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1.0	Welcome to ARAD!
We are excited to have you as part of our team. You were hired because we believe you can contribute to the success of our business, and share our commitment to achieving our goals as stated in our mission statement. 
The ARAD Mission Statement
ARAD is committed to quality and unparalleled customer service in all aspects of our business. It is the company’s mission to continue to earn a reputation for integrity, service and diversity that is unmatched in our industry. In this pursuit of excellence, adequacy is unacceptable
The success of ARAD is determined by our success in operating as a unified team. We have to earn the trust and respect of our customers every day in order that the customer makes the decision to choose our services. We sell service and service is provided by people. There are no magic formulas. 
Our success is built by creative, productive employees who are encouraged to make suggestions while thinking "outside the box." Your job, every job, is essential to fulfilling our mission every day to the people who trust and respect us. The primary goal of ARAD, and yours, as one of its employees, is to live our mission statement and continue to be an industry leader. We achieve this through dedicated hard work and commitment from every employee. It is the desire of ARAD to have every employee succeed in their job, and be part of achieving our goals. 
This employee handbook contains the key policies, goals, benefits, and expectations of ARAD, and other information you will need. You should use this handbook as a ready reference as you pursue your career with ARAD. Additionally, the handbook assures good management and fair treatment of all employees. At ARAD, we want to recognize the contributions of all employees. 
As part of the team, we hope you will discover that the pursuit of excellence is a rewarding aspect of your career here .Welcome aboard! I look forward to working with you. 

Sincerely, 
Anthony Radetic
Anthony Radetic
Chief Executive Officer

1.1	Our History 
ARAD was started by owner Anthony Radetic in 2009, with the headquarters located in Abbeville, Alabama on the beautiful Lake Eufaula. In 2014, ARAD was granted its first government contract, as a subcontractor to Army Fleet Support, in response to a small businesses need on the Fort Rucker military installation. This contract for Service Attendants and Janitor staff on the Army airfields was the beginning of ARAD’s three year relationship with Army Fleet Support. In 2015, as part of a small business mentorship program, ARAD expanded its employee base by accepting a second government contract from Army Fleet Support. This contract added Supply Supervisors, Specialist and Clerks to the ARAD team, adding logistical support to our growing list of capabilities. 
Our customers have responded tremendously to our efforts and with the vision of distinctive quality and unparalleled customer service, ARAD is headed for even greater success. 

1.2	Goals, Values and Beliefs 
Our goal at ARAD is simple -- extraordinary customer service as we meet our customer's needs. We accomplish this by providing information, resources, and by partnering with organizations that are as committed to quality as we are. 
Our goals are accomplished by the commitment of every employee. 
Our values and beliefs require that we: 
· Treat each employee with respect and listen to their input on how to continually improve our service goals. 
· Treat each employee fairly. ARAD does not tolerate discrimination of any kind and encourages all supervisors to involve employees in problem solving creativity. When problems arise, the facts are analyzed to determine ways to avoid similar problems in the future. 
· Provide the most effective and efficient corrective action in resolving customer service issues to ensure our customers' satisfaction. 
· Have an open door policy which encourages interaction, discussions and the exchange of ideas to improve the work environment, and increase our productivity. 
· Deliver competitive, outstanding service to our customers and, where required, partner our customers with vendors who share our vision. 
· Make adequacy unacceptable.

1.3	Purpose
This handbook has been prepared to inform new employees of the policies and procedures of this company and to establish the company’s expectations. It is not all-inclusive or intended to provide strict interpretations of our policies; rather, it offers an overview of the work environment. This handbook is not a contract, expressed or implied, guarantying employment for any length of time and is not intended to induce an employee to accept employment with the company.
The company reserves the right to unilaterally revise, suspend, revoke, terminate or change any of its policies, in whole or in part, whether described within this handbook or elsewhere, in its sole discretion. If any discrepancy between this handbook and current company policy arises, conform to current company policy. Every effort will be made to keep you informed of the company’s policies, however we cannot guarantee that notice of revisions will be provided. Feel free to ask questions about any of the information within this handbook.
This handbook supersedes and replaces any and all personnel policies and manuals previously distributed, made available or applicable to employees.

1.4	At-Will Employment
It is the policy of ARAD to maintain an "at will" relationship with all employees and to disseminate policies that do not erode "at will" employment. The only exception to an "at will" relationship shall be contained in a written employment contract. No division shall enter into a contract of employment with any employee without first obtaining the written approval of the Chief Executive Officer. All contracts of employment, except those required by the laws of a country other than the United States, shall be reviewed by the Chief Executive Officer prior to execution.

2.0	Workplace Commitment
ARAD is committed to the goal that every employee should be provided a positive work environment. ARAD is committed to the principles of fair employment and the elimination of all discriminatory practices. This ensures that the work environment is safe, comfortable and our employees are productive.



2.1 	Equal Opportunity Statement
ARAD is an Equal Opportunity Employer. This means that we will extend equal opportunity to all employees regardless of race, color, religion, sex, national origin or ancestry, citizenship, age, disability, marital or partnership status, veteran status, citizenship status, sexual orientation, gender identity or any other class or status protected by law. This policy applies to all ARAD employment practices including recruitment, assignment, training, compensation, benefits, promotions, disciplinary action and terminations. We encourage all employees to take advantage of opportunities for promotion as they occur. ARAD will promptly respond to complaints alleging violations of the EO Policy and will seek prompt and appropriate resolution.
Whenever possible, ARAD makes reasonable accommodations for qualified individuals with disabilities to the extent required by law. Employees who would like to request a reasonable accommodation should contact the ARAD Human Resources Department.

2.2	Harassment / Sexual Harassment 
ARAD encourages healthy friendships among its employees. Employees, especially management, must be sensitive to acts of conduct which may be considered offensive by fellow employees and must refrain from engaging in such conduct. 
It is prohibited for an employee to retaliate against employees who bring sexual harassment charges or assist in investigating charges. Retaliation is a violation of this policy and may result in discipline, up to and including termination. No employee will be discriminated against, or discharged, because of bringing or assisting in the investigation of a complaint of sexual harassment. 
Harassment in the work place is not only against the policies of ARAD but it is against the law. ARAD follows the Equal Employment Opportunity Commission guidelines stating that harassment is a violation of Title VII of the Civil Rights Act when it interferes with an individual's work performance or is used as a basis for employment decisions. While harassment affecting employment is most commonly thought of as sexual, it can also relate to an employee's age, race, color, national original, religion, disability, veteran status or sexual orientation. ARAD is committed to providing a work place in which all employees are able to conduct their work in an environment free from harassment of any type. ARAD is also committed to conducting a prompt investigation of all complaints and reports of harassment and taking appropriate remedial/disciplinary action. Each employee is assured that the submission of a complaint/report shall not result in retaliation of any kind and, within the course of the investigation. Every effort will be made to protect the privacy of those involved. 
With respect to harassment, ARAD prohibits conduct that is derogatory, threatening, intimidating or inappropriate based on any individual's race, ethnicity, age, religion, disability, marital status, citizenship status, national origin, sexual orientation or other legally protected characteristics, especially where:
· such conduct includes verbal abuse and/or degrading words used to describe an individual and/or the display of degrading objects or pictures;
· such conduct is physically threatening or abusive; or
· such conduct has the purpose or effect of creating an intimidating, hostile or offensive working environment.
ARAD will not, under any circumstances, condone or tolerate conduct which may constitute sexual harassment on the part of any of its employees. It is our policy that all employees have the right to work in an environment free from any type of illegal discrimination, including sexual harassment. 
Any employee found to have engaged in such conduct will be subject to immediate discipline, up to and including discharge. 
With respect to sexual harassment, ARAD prohibits:
· Unwelcome sexual advances, requests for sexual favors, and all other verbal or physical conduct of a sexual or otherwise offensive nature, especially where:
· Submission to such conduct; made either explicitly or implicitly a term or condition of employment.
· Submission to or rejection of such conduct; used as the basis for decisions affecting an individual's employment, such as promotions, transfer, etc.
· Such conduct having the purpose or effect of creating an intimidating, hostile, or offensive working environment.
· Offensive comments, jokes, innuendoes and other sexually oriented statements or writings. 
Examples of sexual harassment include: unwelcome or unsolicited sexual advances; displaying sexually suggestive material; unwelcome sexual flirtations, advances or propositions; suggestive comments; verbal abuse of a sexual nature; sexually oriented jokes; crude or vulgar language or gestures; graphic or verbal commentaries about an individual’s body; display or distribution of obscene materials; physical contact such as patting, pinching or brushing against someone’s body; or physical assault of a sexual nature.
It shall be the responsibility of the Human Resources Department at each ARAD division to adopt a policy statement regarding harassment, which shall include a formal complaint and investigation procedure. This policy shall be prominently posted in the facility.
It shall be the responsibility of the ARAD Human Resources Department to schedule training with respect to the harassment policy at least annually for all employees.
Any employee who feels that his/her rights and interests have been violated by the conduct of another employee, customer or visitor should:
Report the incident to his/her immediate supervisor, manager, or any other management representative. Investigations and resulting actions will be treated as confidential as possible.
The Human Resources Department should be notified immediately after the initial report. All reports or allegations of sexual harassment shall be communicated to the corporate Vice President, Human Resources immediately. The incident will be immediately investigated by the division's Human Resources Department in a manner which assures the highest degree of confidentiality and privacy. Human Resources will determine the merit of the complaint and take appropriate action, including disciplinary action up to and including termination of employment.
Note:  Supervisors and managers are considered agents of the Company. If a supervisor or manager is made aware of harassment of any kind, he or she must report it immediately to the ARAD Human Resources Department. Failure to report an incident of harassment may result in disciplinary action.
All reported incidents and resulting actions will be documented in writing and filed in a separate file regarding the allegation. Investigations and resulting actions will be treated as confidential as possible, and the ARAD will take appropriate action based on the outcome of the investigation.

2.3	Substance Abuse
ARAD takes the problem of substance abuse seriously, and is committed to providing a drug and alcohol free work place for its employees. This policy applies to all employees of ARAD, without exception, including part-time and temporary employees. 
No employee is allowed to consume, possess, sell or purchase any alcoholic beverage on any property owned by or leased on behalf of ARAD, or in any vehicle owned or leased on behalf of ARAD. No employee may use, possess, sell, transfer or purchase any drug or other controlled substance which may alter an individual's mental or physical capacity. ARAD will not tolerate employees who report for duty while impaired by use of alcoholic beverages or drugs. The exceptions are aspirin- or ibuprofen-based products and legal drugs which have been prescribed to that employee, and which are being used in the manner prescribed. 
All employees should report evidence of alcohol or drug abuse to a supervisor or a personnel representative immediately. In cases where the use of alcohol or drugs poses an imminent threat to the safety of persons or property, an employee must report the violation. Failure to do so could result in disciplinary action for the non-reporting employee. 
Employees who violate the Substance Abuse Policy will be subject to disciplinary action, including termination. It is our policy at ARAD to assist employees and family members who suffer from drug or alcohol abuse. You may be eligible for a medical leave of absence. We encourage any employee with a problem to contact your personnel representative for details. 
As a part of our policy to ensure a substance free workplace, ARAD employees may be asked to submit to a medical examination and/or be clinically tested for the presence of alcohol and/or drugs. We reserve the right, within the limits of federal and state laws, to examine and test for drugs and alcohol at our discretion. Some such situations may include, but not be limited, to the following: 
· All employees who are offered employment with ARAD 
· Where there are reasonable grounds for believing an employee is under the influence of alcohol or drugs 
· As part of an investigation of any accident in the workplace in which there are reasonable grounds to suspect alcohol and/or drugs contributed to the accident 
· On a random basis, where allowed by statue 
· As a follow-up to a rehabilitation program, where allowed by statute 
· As necessary for the safety of employees, customers, clients or the public at large, where allowed by statute 
· When an employee returns to duty after an absence other than from accrued time off, such as vacation or sick leave 
This is only a summary of ARAD' Substance Abuse Policy. You are required to be aware of the full policy. The full policy goes into greater detail and includes such subjects as definitions, testing methods, consequences of testing refusal, confidentiality, rights of employees and the company, appeal procedures, notice of applicable statutes, and voluntary assistance. You will be required to sign a consent form agreeing to ARAD's Substance Abuse Policy. 
It is a condition of your continued employment with ARAD that you comply with the Substance Abuse Policy. Nothing in the Substance Abuse Policy shall be construed to alter or amend the employment relationship between ARAD and its employees. 
2.4	Open Door Policy
ARAD takes your concerns and problems seriously, and maintains an open door policy for all employees. ARAD values each employee and strives to provide a positive work experience. Employees are encouraged to bring any workplace concerns or problems they might have, or know about, to their supervisor, management or the Human resources Department.

3.0	Company Policy and Procedures
ARAD’s policies and procedures establish the rules of conduct within the organization, outlining the responsibilities of both employees and employers. These policies and procedures are in place to protect your rights as a worker as well as the business interests of ARAD. 

3.1	Code of Conduct
It is the company mission to continue to earn a reputation for integrity, service and diversity that is unmatched in our industry. In this pursuit of excellence, adequacy is unacceptable. ARAD expects its employees to adhere to a standard of professional conduct and integrity that is unmatched in the industry. Employees should be respectful, courteous, and mindful of others’ feelings and needs. General cooperation between coworkers and supervisors is expected. ARAD retains only the most qualified and dedicated employees who share the company’s vision. Individuals who act in an unprofessional manner may be subject to disciplinary action.

3.2	Dress Code
As an employee of ARAD, we expect you to present a clean and professional appearance when you represent us, whether that is in, or outside of, the office. Management, sales personnel and those employees who come in contact with our public, are expected to dress in accepted corporate tradition. A specific list of suggested do's and definite don'ts, including a specific definition of business casual, is available from your personnel representative and will be posted in each work area. 
It is just as essential that you act in a professional manner and extend the highest courtesy to co-workers, visitors, customers, vendors and clients. A cheerful and positive attitude is essential to our commitment to extraordinary customer service and impeccable quality. 
It is important for all employees to project a positive image to our customer, visitors, and guests. This policy applies to all personnel with few exceptions. The following list is a guideline of appropriate and inappropriate attire. 
APPROPRIATE: 
· IAM&AW unity shirts 
· Dresses (length cannot be shorter than three inches above the knee) 
· Suits/Pant Suits 
· Skirts (length cannot be shorter than three inches above the knee) 
· Blouses/Shirts/Vests/ Blazers 
· Khaki or Blue Work Pants 
· Blue Jeans/Jeans of color 
· Shorts – length cannot be shorter than three inches above the knee, in suitable work fabric, hemmed, worn with a belt. 
· Pants/slacks in work-suitable fabrics 
· Business/work shoe suitable to the work area 
· Overalls 
Inappropriate: 
· Any clothing that exposes the midriff or waist or more of the leg than three inches above the knee. 
· Clogs or thong type shoes (includes flip-flops) 
· Tank tops, sport bras, halter tops, low-cut/revealing tops 
· Clothing with racial or sexist remarks deemed to be provocative, or crude in nature, or otherwise inappropriate 
· Pieces and parts of uniforms (BDUs, fatigues, police uniforms, etc.) 
· Cutoff jeans, gym, PT or jogging shorts 
Exceptions: 
· Pilots, Flight Mechanics, Flight Engineers and other employees engaged in flight will wear flight suits complete with safety/ALSE equipment 
· Employees engaged in Hazardous work which requires special/specific clothing 
Good personal hygiene is a must and it is considered a part of the dress and grooming code. Perfume and cologne should be used sparingly when it offends others. 
Employees are expected to use their best judgment in following this policy. This is not an all-inclusive list and management reserves the right to determine appropriateness on a case-by-case basis. If you are unsure an article of clothing is acceptable, most likely it isn’t. If in doubt, don’t wear it. 
When an employee violates the dress code policy, management will have the employee clock out and send the employee home to change into acceptable attire. During this absence, time off is required to be used. If an employee is warned or sent home two times, a written reprimand will be issued and placed in the employee’s personnel file. If the dress code policy is violated after the written reprimand, the employee will be suspended without pay in accordance with Company rules. 

3.3	Payday
Paychecks are distributed bi-weekly. If the pay date lands on a holiday, paychecks will be distributed on the closest business day before the holiday. 
The paycheck will reflect work performed and include salary or wages earned less any mandatory or elected deductions. Mandatory deductions include federal or state withholding tax, and other withholdings. Elected deductions are deductions authorized by the employee, and may include, contributions to benefit plans.  To request additional deductions, employees may contact the Human Resources Department to obtain the necessary authorization forms.
Notify a supervisor if the paycheck appears to be inaccurate or if it has been misplaced. Advances on paychecks are not permitted. Information regarding final paychecks can be found under the termination section of this handbook. 
Any change in name, address, telephone number, marital status or number of exemptions claimed by an employee must be reported to the Human Resources Department immediately.

3.4	Payroll 
ARAD employees are paid bi-weekly. Our payroll process includes: 
Direct Deposit:  While an employee can certainly have his/her actual pay check delivered directly to their desk each pay period, ARAD provides, and encourages, direct deposit of paychecks. This is a service which saves you time and provides added security. With this option, each paycheck will be automatically as you choose. Each pay day, you still receive a pay stub for your records - much like a voided check with all the same information which would appear on your regular check - except the face of the check is voided. No trips to the bank are necessary because your salary appears in your bank account on payday, or in some cases, the night before. 
Direct Deposit will be initiated one pay period following the receipt of the signed authorization form from the employee. 
Payroll Deductions:  As required by law, ARAD will deduct Federal Social Security and Income Tax from your payroll check each pay period. Group Insurance premiums for eligible employee and dependent family members will be deducted from your payroll check each pay period, once the employee completes the appropriate authorization forms. 

3.5	Company Property
ARAD will provide you with the necessary equipment to do your job. None of this equipment should be used for personal use, nor removed from the physical confines of ARAD - unless it is approved and your job specifically requires use of company equipment outside the physical facility of ARAD. 
Computer equipment, including laptops, may not be used for personal use - this includes word processing and computing functions. It is forbidden to install any other programs to a company computer without the written permission of your supervisor. These forbidden programs include, but are not limited to, unlicensed software, pirated music, and pornography. The copying of programs installed on the company computers is not allowed unless you are specifically directed to do so in writing by your supervisor. 
Note:  ARAD Policy PL-200, Acceptable Use Policy addresses prohibited and acceptable uses of Information Technology Services to include computers. 
The telephone lines at ARAD must remain open for business calls to service our customers. Employees are requested to discourage any personal calls - incoming and outgoing - with the exception of emergency calls. No long distance calls which are not strictly business-related are to 
Use of Government Vehicles and Government Property shall be restricted to official purposes only. Official Purpose is defined as use of motor vehicles and other government property in direct support of the AFS contract and for the express purpose of performing only work required under the terms of the contract. To be “official use”, the property must be used only for the completion of the AFS contract mission, and consistent with the purpose for which the property was acquired. The contract prohibits use of government vehicles for personal benefit as follows: 
Performance Work Statement, paragraph C.10.1.2 Government Owned Vehicles,  “…government owned vehicles shall not be used to transport contractor employees between their homes and places of employment or for any personal business or benefit.” 
Improper use of Government Property is serious. In addition to being costly to the government, it exposes AFS to potential liability including contract penalties and sanctions. Misuse of government property reflects poorly on our professionalism and could threaten our ability to meet contract performance requirements. Specifically, improper use of Government Vehicles and Property is a violation of Company Work Rules. Willful misuse of government property will not be tolerated. Every AFS employee has the obligation to understand and comply with this policy regarding the proper use of Government owned assets. 
The following are examples of unofficial use of government vehicles and property: 
· Transportation between domicile and your work site, unless specific prior authorization is received from the General Manager. 
· Transportation to conduct personal business of any nature to include use of mules to conduct personal business in vehicle parking lots. 
· Use of government vehicles to attend company or Army social functions. 
· Use of government owned facilities and property to perform work on privately owned vehicles or to repair or manufacture any items for personal use. 
· Use of government owned tools such as hydraulic jack and tire iron to change a tire on a personal vehicle 
Use of government vehicles for any personal use is allowed only for necessary transportation that results from operating an authorized Government vehicle while on official business. Examples are: 
· Transportation to and from eating establishments while on temporary duty (TDY) assignments. 
· Transportation to receive emergency medical treatment while on TDY. 
· Other official business transportation necessary to complete the mission for which the TDY was authorized. 
· Transportation to receive emergency medical treatment or complete the assigned mission when in official travel off the normal duty/work station. 
Use of all government vehicles and property is subject to review and determination that use is authorized and not for personal benefit. Employees who use government vehicles or property for personal use or personal benefit will be subject to appropriate and serious disciplinary action.

3.6	Privacy
Employees and employers share a relationship based on trust and mutual respect. However, the company retains the right to access all company property including computers, desks, file cabinets, storage facilities, and files and folders, electronic or otherwise, at any time. Employees should not entertain any expectations of privacy when on company grounds or while using company property.
All documents, files, voice-mails and electronic information, including e-mails and other communications, created, received or maintained on or through company property are the property of the company, not the employee. Therefore employees should have no expectation of privacy over those files or documents. 

3.7	Personnel Records
It is important that the personnel records of ARAD be accurate at all times. In order to avoid issues or compromising your benefit eligibility or having W-2's returned, ARAD requests employees to promptly notify the appropriate personnel representative of any change in name, home address, telephone number, marital status, number of dependents, or any other pertinent information which may change. 

3.8	Confidentiality 
ARAD requires all employees to sign a confidentiality agreement as a condition of employment, due to the possibility of being privy to information which is confidential and/or intended for the company use only. All employees are required to maintain such information in strict confidence. This policy benefits you, as an employee, by protecting the interests of ARAD in the safeguard of confidential, unique and valuable information that is part of our competitive advantage in the marketplace. 

3.9	Smoking 
ARAD endeavors to provide a healthy environment and is committed to providing a safe and healthy workplace and promoting the health and well-being of its employees. The personal health hazards related to all tobacco products, which include but are not limited to, smoking (e.g. cigarettes, pipes, cigars, etc.) and/or using smokeless tobacco (e.g. snuff, chew, etc.) have been well documented. The health hazards related to smoking impact both the smoker and the non-smoker who is exposed to second-hand smoke. We care about the health of each and every employee, and it is our intent to provide all employees with a work environment conducive to good health.  Therefore, any form of tobacco consumed in company buildings is prohibited. 
No smoking is allowed within fifty (50) feet of the exterior entranceways.
Prohibited areas for the use of tobacco products: 
· Inside enclosed buildings within the workplace areas of Fort Rucker. 
· In common space areas 
· At any time other than routine lunch and break periods 
· Applicable specific guidelines are as follows: 
· Notices will be displayed to building entrances which state that tobacco use is not allowed except in specifically designated areas. 
· Tobacco use is prohibited in all government vehicles and aircraft. 
· Smoking is prohibited where it presents a safety hazard, i.e., hangar floors, firing ranges, ammunition storage areas, fuel dumps, motor pools, and equipment maintenance shops. 
Fort Rucker Regulation 420-5 (Fire Prevention Program) prohibits the use of electronic cigarettes inside any government building and states that "Electronic cigarettes are considered to be in the same category as tobacco products." Consequently, AFS employees must be in an authorized smoking area during a permitted break period when using any tobacco products (to include electronic cigarettes). 
Directors and Field Managers will designate outside smoking areas as approved by the Director, Environment, Health and Safety (EHS). 
Employees who violate this policy will be subject to discipline in accordance with Company Work Rules.

4.0	Employment Classification
Permanent Full Time is an employee who has no termination date and who is regularly scheduled to work 37.75 to 40 hours per week. 
Permanent Part Time is an employee whose position has no termination date and who is scheduled to work 20 or more hours, but less than 37.75 hours per week. 
Temporary Full Time is an employee who is hired or promoted for certain length of time and who is scheduled to work 37.75 hours per week. 
Temporary Part Time is an employee who is hired or promoted for a certain length of time and who is scheduled to work 20 hour or more, but less than 37.75 hours per week. 

5.0	Attendance Policies
It is the policy of ARAD to establish reasonable and necessary controls to ensure adequate attendance ensuring we meet our business and production needs. Work schedules and starting times are established by site specific management.
5.1	General Attendance
An employee shall be expected to be at his workstation ready for work at the beginning of his shift and is to continue working until the end of said shift. Employees are expected to arrive at work before they are scheduled to start and be at their work station productively engaged in ARAD business by the scheduled start time. All time off must be requested in advance and submitted in writing, as outlined in the appropriate categories with the exception of sick leave. 
ARAD views attendance as an important facet of your job performance review. All unapproved absences will be noted in the employee's personnel file. Excessive absences, including for Sick Leave, are subject to disciplinary action, up to and including termination. 

5.2	Work Hours and Labor Reporting
Workday:  The normal workday is eight (8) hours for hourly workers, with 40 hours being a normal work week. Salaried employees generally work the same hours, but may be required to work more hours as the work dictates. While you are generally expected to work the number of hours stated above, ARAD does not guarantee that you will actually work that many hours in any given day or week (or to be paid for such hours if you do not work that many hours). 
Overtime work is only performed when necessary and approved in advance by your supervisor. You are expected to work necessary overtime when requested to do so. Hourly employees will receive time and one-half pay for time worked exceeding 40 hours in any given work week. Full time employees will be paid double time for hours worked on a company holiday, if they are not scheduled to work on that holiday. Part time employees will be paid one and one-half times the regular rate of pay for working on a company holiday. Salaried employees are not entitled to overtime pay. All overtime payments will be made in the pay period following the period the overtime was worked. 
Time Clock and Time Cards:  ARAD employees must punch in before beginning their work shift and punch out at the end of their shift. All such employees are expected to work their entire shift. Any such employee punching five (5) minutes late will be docked fifteen (15) minutes of pay, or punches out later than the time their scheduled shift ends, without prior authorization, will be paid for the scheduled time only. Any digression from the above requirements could result in disciplinary action. 
Should your time card be incorrectly punched, for any reason, your supervisor will note the correct start and/or end time, and initial the correction. All time cards must be approved by your supervisor. 
No employee shall clock in or out for any other employee. For Union Employees failing to clock in, such employee will bring the matter to the attention of his supervisor and the employee will be required to prove to the supervisor that he was at work during any time for which the employee wants credit. 
For employees required to complete time cards, the cards must be filled out with all hours worked and turned into your supervisor every other Friday by 9:30 A.M. Vacations days, sick days, holidays, and absences such as jury duty, funeral leave or military training, must be specifically noted on the time cards for days on which they occur. Vacation and holidays should be counted as full work days. All time cards must be approved and signed by your supervisor prior to being sent to personnel. 
The purpose of time clocks and electronic timecards is to accurately record hours worked for pay purposes and to accurately record job time by work order and job control numbers for cost accounting purposes. The accuracy of hours worked is extremely important since gross pay is based on this data. Job time data is equally important since contract cost by work order is based on this data. Electronic timecards also serve as official records for attendance and absenteeism. 
ARAD has a commitment to proper labor charging practices under all circumstances. In fulfilling this commitment, every employee should be satisfied that any questions about his or her labor reporting responsibilities are answered. If you have a question about your labor charging responsibilities, bring the matter to the attention of your supervisor before you charge your time. If your supervisor is not able to resolve the question or there is doubt in your mind, then ask your supervisor to contact the Department head or a Manager who will personally discuss the matter with you and your supervisor. 
It is each individual employee’s responsibility to clock in and out electronically and to accurately record all job time data. This responsibility cannot be transferred to co-workers or supervisors. Once the card is completed by the employee, no alterations to the clock-in or out time or the job time data is to be made without the employee and the supervisor’s concurrence. 
Any employee who violates Company policy concerning electronic timecards or commits any act, which constitutes payroll fraud, will be disciplined in accordance with the appropriate Company rules. 

5.3	Incentive Pay / Overtime
Second Shift Bonus:  An employee assigned to and working on the second shift shall be paid a bonus of 80 cents per hour above his straight time basic rate for hours worked on such shift. 
Third Shift Bonus:  An employee assigned to and working on the third shift shall be paid a bonus of $1.00 per hour above his straight time basic rate for hours worked on such shift. 
Odd Work Week Bonus:  An employee assigned to and working on odd workweek as set forth in Section 10.5 shall be paid a bonus of 70 cents per hour above his straight time basic rate.
For Union Employees the payment of Overtime falls with the scope of the Collective Bargaining Agreement, Article 11.

5.4	Tardiness
For Union Employees ARAD will use one-tenth of an hour (6 minutes) as a unit in computing tardiness. If an employee clocks “in” from one (1) to six (6) minutes late, the employee will lose one-tenth of an hour (6 minutes); any tardiness beyond six (6) minutes, the regular procedure of computing the time in multiples of six (6) minute intervals will apply. Employees shall not be required to work during the period used in computing tardiness. The foregoing shall not be considered as a limitation on the right of the Company to take disciplinary action for repeated or unexcused tardiness.

5.5	Breaks
Union Employees will be allowed one scheduled ten (10) minute rest period before and one ten (10) minute rest period after lunch in each complete scheduled workday; the time of and zones for such periods to be fixed by the Company. The Company will attempt to establish the first rest period at approximately mid-way between the beginning of the shift and the lunch period, and will attempt to establish the second rest period approximately mid-way between the lunch period and the end of the shift. Employees required to work overtime shall be entitled to take a ten (10) minute rest period prior to starting overtime and the regularly scheduled rest period on the shift where the overtime is worked after working the second hour of overtime. Employees shall work up to the start of the rest period and be at their place of work at the end of the rest period. Employees will be allowed to clean up their workstations five (5) minutes prior to the end of the shift.

6.0	Leave Policies
All applications for a leave of absence shall be made in writing by the employee (unless beyond the employee’s capability) on a form provided by the Company, and if approved or disapproved, the employee shall be so notified in writing.
6.1	Holidays
ARAD recognizes the following twelve holidays: New Year’s Day, Martin Luther King’s Birthday, President’s Day, Memorial Day, Independence Day, Labor Day, Columbus Day, Veteran’s Day, Thanksgiving Day, Christmas Eve, Christmas Day and New Year’s Eve. Employees will be allowed to observe Easter Sunday as a non-workday, mission requirements permitting. 
In addition to the holidays listed above, the Company will observe any holidays declared as a legal holiday by Congress, the President or military authority and observed by the military where government employees are paid. (Example: “Moon Day”, Eisenhower’s death, etc.). Such holiday and observance shall be handled the same as a recognized holiday. If there is a military holiday for which government employees are not paid, which would otherwise require an employee to lose a day’s pay, he may take one day of accrued personal leave or vacation leave, if available. 
With the exception of the Christmas Eve, Christmas Day, New Year’s Eve and New Year’s Day holidays, whenever one of the above holidays falls on Sunday, the Monday immediately following shall be observed as the regular holiday, and except as noted above, whenever one of the above holidays falls on Saturday, the Friday immediately preceding shall be observed as the regular holiday if officially declared a legal holiday and generally observed by the military at Fort Rucker. Said holiday falling on Saturday or Sunday and observed on the proceeding Friday or following Monday shall be considered the regular holiday.
An employee on the active payroll of the Company shall, if otherwise eligible, receive eight (8) hours holiday pay at his regular rate of pay. In order to be eligible to receive holiday pay, an employee must have worked, or been excused his scheduled shift on his last workday immediately preceding such holiday and his scheduled shift on his first workday immediately following such holiday. An employee shall not receive holiday pay if the holiday occurs while he is on a leave of absence, or while he is on indefinite layoff. 
If work is scheduled for any holiday and an employee is notified but fails to work as scheduled, unless excused there from, he shall not receive holiday pay for said holiday. 
If one or more of the above holidays occurs while an employee is on an authorized vacation, he shall receive pay for such holiday or holidays as specified in this Article. However, employees who take vacation leave during periods of medical leave (IAW Article 25.8) are not eligible for holiday pay unless the vacation was scheduled prior to the date the medical leave (IAW Article 25.8) of absence began.
An employee working an odd workweek schedule shall be permitted to observe, without pay, if he desires his next regular workday or workdays for consecutive holidays, except Christmas Eve, Christmas Day, New Year’s Eve, and New Year’s Day, if said holiday(s) should occur on his regular day(s) off. Notice will be given to the Company at least two (2) workdays prior to said regular day(s) off if the employee desires an alternate holiday. 
When a holiday is to be observed on Monday, in order to both facilitate production requirements and also provide a holiday attached to the weekend, those employees assigned to third shift odd work week, with Friday and Saturday as normal “off days”, will take Sunday as the holiday. The employee will then work Monday as a normal workday without additional holiday pay or premium pay of any kind.

6.2	Vacation Leave
For Union employees, Vacation Leave shall be computed and scheduled on a fiscal year basis (October 1 through September 30). Vacation leave for seniority employees shall be computed as of October 1 of each year in accordance with their credited service in the preceding fiscal year, but in no event shall an employee accrue more than six (6) weeks of vacation leave with 240 hours pay. Vacation leave must be taken during the fiscal year following the fiscal year in which it is earned. Vacation leave cannot be taken during the fiscal year in which it is earned. 
Vacation leave will be credited to the employee’s vacation account during the first week of each month, provided the employee worked at least 80 hours during the preceding month. Authorized military leave for of fifteen (15) days or less, paid vacation leave, authorized military leave for disaster relief, paid personal leave, jury duty leave, paid holidays, temporary Christmas layoff, and time spent by the Union Grievance/Negotiating Committee on Union business and the first five (5) years of absences due to compensable injuries as defined by Workers’ Compensation Act of Alabama will be considered as hours worked for the purpose of computing credited service for vacation leave purposes. An expanded definition of Vacation Leave is provided in the Collective Bargaining Agreement, Article 14.

6.3	Personal Leave
Leaves of absence without pay for relatively short periods (three consecutive workdays or more) may be granted to employees for personal reasons and seniority shall accumulate during such leaves.
For Union employees, an employee will accumulate personal leave at the rate of six (6) hours per month, credited to the employee’s personal leave account on the first day of each month, provided, the employee worked at least 80 hours during the preceding month. Authorized military leaves of 15 days or less, paid vacation leave, authorized military leave for disaster relief, paid personal leave, jury duty leaves, holidays, temporary Christmas layoff, time spent by the Union Negotiating Committee on Union business, and the first five (5) years of absences due to compensable injuries as defined by the Worker’s Compensation Act of Alabama will be considered as hours worked for the purpose of computing credited service for personal leave. An expanded definition of Personal Leave is provided in the Collective Bargaining Agreement, Article 15.
Employees away from their jobs because of a compensable injury or compensable disease as defined by the Workers’ Compensation Act of Alabama shall be given leave of absence without pay, not to exceed five (5) years and shall accrue seniority while on such leave.

6.4	Sick Leave
ARAD provides payment of income (sick leave) for eligible employees when that employee is away from work due to illness. Employees will be eligible for sick leave after completion of 90 calendar days of service, if the work at least thirty (30) hours per week. Sick leave is the same as the employee's regular salary, and is subject to the same withholding elections. 
Sick leave will be accrued at the rate of a half (1/2) day for each month of service for eligible employees. The balance of unused, but accrued, sick leave days will be carried forward from one year to the next, up to a maximum of 30 days. All sick leave used by employees will be charged against the employee's total sick leave balance. Employees eligible for retirement from ARAD will be paid for all accrued, but unused, sick leave if the total is greater than 25 days. 
Any employee that is out on sick leave longer than two days must return to work with a doctor's certificate stating the nature of the illness and the employee's fitness to return to duty. 
If an employee is unable to work due to illness, the employee must notify their immediate supervisor as soon as possible after the onset of the illness, and certainly by the time the employee was to report to work. It is not permissible to be gainfully employed elsewhere while out on sick leave. Any employee doing so will be considered to have voluntarily quit without notice and to not be in good standing at the time of resignation. 
Sick leave may be taken in hourly increments for hourly employees, while salaried employees will be charged for sick leave for full day absences only, as salaried employees are not paid for overtime. 
ARAD permits use of available sick leave for use during absence due to the birth or adoption of a child to an employee. The sick leave will be in addition to other available time (see Maternity section). 
Industrial accidents and illness are covered by Worker's Compensation Insurance pursuant to the requirements of the laws in the various states in which ARAD operates. The sick leave policy outlined above does not apply to those illnesses or injuries that are covered by an applicable worker's compensation policy. 

6.5	Family Medical Leave Act
ARAD has a Family and Medical Leave Policy that is in compliance with The Family and Medical Leave Act of 1993 (FMLA). Eligible employees must be employed by ARAD at least twelve (12) months (but this period need not be consecutive) and have worked at least 1250 hours of service during the twelve month period prior to the request. ARAD locations with less than 50 employees within a seventy-five mile radius are not covered under this leave policy or the FMLA. Forms for leave requests are available from your personnel representative. 
Under the Leave Policy a total of up to twelve (12) weeks unpaid leave of absence is available to eligible employees under the following circumstances: 
· The birth of a child, but only within the first twelve months of the birth. This may not be used in conjunction with the Maternity Leave policy or the Sick Leave exception policy regarding maternity. 
· The placement of a child for adoption or other legal placement, within the first twelve months of the adoption or placement. 
· The need to care for a dependent, spouse or parent who has a serious medical condition. 
· The serious health condition of the requesting employee, which renders the employee unable to perform the functions of his/her position. 
During the unpaid leave, employees retain the same medical and dental coverage and must still contribute the same amount toward medical benefits as he/she paid before the leave began. (See benefits exception below) Upon return to ARAD at the end of the leave, the employee will be restored to his/her former position with the same rights, benefits, pay and other terms and conditions which existed prior to the leave, or to an equivalent position with equivalent rights, benefits, pay and other terms and conditions of employment. 
The Company reserves the right to deny leave reinstatement to key employees, where such denial is necessary to prevent substantial and grievous economic injury the company's operations. Key employees will be notified of the company's intention to deny reinstatement as soon as a determination is made that such injury would occur. In the event such employee decides not to return to work from unpaid leave, he/she will remain on leave for the balance of the leave period and then be terminated. Key employees are defined as the highest paid ten percent of employees employed by the company within a seventy-five mile radius of the facility where the employee is employed. 
Employees will be required to use all accrued vacation and floating holidays prior to being granted unpaid leave as outlined above for the birth or placement of a child, or to care for a seriously ill family member. The birth parent may choose to use the unpaid twelve week leave or to utilize the 6 week paid maternity leave, but cannot use both. If the employee requests the leave due to his/her own serious health condition, the employee may also be eligible for sick leave pay or short term disability payments if the condition of the leave meets the qualifications of those plans. 
Employees requesting leave for their own or an eligible family member's serious health condition will be required to provide medical certification. Medical certification must be provided thirty (30) days in advance of the request for leave when possible. 
ARAD may, at its discretion, require a second medical opinion on the health condition and periodic recertification at our expense. 
Other exceptions/provisions: 
· When both spouses work for ARAD, their aggregate leave in any twelve-month period may be limited to twelve weeks total, if the leave is taken for the birth or adoption of a child. 
· Intermittent or reduced leave may be taken in case of a serious health condition, either an employee's own or that of a child, spouse or parent, when medically necessary. The birth or placement of a child does not qualify for intermittent or reduced leave. 
· Employees out on unpaid leave will be required to contact their supervisors, at least every four (4) weeks, to report on their status and intention to return to work at the end of their leave. 
· Benefits based on an accrual basis (e.g. vacation, sick leave, and floating holidays) will not accrue during unpaid leave under this policy. 
· While on unpaid leave, an employee will not accrue seniority or service time for eligibility for a performance review, salary review, salary review, adjustment or bonus. 
· Employment benefits which are accrued prior to the unpaid leave will not be lost. 
As previously stated, group health insurance will continue on the same basis as prior to the leave, as long as the employee continues to pay his/her contribution as required before the unpaid leave. 
An employee on leave for his/her own serious health condition will be required to provide certification from his/her health care provider that the employee is able to return to work and perform all of the functions of the job to which the employee is returning.

6.6	Maternity Leave
ARAD employees are allowed up to six (6) weeks of leave after they have given birth to or following the adoption of a child. During this time, such employees will be paid at 70% of their regular salary. Additional time may be allowed under extraordinary circumstances (see Sick Leave) with the permission of your supervisor. 

6.7	Funeral Leave
Bereavement leave up to three (3) workdays can be taken and shall be paid when an employee loses time from work due to the death of a member of his immediate family. If a death in the immediate family occurs during the time an employee is out on previously arranged vacation, the employee will be paid bereavement leave instead of vacation leave. Bereavement leave shall be paid only upon request. Members of the immediate family include the employee’s grandchild, step grandchild, father, mother, spouse, sister, brother, child and current relatives as follows: stepfather, stepmother, half-sister, half-brother, stepsister, stepbrother, stepchild, father-in-law, mother-in-law, son-in-law, and daughter-in-law. Verification acceptable to the Company of the death and relationship shall be given to the Company upon request. Bereavement leave can be taken on the day of death and any time during the 30 calendar days after the death or extended upon mutual agreement by the company and union. 
One (1) day can be taken and shall be paid when an employee loses time from work due to the death of a grandparent or current spouse’s grandparent, brother-in-law, or sister-in-law. In the event that a grandparent raised an employee as a parent, such grandparent may be considered a parent for the purpose of this provision. “Child” includes a foster child placed in the employee’s home by a state agency. 
Bereavement leave shall not include premium pay nor be paid for any day that the employee receives holiday pay.

6.8	Jury Duty
ARAD supports employees called to fulfill their civic duty when called upon to serve jury duty, or as a witness in a court of law, or is subpoenaed to appear for a deposition. Notice of such service must be given to the Company upon receipt of jury summons or witness subpoena and proof of such duty must be submitted to the satisfaction of the Company before this section can apply. Your regular salary will continue as before for each day served, up to 40 hours per week (eight hours a day), not to exceed 180 workdays per year, at the employee’s regular rate. 
This section does not apply if the employee is a litigant to the cause.
Adequate proof of service must be provided in order to receive your regular salary during your absence for jury duty. You should provide your supervisor with verification from the court of the number of days you served on the jury, and the amount that you were paid per day. 
If the amount you are compensated by the court, per day, exceeds twenty (20) dollars per day, your regular pay will be offset by the excess amount. Extenuating circumstances, which would cause this deduction to become a penalty, must be discussed with and approved by your supervisor. If you are released from jury duty with at least four (4) hours remaining in your work day, you should return to work for the remainder of the day. 

6.9	Military Service
An employee who has received a leave of absence for military duty shall not be paid his unused vacation and personal leave accruals unless he so requests. An employee who has had his accruals paid off, shall upon return, be allowed to take an equivalent amount of time off without pay.
Employees ordered to active duty or disaster relief with the National Guard or organized military reserve units, shall be granted a leave of absence not to exceed fifteen (15) workdays each fiscal year or as required for disaster relief activations provided the employee furnishes the Company a copy of his military orders at the time the leave of absence is requested. Employees granted leave shall be paid the difference in the earned military base pay (base plus longevity pay) he received while on active duty and the pay he would have received had he worked his regular schedule during his leave of absence. In order to be eligible for payment, the employee shall be required to furnish the Accounting Department a government computer printout or a certificate signed by his disbursing agent setting forth the amount of military base pay he earned during his leave period. Fifteen (15) days of differential pay is the maximum paid under this provision. 
Employees may request vacation leave pay while in a military leave of absence status. An employee granted vacation leave pay while on military leave shall receive vacation leave pay at his regular rate in addition to the military leave pay differential. The payment of vacation leave pay during a military leave of absence does not establish eligibility for holiday pay.

7.0	Work Performance
ARAD believes that providing a well-structured performance management process is the most effective way to accomplish our organizational goals.  Management of performance should be based on goals set at the organizational level and driven down throughout the organization.
Performance goals help employees understand how what they are doing affects the performance of the organization, helping the employee understand that what they do makes a difference and how it affects the bottom line.

7.1	Job Objectives, Performance Reviews, Salary Reviews 
Within one week of employment, job change or promotion, every employee will be given job objectives which detail the requirements and expectations of the position for which the employee was hired. ARAD will measure your job performance against these objectives. After every evaluation, job objectives will be re-dated and reviewed, or rewritten if needed.
New-hire reviews occur at 30, 60, and 90 day intervals during the probationary period. During these meetings, the employee and supervisor will discuss performance expectations and set clear goals for the new employee; establishing a thorough understanding of what is required for employee success. You will be asked to sign a statement indicating agreement with, and understand these objectives. 
Performance reviews are normally conducted every six (6) months from the date of hire, with the exception of a three month review at the end of your probationary period. All performance reviews are based on merit, achievement, job description fulfillment and overall performance. 

7.2	Insubordination
Insubordination, or insolence, is a type of misconduct that can range from disruptive behavior to a willful refusal by an employee to follow a directive given by management. Insubordination is one of the most serious industrial offences, as it affects the employer’s right to manage, and can lead to tension, lower morale and lower productivity. 
Disruptive behavior can take on many forms: outright refusal to carry out work, manifest non-performance, inappropriate comments, persistent complaints and non-verbal communication expressions of dissatisfaction (i.e., eye rolling, sighing, etc.). Defiant and disrespectful behavior will not be tolerated in the company and it is expected that all ARAD employees will abide by basic rules of professional courtesy.

8.0	Employee Health and Safety
Safety is everyone's job. ARAD provides a clean, hazard free, healthy, safe environment in which to work in accordance with the Occupational Safety and Health Act of 1970. As an employee, you are expected to take an active part in maintaining this environment. You should observe all posted safety rules, adhere to all safety instructions provided by your supervisor and use safety equipment where required. Your workspace should be kept neat, clean and orderly. 

8.1	Safety and Accident Rules 
ARAD shall maintain safe and healthful conditions including safety equipment as is necessary to protect employees from injury. It is the desire of ARAD to eliminate, as far as possible, industrial accidents and illnesses. (CBA)
It is your responsibility to know the location of all safety and emergency equipment, as well as the appropriate safety contact phone numbers. A copy of the Emergency Procedures will be posted in each work area. 
All safety equipment will be provided by ARAD. Employees will be responsible for reasonable upkeep of this equipment. Any problems with or defects in, equipment should be reported immediately to your supervisor. 
As an employee, you have a duty to comply with the safety rules of ARAD, to assist in maintaining a hazard-free environment, to report any accidents or injuries, and to report any unsafe equipment, working condition, process or procedure, immediately to a supervisor. 
Employees may report safety violations or injuries anonymously to the Safety Committee, if they are not the injured or violating party. No employee will be punished or reprimanded for reporting safety violations or hazards. However, any deliberate or ongoing safety violation, or creation of hazard, by an employee will be dealt with through disciplinary action by ARAD, up to and including termination. 
All work related accidents are covered by Worker's Compensation Insurance pursuant to the laws of the states in which we operate. 

8.2	Workplace Safety
Safety is a top priority for ARAD in taking care of customer property and people, while ensuring safe, quality products and services for our customers. As a company, ARAD’s management and employees support a “Safety First” approach in maintenance, repair, service and logistics operations. This commitment requires all employees and our suppliers to adhere to all legal and safety requirements and standards. We will establish, review and access our safety objectives with the intent of not only meeting them, but also continually improving safety processes. ARAD employees are empowered to stop operations to prevent unsafe acts of people, products and services. 

8.3	Workplace Security
ARAD is committed to providing a workplace that is free from acts or threats of violence. It is therefore essential that every employee understand the importance of workplace safety and security.
Every threat of violence is potentially serious and must be treated as such. Threatening behavior can include such actions as throwing objects, making verbal threats to harm another individual or destroy property, displaying an intense or obsessive romantic interest that exceeds the normal bounds of interpersonal interest, or attempting to intimidate or harass other individuals.
For an individual who becomes aware of any actual violence, imminent violence, threat of imminent violence, or threatening behavior; obtaining emergency assistance becomes a matter of first priority. The individual should immediately contact management, the Human Resources Department, or local law enforcement by dialing 911.

8.4	Emergency Procedures

FOR ALL PHYSICAL OR MEDICAL EMERGENCIES, 
CONTACT 911 IMMEDIATELY

9.0	Benefits
ARAD makes health insurance, life insurance and accidental death coverage (group benefits) available to eligible employees and their eligible family members. The Company pays the majority of the premiums for the group benefits, with the employee sharing the balance of the cost. Single and family plans are set at different contribution rates. Long term disability benefits are also offered at no cost to employees. 
The low cost of these benefits is an important part of each eligible employee's compensation package. Eligible employees may also purchase optional life insurance for spouses and dependents. 

9.1	Group Insurance Benefits 
Eligible employees are all full time employees who have completed ninety (90) calendar days of employment, and part time employees who work at least twenty-five (25) regular hours a week and have completed ninety (90) calendar days of employment. 
Specific details on coverage and benefits are outlined in ARAD' Health Benefit Handbook that is provided to you during employee orientation. You will also receive authorization forms for all benefits at orientation. Please see your personnel representative if you have not been scheduled for orientation or have not received the Benefit Handbook. 

9.2	Short Term Disability 
Short term disability (STD) benefits provide income continuation during periods of serious illness resulting in total disability. You are totally disabled if you are unable to perform your job due to major illness or accidental bodily injury. ARAD employees bear no cost for this benefit. It provides up to 180 days of short term disability benefits within a twelve-month period. 
The employee's total disability period must exceed ten (10) consecutive working days to qualify for STD benefits. All Sick Leave benefits must be exhausted before an employee can request STD benefits. Once the initial ten (10) day waiting period is met, STD benefits will be retroactive to the first unpaid day of absence (given that sick leave benefits are exhausted). 
Regular full time and regular part time employees of ARAD are eligible for this benefit once they have completed ninety (90) calendar days of service and work at least thirty (30) days per week on a regular basis. 
Under STD benefits, eligible employees are paid 80% of their normal base salary. This means you will be paid based upon your regular rate of pay excluding overtime, bonus, vacation, and any other accrued paid leave or additional compensation. STD benefits may not exceed 80% of your base salary, unless augmented by available accrued vacation. If you have additional payments from worker's compensation or state disability while you are on STD benefits, which would increase your overall benefits to exceed 80%, your STD benefits will be reduced accordingly. 
Group health benefits will continue on the same basis as prior to the onset of STD benefits. STD benefits will be subject to all payroll withholding elections of the employee which were in effect prior to the short term disability. 
It is important that an employee provide their supervisor with the treating doctor's statement as soon as you know an illness or injury will result in an absence greater than ten (10) days. The doctor's statement must identify the nature of your disability and the date you are expected to be able to return to work. ARAD may require a second medical opinion, at its own expense, and periodic recertification. If there are discrepancies in the first and second opinions, we may require a third doctor to render a medical opinion. This third doctor will be selected jointly by ARAD and the employee, and the third opinion will be binding both on us and the employee. 
Upon returning to work, you must provide a release, or return to work form, from the doctor treating your illness or injury. 

9.3	Worker's Compensation 
Employees who are injured on the job at ARAD are covered by Worker's Compensation Insurance. It is your responsibility to immediately notify your supervisor of any injuries you sustain while on the job at ARAD. 
Your supervisor will notify your personnel representative. We encourage injured employees to seek immediate medical attention. All medical expenses related to the treatment of an injury sustained on the job are paid in full directly to the medical providers. After a specified waiting period, you are also eligible for disability payments set forth by state law, where necessary. 
The Worker's Compensation plan is administered by a separate insurance company who will be notified by your personnel representative. You will be contacted by a representative of the administering company. Information on the current company administering this plan will be provided to you by your personnel representative. Additional information on Worker's Compensation Insurance is available from Personnel. 

9.4	Retirement Plans 
ARAD employees have the opportunity to participate in a retirement plan which allows employees to save a portion of their compensation for retirement. After one year of service, employees are eligible to participate in the plan. Contributions to this plan are pre-tax dollars, which means the amount specified by the employee is taken from their salary before federal income taxes are taken out. The employee is then taxed on the remaining salary, resulting in additional savings. It should be noted that any distribution from the 401(k) plan will be subject to tax, whether that be early or qualified distribution. Early distribution may also carry a monetary penalty. See your personnel representative for more details and a copy of the ARAD Employee Savings Plan. 
Contributions by the company are based on the amount contributed by the employee, with ARAD matching 4% of the employee's contribution. As with employee contributions, taxes on company contributions and their related earnings are deferred until distribution from the plan. Company contributions are not fully vested to the employee until after a five year period; employee contributions are fully vested from the time of contribution. 
Employees are urged to seek advice from a financial expert prior to any distribution from the 401(k) plan. ARAD also contributes to the 401(k) for employees participating in this plan. 

[bookmark: _GoBack]9.5	Employee Assistance Program
We encourage our employees to seek assistance, as needed, from qualified professionals. When personal problems and difficulties are identified and appropriately treated in their early stages, the likelihood of a successful outcome is improved. Our employee assistance program, LifeMatters© helps employees deal with problems in a confidential and safe environment. 
Should you require assistance with any problem which is impacting your personal and/or professional life, we encourage you to call. 
The confidential number is 1-800-634-6433.  Website: mylifematters.com,  Pin:L3C1
These calls are manned by a privately owned counseling referral service that offers counselling, financial consultations, and limited legal advice. ARAD will never be aware of your contact to this service, nor will any reports on your contact be forwarded to us. All interaction with LifeMatters© is strictly confidential and available toll-free, 24/7. If you feel the need for counseling, we encourage you to take this opportunity for assistance.

10.0	Exit Interview
It is the intention of ARAD to give terminating employees the opportunity to provide feedback regarding his/her employment. Information collected at the Exit Interview may be used for research purposes, to document the reasons individuals leave employment, to identify potential problem areas, and to improve personnel practices and the overall work environment.
It is the policy of ARAD that all separating employees shall complete an Exit Questionnaire and participate in an Exit Interview. This policy shall apply to both voluntary and involuntary separations. Employment may be terminated in accordance with the terms and conditions set forth in any employment contracts, union contracts, or by an employee. Separations include dismissals, lay-offs, non-renewals, resignations, and retirements.
Exit Questionnaire: All separating employees shall complete an Exit Questionnaire, available from the supervisor or Human Resources personnel, and bring the completed questionnaire to the exit interview. This information will be retained in a confidential file, separate from other personnel records, in the Affirmative Action office.
Information collected during the Exit Interview Process shall be confidential and will not be used in any way to reflect upon the exiting employee. Employees are encouraged to be candid and to ask any questions they may have regarding their separation. The exit interview is intended to give the employee a chance to speak freely concerning reasons for leaving.

11.0	Acknowledgments of Receipt
Employees are expected to read and understand the ARAD Employee Handbook. This handbook is neither a contract of employment nor a legally-binding agreement. Employees will sign the Acknowledgment of Receipt form, acknowledging having received a copy of the handbook.
 
12.0	Appendix


ACKNOWLEDGMENT OF RECEIPT OF EMPLOYEE HANDBOOK
 
The Employee Handbook contains important information about ARAD, and I understand that I should consult the Human Resources Department regarding any questions not answered in the handbook. I have entered into my employment relationship with ARAD voluntarily, and understand that there is no specified length of employment. Accordingly, either ARAD or I can terminate the relationship at will, at any time, with or without cause, and with or without advance notice.
I understand and agree that no person other than the Chief Executive Officer may enter into an employment agreement for any specified period of time, or make any agreement contrary to ARAD’s stated employment-at-will policy.
Since the information, policies, and benefits described herein are subject to change at any time, I acknowledge that revisions to the handbook may occur, except to ARAD’s policy of employment-at-will. All such changes will generally be communicated through official notices, and I understand that revised information may supersede, modify, or eliminate existing policies. Only ARAD’s Chief Executive Officer has the ability to adopt any revisions to the policies in this handbook.
I understand that this handbook is neither a contract of employment nor a legally-binding agreement. I have had an opportunity to read the handbook, and I understand that I may ask my supervisor or any employee of the Human Resources Department any questions I might have concerning the handbook. I accept the terms of the handbook. I also understand that it is my responsibility to comply with the policies contained in this handbook, and any revisions made to it. I further agree that if I remain with ARAD following any modifications to the handbook, I thereby accept and agree to such changes.
I have received a copy of the ARAD Employee Handbook on the date listed below and will read the entire handbook. I understand that this form will be retained in my personnel file. 

	__________________________________
Signature of Employee
	__________________
                             Date

	__________________________________
Employee’s Name, printed
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