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Employee Manual for Special Projects

Introduction

Life is hard.  Work is hard.  Construction work is especially hard.  A worker frequently must toil in less than optimum conditions—too hot, too cold, too muddy, too dusty, sharp objects, hazardous materials, high elevations, heavy loads, inadequate tools, precious materials allowing little room for error, break-neck schedules, intractable inspectors, and co-workers of questionable or malicious intent.  

At Special Projects, we try to create a favorable environment for our employees.  Yet, in spite of our best efforts, sometimes work is still hard.  That is why we pay you to do it.  

You hear it all the time from business owners—you've got to have good people.  Special Projects is looking for employees fascinated by the full spectrum of materials, processes, and human nature with all their overlapping challenges.  

Special Projects is a multi-disciplinary design and construction firm located in downtown Raleigh.  The principal, Andrew Leager, is a registered architect.  We offer our clients integrated planning and building services.  In addition, we operate a fully equipped cabinet shop for commercial and residential architectural millwork.  

This company constantly strives to increase productivity.  We are assembling an ensemble cast for award winning performances.  We think people should enjoy their jobs, feeling like part of a team dedicated to making a better world.

We have developed a detailed job description for each position in the company.  It serves as a key to measuring the success of any employee.  In general, Special Projects expects all personnel to participate in any and all activities of the company.  People should expect to work cheerfully outside their area of expertise when the company has pressing needs determined by the management.

Special Projects doesn't pay very well for people who do not excel at their jobs.  After six months employment, employees become eligible for a bonus policy which is available for any employee who successfully completes all the tasks in his job description in a timely way.

We distribute this Employee Manual to each employee on the first day of employment.  Your particular terms are printed on the last page, covering hourly wage, reimbursables, bonus terms, and start date of employment.  Keep this manual in a place where you can readily consult it as time passes.

Please read and understand these company policies.  From time to time we will revise this manual as old and new issues require comment.

COMPANY POLICIES

1)
Hours of Work

The office of Special Projects will be open during regular business hours of 8 AM - 5 PM, Monday through Friday.  

On the site, working hours shall run from 7:30 AM - 4:00 PM, Monday through Friday.  These hours may vary according to season and weather conditions.  The Superintendent at each site will be responsible for setting appropriate hours.

Every employee shall be on the job during the first minute of the work day.  Employees shall walk off the job during the last minute of the work day.  

The first 10 minutes of each work day may be spent organizing the day's activities, setting up tools, and assembling materials.  The last 10 minutes of each work day shall be spent collecting tools, putting away equipment, and consulting about the following day's activities.

If you are going to be late for work, call the office and leave a message that tells when you will come in.  

This section of company policy is placed first because it is the most important.  It is just as easy to be on time as it is to be late.  For an employee who does not closely observe company hours of work, there is no consideration for advancement.

2)
Breaks

Each employee may take a 15 minute break in the morning and a 15 minute break in the afternoon.  Employees may also take a 30 minute break for lunch at mid-day.  The exact time may vary according to the opinion of the working team and the Superintendent.

These breaks shall be closely observed so that neither the employee or the company gets short shrift.  If you must leave the site to get lunch, riding time shall be considered part of your allotted lunch time.  Each employee is encouraged to bring his lunch to the job so that he can receive the maximum benefit of the lunch break period.

3)
Smoking

Special Projects prefers that none of its employees smoke because smoking causes health problems that can shorten the life of its practitioners, ultimately removing otherwise productive people from the company's service.

However, since some people already smoke and do not wish to give it up, the following rules shall apply:

No smoking in the office or shop.

No smoke breaks during working hours except during regular break times and lunch hours.

Employees may smoke on the site while working but only if doing so has no effect on productivity and does not bother other employees.  Superintendent will feel free to ask employees not to smoke if he notices a loss of productivity.

4)
Pay Period

Pay period shall run for two consecutive weeks from Friday through Thursday.  Biweekly paychecks will be prepared and distributed on the Friday following the close of the pay period on the previous Thursday.

The company shall withhold any taxes required by the State and Federal government including Social Security (6.2%), Medicare (1.45%), Federal Withholding, and State Withholding, both of which are based on each employee's exemptions.

Employees may not use company time to cash paychecks.  Visits to the bank to deposit or cash paychecks shall be on the employee's own time.

5)
Time Sheets

Each employee shall keep an accurate written record of time worked each day.  Time sheets must be filled out at the end of each day and not allowed to accumulate because it is difficult to remember the details of previous day's activities.  

Time sheets shall show information about time in, time out, project identity, and work activities.  When entering Time In and Time Out, look at a clock and use the time shown on the clock face to the minute, not the time you are supposed to start or finish.  Any time taken off during regular working hours for personal errands, business, medical or dental appointments, or court shall not be counted as work and shall be so noted on time sheets.

All overtime work (any time beyond 40 hours in any work week) must be authorized in advance.  Overtime will be paid at one and a half times regular base wages.  Therefore it will be authorized only under the most urgent situations.  All employees should keep tabs of their hours at the end of each week to prevent unauthorized inadvertent overruns beyond 40 hours.
6)
Registration and Identification

Each employee shall fill out federal and state tax withholding forms at the start of employment and shall show a valid Social Security card prior to receiving his first paycheck.

7)
Health Insurance

Special Projects wants to offer health insurance benefits.  Although a plan is not in place at this time, we will be looking for a program that will cover every employee after six months of employment.   The plan will be structured as a master policy for the company, and each employee would pay for 50% of health insurance premiums and the company paying the balance.  This money will be available as a payment for insurance and not as a cash supplement to pay.

8)
401K

Special Projects also wants to start a 401K program for everyone.  A 401K is an investment vehicle that allows an employee to contribute to a retirement fund with each paycheck at whatever level they choose.  The company will match those contributions but will hold the matching funds in escrow until the employee becomes vested in the program after five years of employment.  This program is not in place at this time.

9)
Vacations

After six months of employment every full-time employee becomes eligible to take paid vacation.  The amount of vacation you take is determined by the number of hours you have worked.  Vacation time you take does not count as hours worked when figuring vacation time the next year.  

Paid vacation is a perk for employees who stay with the company.  It is not an entitlement.  Any employee who resigns or is fired will not receive compensation for accumulated vacation time.  

In the first year of employment, employees earn .02 hours of paid vacation time for every hour worked.  Thus at the end of one year of full time employment (2,080 hours) an employee will have earned 41.6 hours, or about one week, of vacation.

In the second year of employment, employees earn .03 hours of paid vacation for each hour worked.

In the third year and all following years, employees earn .04 hours of paid vacation for each hour worked.  

A running tally of vacation time earned will appear on each paycheck stub.  Any employee wishing to take vacation must submit a request at least 2 weeks prior to departure so that the company can plan workforce deployment accurately.  

Employees must use up all vacation time prior to 2 weeks before their last day of work, and no vacation time will be earned during the final two weeks.

10)
Holidays

The following holidays will be observed by the company, and each employee shall be entitled to pay for the holiday that is equal to the daily average number of hours worked during the previous year.  The paid holidays are:

Memorial Day 

Fourth of July

Labor Day

Thanksgiving

Christmas

New Year's Day

11)
Employee Evaluation

Every six (6) months each employee will meet with the company Owner for evaluation of job performance.  A written evaluation will go into the employee's permanent file.

This evaluation session will also provide the employee with an opportunity to air grievances and make suggestions on how to improve the company's performance.

12)
Appearance

Dress appropriately for the activity you are performing.  Construction site and shop work require hard sole work shoes which shall be kept securely tied.  Shirts shall be worn at all times with tails tucked in.  No tank tops.  

As much as possible, wear clean, mended clothing.  Bathe regularly enough so that body odor cannot be detected by your co-workers.  Maintain clean breath so that you don't offend people you talk to.

13)
Radios

Radio use is discouraged.  You may play the radio in the shop only if you are working alone.  Employees may use radios only if they don't hamper ready communication among workers on site.  If anyone experiences difficulty being heard or complains, cheerfully turn the radio off.

Radios shall not be used when subcontractors are on the job.

14)
Comportment

Everyone faces daily trials and tribulations with their personal life.  Try to keep your personal life separate from your job responsibilities.  Spouses or significant others must refrain from visits to the shop or site except as required by urgent matters.

All employees are expected to keep a positive attitude in the face of the grinding adversity that surrounds construction work.  The best work situations are the ones where team members draw strength from their work mates.  

Keep your wages to yourself.  People are paid different amounts for different reasons, and discussing those differences can produce resentment among the crew.  Wage rates should be discussed only with company management.

While on company business in public, show respect to passers-by without making friendly approaches, aside comments, or catcalls to members of the opposite sex.  

At no time will tool throwing or extravagant displays of anger be tolerated.  These behaviors will be cause for dismissal.

Keep your religious preferences to yourself, and refrain from witnessing for your denomination.  Avoid any expression of political, racial, or ethnic culture that draws attention to the differences between people.  

Any lapse in attitude will be cause for a written notice to be placed in your employee file.  

15)
Telephone

Every employee may use the telephone for personal calls during work hours to make appointments, check on family scheduling matters, or attend to banking and legal issues that can only be accomplished during regular business hours.  Employees may not engage in long social conversations during work hours.

To place a long distance call, first ask permission of the Superintendent or Office Manager, and leave a written record of details so that the company can recover those tolls on expense reports.

16)
Expense Reports

The company will provide a form on which to claim any miscellaneous expenses you incur on the company's behalf.  In general these expenses should be approved in advance by the supervisor except in the case of an emergency.  All reimbursable expenses must be accompanied by a receipt.  No receipt, no reimbursement.  Approval is not automatic.

Toll phone calls should be shown on expense reports. 

Mileage will be paid at the rate of $.32 per mile.  You may claim mileage for the use of your vehicle in company business, generally hauling people or materials to jobs or running errands during the day.  Do not claim mileage for the trip between home and work unless you are running an errand or backtracking after reporting to the office.  

Expenses shall be reimbursed after they add up to more than $50.00.  Therefore, employees must keep the reports and receipts in a safe place because they are likely to extend over several pay periods.

17)
Requisitions

Well documented requisition forms are key to tracking project expenses.  

For all construction materials or office supplies, fill out a requisition form.  Provide any backup information necessary to support your request.  No tools or materials may be purchased without advance notice and approval on a requisition form.

18)
Staff Meetings

The company will call staff meetings as needed.  These meetings will address strategy, coordination, and goals, among other things.  

Staff meetings will not deal with personnel issues.

19)
Use of Shop or Company Equipment

Employees may not appropriate company resources for personal use on the side.  This includes materials, equipment or tools.  

If you want to use the shop for a personal project, obtain advance approval from the supervisor, and be prepared with detailed plans, specifications, and schedule.

Employees may not order personal materials or tools through company accounts and expect to reimburse the company later.

Theft of any company resources shall be grounds for immediate dismissal.

20)
Moonlighting

Special Projects would prefer that every employee bring potential projects into the company rather than try to take on outside work.  Moonlighting has a high probability of requiring management time during regular hours you are working for the company, and it potentially proves to be irresistible to piggyback the use of company equipment, tools and materials.  

If you must work an outside job, try to keep it in a different field from construction so as to avoid any conflict of interest.

21)
Substance Abuse

No employee may work under the influence of alcohol or drugs.  Anyone found to be using drugs or drinking during work will be subject to immediate dismissal.

22)
Safety

No one should have to work in unsafe conditions.  Notify your supervisor of any situation which you feel is unnecessarily risky, and make sure your daily log reflects your concern.

Report all injuries, no matter how small, to your supervisor.

23)
Resignation and Termination

Any employee who voluntarily resigns will be expected to submit a Letter of Resignation prior to receiving his final paycheck.  If the employee cannot produce such a letter on his own, the company can furnish a blank form letter for the employee's signature.  Use this letter to provide a postal address for receiving your W-2 at the end of the tax year.

Any employee who does not sign such a letter will receive a Letter of Termination stating that he has been fired for cause.

24)
Company Clothing Policy

Special Projects will provide work clothing when possible.  The company provides the work clothing so that we can present a unified appearance to our clients, vendors, and consultants.  Also, the clothes are issued so that you won’t have to place your own clothes at risk.

The work clothes will remain the property of the company after they have been issued to you.  When you end your employment with Special Projects, you will return all the work clothing you have been issued to the company regardless of condition.  The company may, at its sole discretion, allow you to keep one shirt.

You will be responsible for keeping your work clothing washed and ready for use.  You may wear company clothes to work each day but this is not required for work in the shop.  You will be required to wear company clothes on days when we are working in the field, including measuring or doing an installation.  Therefore you should keep a ready supply of clean company clothes.

Take good care of the company clothes.  Do not wipe glue, paint or oil on company clothes. 

Do not wear company clothes when you aren’t working. They are not for nights or weekends or to anything but company activities.  Company clothes are for you only, not for other members of your family.  The company expects the company clothes to last as long as possible.
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