserve/Seasonal/Temporary employees are those who are hired to work on special projects, for a specified period of time, or on a fill-in or on-call basis. 

Employees who are subject to state or federal minimum wage and overtime laws are referred to as non-exempt employees; those not subject to such regulation are referred to as exempt employees. Although “regular” employees typically work on an ongoing basis, there is no guarantee that any job will continue. Any position may be eliminated at any time at the discretion of the Company. Further, as previously described in this handbook, all employees are at-will employees who may be terminated for any or no reason.
HOURS OF WORK

Business hours may vary as determined by workload, by customer demand, and by industry standards, among other things. Individual work schedules are assigned and may change from time to time so as to provide for smooth Company operations. All employees are required to be in attendance during their scheduled work time.
Any changes in the assigned work time and all time off during work time, regardless of reason, must be approved by the General Manager. 

Non-exempt employees should only be on Company premises during their approved hours of work. Such employees should arrive early enough so as to be at their work stations at their scheduled starting times, but not so early as to create overtime, unless the early arrival was approved in advance by their supervisor. Non-exempt employees should also leave work promptly after their quitting time, unless overtime is pre-approved by the General Manager.

Employees may take meal periods and rest breaks at a time approved by their supervisor. Breaks should be scheduled so as not to disrupt Company operations. Paid rest breaks are permitted once before lunch and once after lunch and should not exceed 15 minutes each. Employees working eight hours or longer receive a 30 to 60-minute unpaid meal break. Non-exempt employees should not perform any work during their meal period, except as otherwise directed by their supervisor. Rest breaks are not allowed to be accumulated, nor are they to be substituted for tardiness, "early-outs" or longer meal periods, without the express permission of the supervisor on each such occasion.

The Company will provide reasonable break time each day to a nursing or lactating employee who needs to express breast milk. The break time should, if possible, run concurrently with any break/meal period time already provided to the employee. If you need additional or different break time for this purpose, please discuss it with your supervisor or the General Manager. The Company will assist employees in finding a clean, private space, which is not a bathroom, where the employee can express milk.  

EMPLOYEE PERSONNEL RECORD
It is very important that employees keep all information provided to the Company at the time of their hire up to date.  This information is essential for many purposes, including benefit administration, insurance notices, mailing information to the employee’s home and contacting friends or family in case of emergency.  The Company should be promptly notified of any changes in:
(1)
Address and telephone number;

(2)
Marital status (including legal separation);

(3)
Legal change in employee’s name;

(4)
Dependents;

(5)
Changes in beneficiaries; and

(6)
Person to notify in case of emergency.
NOTICE OF EMPLOYEE RIGHTS WITH REGARD TO PERSONNEL RECORD

Any current employee has a right to request to review his or her personnel record once every six months. Requests to review an employee’s personnel record must be made by the employee, in writing.  Upon receipt of a written request to review a personnel record, the Company will make the record available to the employee with seven working days of receipt of the written request.  For current employees, the personnel record or an accurate copy will be made available at the Company between 8:00 a.m. and 5:00 p.m. The Company may require that you review the personnel record in the presence and under the supervision of a Company employee. After reviewing the personnel record, if you wish to receive a copy, you must submit a written request and a copy will be provided at no cost to you.

Any former employee of the Company has the right to review a copy of his or her personnel record once per year for so long as the personnel record is maintained by the Company.  Requests for a copy of a former employee’s personnel record must be made by the former employee, in writing.  Upon receipt of a written request for a copy of a personnel record by a former employee, the Company will provide the former employee with a copy of his or her personnel record within seven working days of receipt of the written request at no cost to the former employee.  

The Company reserves the right to deny any current or former employee’s request to review or copy their personnel record if the Company determines that the request is not made in good faith.

If an employee disputes specific information contained in the employee's personnel record, the
Company and the employee may agree to remove or revise the disputed information; and
if an agreement is not reached, the employee may submit a written statement specifically identifying the disputed information and explaining the employee's position.  The employee's position statement may not exceed five written pages. The position statement will be included along with the disputed information for as long as that information is maintained in the employee's personnel record. A copy of the position statement will also be provided to any other person who receives a copy of the disputed information from the Company after the position statement is submitted.

SECTION 2:

COMPENSATION

PAY

Individual compensation is usually based upon such factors as general business and economic conditions, pay rates in the local industry, individual performance, job responsibilities, value to the Company, and other appropriate factors.  Levels of pay and any adjustments in pay are at the discretion of the Company and do not alter the employment-at-will status. Employees generally are not permitted to borrow against their future earnings, and are responsible for promptly notifying their supervisors of any errors in their paychecks.

PAYROLL

The Company operates with twenty-six (26) pay periods per year. Pay periods run two weeks, ending every other Saturday. If a pay day falls on a holiday, employees will usually receive their checks on the preceding work day.  
PAYROLL DEDUCTIONS

Various deductions are made from employees’ wages and reflected on the stubs of their paychecks. Federal law requires deductions from pay for income tax, Social Security and Medicare. Other deductions may include state and/or local taxes, child support withholding and wage garnishments. Some deductions are optional and are made only with employee authorization. 
Employees are responsible for promptly notifying their supervisor of any changes to or errors in their deductions.  Any necessary adjustments are usually made and reflected in the employee’s next paycheck.  

TIMEKEEPING
Each employee has sole responsibility for keeping an accurate record of the number of hours worked. 
On a daily basis, all non-exempt employees should use the time clock, electronic timekeeping system or other time keeping method as instructed, to record starting time, beginning of lunch or other unpaid break, end of lunch or other unpaid break and quitting time. Non-exempt employees must also record their time at the beginning and end of any time period away from work for personal reasons. Non-exempt employees should not perform work for the Company during non-work hours or on any unpaid break. 
Having another employee record the employee’s time, recording another employee’s time, failing to accurately record time or any falsification of time records may result in disciplinary action, up to and including immediate termination. For employees who punch timecards, employees who forget to punch their time card or who punch the wrong timecard should report the mistake to their supervisor as soon as possible.  Only supervisors may make corrections to time cards. 

OVERTIME
Overtime refers to all hours worked in excess of forty (40) hours per workweek. The workweek begins on Sunday at 12:00 a.m. and ends on Saturday at 11:59 p.m.  Non-exempt employees working overtime will receive an overtime rate of 1 ½ times their regular rate of pay. Time not worked (such as holidays, PTO and unpaid leave) is not counted for purposes of overtime compensation.

All employees are expected to be available for a reasonable amount of overtime. However, no employee is to work any overtime unless the supervisor or General Manager has explicitly authorized it in advance. An employee’s timesheet or time card reflecting overtime work must be signed off by an appropriate supervisor.
NOTICE OF RIGHTS AND REMEDIES REGARDING WAGE INFORMATION
Nothing requires an employee to disclose information about their wages to anyone. However, employees may voluntarily discuss their own wages or another employee’s wages which have been disclosed to that employee voluntarily.  The Company will not take any adverse employment action or retaliate against the employee as a result of such disclosure. 

If an employee believes there has been a violation of this policy, he or she should immediately report the violation by following the Reporting Procedure contained in the Harassment Prevention policy in this handbook.  If an employee is retaliated against or had adverse action taken against them under this section, the employee may have legal rights under Minnesota Statutes. 

Notwithstanding the above, an employee is not authorized, without the written consent of the Company, to disclose proprietary information, trade secret information, or information that is otherwise subject to a legal privilege or protected by law or to disclose wage information of other employees to a competitor of the Company.
SECTION 3: 

PERFORMANCE AND CONDUCT
DISCIPLINARY GUIDELINES 

For the benefit of employees and to protect the efficiency and productivity of the Company, certain guidelines must be observed by all employees. Management retains discretion to take disciplinary action appropriate to the particular circumstances. Violations of guidelines or policies may result in disciplinary measures that may, depending upon the circumstances and at the discretion of the Company, include oral or written warnings, suspension (with or without pay), or immediate discharge.  

These disciplinary measures do not constitute an exclusive list of possible disciplinary actions. Disciplinary actions may be taken in any order. The disciplinary examples listed are intended merely as a guide to the employee and are not intended to create a contract or modify the employment-at-will relationship.

Engaging in any of the following examples of unacceptable conduct may result in any of the disciplinary actions discussed above.  These examples are intended only as a guide and are not all inclusive.  

· Failing to perform work in a manner acceptable to the Company.

· Absenteeism (including failing to report absences as required), tardiness and/or early outs.

· Sleeping, wasting time, loitering, loafing, excessive visiting, or failing to exert expected effort on the job.

· Sexual harassment or harassment prohibited by Company policy.

· Violation of the Company Alcohol, Drug and Cannabis policy.

· Unauthorized possession of weapons.

· Failing to observe health, safety, or sanitation rules, including failing to promptly report workplace illnesses or injuries.
· Disclosing confidential information.

· Smoking in unauthorized areas or at unauthorized times.

· Failing to complete all necessary reports and records promptly and accurately.

· Working another job while absent or using Company-paid or Company-approved time off for an unauthorized purpose.

· Failing to accurately complete, or permitting another to record the employee’s time.

· Failing to comply with Company policies pertaining to acceptable personal appearance.

· Violating the Company’s no solicitation policy.

· Arrest and conviction or plea for criminal offenses that are job-related, including those that may affect the employee’s ability to perform his or her job.
· Failing to cooperate in a Company investigation.
· Failing to cooperate with the Company in its efforts to determine reasonable accommodation, fitness for duty or need for leave for the affected employee.
· Horseplay, fighting, threats, intimidation, or other disorderly or indecent conduct.

· Theft or dishonesty.

· Falsifying records or information (or misuse or unauthorized manipulation of any computer or electronic data processing equipment or system).

· Failing to follow orders, defiance of orders, or general insubordination.

· Discourteous treatment of others.

· Taking Company property without paying for it or without written permission.

· Reckless, careless or unauthorized use of Company property, equipment or materials.

· Improper or profane language.

· Damage or destruction of property of the Company, of another employee, or of anyone else in the workplace.

· Violation of any other Company policy.
The Company retains the sole discretion to determine in each circumstance the form of discipline appropriate, including whether immediate termination is appropriate.

PERFORMANCE REVIEW

Performance reviews and salary reviews will generally be conducted annually. The employee’s supervisor may elect to have other performance or salary reviews during the calendar year. The performance reviews become part of the employee’s personnel record and may be one factor considered in determining compensation, promotion, transfer, lay off and other employment decisions.

Performance reviews are used to discuss your current job performance. In this way you can gain a better understanding of what is expected of you. During these conferences, feel free to discuss any questions you may have. This is one opportunity for you to inform your supervisor of any job concerns, or offer suggestions to the Company.
The Company considers a number of factors in assessing performance, including but not limited to:

1.
Quantity and quality of work

2.
Dependability

3.
Attendance and punctuality

4.
Personal conduct and interpersonal skills
If a written evaluation is provided, employees are expected to sign the evaluation form as an indication that the review has been discussed with them. Satisfactory performance reviews do not alter the employment-at-will relationship.

SECTION 4:

EMPLOYEE RELATIONS

JOB CONDUCT

All employees are required to comply with the following standards of conduct while performing the job or representing the Company.

1. Employees must conduct themselves in a proper business manner and comply with all Company policies and general work rules.

2. Employees are encouraged to communicate openly and honestly with management personnel and co-workers. Ideas and suggestions are welcome.

3. Office phones and cellular phones should not be used for personal calls except in case of reasonable necessity. 
4. Employees are not allowed to take photos in the workplace or record conversations, events or the workplace premises, unless specifically directed by a Supervisor.
5. The employee is personally and professionally responsible to follow all established OSHA and Company recommendations and policies for good safety practices.
ATTENDANCE, ABSENTEEISM, AND TARDINESS
The absence of any employee, including arriving late or leaving early, adversely affects work performance.  Regular attendance and punctuality are essential functions of all Company positions. Each employee should be present and on time each day they are scheduled to work. Full or partial day absences, arriving late or leaving early, for any reason, may result in disciplinary action, up to and including termination.

Employees who are unable to report for work or will be tardy, regardless of the reason, must call in and personally report the nature of the absence to their supervisor as far in advance as possible, but not later than thirty (30) minutes before their scheduled starting time. The employee must give the reason for the absence and indicate when he or she expects to return to work. Employees must call in each day they are absent or tardy, unless otherwise explicitly authorized by their supervisor.

Employees who must leave work before the end of the work day must also personally report the specific reason for the absence to their supervisor, as far in advance as possible, giving the reason for leaving early and securing definite permission to leave early.  If the employee expects to be absent the following day, he or she should inform the supervisor of that fact at the same time.

Failure to follow the call in procedure, report absences, tardies, or "early-outs" properly may be interpreted by the Company to mean that the employee has abandoned his or her position and voluntarily resigned.

Employees who are absent from work due to illness or injury may be required to provide a statement from their physician verifying the need for the absence and the employee’s ability to return to work. The Company may, in its discretion, also request that the employee be examined by a Company-chosen physician.  The Company may also require an employee to provide sufficient verification of the need for absences for absences other than illness or injury.

If any absence or tardiness is due to a permitted leave of absence, then also refer to the Company's leave of absence policies.

DRESS CODE  

All employees should dress in reasonable attire given their particular work environment and circumstances. Dress for safety in addition to other considerations. 
It is an expectation of all employees to present a professional image to all customers, visitors and the public.  As such, acceptable personal appearance is an ongoing requirement of employment and employees are expected to dress appropriately for their daily schedules and environment and may be required to follow more formal guidelines in the event of customer interaction.
In addition, certain staff may be required to meet special dress, grooming and hygiene standards, such as wearing uniforms or protective clothing, depending on the nature of their job. Uniforms and protective clothing may be required for certain positions and will be provided to employees by the Company.
If an employee is unsure of what is appropriate, they should check with the General Manager or their supervisor. It is impossible and undesirable to define an absolute code for dress so, in the event of questions, the Company will apply a rule of reason on a case-by-case basis.
Any staff member who does not meet the attire or grooming standards set by his or her department will be required to take corrective action, for example leaving the premises to change clothing. Hourly-paid staff will not be compensated for any work time missed because of failure to comply with designated workplace standards. 

FITNESS FOR WORK

We expect every employee to be fit for duty when reporting to work. Fitness is defined as being physically and mentally alert and in a state of health sufficient to allow safe and satisfactory performance on the job.

If the Company determines that an employee may be unfit for work, the employee may be asked to leave the premises and/or receive appropriate medical assistance or appropriate medical documentation of fitness-for-duty.
MEDICAL EXAMINATIONS

The Company wishes to maintain a safe and healthy working environment for the benefit of all employees.  Following a contingent offer of employment and as a continuing condition of employment, the Company reserves the right to require applicants and employees to submit to medical examinations performed by a physician or medical professional selected and paid for by the Company.  You may be required to have medical examinations during your employment if the Company has concerns about your ability to perform your job effectively and/or safely.  Medical examinations will be for job related purposes based on business necessity.

Medical information is confidential and such confidentiality will be maintained in accordance with applicable legal requirements.
REASONABLE ACCOMMODATION

The Company will provide reasonable accommodations to known physical and mental limitations of an otherwise qualified disabled employee or applicant.  Reasonable accommodation may be, depending on all the circumstances, modifications or adjustments to a job, the work environment, or the way things are usually done that enables an employee with a disability to perform the essential functions of a job, and to enjoy equal benefits and privileges of employment.  Please recognize, however, that we cannot promise to make any and all accommodations. We must consider each accommodation on a case-by-case basis to determine whether it would cause an undue hardship to our business. 
The Company will also provide reasonable accommodation for employees’ religious observances and requirements when employees bring such matters to the Company’s attention and a reasonable accommodation can be identified.  A reasonable accommodation is one that eliminates the conflict between an employee’s religious beliefs or practices and the employee’s job requirements, without causing undue hardship to the Company or coworkers.  The Company has developed a process to assist employees and management. Through this process, the Company has established a system of open communication between employees and the Company to specifically discuss and take action to reasonably accommodate employees’ needs. The intent of this process is to ensure a consistent approach when addressing all requests for accommodation. Any employee who perceives a conflict between job requirements and religious belief or practice should follow the accommodation request process below.

The Company will also provide accommodations for pregnant employees upon employee request, including more frequent restroom, food and water breaks, seating modifications and  limits on lifting more than 20 pounds (without medical documentation). Additional reasonable accommodations may be available upon request and with appropriate supporting documentation, provided they do not pose an undue hardship on the Company.  Employees will not be required to accept pregnancy accommodations. 

Requests for reasonable accommodation must be made in writing and forwarded to the General Manager. The Company will review requests for accommodation on a case by case basis. The Company may require information to support the need for the accommodation. Such information may include a request or requirement for authorization to obtain information from or speak with the employee’s treating physician. The Company also reserves the right to request a second opinion from a Company-chosen physician on any request for accommodation.  
ALCOHOL, DRUG & CANNABIS POLICY 
The Company is committed to providing a workplace that is free of alcohol, drugs, cannabis and other intoxicants so that their use does not pose a safety or health hazard or jeopardize the success of the Company's operations or otherwise adversely affect the Company, its employees, or its customers. Accordingly, all employees must report to and be at work in a fit condition to perform.

This policy applies to all applicants for employment and to all employees including contract or temporary employees.  The policy is applicable at Company facilities and at any other location when an employee is acting within the scope of his or her employment with the Company.  

Employment at the Company is at-will. This policy is not an employment contract and should not be interpreted as creating an employment contract.  

Definitions

The following definitions apply for the purposes of this policy:

“Alcohol and drug testing” or “drug testing” means the analysis of a body component sample for the purpose of measuring the presence or absence of drugs, alcohol, or their metabolites in the sample tested.

 “Break” or “lunch break” means a period of time, whether paid or unpaid, authorized by the Company as a break from work duties.
“Cannabis” means marijuana, tetrahydrocannabinols (THC), cannabis flower, cannabis products, lower-potency hemp edibles and hemp-derived consumer products.

“Cannabis testing” means the analysis of a body component sample for the purpose of measuring the presence or absence of cannabis or cannabis metabolites in the sample tested.

“Company” means Freyberg Management Company Inc., members of management, and any other agent designated by the Company.

“Drug" means a controlled substance but does not include cannabis, unless stated otherwise. "Employee" means a person, independent contractor, or person working for an independent contractor who performs services for compensation, in whatever form, for the Company.
"Job applicant" means a person, independent contractor, or person working for an independent contractor who applies to become an employee of the Company, and includes a person who has received a job offer made contingent on the person passing drug or alcohol testing.
“Medically authorized drugs” means any prescription medication for which the employee has a valid prescription or non-prescription medication taken at the direction of a physician.  

"Positive test result" means a finding of the presence of drugs, alcohol, or their metabolites in the sample tested in levels at or above the threshold detection levels.

“Refuse to cooperate” or “Refusal to cooperate” means to obstruct the collection or testing process; to submit an altered, adulterated or substitute sample; to fail to show up for a scheduled test; to refuse to complete the requested drug testing forms; or to fail to promptly provide specimen(s) for testing when directed to do so, without a valid medical basis for the failure. Employees who leave the scene of an accident without justifiable explanation prior to submission to testing will also be considered to have refused to cooperate and will automatically be subject to discharge.

“Registered Person” means a person enrolled in, and who possesses acceptable verification of enrollment in the medical cannabis patient registry program under Minnesota statute.
“Safety-sensitive position” means a job, including any supervisory or management position, in which an impairment caused by drug, alcohol, or cannabis usage would threaten the health or safety of the employee or any other person. 
Non-Discrimination

Consistent with its policy prohibiting discrimination, the Company recognizes that disabled individuals are protected from discriminatory treatment. Under Minnesota law, a disabled person is someone who has a medical or psychological condition which materially impairs major life activities.  However, in accordance with Minnesota law, disability does not include any condition resulting from alcohol,  drug, cannabis or other intoxicant abuse which prevents a person from performing essential functions of the job or which creates a direct threat to property or the safety of individuals.  

Prohibitions

No employee shall report to work or act within the scope of his or her employment while under the influence of alcohol or any controlled substance or drug that affects his or her alertness, coordination, reaction, response, judgment, decision-making, or safety.

No employee shall consume alcohol, drugs, cannabis, intoxicants or any controlled substance that affect his or her alertness, coordination, reaction, response, judgment, decision-making, or safety while acting within the scope of his or her employment. No employee shall consume alcohol, drugs, cannabis, intoxicants, or any controlled substance that affect his or her alertness, coordination, reaction, response, judgment, decision-making, or safety while on a break, including a lunch break.

No employee shall operate, use, or drive any equipment or  machinery while acting in the scope of his or her employment while under the influence of alcohol, drugs, cannabis, intoxicants, or any controlled substance that affects his or her alertness, coordination, reaction, response, judgment, decision-making, or safety. Every employee is under an affirmative duty to immediately notify his or her supervisor if he or she is not in compliance with this provision. The operation or use of any equipment or machinery while acting within the scope of employment shall be deemed a verification that the employee is in compliance with this provision.   

No employee shall unlawfully manufacture, distribute, dispense, posses, transfer, or use alcohol, drugs, cannabis, intoxicants, or any controlled substance in the workplace or at any location where the employee is acting within the scope of his or her employment.  

Engaging in off-duty sale, purchase, transfer, use or possession of illegal drugs or controlled substances may have a negative effect on an employee’s ability to perform work for the Company.  The engagement in off-duty sale, purchase, transfer, use or possession of illegal drugs or controlled substances is grounds for discipline.  

Making arrangements during working time, while on breaks, or on Company property for the sale, purchase, or transfer of drugs or cannabis is strictly prohibited, even if the actual sale, purchase, or transfer of drugs or cannabis occurs during non-working time, on breaks or off Company property.

Every employee is under an affirmative duty to notify his or her supervisor or other member of management if he or she is taking medically authorized drugs, including medically authorized marijuana, or other substances that may alter the employee’s job performance.  

The Company may notify the appropriate law enforcement agency when it has reasonable suspicion to believe that an employee may have illegal drugs in his or her possession at work or on company premises. 
The Company retains the right to discipline or terminate an employee without requiring an employee to submit to alcohol, drug or cannabis testing, for any or no reason, including the Company’s concern or belief (whether right or wrong) that an employee has violated this Policy.
Medical Cannabis

The Company will not discriminate against a Registered Person in hiring, termination, or any term or condition of employment, or otherwise penalize a Registered Person on the basis of:

(1) 
the Registered Person's status as a patient enrolled in the Minnesota patient registry program; or

(2) 
the Registered Person’s positive drug test for cannabis components or metabolites, unless the Registered Person used, possessed, or was impaired by medical cannabis on the premises of the place of employment or during the hours of employment, 

except to the extent a failure to do so would violate federal law or regulations or cause the Company to lose a monetary or licensing-related benefit under federal law or regulations.

An employee or applicant who is required to undergo testing pursuant to this policy must present acceptable verification of enrollment in the Minnesota patient registry as part of their explanation for any positive test for cannabis components or metabolites to be subject to the protections of this paragraph.

Registered Persons are required to comply with the remainder of this Alcohol, Drug and Cannabis policy, including but not limited to the “Prohibitions/Requirements” section of this policy. Failure to abide by the Company’s Alcohol, Drug and Cannabis policy is grounds for discipline up to and including termination. 

Alcohol, Drug and Cannabis Testing
The Company may require that applicants and employees submit to testing in accordance with the provisions of Minn. Stat §§ 181.950-181.957.  This policy represents the notice required under Minnesota Statute and will be provided to all applicants and employees who are requested to undergo testing.

The following employees may be subject to testing:

1. Job Applicants. The Company may require that all applicants who have received conditional offers of employment for a particular position undergo alcohol and drug testing. For certain safety sensitive positions, cannabis is a drug and applicants may be subject to drug testing that includes testing for cannabis. If the offer of conditional employment is subsequently withdrawn based upon testing results, the Company will notify the applicant of the reason for the withdrawal.

2. Reasonable Suspicion Testing. The Company may require an employee to undergo alcohol, drug, and/or cannabis testing when the Company reasonably suspects that the employee:

a. is under the influence of alcohol, drugs or cannabis;

b. is in violation of written rules prohibiting alcohol, drug or cannabis use;

c. has sustained a work-related or caused another employee to sustain personal injury and there is a reasonable possibility, in the sole discretion of the Company, that alcohol, drugs or cannabis use was or could have been a contributing factor to the injury; or

d. has caused a work-related accident or was operating or helping to operate machinery, equipment, or vehicles involved in a work-related accident and there is a reasonable possibility, in the sole discretion of the Company that alcohol, drugs or cannabis use was or could have been a contributing factor to the accident.
3. Treatment Program Testing. The Company may require an employee to be tested for alcohol, drugs or cannabis either when the employer has referred the employee for chemical dependency treatment or evaluation or when the employee is participating in such a treatment program under an employee benefit plan.  The employee may be required to undergo testing without advance notice during the evaluation or treatment period and for up to two years following the completion of a treatment program.

The following will apply to all employees the Company requests to undergo testing:

1. Consent.  All persons to be tested will be required to complete and sign the employee consent form attached as Appendix A.  Each form must also be witnessed by a person designated by the Company.

2. Refusal to Cooperate.  An employee or job applicant has the right to refuse testing.  However, a refusal of testing will be treated as a failure to comply with policy and may result in withdrawal of a job offer or disciplinary action up to and including termination of employment.

3. Test Results.

a. Negative Test Results [passed tests].  Individuals who test negative on an initial drug or alcohol test will be given written notice of the test result within three days after the Company is notified of the result. Likewise, individuals who test negative on a confirmatory test taken after a positive initial test will be given written notice of the test result within three days after the Company is notified of the result.  

b. Positive Test Results [failed tests].  A confirmatory test will automatically be performed on all samples that result in a positive test result on an initial test.  Individuals who test positive on the confirmatory test will be notified in writing within three days after the Company has been notified of the result of the test result of the right to explain the result, including any over the counter or prescription medications taken. Individuals who wish to provide explanatory information regarding their positive confirmatory test result may do so by requesting a retest form within three working days after receiving notice of the positive test results.  

Individuals who wish to have a retest of their confirmatory test must notify the Company in writing of their intention to have a retest within five working days after being notified of the confirmatory test result.  Persons requesting a confirmatory retest are required to complete and sign a retest form and are responsible for the cost of the retest.

c. Right to Test Result.  An employee or job applicant has the right to request and receive a copy of the test result report on any drug, alcohol or cannabis test from the Company.  

4. Costs. All costs related to alcohol, drug and cannabis testing will be paid by the Company with the exception of confirmatory retest costs which must be paid by the employee or job applicant requesting the retest.

5. Disciplinary Action in Response to a Positive Rest Result.

a. Interim Disciplinary Action:  The Company may transfer an employee with a positive test to another position at the same rate of pay or temporarily suspend the employee pending the outcome of the confirmatory test (and, if requested, the confirmatory re-test) if the Company believes that it is reasonably necessary to do so to protect the health and safety of the employee, co-employees or the public.  An employee who is suspended without pay will be reinstated with back pay if the confirmatory test or re-test is negative.  In the case of job applicants, a positive initial test result must be verified by a confirmatory test before a conditional offer or employment will be withdrawn.  

b. First Failed Test – Discharge/Withdrawal of Job Offer:  The Company will not discharge an employee if the employee tests positive on a confirmatory test and the positive confirmatory test was the first such result unless (1) the employee has been given an opportunity to participate in, at the employee’s expense or pursuant to coverage under an employee’s benefit plan, an alcohol, drug or cannabis counseling or rehabilitation program; and (2) the employee has either refused to participate in the counseling or rehabilitation program or has failed to successfully complete it. The type of counseling or rehabilitation program in which an employee participates will be determined by the Company after consultation with a certified chemical use counselor or physician trained in the diagnosis and treatment of chemical dependency.

The Company may withdraw a conditional offer of employment from a job applicant who tests positive on a confirmatory alcohol, drug or cannabis test.

c. First Failed Test – Discipline.  Except as otherwise provided, the Company may take any disciplinary action short of discharge it deems warranted in the event an employee tests positive on his or her confirmatory test.  

d. Second Failed Test:  The Company may discharge an employee who tests positive on a confirmatory test and who has previously had a positive confirmatory test result.  This action may be taken without first referring the employee to a chemical dependency counseling or rehabilitation program.

6. Privacy of Test Results.

a. Test results and other information acquired as a result of the testing program are private and confidential information and will not be disclosed by the Company or the testing laboratory to another employee or to third party individuals, government agencies, or private organizations without the written consent of the employee or applicant being tested.  

b. Evidence of a positive test result on a confirmatory test, however, may be used in an arbitration proceeding pursuant to a collective bargaining agreement, an administrative hearing, or a judicial proceeding, provided the information is relevant to the hearing or proceeding.  Such evidence may also be disclosed to any federal agency or other unit of the United States government as required under federal law, regulation, or order.  Evidence of a positive test result on a confirmatory test may also be disclosed to a substance abuse treatment facility for the purpose of evaluation or treatment.

c. The Company will provide an employee with access to information in the employee’s file relating to positive test result reports and other information acquired in the testing process as well as conclusions drawn from or actions taken based upon such information.  

Other Provisions
As a condition of employment, all employees are required to abide by the terms of this policy and notify the Company of any criminal drug statute conviction occurring in the Company's workplace no later than five (5) days after the conviction. An employee who is convicted of a violation of any criminal drug statute may be subject to discipline, up to and including discharge.

Questions regarding this Policy or its implementation and applicability to particular situations should be referred to the General Manager.

The Company reserves the right to investigate its premises and property including employee vehicles and other employee-owned property on Company property (including leased property) to determine any violation of this policy. Any refusal by any employee to cooperate in such an investigation may be grounds for disciplinary action, up to and including termination. Employees have no right of privacy as to property brought to work at the Company. 
Notwithstanding this policy, there may be special occasions at which it is permissible to consume alcohol in moderation. The use of alcohol on Company premises may be permitted by management for business related social functions or company celebrations, or when employees are conducting Company related work off-site, during a business engagement. Excessive drinking or unprofessional behavior while representing the Company may result in disciplinary action up to and including termination. Illegal drug and/or cannabis use is never allowed on these occasions.
HARASSMENT PREVENTION POLICY

The Company expects that employees will treat one another with courtesy and respect. In addition, the Company recognizes that harassment in the work place, because of an individual’s race (including traits associated with race such as hair texture and style), color, creed, religion, national origin, sex,  gender identity or expression, marital status, familial status, disability, status with regard to public assistance, sexual orientation, and age is prohibited by the Minnesota Human Rights Act and Title VII of the Civil Rights Act. 

It is the policy of the Company to maintain a work environment free of any form of harassment as defined by local, state and federal laws.

The Company will not tolerate any employee or representative of the Company who engages in the following:

(1)
Harassment on the basis of race (including traits associated with race such as hair texture and style), color, creed, religion, national origin, sex, gender identity or expression, marital status, familial status, disability, status with regard to public assistance, sexual orientation, veteran status, age or any other protected class status as defined by local, state or federal laws.

(2)
Who permits employees under his/her supervision to engage in such harassment.

(3)
Who retaliates or permits retaliation against an employee, Company representative or member of the public seeking services or public accommodations who reports such harassment.

An employee found to be in violation of this policy shall be subject to disciplinary action up to and including discharge. This policy also applies to all business travel and work-related social functions. It shall be the responsibility of all supervisors and management personnel to ensure implementation of this policy.

Sexual Harassment 

Sexual harassment occurs whenever unwelcome conduct on the basis of gender exists. Unwelcome conduct occurs when the recipient did not initiate it and regards it as offensive. The Equal Employment Opportunity Commission (EEOC) defines sexual harassment as unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature 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 factor in any employment decision affecting an 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 can be physical, verbal, visual, or written. 

There are two types of sexual harassment: those involving tangible employment actions and those relating to a hostile work environment.  Tangible employment action involves some type of significant changes in workload or work assignment or monetary loss for the employee. This type of harassment requires that the threat of job detriment or promise of job benefit actually results in some sort of employment related action such as termination, promotion, demotion, or reassignment to a considerable different job or duties.  A hostile work environment occurs when actions or words of another person create an adverse or hostile working condition for an employee, or interferes with the employee’s work performance through severe or pervasive words or deeds because of the employee’s gender.

Sexual harassment can occur in a variety of circumstances, including but not limited to the following:

· The victim as well as the harasser may be a woman or a man.  The victim does not have to be of the opposite sex.

· The harasser can be the victim’s supervisor, a supervisor in another area, a co-worker, or a non-employee.

· The victim does not have to be the person harassed but could be anyone affected by the offensive conduct.

· The harasser’s conduct must be unwelcome; therefore it is helpful for the victim to inform the harasser directly that the conduct is unwelcome and must stop.  

Below are examples of behavior contributing to sexual harassment. This is not an exclusive list. 

(1)
Discussing or pressuring for sexual activities.

(2)
Verbal remarks, jokes, or innuendoes of a sexual nature or based upon gender.

(3)
Any sexually motivated or unnecessary touching.

(4)
Commenting on physical attributes.

(5)
Distribution or display of written materials, pictures, or other graphics of a sexual or gender-biased nature.

(6)
Using demeaning or inappropriate terms, such as "babe."

(7)
Using indecent gestures.

(8)
Sabotaging the victim’s work.

(9)
Engaging in hostile physical conduct.

(10)
Granting job favors to those who participate in consensual sexual activity.

(11)
Using profane and offensive language.

(12)
Other behavior or words directed at an individual because of gender.
Other Forms of Harassment

Other forms of harassment can be, but are not limited to, those behaviors listed above, but when they are based upon the following: Race (including traits associated with race such as hair texture and style), color, creed, national origin, gender identity or expression, sexual orientation, religion, marital or familial status, disability, status with regard to public assistance, veteran status., age, or other protected class as defined by local, state or federal law.
Addressing Harassment

While not required, whenever possible, an employee feeling subject to harassing behavior is strongly encouraged to discuss the situation with the individual engaged in the perceived harassing behavior. The perceived harasser should be told the conduct is unwelcome and must stop.  If the situation is not resolved, a complaint should be initiated by using the reporting procedures.

Reporting a Complaint

To maintain a harassment free work environment, it is essential that all instances of harassment be reported. Any person who believes they have been the victim of harassment by an employee or representative or any person with knowledge or belief of conduct which may constitute such harassment or bias toward an employee or representative MUST report the alleged conduct immediately.

Harassment should be reported immediately to any supervisor, the General Manager or the President. If an employee observes suspected sexual harassment of another individual, the observer may, if he or she chooses, report the suspected harassment immediately to any of the individuals identified above, either because the observer is offended or because the observer is concerned for the alleged victim. In all cases, a supervisor or manager who receives a report shall report it immediately to the President. Failure to forward such a complaint will result in disciplinary action up to and including discharge.

A complaint to the "harasser" is not sufficient to trigger the protection this policy intends to provide. An employee who does not follow this reporting procedure runs the risk that concerns about sexual harassment will not be investigated, and therefore will not be addressed effectively.

The reporting party or complainant shall clearly describe the conduct when making a report or complaint and identify the complaint as one of harassment under this policy. Employees making a report should document behavior they have witnessed. Documentation should include specifics about the behavior, direct quotes, if possible, patterns of abuse, names of witnesses, and time and place of incidents.  The Company encourages the reporting party or complainant to put their complaint in writing, with as much detail as possible, but verbal reports will also be considered complaints.

Investigating a Complaint

An investigation of a reported protected class harassment complaint will be conducted by Company officials or by a third party designated by the Company.  

The Company may take immediate steps, at its discretion, to protect the complainant and other employees or members of the public pending completion of the investigation.

The Company cannot guarantee that reports of protected class harassment will be kept completely confidential.  However, such reports will be kept as confidential as reasonably possible in the Company's sole judgment, under the circumstances of the investigation and considering the results of the investigation.

Company Action

The Company will take such action as it deems appropriate based on the results of the investigation.  

Retaliation
The Company does not tolerate any retaliation against anyone who makes a good faith complaint of protected class harassment or towards anyone who is requested by the Company to participate in an investigation of a protected class harassment complaint.

The policy applies to each and every person associated with the Company, including but not limited to contractors, managers, executives, and full-time, part-time and reserve employees.

WORKPLACE THREATS AND VIOLENCE
Every employee has a responsibility for maintaining the safety and security of the workplace. Threats, threatening behavior, or acts of violence against employees, visitors, guests, or other individuals by anyone on the Company property will not be tolerated.

Any person who verbally or physically threatens another, exhibits threatening behavior or engages in violent acts on the Company property may be removed from the property, at the Company's discretion, and will remain off Company property pending the outcome of an investigation. If the Company determines that violations of this policy have occurred, the Company may take appropriate disciplinary action which may include, but is not limited to, suspension and/or termination of any business relationship, reassignment of job duties, suspension and/or termination of employment, and/or legal action as appropriate.

All Company employees are encouraged to notify their supervisor or the General Manager of any threats or acts of violence which they have witnessed, experienced or have been told that another person has witnessed or experienced. Even without an actual threat or act of violence, employees should also alert the General Manager or their supervisor of any behavior they have witnessed or experienced, which they regard as threatening or violent, when that behavior is job-related or might be carried out on a Company-controlled site or is connected to Company employment. Anyone who receives the information should report it to the General Manager. 
All employees who apply for or obtain a protective or restraining order which lists any Company location as being protected areas must provide the General Manager with a copy of the petition or application, affidavits and other documents used to seek the order, a copy of any temporary protective or restraining order which is granted, and a copy of any protective or restraining order which is made permanent. Employees must also provide the Company with copies of any subsequent orders which modify or change a prior order. Anyone who receives such information should forward it to the General Manager. 
WEAPONS PROHIBITION
The Company prohibits employees without authorization from the President, including handgun permit holders, from carrying or possessing weapons or firearms while acting "in the course and scope of employment." 
The "course and scope of employment" includes any time the staff member is engaged in Company business, on or off premises.

This weapons prohibition applies, but is not limited to, times an employee is:

1. Driving Company vehicles for work-related purposes;

2. Driving privately-owned vehicles to conduct Company business;

3. Participating in any Company-sponsored activity if the employee is doing so as a Company employee; and

4. On Company grounds and in Company buildings including but not limited to, lawns and sidewalks (except parking areas).
A handgun permit holder is permitted to carry or store a handgun in a parking lot.  However, for everyone's safety, the Company expects that all firearms (handguns, rifles, and other such weapons) stored in vehicles will be unloaded, stored out-of-sight, and locked in the vehicle.

The Company reserves the right to inspect its work premises, including employee-owned property on Company-controlled property, if the Company reasonably suspects that a violation of this policy has occurred.

An employee possessing weapons or firearms with or without a permit, in violation of this policy, will be required to immediately remove the weapon or firearm, and will be subject to discipline, up to and including, termination of employment.

If an employee staff member is aware or reasonably suspects a violation of this policy, or perceives a threat while on the premises or while engaged in Company business off premises, the employee should promptly report his/her concerns to a supervisor, department head, any member of Company's management. If necessary, the staff member should immediately contact local law enforcement.

Questions about this policy should be directed to the General Manager or President.
SECTION 5:

BENEFITS
Eligible employees enjoy benefits in addition to their compensation. Employees must comply with policy and plan eligibility requirements. Outlined below is a brief summary of the types of employee benefits currently available through the Company.  It is not intended to, nor is it to be interpreted to, create an express or implied contract, covenant, promise, or representation between the Company and the employee. These benefits are subject to change at the discretion of the Company, in accordance with applicable law. In the event of any discrepancy between the benefits outlined below and the plan itself, the plan will govern. Any questions about employee benefits should be directed to your supervisor or the President.

GROUP INSURANCE

All regular full-time employees and regular part-time employees who work 30 or more hours each week may be eligible for group health insurance after completing the required period of continuous service to the Company. Policy information is described in a separate booklet. See your supervisor or the President for information regarding eligibility, available policies, costs and any Company contribution. 
RETIREMENT PLAN

The Company offers a retirement plan for eligible employees. See your supervisor or the President for more information.

UNEMPLOYMENT INSURANCE AND SOCIAL SECURITY
Unemployment insurance is provided, as required by law. Unemployment insurance is for the benefit of qualified individuals who become unemployed through no fault of their own and provides economic security for displaced employees in the event of a layoff due to lack of work.  The entire cost of this protection is paid by the Company.

The Company also contributes to Social Security on behalf of the employee. Employees may be entitled to a monthly income when they retire at a certain age, or in the case of a long-term disability. 

WORKERS’ COMPENSATION

The Company provides a comprehensive workers’ compensation insurance program at no cost to employees. This program covers any injury or illness sustained in the course of employment that requires medical, surgical or hospital treatment. Subject to applicable legal requirements, workers’ compensation insurance provides benefits under a short waiting period or, if the employee is hospitalized, immediately. In appropriate instances, workers’ compensation covers certain medical expenses and lost earnings. To preserve an employee’s right to possible worker’s compensation coverage, the employee must immediately report to his/her supervisor or the General Manager, any accident, injury, or illness that occurs in the course of performing job duties-even if the injury or illness does not seem serious.
EMPLOYEE DISCOUNT
During each shift an employee works, the employee may receive a 50% discount on the cost of one personal meal. This meal must be eaten on Company premises and is for the employee only. This discount is only for food prepared by the Company, convenience foods do not qualify for a discount. 

COBRA

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees covered by the Company’s group health insurance and their qualified beneficiaries the opportunity to continue health insurance coverage when a “qualifying event” would normally result in the loss of health insurance. Some common “qualifying events” are resignation or termination of employment, death of the covered employee, a reduction in an employee’s hours, certain leaves of absence, an employee’s divorce or legal separation, and a dependent child no longer meeting eligibility requirements.

Under COBRA, the employee or beneficiary pays the full cost of continuing the insurance coverage at the Company’s group rates plus an administration fee. The Company provides each eligible employee with a written notice describing rights granted under COBRA when the employee becomes eligible for coverage under the Company’s health insurance plan. The notice contains important information about the employee’s rights and obligations. COBRA information is also provided when the Company is informed of a qualifying event.

SECTION 6:

OTHER BENEFITS (TIME AWAY FROM WORK)

HOLIDAYS

The Company has established six holidays per calendar year to which this policy applies. These holidays are New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, and Christmas Day.
Following the completion of 90 days of continuous service to the Company, regular full-time employees will receive full pay (up to 8 hours) for the listed holidays for hours not worked, when the holiday falls on Monday through Friday. If the holiday occurs on Saturday or Sunday, they will be unpaid, unless hours are worked. 
The Company will pay non-exempt employees 1.5 times their regular hourly rate for all hours worked on a holiday (the “holiday rate”), regardless of the day of the week. To be eligible for holiday pay, employees must work their last regularly scheduled work day before the holiday and their first regularly scheduled work day after the holiday, or receive approval from the General Manager. 
Any employee can only be paid for a maximum of 8 hours on any listed holiday. For example, if a non-exempt employee works four hours on a holiday which occurs Monday through Friday, they would be paid their holiday rate for the four hours worked and regular pay for the four hours not worked. In the same situation on a Saturday, the employee would receive only their holiday rate for the four hours worked.

The Company recognizes that there may be religious holidays (other than those already designated as holidays) that employees may need to observe as part of their religious beliefs. It may be possible to arrange these holidays as scheduled days off, either as authorized absences without pay or use of paid time off days. Requests are to be made through the General Manager. The Company reserves the right to seek and obtain appropriate evidence that the time off request is associated with a religious observance.
PAID TIME OFF (PTO)
Paid time off (“PTO”) benefits are paid hours for all employees to use for vacation, personal illness, dependent/family member illness, personal or family member safe leave, special occasions, and other personal reasons. Employees receive their Minnesota earned sick and safe time under this PTO policy.

Eligibility:

All employees are eligible for PTO

Accrual and Carry-Over: 

Employees accrue PTO differently, based upon their employment classification. If you have questions about your employment classification and how it affects your PTO accrual, please see the General Manager. 
Regular Full-Time Employees 

For the first partial calendar year of employment, Regular Full-Time employees will accrue 1 hour of PTO for every 30 hours worked up to a maximum of 48 hours in a calendar year.  

Once a Regular Full-Time employee completes a partial year of employment, PTO will change from an accrual basis to being frontloaded/banked into the employee’s PTO bank at the beginning of the calendar year, according to the following schedule: 

	Length of Service
	Total Annual PTO 

	1-3 years
	80 hours

	4+years
	120 hours


New accrual rates take effect on January 1 following the anniversary of the employee’s hire date. 

As an example, an employee hired on July 1, 2024, would accrue PTO at a rate of 1 hour for every 30 hours worked through December 31, 2024 up to a maximum of 48 hours, receive 80 hours on January 1, 2025, 2026 and 2027 and move up to 120 hours on January 1, 2028.
No carry-over of PTO will be available for these employees.  PTO accrued but unused as of December 31st of each year will be forfeited. 
Regular Part-Time, Reserve, Seasonal and Temporary Employees

Regular Part-Time, Reserve, Seasonal and Temporary employees will earn one hour of PTO for every 30 hours worked, up to a maximum accrual of 48 hours within a benefit year. PTO hours accrue only on hours actually worked. The benefit year is based on the employee’s hire date.  

In the event that available PTO benefits are not used by the end of the benefit year, these employees may carry unused PTO time forward to the next benefit year up to a maximum of 80 hours of PTO. If this maximum balance is reached, the employee will cease to accrue additional PTO until PTO is used and the balance is reduced accordingly.
Usage of PTO
In addition to vacation, personal time off, special occasions and other reasons, PTO may be used for the following earned sick and safe time reasons for all employees: 

· An employee’s own:

· Mental or physical illness, injury, or other health condition

· Need for medical diagnosis, care, or treatment, of a mental or physical illness, injury, or health condition

· Need for preventative care

· Closure of the Company location where employee is scheduled to work due to weather or another public emergency

· Inability to work or telework because the employee is prohibited from working by the city due to health concerns related to the potential transmission of a communicable illness related to a public emergency, or seeking or awaiting the results of a diagnostic test for, or a medical diagnosis of, a communicable disease related to a public emergency and the employee has been exposed to a communicable disease or the city has requested a test or diagnosis.

· Absence due to domestic abuse, sexual assault, or stalking of the employee provided the absence is to:

· Seek medical attention related to physical or psychological injury or disability caused by domestic abuse, sexual assault, or stalking;

· Obtain services from a victim services organization;

· Obtain psychological or other counseling;

· Seek relocation or take steps to secure an existing home due to domestic abuse, sexual assault, or stalking; or

· Seek legal advice or take legal action, including preparing for or participating in any civil or criminal legal proceeding related to or resulting from domestic abuse, sexual assault, or stalking.

· Care of a family member:

· With a mental or physical illness, injury or other health condition who needs medical diagnosis, care, or treatment of a mental or physical illness, injury, or other health condition;

· Who needs preventative medical or health care;

· Whose school or place of care has been closed due to weather or another public emergency;

· When it has been determined by health authority or a health care professional that the presence of the family member of the employee in the community would jeopardize the health of others because of the exposure of the family member of the employee to a communicable disease, whether or not the family member has contracted the communicable disease.

· Absence due to domestic abuse, sexual assault or stalking of the employee’s family member provided the absence is to:

· Seek medical attention related to physical or psychological injury or disability caused by domestic abuse, sexual assault, or stalking

· Obtain services from a victim services organization

· Obtain psychological or other counseling

· Seek relocation or take steps to secure an existing home due to domestic abuse, sexual assault, or stalking

· Seek legal advice or take legal action, including preparing for or participating in any civil or criminal legal proceeding related to or resulting from domestic abuse, sexual assault, or stalking.

ADMINISTRATION OF PAID TIME OFF
To administer the PTO program fairly, the following policies and guidelines have been established:

· Employees begin accruing PTO immediately. Employees are not eligible to use PTO for vacation, personal time off or other non-ESST usage reasons until they have completed 90 days of continuous employment.  Employees are eligible to use accrued PTO after completion of 80 hours of continuous employment if the absence is for an ESST usage reason.

· “Family Member” under this policy includes an employee’s: Spouse or registered domestic partner; Child, foster child, adult child, legal ward, child for whom the employee is legal guardian, or child to whom the employee stands or stood in local parentis; Sibling, step sibling or foster sibling; Biological, adoptive or foster parent, stepparent or a person who stood in loco parentis when the employee was a minor child; Grandchild, foster grandchild or step grandchild; Grandparent or step grandparent; Aunt, uncle, niece or nephew; child-in-law or sibling-in-law; any of the above family members of a spouse or registered domestic partner; any other individual related by blood or whose close association with the employee is the equivalent of a family relationship; and up to one individual annually designated by the employee. 
· If an employee moves from one job classification to another at any time other than on January 1, the employee will continue to accrue PTO at their prior rate until the end of the calendar year in which the job classification change occurs. The new PTO accrual or frontload amount will take effect on January 1. 

· PTO is paid at the employee’s base pay rate at the time of PTO usage. It does not include overtime or any special forms of compensation such as incentives, bonuses, per diem or shift differentials. 
· PTO cannot be used to exceed your normally scheduled weekly hours.
· During an employee’s use of PTO, an employee will continue to receive the Company’s insurance contribution, if any,  as if they were working, and the employee will be responsible for any share of their insurance premiums.
· Time off using PTO must be requested with as much advance notice as possible, usually 7 days or more. For PTO usage in more emergent situations, you are required to notify your supervisor as soon as practicable, but are expected to follow the call-in policy, at a minimum. PTO may be denied if notice is not adequately provided.
· All PTO must be requested through and approved by the General Manager.
· The Company has the discretion to approve or deny PTO requests based on business needs, subject to applicable law.
· PTO may be used in 2-hour or more increments.

· If an exempt employee is absent for more than four (4) hours during their regular work hours in a day, they must file a PTO request to cover the additional time off.

· Subject to Company discretion, PTO must be used before unpaid time off can be taken. The Company will consider, for single full-day absences, allowing an employee to take unpaid time for a portion of the day, provided they utilize at least 2 hours of PTO for the absence.  (E.g. for an 8 hour day, the employee would need to take at least 2 hours PTO and the remaining 6 hours could be unpaid, subject to Company approval). This applies only to one-day absences.  For absences in excess of one day, PTO must be used before unpaid time off can be taken. 
· An authorized Company holiday which falls on a normal business day during an employee’s PTO use is not counted as a day of PTO use.
· If the store where the employee is scheduled to work closes for all or a portion of any day where an employee is using PTO, the employee will still be required to use PTO for their absence.

· The Company reserves the right to require a physician’s note or other documentation supporting the reason for the absence once an employee has missed 4 consecutive shifts and reserves the right to request that employees who are repeatedly absent for illness or injury be examined by a physician chosen by the Company.

· An employee may not take pay instead of PTO.

· PTO may not be used to extend an employee’s termination date. The last day an employee actually works will be the termination date. 
· Employees are not allowed to use PTO after providing their voluntary resignation notice, unless approved by the Company. 

· Once an employee has exhausted PTO, he or she may be allowed to take unpaid leave at the Company’s discretion.
· For Regular Part-Time, Reserve, Seasonal and Temporary employees, PTO will not be paid out upon termination of employment, whether voluntary or involuntary.
· For Regular Full-Time employees, Upon voluntary termination of employment, with at least three weeks written notice and upon return of all Company property, an employee will be paid for any accrued but unused PTO on a prorated basis. (E.g. if a two-year employee resigns employment effective May 1, 2020, the maximum PTO he/she would receive would be 4/12 x 40 hours, less any PTO benefits used from January 1, 2020 through April 30, 2020.)  In other situations, employees will generally not be paid for unused PTO.  

· The Company will not discharge, discipline, penalize, interfere with, or otherwise retaliate or discriminate against an employee for asserting their rights related to earned sick and safe time, requesting an absence for earned sick and safe time reasons, or pursuing remedies. Additionally, it is unlawful to report or threaten to report a person or a family member’s immigration status for exercising a right under Minnesota’s earned sick and safe time laws.
· An employee returning from time off using accrued PTO benefits for earned sick and safe time reasons is entitled to return to their employment at the Company at the same rate of pay received when their leave began, plus any automatic pay adjustments that may have occurred during the employee’s time off.  Seniority during PTO absences for earned sick and safe time reasons will continue to accrue as if the employee has been continually employed. 
FAMILY AND MEDICAL (FMLA) LEAVE

The Family and Medical Leave Act (FMLA) provides eligible employees who work for eligible employers with up to 12 workweeks of unpaid leave for certain family and medical reasons during a 12-month period.  During this leave, an eligible employee is entitled to continued group health plan coverage as if the employee had continued to work.  At the conclusion of the leave, subject to some exceptions, an employee generally has a right to return to the same or to an equivalent position.
Employer Eligibility Criteria

The Company is an eligible employer if it employs 50 or more employees for each working day during each of 20 or more calendar weeks in the current or preceding calendar year.  
Employee Eligibility Criteria

To be eligible, an employee must have been employed by the Company for at least 12 months, worked for the Company at least 1,250 hours during the 12-month period immediately preceding the commencement of the leave and must be employed at a worksite at which the Company employs 50 or more employees within 75 miles of the employee’s worksite at the time of the leave request.
If the Company is not an eligible employer because of employee counts, or the employee is not an eligible employee, FMLA leave will not be available to the requesting employee.  However, other types of leave, as set forth in this Handbook, may be available to the employee.

FMLA leave may be taken for any one, or for a combination of, the following reasons:

· To care for the eligible employee's child within 12 months following the birth of a child;

· To care for a child within 12 months following the placement of the child with the eligible employee for adoption or foster care;

· To care for a spouse, child or parent in the event such family member is experiencing a serious health condition;

· For his or her own serious health condition; or

· Because of any qualifying exigency arising out of the fact that the spouse, or a son, daughter, or parent of the employee is on active duty (or has been notified of an impending call or order to active duty) in the Armed Forces in support of a contingency operation.

If the Company is an eligible employer and the employee is eligible for FMLA leave, the employee is entitled to up to 12 workweeks per year of unpaid leave for any FMLA qualifying reason. The Company will measure the 12-month period as a rolling 12-month period measured backward from the date an employee uses any leave under this policy. Each time an employee takes leave, the Company will compute the amount of leave the employee has taken under this policy and subtract it from the 12 weeks of available leave, and the balance remaining is the amount the employee is entitled to take at that time. In some cases an intermittent leave may be appropriate.

If an employee takes a leave for the serious health condition of the employee or the employee’s spouse, child or parent, the employee will be required to submit a medical certification form (generally within 15 calendar days of the Company’s request) which includes an indication of the condition necessitating your leave request and your projected date of return to work, along with other necessary information to determine whether or not the leave qualifies for FMLA leave and the terms of the leave. The Company may require a second and third opinion in certain cases.  The employee may also be required to provide reasonable medical documentation or a statement of family relationship to support a request for family leave.  

If you are or are expected to be absent for more than three consecutive workdays as a result of an illness, injury or disability (including pregnancy), you must submit a written request for medical leave to your supervisor.  When leave is foreseeable for childbirth, placement of a child, or planned medical treatment for the employee's or family member's serious health condition, the employee must provide at least 30 days’ notice prior to the expected start of leave and you must make reasonable efforts to schedule the treatment so as not to disrupt unduly the Company’s operations, if possible. When the timing of the leave is not foreseeable, the employee must provide notice of the need for leave as soon as possible. If the absence is an emergency, you or a member of your immediate family must inform your supervisor or the General Manager as soon as is practicable.  The Company will review your request and provide you with notice as to whether or not the leave qualifies as FMLA leave. 
An employee may be required to submit medical certification from a health care provider to support a request for FMLA leave for the employee's or a family member's serious health condition.  Additional certifications may be requested to clarify or authenticate the initial certification or to obtain a second opinion.  In the case of intermittent or reduced schedule leave for a serious health condition, the employee must advise the Company upon request why such leave is medically necessary and of the schedule for treatment. The employee must attempt to work out a schedule which meets the Company’s needs without unduly disrupting Company operations consistent with the advice of the employee’s health care provider.

Employees who qualify for FMLA leave must provide the Company with reasonable notice of any changed circumstances which may affect the leave within two (2) business days of the changed circumstances.

While on approved medical leave you are not allowed to be employed by or work for others and you may be required to make periodic reports about your status and intent to return to work, including providing additional physician’s statements attesting to you or your family member’s continued disability or inability to work  In some circumstances, the Company may also require the employee to submit to subsequent recertifications, and if recertifications are requested, the employee must usually provide the recertification within 15 calendar days after the request.

It is important that the employee keep the Company informed of their anticipated return to work date.

The employee will be required to present a fitness-for-duty certificate or return-to-work (RTW) slip from their physician when the leave is for their own serious health condition.  The certificate or RTW slip must address the employee's ability to perform the essential functions of the job.

Although FMLA leave is generally unpaid, the Company will allow employees to substitute accumulated PTO benefits during their leave. The remainder of the 12 workweeks of leave, if any, will be unpaid FMLA leave.  The substitution of paid leave for unpaid leave does not extend the 12 workweek leave period.  

Upon return from FMLA leave, the Company will place the employee in the same position the employee held before the leave or an equivalent position with equivalent pay, benefits and other employment terms as provided by the FMLA.

Leaves for purposes other than those stated above are covered under the Personal Leave Policy. To apply for an extension of Family and Medical Leave, an employee (or immediate family member in cases of incapacitation) must contact the General Manager. Extension of leave under this policy may be granted at the discretion of the Company.  
A person who is absent from work and is receiving Workers Compensation benefits will be considered on FMLA leave for the first 12 weeks they are away from work.  

Service Member Family Leave

If the Company is an eligible employer and the employee is an eligible employee who is the spouse, son, daughter, parent or next of kin of a covered service member shall be entitled to a total of 26 workweeks of FMLA leave during a 12-month period to provide care for the service member. The leave described in this paragraph shall only be available during a single 12-month period.

This is a summary of a complex law. It is the intent of the Company to fully comply with the FMLA, if it is a covered employer. Employees should contact the General Manager if they desire more specific details.

PARENTING LEAVE

An employee who is a biological or adoptive parent in connection with the birth or adoption of a child; or a female employee for prenatal care, or incapacity due to pregnancy, childbirth or related health conditions is eligible for an unpaid leave of absence of up to twelve (12) weeks. The leave must begin within twelve (12) months of the birth or adoption; however, in cases where the child must remain in the hospital longer than the mother, the leave must within twelve (12) months after the child leaves the hospital.

Parenting leaves should be discussed and arranged with your supervisor and the General Manager as soon as practical. The leave must be requested at least thirty (30) weeks in advance if possible.  Requests for parenting leave should include the proposed start date of the leave and the requested length of leave. Failure to give reasonable notice may result in your leave being delayed or denied. Parenting leave will be reduced by any period of paid disability leave, so that the total amount of leave does not exceed twelve weeks. Where Family and Medical Leave also applies, parenting leave will run concurrently with FMLA. Parenting leaves are unpaid; however the Company will allow employees to substitute accumulated PTO benefits during their leave. The remainder of the 12 workweeks of leave, if any, will be unpaid leave. The substitution of paid leave for unpaid leave does not extend the 12 workweek leave period.  

Employees returning from a parenting leave are reinstated to the same or a comparable position at the same rate of pay they received when the leave commenced, in accordance with state law.

During parenting leave, the employee is required to pay the employee’s share of premiums to maintain any health benefits under the Company’s group health plan during the leave. The employee must contact the General Manager to make arrangements to pay the premiums. Failure to pay the premiums as required may result in termination of the employee’s, and any dependents’ health benefits. If an employee fails to return to work after the expiration of the employee’s parenting leave, the employee may be required to reimburse the Company for the portion of the health insurance premiums paid by the Company during the employee’s parenting leave. Benefit accruals, such as PTO, will be suspended during parenting leave and will resume upon return to active employment. 

If an employee fails to report to work promptly at the expiration of the approved leave period, the Company will assume the employee has resigned in compliance with state and federal law.

FUNERAL LEAVE

The purpose of funeral leave is to provide employees with time to attend the funeral of a member of the family and where necessary to handle personal affairs without disrupting income.   

A regular, full-time employee who has completed 90 days of continuous service to the Company may be granted up to a three-day leave (three consecutive working days) with pay in the event of the death of one of the following: Spouse, child or stepchild, parent or stepparent, mother or father-in-law, sister, brother, sister or brother-in-law, grandparent, grandchild, or son or daughter-in-law. The actual number of paid days off will be determined by the General Manager. Additional unpaid days may be granted, if necessary, at the discretion of management. A part-time employee who has completed 90 days of continuous service to the Company may be granted up to three consecutive working days but will be paid only for their normal hours worked for each day of absence.  The length of leave is at the discretion of the Company.
For non-exempt employees, the funeral allowance is paid only for scheduled work time lost and will not be counted in computing overtime.

The employee may also be required to provide reasonable documentation or a statement of family relationship to support a request for funeral/bereavement leave.

PTO should be requested to attend the funeral of other friends and family. 

JURY DUTY

An employee who receives a jury summons must notify his/her supervisor as soon as possible and present the summons to verify need for leave. As required by applicable law, employees are given a leave of absence upon presentation of the jury summons, for purposes of responding to the summons, for serving as a juror, or for attending court for prospective jury service. 

You are expected to report to work on any scheduled workday the jury is not in session, you are not called for jury service, or immediately when you are released early from jury duty.  

Non-exempt employees will be paid their regular rate for any hours actually worked while excused from jury duty on any day.  If an exempt employee performs any work for the Company during weeks while he or she is serving on jury duty, he or she will be paid in accordance with applicable law. 

Time spent on jury duty will not be counted as hours worked for the purposes of computing overtime.
MILITARY DUTY

Employees who are members of the uniformed services of the United States (including the National Guard or other reserve unit) are granted unpaid leaves of absence in accordance with state and federal law to perform duty on a voluntary or involuntary basis under competent authority, including active duty, active duty for training, initial active duty for training, inactive duty training, full-time National Guard duty, and a period for which a person is absent from a position of employment for the purpose of an examination to determine the fitness of the person to perform any such duty.  Any employee performing such duties should request a leave of absence from the General Manager within a reasonable time before the leave is to begin, if possible.  The Company may require proof of military service.

Employees may choose to use any accumulated PTO for all or part of the period of military service.

MILITARY SERVICE-RELATED LEAVE

An employee whose parent, child, grandparent, sibling, or spouse has been injured or killed while engaged in active service as a member of the United States armed forces will be granted a leave of absence of up to ten working days, without pay. Any employee requesting such leave must give the Company as much advance notice of the need for leave as possible. Failure to provide advance notice of the need for leave may result in the delay or denial of leave. If an employee has accrued but unused PTO, the employee must use their PTO during this military service-related leave, prior to taking unpaid leave. The use of paid leave does not extend the total leave of ten working days.   
The Company will grant an employee unpaid leave, not to exceed two consecutive days or six total days in a calendar year for the purpose of attending events related to the military service of the employee’s spouse, parent or child and to which the employee is invited or otherwise called upon to attend by proper military authorities.  The employee must provide reasonable notice to the Company when requesting time off. The events for which leave are available are:

· departure or return ceremonies for deploying or returning military personnel or units;
· family training or readiness events sponsored or conducted by the military; and

· events held as part of official military reintegration programs.

The Company will grant an employee an unpaid leave of up to one day per calendar year for the purpose of attending military send-off or homecoming ceremonies for the employee’s grandparent or sibling who is a member of the United States armed forces and has been ordered into active service in support of a war or other national emergency.  If an employee has accrued but unused TPO, the employee must use their PTO before taking this unpaid leave. The Company reserves the right to request information concerning the length of leave necessary and to limit the amount of leave to the actual time necessary for the employee to attend a send-off or homecoming ceremony for the mobilized service member.
CIVIL AIR PATROL LEAVE 

An employee will be granted an unpaid leave of absence for time spent rendering service as a member of the civil air patrol on the request and under the authority of the state or any of its political subdivisions.  The Company reserves the right to request proof of the need for leave and to deny the leave if it would unduly disrupt the operations of the Company. 
BONE MARROW DONATION

An employee who seeks to donate bone marrow to another person will be granted paid leave of up to 40 work hours.  The Company reserves the right to request verification by a physician of the donation. If an employee has accrued but unused PTO, the employee must use their PTO in conjunction with this leave. 

SCHOOL-RELATED ACTIVITIES LEAVE
Employees are eligible for an unpaid leave of absence of up to a total of sixteen (16) hours during any twelve month period to attend school-related activities relating to the employee’s child, if the activities cannot be scheduled during non-work hours.  In accordance with applicable law, if the employee’s child receives certain child care services or attends a pre-kindergarten regular or special education program, the employee may use the leave time to attend a conference or activity related to the employee’s child, or to observe and monitor the services or program, if these activities cannot be scheduled during non-work hours. When the need for the leave is foreseeable, the employee must provide reasonable notice prior to the leave and must make a reasonable effort to schedule the leave so as not to disrupt the operations of the Company.
PERSONAL LEAVE OF ABSENCE

Occasionally, an employee will require time away from the job for reasons not covered by any other leave of absence provision. You may be eligible for a personal leave if at the time of your request you do not otherwise qualify for leave under another of the Company’s leave policies or you have exhausted your PTO and you have completed 90 calendar days of service to the Company. The granting or denying of such requests will be within the Company’s sole discretion. In these cases, employees may apply for a personal leave of absence. Leaves will be considered for regular employees who have completed 90 days of continuous employment. Leave may be granted for up to 30 calendar days, with further extensions as may be approved by the Company. The length of a personal leave of absence will be handled on a case-by-case basis and determined at the Company’s sole discretion. The maximum leave in most cases will be thirty calendar days.  Due to its size, this Company may not be required to comply with the Family Medical Leave Act. 
If you wish to take a leave under this policy you must apply in writing to the General Manager. Your application should be submitted within one month before the intended leave, or as soon as practicable. Your application should state: (1) intended starting date for leave; (2) the intended ending date for leave; and (3) reason for requesting leave.  

The Company may require information to support the need for the leave. Such information may include a request or requirement for authorization to obtain information from or speak with the employee’s treating physician. The Company also reserves the right to request a second opinion from a Company-chosen physician on any medical leave of absence. If you are requesting leave for medical reasons the Company may request that you provide periodic medical certification and may require return to work certification. 

No benefits accrue while an employee is on unpaid leave. Eligibility for group benefits may be impacted by unpaid leave. Please see the General Manager and refer to the Summary Plan Descriptions for information on eligibility, continuation, employee costs and Company contributions during paid and unpaid leave. When the employee returns from their leave of absence, benefits will again be provided by the Company according to the applicable plans and the Company policies.
While on leave, you are not allowed to be employed by or perform work for any other person or entity. 

You must give written notification to the Company of your intent to return to work at least two weeks before the ending date of your personal leave. Upon completion of your personal leave, every reasonable effort will be made to return the employee to the same position, if it is available, or to a similar position for which the employee is qualified. If your previous position is no longer available, the Company will try to place you in a position for which you are qualified and able to perform, with or without reasonable accommodation, at the regular rate of pay for that position.  If no such position is available, your employment will be terminated. If you are not able to return to work at the end of your personal leave, or if you do not return to work after your leave has ended and a position has been offered to you, you will be considered to have voluntarily terminated your employment.
BENEFITS CONTINUATION

During approved paid and unpaid leaves of absence, where applicable pursuant to state or federal law, the Company continues to pay its portion of the cost associated with medical insurance premiums. For paid leaves only, where applicable, the Company continues its contribution to retirement under the terms of the applicable retirement plan, if any. If the Company is maintaining insurance during an unpaid leave, an employee on unpaid leave will be responsible for his or her portion of the insurance costs which would normally have been deducted from the paycheck in order to keep any such insurance in effect. For unpaid leaves, the Company may not continue its portion of the cost associated with medical insurance premiums. COBRA coverage may apply in some instances. If you have questions about benefits continuation, please direct those questions to  your supervisor or the President. 
SECTION 7:

GENERAL POLICIES

NONDISCLOSURE AGREEMENT (CONFIDENTIALITY)

Employees may have contact with or may have access to confidential information concerning the Company and its operations (together known as “Company”) and not generally known by non-Company personnel. Confidential information may be developed by the employee or may be obtained by an employee as a result of the employee’s relationship with the Company. Confidential information includes, but is not limited to, the following types of information and other information of a similar nature:

Operations manuals; Company practices; marketing plans, techniques and materials; development plans; financial information; information concerning transactions with our clients or customers; customer  lists; customer contract terms; personnel and payroll information; information and records regarding vendors and suppliers; records and files of the Company; and other information concerning the business affairs or operating practices of the Company. 
Confidential information of the Company must never be released, removed from Company premises, copied, transmitted, or in any other way used by employees for any purpose outside the scope of their Company employment or revealed to non-Company persons without the express written consent of the management. Similarly, confidential information about our clients must be kept strictly confidential. Failure to follow this policy may be grounds for immediate discharge. 

Information stored on Company IT is confidential and may not be distributed outside the Company except in the course of Company business or as otherwise authorized by the General Manager. Employees may not remove from Company premises any Company It or related technology, product, or information, unless authorized to do so. If Company IT is removed from the premises, the employee must take all reasonable steps to ensure the safety, security and confidentiality of the IT and any confidential information it contains.

NO EXPECTATION OF PRIVACY

The Company reserves the right to conduct searches on, of or involving on-duty employees or Company property for any business or employment-related purpose, as determined in the sole discretion of the Company. Such business or employment-related purposes include, but are not limited to: monitoring compliance with Company policies, security of Company and individuals’ property, ensuring compliance with the Company’s drug and alcohol policy, and ensuring that on-duty employees are not in possession or control of prohibited items. 
“Prohibited items” includes, but is not limited to, illegal drugs, cannabis, drug and cannabis-related paraphernalia, alcoholic beverages, prescription drugs or medications not used or possessed in compliance with a current valid prescription, any items of an obscene, harassing, demeaning, or violent nature, and any property in the possession or control of an employee who does not have authorization from the owner of such property to possess or control the property. “Possession or control” means having a prohibited item on your person while on duty or on or in Company property, knowing where a particular item is, having placed an item where it is currently located, or having any influence over its continued placement. 

In addition to Company premises, the Company may search or request to search employees, their work areas, lockers, personal vehicles if driven or parked on Company property, and other personal items such as bags, purses, briefcases, backpacks, lunch boxes, and other containers on or in Company property. In requesting a search, the Company is not accusing anyone of theft, some other crime, or any other variety of improper conduct.  Surveillance cameras may be present on Company premises. 
There is no general or specific expectation of privacy in the workplace of the Company, either on the premises of the Company or while on duty. In general, employees should assume that what they do while on duty or on the company premises is not private. Security cameras at various areas on the Company’s premises may be in use. If an employee uses a locker or other storage area at work, including but not limited to a locking desk drawer or locking cabinet, the Company will furnish the lock and keep a master key. Personal locks will NOT be allowed and will be removed if found. The areas listed above may be searched at any time, with or without notice and with or without the employee being present.

No employee will ever be forced to submit to a search of their person or their belongings. However, an employee who refuses to submit to a search request from the Company may face disciplinary action, up to and including immediate termination of employment. 

INFORMATION AND TECHNOLOGY USE/MONITORING POLICY

The Company's Information Technology (“IT”) includes but is not limited to, computer hardware and software, facsimiles, printers, e-mail, voice mail, access to and use of Internet services, and all other associated computer, communications, network facilities, pagers, telephones, copiers, equipment, and related services. All employees having access, either direct or remote, to the Company's IT must abide by the following:

No Personal Right to Privacy

All IT and information received, sent or stored is the property of the Company.  Employees are specifically advised that they do not have a personal privacy right in any matter created, received or sent via the Company's IT. In addition to intentional monitoring by the Company discussed below, privacy of IT communications may be unintentionally compromised due to accidental or intentional transmission to a third party; or access by technical staff when trouble-shooting hardware or software.

Monitoring

IT is subject to monitoring by the Company at any time, with or without notice, to verify that the Company's property is being used in a manner consistent with this policy.  Business reasons for monitoring may include, but are not limited to:

· monitoring employee performance or productivity;

· monitoring work quality;

· preventing an anticipated adverse impact on the Company, its employees, clients, vendors or suppliers, such as sexual harassment; or

· investigating compliance with company policy
· preventing the unauthorized disclosure of confidential information, misuse of the Company's resources, or a violation of policy or law.

An employee’s use of e-mail, voice mail and other IT is considered consent to such monitoring. The Company reserves the right to override personal passwords and/or codes for IT. Employees are expected to provide these upon request to facilitate access.

IT Business Use

IT is intended for business-related purposes.  Employees are not permitted to use the Company's IT for business or commercial purposes unrelated to the Company. Personal correspondence should be completed on an employee’s own time and on the employee's personal IT equipment. The Company may not be used as a personal mailing address. Employees are not permitted to install personally-owned software, including screen savers or game software, on the Company's computers. 

Prohibited IT use includes, but is not limited to:

· Sending or forwarding jokes, chain letters, and other like communications. If unsolicited messages of this type are received, the receiver must direct the sender to cease sending further messages of this sort.

· Allowing anyone other than the Company's employees to use the Company's IT resources.

· Accessing or attempting to access the e-mail or voice mail systems of other Company IT users, without  the specific permission of that individual, except in the case of authorized personnel who are charged with maintaining and/or monitoring the usage of such systems, investigating possible misconduct, or fulfilling discovery under the rules of any local, state, or federal court. 

· Sending confidential information to external parties not authorized to receive such information, or to Company employees who have no authorized business reason for receiving such information. Confidential information shall not be stored on employee-owned computers. 

· Copying or improperly using certain data and materials on the Internet that may be copyrighted, or downloading and/or distributing such data or materials. Where copyright status is unclear, the employee should seek advice from management.

· Using the Internet for non-business related purposes. 
· Using cell phones or other personal electronic devices, during work hours, for non-related purposes including texting, instant messaging, electronic “chatting”, etc.
· Posting any statements on an Internet bulletin board, in a forum, or on any other publicly available Internet site that in any manner refers to the Company or its services, or which might be interpreted as stating a Company position or policy unless approved by management.  

· Using e-mail or the Internet to solicit others for commercial ventures, religious or political causes, outside organizations, or other non job‑related solicitations.  IT should not be used to advocate Company interests, or used in any manner prohibited by any Company policy.

· Copying Company-owned or licensed software programs to another computer without prior approval.  All users must adhere to the license agreement and copyright statement for each software package.

· Using the Company's IT to attempt to enter (break into) or to actually enter other computing systems or electronic resources to which the employee does not have authorized access.

· Using the Company's IT to damage, disrupt, or interfere with business operations or other computers or communications equipment.

· Using the Company's IT to commit a crime, to stalk, abuse, harass, or threaten another individual.

· Using IT in a manner that is wasteful of any technology resource and/or intentionally distributing a computer virus or other deceptive procedure is prohibited.

· Using the Company’s IT to access, download or transmission of pornographic, obscene or sexually explicit or offensive materials is prohibited. This provision prohibits accessing or transmitting any language or graphic material that violates any Company policy.

Security

The Company's IT must be maintained in a safe and secure manner.  This includes:

· Maintaining virus protection software installed on all microcomputers.

· Assigning boot-up passwords on microcomputers in non-secure areas that contain or provide access to confidential/client information.

· Using locks to protect IT that is located in non-secure locations.

· Assigning or selecting unique passwords and data access rights for each user. (Sharing user names and passwords with other individuals to allow access to Company databases or other electronic products is not allowed.)

· Maintaining notebook and laptop computers in a secure manner.

· Performing virus scans on email attachments, external drives and Internet files before opening or downloading. Making file back-ups as appropriate.


Enforcement

Employees are expected to immediately report any known or suspected violations of this policy or breaches in IT security to their supervisor or to Company management. Any examples noted above are intended as a guide and are not all inclusive. Alleged violations of this policy may result in criminal and/or civil legal action as well as disciplinary action up to and including termination of employment.

SOCIAL MEDIA POLICY

In general, off-duty or personal activities are your business except where such activities negatively affect your job performance, the performance of others, your work environment, the proprietary or confidential information of the Company, its customers, partners, employees, vendors or business interests, as determined by the Company.  The Company understands that social media can be a fun and rewarding way to share your life and opinions with family, friends and co-workers around the world. However, use of social media also presents certain risks and carries with it certain responsibilities. Employees should be aware that the same basic policies that apply in other areas of their lives, apply to social media. 

The purpose of these guidelines is to help employees understand how the Company’s policies apply to these newer technologies for communication. This policy is intended to set forth principles that apply to your external communications using online social media and in other external communications, whether they be on-duty, off-duty, business-related or personal.  This policy is not designed to hinder, restrict or compromise your or any other employee’s rights under Section 7 of the NLRA. 

General Guidelines

Social media can mean many things. Social media includes all means of communicating or posting information or content of any sort on the Internet, including to your own or someone else’s web log or blog, journal or diary, personal web site, social networking site, web bulletin board or a chat room, whether or not associated or affiliated with the Company, as well as any other form of electronic communication.
Ultimately, you are solely responsible for what you post online. Before creating online content, consider some of the risks and rewards that are involved. Keep in mind that any of your conduct that adversely affects your job performance, the performance of fellow employees or otherwise adversely affects members, consumers, suppliers, people who work on behalf of the Company or its legitimate business interests may result in disciplinary action up to and including termination.
Policy Provisions.

If employees of the Company engage in communication through personal social media, the following policy provisions apply:
· Employees must follow all applicable Company policies and applicable state and federal laws, including but not limited to the Harassment Prevention Policy, Nondisclosure (Confidentiality) policy, and Information and Technology Use Policy. 
· With regard to confidentiality, you must not share confidential or proprietary information about the Company, its employees, products, methods and services. Do not post internal reports, policies, procedures or other internal business-related confidential communications.
· Be respectful. The Company will not tolerate harassment or discrimination based on the basis of any protected class protected status under federal, state or local law. See Non-Harassment (Including Sexual Harassment), Non-Discrimination, and Non-Retaliation Policy set forth in this Handbook.
· The use of Company resources (computers, IPads, Internet access, e-mail, etc.) to access social media is prohibited unless required for your job and with prior authorization. Exceptions may be made when the Company sponsors a website for business reasons or otherwise approves a legitimate business use. 

· In any social media, Internet posting, weblog or other public media, employees may not represent that they are communicating on behalf of the Company in an official or unofficial capacity unless the media communications have been authorized, assigned and approved in advance by the employee’s supervisor.

· Always be fair and courteous to fellow employees, customers, vendors, or people who work on behalf of the Company. Also, keep in mind that you are more likely to resolve work-related complaints by speaking directly with your co-workers or by utilizing our Communications Policy than by posting complaints to a social media outlet. Nevertheless, if you decide to post complaints or criticism, avoid using statements, photographs, video or audio that reasonably could be viewed as malicious, obscene, threatening or intimidating, that disparage the Company, customers, or vendors, or that might constitute harassment or bullying. Examples of such conduct might include offensive posts meant to intentionally harm someone’s reputation or posts that could contribute to a hostile work environment on the basis of race, sex, disability, religion or any other status protected by law or company policy.
· Employees must not use obscenities, profanity, or vulgar language in any communications or venue referencing the employee’s association with the Company

· Make sure you are always honest and accurate when posting information or news, and if you make a mistake, correct it quickly. Be open about any previous posts you have altered. Remember that the Internet archives almost everything; therefore, even deleted postings can be searched. Never post any information or rumors that you know to be false about the Company, its business methods, fellow employees, customers, suppliers, or people working on behalf of the Company or competitors.

· Do not create a link from your blog, website or other social networking site to a Company website without identifying yourself as a Company employee.
· Taking photos, videos or other media of Company premises, or anyone or anything on company premises is prohibited, without approval of your supervisor. Do not post photos, video, or other media of the Company premises or anyone or anything on company premises without prior approval or your supervisor. 
· Express only your personal opinions. Never represent yourself as a spokesperson for the Company. If the Company is a subject of the content you are creating, be clear and open about the fact that you are an employee and make it clear that your views do not represent those of Company, fellow employees, consumers, suppliers or people working on behalf of the company. If you do publish a blog or post online related to the work you do or subjects associated with the Company, make it clear that you are not speaking on behalf of the Company. It is best to include a disclaimer such as “The postings on this site are my own and do not necessarily reflect the views of” the Company.
· Do not use the Company logo or any other Company marks or images on your personal online sites without written permission from the General Manager.  For sites like LinkedIn, the Company may approve your use of the Company logo, but you must have written permission from the General Manager.  Do not post pictures with the Company logo in them if the pictures are derogatory, contain alcohol, or in any other way may negatively impact or reflect on the Company, its services or products.
· The Company has a reference policy.   Recommendations or references for former employees on your personal social media sites, to the extent that they appear to reflect a reference from the Company, violate that policy and are strictly prohibited.  Again, use of disclaimers is strongly encouraged if you post a personal reference or recommendation for a former employee.
· Upon written request by your supervisor or other authorized agent of the Company, employees will immediately remove posted content that violates this policy.  If removal is not possible, then you must provide suitable corrections to mitigate potential damage to the Company from the objectionable posting.
· On occasion, our business partners provide promotional opportunities to our employees which allow employees to post business-related information to their personal media. Participating in such opportunities does not violate this policy, provided the remainder of the policy is followed and the content an employee posts is consistent with the business partner’s requirements. 
If you have questions about this policy or about what is or is not appropriate to include in your social media activities, contact the General Manager.  

MEDIA CONTACTS

Employees  should  not  speak  to  the  media  on  the Company’s  behalf  without  contacting  the President or General Manager. All media inquiries should be directed to the General Manager.
CONFLICTS OF INTEREST

The Company has an excellent reputation for conducting its business activities with integrity and in accordance with the highest ethical standards. The Company expects all employees to uphold that reputation in every business or related activity. 
 No employee may engage in a conflict of interest.  A conflict of interest includes:  

· Entering into any situation where the employee may obtain personal benefit or potential personal benefit that may harm the Company, either monetarily or to its public image, by using information or personal contacts not usually available except through employment with the Company.  
· Engaging in any outside activity that could be viewed as competing with the products or services usually offered by the Company.  This includes but is not limited to employment with or providing services to any business or enterprise that competes with the Company.

· Engaging in any outside activity which may interfere with the operations of the Company or that reflects negatively on the employee’s loyalty to the Company.

Employees should not refer Company business transactions (or potential Company business) to a member of the employee’s family or other persons with whom the employee may have a personal interest, personal business, or a financial relationship without management approval. 

Employees who are in doubt as to whether an activity violates this policy must discuss the matter in advance with the General Manager.

REIMBURSEMENT FOR EXPENSES

Reimbursement to eligible employees for eligible and legitimate business expenses as defined by the applicable, specific accountable plan designed specifically for each employee will be made via a Company check. Please submit the corresponding receipts to your supervisor or the General Manager along with the completed Company expense report to receive reimbursement on a timely basis. Reimbursement documentation must be submitted within 30 days after expense was incurred.  All reimbursements are subject to Company approval.
SAFETY

Safe working conditions for all employees are of utmost concern to the Company and we require all employees to do their part in maintaining a safe work environment. All accidents should be reported immediately which occur on the premises of the Company or in connection with any activities related to the Company, regardless of how minor. In the event of a near miss, accident or injury, you will be provided with a first report of injury form, which must be completed immediately and returned to the General Manager. This report must be filed within 48 (forty-eight) hours of the accident/injury.
If you know of or foresee any possible health hazard or have suggestions on improving safety precautions, please contact your supervisor or the General Manager.

FIRE AND DISASTER PROGRAMS

Employees should be familiar with fire and disaster plans detailing exit routes and the specific responsibilities of employees in the event of fire or other disaster. Employees should report to management any blocked passageways or doors and always properly store flammable materials. Any questions concerning the plans should be referred to the employee’s supervisor or General Manager.
SMOKING   

To maintain a safe and comfortable working environment and to ensure compliance with applicable laws, smoking and tobacco use in Company offices and facilities is strictly regulated. You should become familiar with the areas throughout the Company premises where smoking is permitted and the areas where it is prohibited. Employees smoking in any nonsmoking area may be subject to disciplinary action. This prohibition includes all forms of tobacco products as well as e-cigarettes/vaping products.

SOLICITATION

Personal decisions regarding the purchase of goods or services, charitable contributions, or membership in an organization should not create negative feelings or detract from an employee’s effectiveness at work.  Consequently, solicitation or distribution of literature of any kind by any employee during the actual working time of the employee soliciting or the employee being solicited is prohibited. This does not apply to rest or meal periods. Literature may not be distributed in working areas at any time. Non-employees are not allowed to distribute literature or solicit for any purpose at any time on Company premises.

COMMUNICATIONS
The Company believes that effective communication is essential to our continued success. In addition, open lines of communication are important to the creation of productive work or suggestions for improving operations should first be discussed with the employee’s supervisor.

The Company realizes, however, that there may be occasions when the nature of the communication is such that the supervisor is personally involved; the employee believes he or she cannot openly or effectively discuss the matter with the supervisor, or the employee is not satisfied with the supervisor’s response. In these situations, employees are free to bring their concerns and ideas directly to the next level of supervision without notifying their immediate supervisor.

In order to be effectively addressed, problems should be presented at the time they arise. Depending on the nature of matter, the employee may be asked to summarize the matter in writing. 

BUILDING AND EQUIPMENT

The Company has invested substantial dollars to provide high quality working materials, equipment and facilities. It costs significant amounts each month to maintain all of these items so the Company expects each employee to do everything in his/her power to use the equipment and supplies carefully and economically and to treat the Company equipment, facilities and other property with care and respect. In this way, all will be more comfortable, efficient, and proud of the appearance of the Company as well as of the Company’s progress and accomplishments.

EMERGENCIES

Should you encounter a fire or any other emergency on the job, phone 9-1-1 and then contact your supervisor immediately. Learn the exit routes from your work areas, and also be familiar with possible alternatives, should building evacuation become necessary.
SECTION 8: 

LEAVING EMPLOYMENT

EMPLOYMENT AT WILL
This Company maintains an employment at will relationship with all of its employees. Employment at will means employees may quit for any or no reason or the Company may terminate employees for any or no reason. 

VOLUNTARY TERMINATION
The Company requests a three-week written notice from an employee who has decided to voluntarily terminate employment. 

Upon voluntary termination of employment, with at least three weeks written notice and when all Company property has been returned, a Regular Full-Time employee will be paid for any earned but unused PTO, on a prorated basis. 
In all other situations, Regular Full-Time employees will not be paid for unused PTO.  
Regular Part-Time, Reserve, Seasonal and Temporary employees will not be paid for unused PTO.
INVOLUNTARY TERMINATION
Employees of the Company are employees at will. Accordingly, employees may be terminated at any time for any reason. Employees may be terminated, with or without cause or with or without warning. 
Terminated employees will not be paid any portion of accrued but not used PTO.
 SEPARATION FROM EMPLOYMENT

Any employee who is absent for two consecutive days without properly notifying the Company, or who fails to comply with any condition of a leave of absence, or who fails to report to work on or before the expiration of a leave, will be deemed to have resigned, as consistent with applicable law.

An employee who resigns or is terminated is regarded as separated from employment with the Company.  A separated employee who is re-employed later will be treated as a new employee. The date of eligibility for benefits will be determined as of the re-employment date.

Employees who are able and prepared to return to work at the expiration of a leave of absence, but for whom no position is available, and employees who are unable to return to work at the expiration of a leave because of continuing disability, may be released from their employment by the Company, consistent with applicable law.  Employees who are separated from employment with the Company may receive an exit interview.  
REFERENCES

All requests for references should be directed to the General Manager. Unless you provide a release authorizing the Company to provide additional information regarding your employment, references will include only your dates of employment and positions  held .

EMPLOYEE HANDBOOK ACKNOWLEDGMENT FORM

I have received a copy of the Employee Handbook of Freyberg Management Company, Inc. which includes a list of all personnel policies. I acknowledge my obligation to read and understand its contents, and further acknowledge and agree that: 

· The handbook is only intended to provide a general overview of the Company's personnel policies and practices and does not necessarily represent all such policies or practices at any particular time.

· This handbook supersedes and replaces any previously or contemporaneously stated written or unwritten policies or practices covering the same or similar subjects or matters, including but not limited to, those contained in any manuals, handbooks, correspondence, memoranda or oral discussions.

· Nothing in this handbook, or any other written or unwritten policy or practice of the Company, creates or is intended to create an express or implied contract, covenant, promise, or representation between the Company and me.

· My employment with the Company is at-will and may be terminated at any time, with or without cause or notice by either the Company or by me.  I understand that I am free to resign at any time.

· I also understand that the Company reserves discretion to add, change or rescind any policy or practice with or without notice at any time.

· No employee or representative of the Company other than its President has authority to enter into any written or oral employment agreement for any specified period of time, or to make any other binding agreement.

· I understand that this handbook contains policies regarding Equal Opportunity and Harassment Prevention which includes a specific procedure for reporting complaints to management.  I agree to follow the reporting procedure if I have a complaint or receive a report of a complaint or if I observe conduct that I believe is prohibited.

· I understand that this handbook contains an Electronic Communications and Information Technology Use and Monitoring policy.  I agree that the communication resources, as defined by this policy, are subject to monitoring at any time, with or without notice, to verify that the Company's property is being used for legitimate business purposes and in a manner consistent with this policy.  I understand that my use of the Company's e-mail, voice mail and other communication resources is considered consent to such monitoring.  I agree that I do not have a personal privacy right in any matter created, received, or sent via the Company's communication resources.
· I understand that this handbook contains an alcohol, drug  and cannabis policy. I agree to review the policy and to sign the attached consent.
· I understand that my signature below indicates that I have read and understand the above statements and have received a copy of the handbook dated January 1, 2024.
Employee Signature: ____________________________                     Date: __________________   

Printed Name: _________________________________                        
Printed Name: _________________________________                        
ALCOHOL, DRUG AND CANNABIS TESTING POLICY RECEIPT AND CONSENT TO TESTING 


The Company is committed to providing a workplace that is free of alcohol, drugs, cannabis and other intoxicants so that their use does not pose a safety or health hazard or jeopardize the success of the Company's operations or otherwise adversely affect the Company, its employees, or its clients.  Accordingly, all employees must report to and be at work in a fit condition to perform.

The Company may require that applicants and employees submit to testing in accordance with the provisions of Minn. Stat §§ 181.950-181.957.  

Reasons for testing as outlined in detail under the alcohol, drug and cannabis policy include:

· Job Applicants 
· Treatment program testing

· Reasonable suspicion testing
1. is under the influence of alcohol, drugs or cannabis;

2. is in violation of written rules prohibiting alcohol, drug or cannabis use;

3. has sustained or caused another employee to sustain personal injury and there is a reasonable possibility, in the sole discretion of the Company, that alcohol, drug or cannabis use was or could have been a contributing factor to the injury; or

4. has caused a work-related accident or was operating or helping to operate machinery, equipment, or vehicles involved in a work-related accident and there is a reasonable possibility, in the sole discretion of the Company, that alcohol, drug or cannabis use was or could have been a contributing factor to the accident.

I acknowledge that I have read the Freyberg Management Company, Inc. alcohol, drug and cannabis policy and consent to testing as outlined in that policy.
Employee Signature: ____________________________                     Date: __________________   

Printed Name: _________________________________                        
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