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WELCOME TC "WELCOME" \f C \l "1"  

We would like to take this opportunity to welcome you into the ABC Mutual Insurance Company family.  We are a team of dedicated insurance professionals with the goal of providing the highest quality insurance coverage to our mutual company shareholders.  We look forward to your special contribution to our cause.

In order to provide the highest quality insurance services, it is of fundamental importance to maintain an atmosphere of courtesy, friendliness and cooperation.  Since we are often dealing with customers who have suffered a severe economic loss, we must place the highest order of importance on our sensitivity to their needs.  Your actions and attitudes towards our customers and your fellow employees will, in large part, determine how ABC Mutual Insurance Company is viewed by the public.  Our goal is to meet the needs of our customers and to exceed their expectations.

MISSION STATEMENT TC "MISSION STATEMENT" \f C \l "1"  

We are a local cooperative, owned and directed by our members, the policyholders.  Our Mission is:  To meet the needs of our members by providing quality insurance products and to exceed their expectations of service and value and to conduct all business in an ethical and honest manner.

INTRODUCTION TC "INTRODUCTION" \f C \l "1"  
There are several things that are important to keep in mind about this Handbook.  First, it contains only general information and guidelines.  It is not intended to be comprehensive or to address all the possible applications of, or exceptions to, the general policies and procedures described.  For that reason, if you have any questions concerning eligibility for a particular benefit, or how a particular policy applies to you, you should address your specific questions through the General Manager.  

This Handbook is not a contract, express or implied, guaranteeing employment for any specific duration.  Although we hope your employment relationship with us will be long term, either you or the Company may terminate this relationship at any time, for any reasons, with or without cause or notice.  Please understand that no supervisor, manager, or other representative of the Company other than the President of the Board has the authority to enter into any agreement with you for employment for any specified period.  Further, any employment agreement entered into by the President of the Board is not enforceable unless it is in writing.  

You should also understand that the procedures, practices, policies, and benefits described in this Handbook may be modified or discontinued from time to time.  It is our intent to inform you of changes as they occur.

Finally, some of the subjects described here are covered in detail in the official plan documents and summary plan descriptions governing the Company’s employee benefit plan.  You should refer to these documents for specific information, since this Handbook only briefly summarizes those benefits. 

EMPLOYMENT POLICIES TC "EMPLOYMENT POLICIES" \f C \l "1" 
CODE OF CONDUCT TC "CODE OF CONDUCT" \f C \l "2"  

We expect employees to conduct themselves in a responsible, professional and ethical manner.  This includes, but is not limited to, the following behavior(s): 


· showing uncompromising honesty and integrity in all work activities and relationships;

· avoiding conflicts of interest between work and personal life;

· respecting the dignity and worth of all individuals; 

· encouraging individual initiative; 

· promoting a culture where fairness, respect and personal accountability are valued, encouraged and recognized; and

· creating a safe workplace.

Report unethical or dishonest behavior to the General Manager.  Reported activities will be investigated and the appropriate means for proper resolution will be determined.  Employees found to be conducting themselves in an unethical manner may be subject to appropriate disciplinary action, up to and including termination.

EQUAL EMPLOYMENT OPPORTUNITY STATEMENT TC "EQUAL EMPLOYMENT OPPORTUNITY STATEMENT" \f C \l "2"  

We are committed to providing a work environment that is free from discrimination.  The Company prohibits discrimination in employment against any employee or job applicant because of that person’s race, color, religion, sex, national origin, disability, age, sexual orientation, marital status, or any other legally protected status.  If you believe that you or someone else has been subject to discrimination prohibited by this Policy, you immediately should report this to General Manager or your supervisor.  Anyone engaging in unlawful discrimination may be subject to discipline up to and including termination. 

Reasonable Accommodation:  It is also our policy to comply with applicable laws providing for nondiscrimination in employment against individuals with disabilities.  An employee who believes he or she has a disability and may require an accommodation should contact the General Manager.

ANTI-HARASSMENT POLICY TC "ANTI-HARASSMENT POLICY" \f C \l "2"  

It is the Company’s policy that employees and others acting on the Company’s behalf are entitled to respectful treatment in the workplace. Being respected means being treated honestly and professionally, with your unique talents and perspectives valued. A respectful workplace is about more than compliance with the law. It is a working environment that is free of inappropriate behavior of all kinds. The Company is committed to providing a workplace in which the dignity of every individual is respected. Each of us should understand that incidents of harassment and inappropriate behavior will not be tolerated at the Company.

Harassing Conduct.

Harassment is unwelcome conduct toward an individual because of his or her race, color, sex, age, sexual orientation, religion, national origin, disability, or any other legally protected status, when the conduct creates an intimidating, hostile or offensive work environment that causes work performance to suffer or negatively affects job opportunities.  Examples of harassment that may violate the law and will violate this policy include:

· Oral or written communications that contain offensive name-calling, jokes, slurs, negative stereotyping, or threats. This includes comments or jokes that are distasteful or targeted at individuals or groups based on race, color, sex, age, sexual orientation, religion, national origin, disability, or any other legally protected status.  

· Nonverbal conduct, such as staring, leering and giving inappropriate gifts. 

· Physical conduct, such as assault or unwanted touching.

· Visual images, such as derogatory or offensive pictures, cartoons, drawings or gestures.  Such prohibited images include those in hard copy or electronic form.

Sexual harassment.

“Sexual harassment” means unwelcome sexual advances, unwelcome requests for sexual favors, unwelcome physical contact of a sexual nature or unwelcome verbal or physical conduct of a sexual nature.  Sexual harassment includes conduct directed by a person at another person of the same or opposite gender.  Unwelcome verbal or physical conduct of a sexual nature includes but is not limited to the deliberate, repeated making of unsolicited gestures or comments of a sexual nature; the deliberate, repeated display of offensive sexually graphic materials which is not necessary for business purposes; or deliberate verbal or physical conduct of a sexual nature, whether or not repeated, that is sufficiently severe to interfere substantially with an employee’s work performance or to create an intimidating, hostile or offensive work environment.

Inappropriate behavior.

The Company’s goal is to have a work environment where we all treat each other respectfully and professionally. Any unprofessional or disrespectful behavior, even if it does not rise to the level of “harassment,” interferes with that goal and will not be tolerated. The Company reserves the right to respond to inappropriate behavior even where no one has complained or indicated they have been offended.

How to report a violation.

Do not assume that the Company is aware of the problem.  It is your responsibility to bring your complaints and concerns to our attention so that we can help resolve them.  Immediately report suspected violations of this policy to your supervisor, the General Manager or your Human Resources contact.

Investigation and response.

If you report a complaint of harassment or inappropriate behavior, we will investigate your concerns. Where there has been a violation of policy, we will take appropriate action to try to avoid future violations. In appropriate cases, disciplinary action (up to and including termination) will be taken against those violating the Anti-Harassment Policy. We will inform parties about the status of reviewing their complaints. To respect the privacy and confidentiality of all people involved, we might not share specific details of the discipline or other action taken.

Company management responsibility.

Every Company supervisor and manager is responsible for ensuring that the Company provides a workplace free of harassment and inappropriate behavior and that complaints are handled promptly and effectively.  The Company management must inform their employees about the policy, promptly investigate allegations of harassment, take appropriate disciplinary action, and take steps to assure retaliation is prohibited.

Retaliation is prohibited.

This policy strictly prohibits any retaliation against an employee or other person who reports a concern about harassment or other inappropriate behavior.

Application.

This applies to all employees and to anyone else doing business for or with Company.  This includes customers, vendors, suppliers and contractors.   It also applies to all locations and situations where Company business is conducted and to all Company-sponsored social events.

DRUG AND ALCOHOL FREE WORKPLACE TC "DRUG AND ALCOHOL FREE WORKPLACE" \f C \l "2"  

Controlled Substances.

The Company prohibits the trade, sale, unauthorized possession or unauthorized use of narcotics and other illegal controlled substances on Company premises. Reporting to work under the influence of an unlawful controlled substance is also prohibited. Such activities are illegal and may adversely affect employees’ safety, health, longevity and seriously impair their performance. In addition, such substance abuse constitutes a potential danger to the security and welfare of other employees and exposes the Company to the risk of a financial and property loss.

Alcohol.

Consumption, possession or being under the influence of alcohol on the premises of the Company is prohibited at any time.  By approval of the Board of Directors and Management, alcohol consumption may be allowed at meetings held on premises after normal business hours. In the event that alcohol is offered at Company functions or vendor outings, care should be taken to uphold the Company name and employees are required to present themselves in a controlled and respectable manner.

Prescribed medication.

Prescribed medications are permitted if they do not adversely affect job performance and/or the safety of the employee or other individuals in the work place. Employees are expected to notify their supervisor if they are taking prescribed medications or over-the-counter medications that may unfavorably affect the employee’s judgment, performance or behavior. Employees are also expected to follow all directions, restrictions and warnings for any prescribed or over-the-counter medications and drugs. Company reserves the right to take appropriate action (including relieving an employee from work) if the use of a drug (prescribed or over-the-counter) is impairing or is deemed likely to impair the employee’s faculties or work performance.

Reporting Violations.

To help the Company maintain a drug-free workplace, if you become aware of another employee selling, purchasing, transferring or using drugs while on the job, you must report the circumstances to your supervisor.

DRUG AND ALCOHOL TESTING OF EMPLOYEES TC "DRUG AND ALCOHOL TESTING OF EMPLOYEES" \f C \l "2"  

Reasonable Suspicion Testing.

If the Company reasonably suspects that an employee is using or has used drugs or alcohol in violation of the written policy, the employee will be required to go through drug or alcohol testing.  The basis for forming a belief that testing is justified will generally be based on specific facts and rational inferences drawn from those facts.  A positive result may lead to immediate discharge.

General Testing Information.

All testing will be administered in accordance with federal and state laws. (Company may provide transportation to and from the testing facility if an employee is being tested under reasonable suspicion circumstances and possibly post accident.)  All refusals to undergo drug testing will lead to the withdrawal of a job offer or automatic dismissal. Any action taken against an employee or prospective employee shall be based on the results of the drug or alcohol test only.

Tampering with a urine sample or the submittal of a false sample, are actions that will lead to the withdrawal of a job offer or automatic dismissal.  At the time of testing, the individual to be tested may provide information to the medical review officer (MRO) or his/her designee that might be relevant to the drug test.  Such information may include identification of prescription or nonprescription drugs currently or recently used or any other relevant medical information.  The MRO shall, prior to the results being reported to the Company, review and interpret any confirmed positive test results. 

SMOKING TC "SMOKING" \f C \l "2"  

The Company has elected to provide a smoke-free, tobacco free environment in order to consider the needs and concerns of both our smoking and non-smoking employees.  Thus, there is absolutely no smoking allowed in the Company’s building.  Smoking on the premises is permitted only in outdoor-designated areas and only when an employee is on a break or lunch period.  Smoking in other areas of the Company premises is strictly prohibited. 
ATTENDANCE TC "ATTENDANCE" \f C \l "2"  

Consistent attendance is an essential function of every employee’s position.  Upon accepting employment with us, you assume the personal responsibility of being on the job each day you are scheduled to work. Employees who are habitually late or absent are subject to disciplinary action, including termination.

Notification.

Employees must notify their supervisor in advance, whenever possible, of any absence.  Notification should be no later than forty-five minutes after their regularly scheduled starting time.  If you are gone from work for health reasons for three (3) consecutive days or more, we may request a medical note from your health care provider.  Unexcused absences may result in discipline, up to termination. 

Use of Paid Leave.

For hourly nonexempt employees, all time slips must equal 80 hours until you have used up all sick time and vacation time.  When your accrued sick and vacation benefit time is used up, you must request time off without pay, which will be at the discretion of management.  

OUTSIDE EMPLOYMENT/CONFLICT OF INTEREST TC "OUTSIDE EMPLOYMENT/CONFLICT OF INTEREST" \f C \l "2"  

Insurance regulations provide that no insurance Company employee shall maintain any outside business or financial interest which may conflict with the interest of its corporate duties.  Consequently, all employees are required annually to disclose in writing any interest they may have in any organization with which we are in competition, in order that it may be decided whether or not there is a conflict of interest.

Outside employment is generally permitted unless it is found to interfere with the employee’s job performance at the Company. If the quality of job performance at the Company begins to suffer, the employee will be asked to choose between jobs. An employee will not be permitted to work for another employer while on a leave of absence or while absent for illness from the Company. Outside work in a similar field is not permitted.

DRESS CODE TC "DRESS CODE" \f C \l "2"  

It is important that we project the image of who we are.  Since we are a professional organization we are to dress accordingly.  Our goal is to present a professional image to our policyholders, agents, board members, vendors, visitors, and other members of our staff.

Personal attire and appearance should be neat, clean and appropriate for the activities performed.  The following applies to normal days in the office.  We may have special events such as golf outings, picnics, or other business related activities that require (or permit) different or special clothing which may allow you to dress accordingly.

All employees shall:

· Dress as reasonably professional as possible.  Dresses, pant suits, blouses, slacks, skirts (but no more than 2 inches above the knee), capri dress pants, shirts (including sleeveless dress shirts), suits, ties, sport coats, sweaters are all acceptable.

· Wear clean shoes in good repair.  Flip flops (single strap between the toes, jelly shoes, thongs), tennis and athletic shoes, and similar footwear are not permitted.

· Not wear jewelry in visible body piercing, other than earrings in the ear lobes.  Any other jewelry worn in body piercing must be adequately covered by clothing or cannot be worn.

· Wear clothing of sufficient density to not markedly reveal undergarments.  Foundation garments should never be visible.

Inappropriate attire for both men and women includes:

· Tank tops, backless, see-through, tight-fitting, spaghetti straps, strapless, extremely short, or low-cut and revealing blouses, tops, dresses, or skirts.

· Blouses, shirts, or tops that end at the waist unless covered by another garment.

· Clothing that reveals mid body skin or undergarments while working, bending and reaching.

· Overalls, T-shirts, sweatshirts, lycra, Spandex, sweat suits, athletic wear, blue jeans, shorts, and skorts.

Casual Fridays.

Casual wear is permitted on Fridays at the Manager’s discretion; however clothing must still be clean, neat, in good condition and professional in appearance.

Employees may wear:

· Jeans in good repair.

· Cargo pants.

· Athletic shoes and tennis shoes.

· Skorts, provided they are no more than two (2) inches above the knee.

· Pull over tops and sweatshirts.  Please use common sense and remember we are professionals.  Manager’s discretion will apply.

Claims and inspection personnel.

These employees are permitted to wear heavier clothing such as work shoes and boots, blue jeans, hats, work shirts and coats where it is impractical to wear dressier clothing.  If you plan to be in the office for the entire day, you are expected to dress more professionally.  Work clothes can be held on hand and easily changed into if you are called out of the office during the day.

Personal hygiene and appearance all employees shall:

· Maintain good personal hygiene (Clean and free of offensive odor).

· Keep nails manicured and clean; length should allow for easy cleaning and be compatible for expected tasks.

· Not wear perfume or cologne if someone else in the office has an allergic reaction to it.

· (If applicable) Keep facial hair clean, neat and well groomed.

· Maintain neat, professional, clean and controlled hair.

Exceptions to the Dress Code may be made for religious, handicap, disabled, medical, and national origin purposes at the Management’s discretion

NON-SOLICITATION/DISTRIBUTION TC "NON-SOLICITATION/DISTRIBUTION" \f C \l "2"  

It is the Company’s policy that there shall be no solicitation during working time. Work time is for work. All employees should accomplish their work and not interfere with other employees trying to perform their work. No employee may engage in solicitation, nor may any employee willingly accept solicitation, on behalf of any club, society, religious organization, political party, labor union or similar association, or for any other purpose, during actual working time of either the solicitor or the person being solicited. Actual working time means the time during which an employee is required to be performing work duties. Working time does not include the time before the employee’s scheduled workday begins, the time after the employee’s scheduled workday ends, or the employee’s break or lunch period.

Employees may not distribute literature in working areas at any time. Working areas include all areas of the premises except the lunchroom.

DISCIPLINE TC "DISCIPLINE" \f C \l "2"  

Employment with the Company is at will.  Accordingly, the employment of any employee may be terminated for any reason at any time, with or without notice.  Any representation to the contrary is not binding upon the Company, unless signed in writing by an officer of the Company and the employee. 

Employees may be subject to discipline for many reasons, including performance failure, misconduct, inappropriate behavior, and failure to comply with Company policies, including the Code of Conduct and other policies outlined above.  This list is not all-inclusive, but simply provides examples of conduct that may result in discipline up to and including termination.  We reserve the right to discipline any employee and to determine the particular discipline to be imposed in any given case, including but not limited to disciplinary actions such as verbal warning, written warning, or suspension, in any order, or termination of employment.

TERMINATION/RESIGNATION TC "TERMINATION/RESIGNATION" \f C \l "2"  

Employees who either resign voluntarily or are terminated involuntarily shall be paid all vacation earned but not taken as of the last date of employment.  Unused earned sick pay shall not be paid in either instance.

COMPLAINTS TC "COMPLAINTS" \f C \l "2"  

To assure prompt resolution of a problem, you should bring your complaint to the attention of your supervisor as soon as possible.  Your supervisor will attempt to resolve your complaint or problem to your satisfaction and within the scope of established policies and procedures.  In the event that your problem or complaint is not resolved or you are not satisfied with your supervisor’s initial response, you may request time from a member of management in which to discuss your complaint.  

COMPANY PROPERTY TC "COMPANY PROPERTY" \f C \l "1" 
ELECTRONIC RESOURCES TC "ELECTRONIC RESOURCES" \f C \l "2"  

The Company’s Electronic Resources provide many tools through which information can be shared around the globe. The efficient use of electronic resources contributes to the Company’s success. It is the Company’s policy that the Company’s Electronic Resources be used only in ways that do not violate the law, the Company’s Policies or Code of Conduct.  Company employees must also protect Company Electronic Resources from unauthorized uses and security threats.  The term “Electronic Resources” means all electronic devices, software, systems and networks, directly or through a third party, used to transmit, receive, process or store Company information or data.  Company Electronic Resources include, but are not limited to, computers, servers, databases, PDAs, telephones, wireless devices, e-mail systems, voice messaging systems, and Internet connectivity.  It also includes the use of non-Company-owned electronic resources storing or connecting to Company data. This policy applies whenever and wherever Company Electronic Resources are accessed and used. 

Personal Use.

Company allows reasonable and limited personal use of Company Electronic Resources by employees.  Employee personal use must be occasional and brief, must not unduly burden Company’s resources and systems, must comply with all laws and Company policies, and must not interfere with normal business activities or the employee’s ability to meet job expectations.  In addition, employee personal use for outside commercial ventures, personal financial gain, political fundraising or other political purposes is prohibited. 

Company Right to Access.
The Company reserves the right to monitor or access employee communications or other materials created, received, stored, transmitted or processed using Company’s Electronic Resources, at any time and without notice, where there is a business reason to do so and as permitted by law.  For this reason, users of Company’s Electronic Resources should not have an expectation of privacy in e-mails, documents, files, voice files or other communications or materials created, received, stored, transmitted or processed using Company Electronic Resources, unless required by law. 

Guidelines For Use.

· Protect UserIDs and passwords for Company Electronic Resources and ensure their proper use.  Passwords are confidential information.  All passwords should be given to the General Manager in confidentiality so a master list may be kept and used when appropriate.

· Ensure that your workstation and mobile devices connecting to Company networks meet corporate standards.  Do not uninstall or disable Company-provided security solutions, such as anti-virus tools, firewalls or password-protected screensavers.  

· Lock workstations when left unattended. 

· Use only properly licensed copies of computer software. Do not copy or use software licensed to Company unless Company’s license from the software publisher permits the copying or use. 

· Limit your personal use of Company Electronic Resources to periods of scheduled break time.  If necessary during working hours, make sure your use is occasional and brief, does not unduly burden Company’s resources and systems, complies with all Company policies, and does not interfere with normal business activities or your ability to meet job expectations.  

· Be aware that the Company reserves the right to access and monitor Company Electronic Resources and employee use of those resources, as permitted by law.  

What to Avoid. 

· Using electronic resources in a manner that violates any law or Company Policy.

· Using electronic resources in a manner inconsistent with a respectful business environment or which violates Company’s Anti-Harassment Policy, for example, by sending offensive or harassing messages or downloading or viewing sexually explicit or other offensive material. 

· More than occasional, brief personal use of Company Electronic Resources during working hours. 

· Using Company Electronic Resources for outside commercial ventures, personal financial gain, political fund-raising or other political purposes. 

· Downloading, copying or using software or other materials in violation of copyright laws or license restrictions. 

· Posting a list of passwords next to your workstation. 

· Disabling any Company-required software. 

· Using the Company email system to send personal photos or other large non-business files, which can negatively impact Company network operations. 

· Sending or forwarding chain e-mail, i.e., messages containing instructions to forward the message to others. 

· Transmitting any content that is offensive, harassing, or fraudulent.

· Downloading/Installing software/hardware that is not necessary for normal work duties.

· The General Manager may periodically scan Company computers to verify that only authorized software is installed.  

TELEPHONE CALLS AND PERSONAL VISITS TC "TELEPHONE CALLS AND PERSONAL VISITS" \f C \l "2"  

All personal telephone calls and office visits shall be limited to an acceptable time period. Abuse of this policy will be considered in your wage and performance review.  Personal phone calls should be limited to periods of break time.  Personal phone calls taken during working hours should be brief and not distracting to other Company personnel.  If personal phone use of an employee becomes excessive, the General Manager has the right to revoke personal phone use.  All personal phone calls made at the expense of the Company will need to be reimbursed by the employee on a monthly basis.  Personal cellular phones are required to be turned off during working hours.

RETURN OF COMPANY PROPERTY TC "RETURN OF COMPANY PROPERTY" \f C \l "2"  

Upon termination, whether voluntary or involuntary, employees must promptly return all Company property that the employee has in his/her possession or control.  Supervisors will keep a checklist of equipment issued to each employee at the beginning of employment and this equipment needs to be accounted for upon termination.

EVALUATIONS AND PERSONNEL RECORDS TC "EVALUATIONS AND PERSONNEL RECORDS" \f C \l "2" 
Timing of Evaluations. 

Formal evaluation of the performance of each full-time employee will usually be made by the immediate supervisor at six (6) months after date of hire and at regular intervals thereafter.  Intervals between performance evaluations should generally be no more than one (1) year, however, the supervisor may establish intervals of shorter duration for any or all jobs.  

Performance Evaluations. 

Performance is how well you do the tasks that have been assigned to you.  In addition, special tasks and how well you relate to customers, agents and fellow employees will be included.  Also, consideration will be given to your creative input, time management and any other aspect of your behavior that has beneficial or detrimental value to the Company.  Constructive recommendations will be made to correct weaknesses and/or better utilize strengths.  A copy of the performance evaluation is given to the employee and the original is placed in the employee’s personnel file.

All pay changes shall be at the sole discretion of the General Manager.

Employee Inspection of Personnel Files. 

In accordance with state law, the employer shall make certain employee records available for employee inspection within seven (7) working days after receipt of written notice.  Employee is not allowed to remove documents from the file; however, copies will be made as requested.  

Personnel Data. 

It is the employee’s responsibility to notify the Company of any changes to personnel data, such as address, telephone number, marital status, number of dependants, emergency contact information, life insurance beneficiary, and tax withholding.  It is important that these records are kept accurate and up to date.  Report any changes as soon as possible.  Failure to keep this information up to date may have an impact on benefits and the Company’s ability to contact the employee or a family member in the event of an emergency.

EMPLOYEE BENEFITS TC "EMPLOYEE BENEFITS" \f C \l "1" 
VACATION TC "VACATION" \f C \l "2"  

Paid vacation time is dependant upon the date on which you were hired and your years of service.  The following vacation accrual schedule applies to regular full-time employees:

Service Time





Paid Vacation Earned
0 to 6 months 
None

6 months or more


A.
If hired Jan. 1 thru March 31….........
5 days after 6 months and then  








11 days as of Jan.1st


B.
If hired April 1 thru June 30 ….........
2 days after 6 months and then 

11 days as of Jan.1st


C.
If hired July 1 thru Sept 30 ….…......
8 days after 6 months
and then








11 days as of the following Jan 1st


D. 
If hired October 1 thru Dec 31 ..........
5 days after 6 months and then








11 days as of the following Jan 1st

Up to five years 
11 days on each Jan. 1st

5 years to 9 years 
16 days on each Jan. 1st

10 years to 24 years 
21 days on each Jan. 1st

25 years and more 
26 days on each Jan. 1st

Please note the additional 5 days of vacation applies the year of your 5th, 10th and 25th year anniversary date. You will not be able to use the additional days of vacation until your actual anniversary date.  Carryover of a maximum of 5 days of vacation to the following year is allowed.

Vacation for regular part-time employees shall be one-half of the allowance for regular full-time employees.

Temporary full-time or part-time employees will not accrue any vacation days.

Scheduling vacation will be done in coordination with your immediate supervisor.  Vacation scheduling conflicts should be resolved between employees.  If conflicts cannot be resolved, the immediate supervisor will make the final decision.  Overlapping of vacation days by two (2) employees is permitted.  Overlapping of vacation days by more than two (2) employees is not permitted without pre-approval of management.

Employees who either resign voluntarily or are terminated involuntarily shall be paid all vacation earned but not taken as of the last date of employment.

INSURANCE TC "INSURANCE" \f C \l "2"  

All regular full-time employees will be eligible to enroll in the group health plan in force at the Company as of the first of the month following the date of employment.  The actual effective date of coverage is set by the health insurance company.  The Company pays a portion of the premium for group health insurance for these employees and their dependants.  

All regular full-time employees will also be eligible to enroll in group life, disability income, and dental insurance as of the first of the month following the date of employment.  The actual effective date of coverage is set by the insurance companies. The Company pays the full premium for this insurance for these employees and their dependants.  

The Company reserves the right to discontinue some benefits or to modify the cost allocation in the future depending on participation and overall cost.  Eligibility and coverage will be governed by the terms and conditions of the applicable benefit plan documents.

FLEXIBLE SPENDING PLAN TC "FLEXIBLE SPENDING PLAN" \f C \l "1" 
All regular full-time and part-time employees will be eligible to participate in the Company flexible spending plan.  Annual enrollment/re-enrollment is done in December for the plan year starting January 1st through December 31st.

PENSION TC "PENSION" \f C \l "2"  

The Company administers a SEP (Simplified Employee Pension), SARSEP (Salary Reduction and Simplified Employee Pension) plan for both regular full-time and part-time employees.

SEP -- As of January 1 following two consecutive years in which you earned at least $300, you will be eligible to participate.  As of that January 1, the Company will contribute a percentage of your wages into a SEP-IRA that you set up and retain full ownership of.  You are responsible for auditing that all contributions are received by your administrator.

SARSEP – When you become eligible for the plan, you are also able to contribute to your plan up to the amount permitted by law.  This amount will be deducted from your paycheck.

Eligibility and coverage of each plan will be governed by the terms and conditions of the applicable benefit plan documents.

HOLIDAYS TC "HOLIDAYS" \f C \l "2"  

The following days will be paid holidays for all regular full-time employees:  New Year’s Day, Good Friday (1/2 day), Memorial Day, July 4th, Labor Day, Thanksgiving Day, Friday after Thanksgiving, Christmas Eve (1/2 day), Christmas.

To receive holiday pay, you must be employed the day before and the day after a holiday.  If the holiday falls on a Saturday, the preceding Friday shall be considered the holiday.  If the holiday falls on a Sunday, the following Monday shall be considered the holiday.

Holiday pay for regular part-time employees shall be prorated one-half the allowance for regular full-time employees.

CONTINUING EDUCATION TC "CONTINUING EDUCATION" \f C \l "2"  

To encourage employees to increase their knowledge, improve their capabilities and satisfy requirements for continuing education, the Company will, under certain circumstances, reimburse employees for continuing education expenses. Please discuss this with your supervisor for details.

LEAVES OF ABSENCE TC "LEAVES OF ABSENCE" \f C \l "1" 
PAID SICK LEAVE TC "PAID SICK LEAVE" \f C \l "2"  

Sick time is available for all regular full-time and part-time employees for the purpose of your personal illness, an illness in the family, other medical conditions or your doctor appointments.  Doctor appointments include medical, optometry and dental appointments for yourself or immediate family members only.  You should only be gone for the time necessary to attend the appointment and should return to the office immediately after the appointment.
All regular full-time employees accumulate sick time at a rate of two hours each pay period in which you work at least 40 hours.  Regular part-time workers are credited proportionally to the number of hours they work.  To qualify for sick leave pay, you must notify a member of management by 8:30 A.M. or as soon as reasonably possible.  

Unused sick hours may be carried over beyond the year they are accrued to be used only as paid sick leave to a maximum accumulation of 60 hours.

JURY DUTY TC "JURY DUTY" \f C \l "2"  

You must notify your supervisor upon receiving notification of jury duty. When the jury is not meeting you must report to work for normal work hours. Employees will be paid the difference between those hours not worked and the amount received for jury duty.

FUNERAL LEAVE TC "FUNERAL LEAVE" \f C \l "2"  

Regular full-time employees are entitled to paid funeral leave of three (3) consecutive workdays at the time of a funeral due to a death in your immediate family.  The immediate family consists of parents, parents-in-law, spouse, brothers, sisters, children and grandchildren.

One day of pay (funeral day only) will be granted to a regular full-time employee for brother‑in‑law or sister-in-law, grandparents and son-in-law or daughter-in-law.

Funeral leave for regular part-time employees shall be one-half the allowance for regular full‑time employees.

UNPAID PERSONAL FAMILY/MEDICAL LEAVE TC "UNPAID PERSONAL FAMILY/MEDICAL LEAVE" \f C \l "1" 
Since ABC Mutual has less than 50 employees, the Company is not subject to the federal Family and Medical Leave Act (FMLA).  However, you may be eligible for a maximum of sixty (60) calendar days of unpaid family/medical leave (“Personal Leave”) within a 12 month period provided you:

1.
have been employed by the Company for at least 12 months; and

2.
have worked at least 1,250 hours in the 12 months preceding the leave.  

Qualifying Reasons Personal Leave

Personal Leave may be taken for any of the following reasons:

· To care for your child following the child’s birth; to care for your adopted child; or to care for a foster child following the child’s placement with you.

· To care for a qualifying family member (your spouse, son, daughter, or your parent) who has a serious health condition.

· To care for your own serious health condition that makes you unable to perform the functions of your position.

When Personal Leave is requested for the birth, adoption, or foster placement of a child, the leave must be taken and completed within one year of the birth, adoption or foster placement in your care.  When Personal Leave is requested to care for your own serious health condition or the serious health condition of a qualifying family member, you may be required to provide appropriate medical certification from a health care provider.  This requirement is further discussed below. 

Requests For Personal Leave

You must direct your request for Personal Leave to the General Manager.  You must notify the Company in writing that you are requesting Personal Leave at least 30 days before you desire the leave to begin or as soon as reasonably possible if you are unable to give 30 days notice.  Leave, in particular circumstances, may be denied or delayed in the event adequate advance notice is not provided.  Leave related to planned medical treatment of the employee or family member should be scheduled so as not to unduly disrupt Company operations.

Personal Leave Medical Certification

Before approval of any medical leave or any family leave for the purpose of caring for a parent, child or spouse with a serious health condition, you must supply the Company with satisfactory certification of the serious health condition.  This must be obtained from an acceptable health care provider.  The General Manager will tell you what the certification must contain, based upon the type and duration of leave you desire at the time of your request for leave.  The Company also reserves the right to require certification from a second health care provider, at the Company’s expense.

Relationship To Other Leave

Personal Leave is unpaid; however, you may be eligible for pay under the Company’s disability benefit plans, workers’ compensation or other applicable plans.  All Personal Leave will run concurrently with other leaves and will count against any Personal Leave available to you during the relevant 12 month period.  

Benefits During Personal Leave

All benefits will continue throughout approved periods of leave in the same manner as they would have had the employee been working.  Employees participating in benefit programs requiring employee contribution will be informed of their responsibilities for such contributions during leave at the time of making application.  Failure to pay your premiums during leave can result in termination of these benefits for you and any covered dependents.  

Reinstatement Upon Return From Personal Leave

The Company will make a reasonable effort to allow employees who take Personal Leave to resume their previous position or to be placed in an equivalent position with equivalent employment benefits and pay upon return.  This may not be possible in all circumstances.  Reinstatement for certain highly compensated employees may be more restricted.  Such employees will be advised of these restrictions at the commencement of their leave.  

Return To Work After Personal Leave

You are expected to return to work at the planned expiration date of your leave, or if you are able to return earlier, when you are able to return and work is available.  Notification of availability to return to work prior to the planned expiration of leave must be made to the General Manager prior to your return.  Except in extraordinary circumstances, if an employee does not either report back to work or requests an extension of the leave by the first day following the expiration of the approved leave, the employee will be considered to have voluntarily terminated from employment.

The Company reserves the right to require employees on leave to periodically report as to their status and intent to return to work.  Similarly, employees returning from medical leave may be required to obtain and present certification from their health care providers that they are able to resume work.

MILITARY LEAVE TC "MILITARY LEAVE" \f C \l "2"  

In accordance with requirements of law, the Company will provide military leave of absence and reinstatement for qualifying employees.

TIMEKEEPING & HOURS TC "TIMEKEEPING & HOURS" \f C \l "1" 
EMPLOYEE CATEGORIES TC "EMPLOYEE CATEGORIES" \f C \l "2"  

· Regular Full Time Employee:  A person who is regularly scheduled to work thirty-five (35) or more hours per week on a continuous basis for an indefinite period of time.

· Regular Part-Time Employee:  A person who is regularly scheduled to work less than thirty-five (35) hours per week, but more than twenty (20) hours per week, on a continuous basis for an indefinite period of time.  Part-time employees may not be eligible for benefits.

· Non Exempt employee:  An employee who is covered by minimum wage, overtime, and other provisions of applicable law.  A non-exempt employee is generally paid by the hour and does not have supervisory responsibilities.

· Exempt employee:  An employee who is exempt from the minimum wage, overtime and other provisions of applicable law by virtue of their classification as executive, administrative, or professional employee and salaried status.  An exempt employee is paid on a salaried basis, and generally includes managers and/or supervisors.  Exempt employees are regularly expected to work 40 or more hours per week, dependent on business needs.  

· Temporary Full-Time Employee:  An employee hired to work 35 hours or more per week and for a period of time not to exceed 90 days from the date of employment.  A temporary, full-time employee may be paid hourly.  A temporary full-time employee is not eligible for benefits.

· Temporary Part-Time Employee:  An employee hired to work an indefinite schedule of less than 1,000 hours in any calendar year.  A temporary part-time employee will be paid hourly.  A temporary Part-Time employee is not eligible for benefits.

WORKING HOURS AND OFFICE HOURS TC "WORKING HOURS AND OFFICE HOURS" \f C \l "2"  

Your starting time will be established by your supervisor at the time you are hired and is subject to change at the discretion of your supervisor.  

Because of the importance of availability to our customers, the hourly employees shall arrange their schedules such that a minimum of two hourly employees shall be present in the office at all times during 7:30 A.M. to 4:30 P.M.

Everyone should be working their normal scheduled hours on a daily basis. Employees are not allowed to come in early or stay late to make up for any vacation in your hours. Employees should come in early enough to begin work at their scheduled starting time. Beginning or ending your workday other than at your scheduled time is not allowed without prior management approval.

OVERTIME TC "OVERTIME" \f C \l "2"  
Employees in non-exempt positions, as defined by applicable law, will be eligible to receive payment for working overtime.  Overtime pay is one-half (1½) times their regular hourly rate of pay for all authorized hours worked in excess of forty (40) in the work week.  All overtime must be approved in advance by the employee’s supervisor.  Employees who work unapproved overtime will be subject to disciplinary action.

WORKING OFF THE CLOCK TC "WORKING OFF THE CLOCK" \f C \l "2"  

The Company is committed to paying employees for all time worked.  Work performed “off the clock,” will be paid, but is considered a violation of policy for which employees will be disciplined.  Employees who feel that they have been pressured, either directly or indirectly, to work “off the clock” or “volunteer” their time, must immediately contact the General Manager. 

REST PERIODS & MEAL BREAKS TC "REST PERIODS & MEAL BREAKS" \f C \l "2"  

The Company encourages nonexempt employees to take breaks because they can lessen fatigue and increase employee morale and productivity.  Time taken for breaks is counted as paid time for non-exempt employees.

In the case of exempt employees, they are not paid on an hourly basis so their break can be taken when ever they wish and the time is generally considered paid as it is part of their salary.

One break of no more than fifteen (15) minutes may be taken between 9:30 A.M. and 10:30 A.M. and between 2:30 P.M. and 3:30 P.M. each day.  Lunch shall be scheduled for one hour during the 11:00 A.M. to 1:30 P.M. period.  Employees are entitled to one paid fifteen (15) minute break in the A.M. if they are scheduled to work four (4) hours in the A.M. and they are entitled to one paid fifteen (15) minute break in the P.M. if they are scheduled to work four (4) hours in the P.M.  

SALARY AND WAGE ADMINISTRATION TC "SALARY AND WAGE ADMINISTRATION" \f C \l "2"  

Changes in pay will generally be based on merit, how successfully you perform your duties, your attitude towards your work, your attitude towards customers and your fellow employees, and your overall conduct and the recommendation of your supervisor.  Your performance evaluation shall also be considered.

The Company pays salary every two weeks.  The payroll checks will be issued on Friday of the week following the pay period for nonexempt employees and the Friday of the second week of the pay period for exempt employees.

SAFETY TC "SAFETY" \f C \l "1" 
INJURY REPORTING TC "INJURY REPORTING" \f C \l "2"  

Employees who have an accident or are injured on the job must report the accident/injury immediately to their supervisor or another member of management.  In order to expedite the time filing, processing and payment of any appropriate workers’ compensation claims and benefits, employees must complete an accident/incident report within 24 hours of the accident or injury.  This report must be signed by your supervisor.  Failure to immediate report an on-the-job injury or accident immediately may result in disciplinary action.

Should a non-employee be injured on Company property, please notify management immediately.  

WORKPLACE VIOLENCE PREVENTION TC "WORKPLACE VIOLENCE PREVENTION" \f C \l "2"  

The Company is committed to preventing workplace violence and to maintaining a safe work environment.  Given the increasing violence in society in general, the Company has adopted the following guidelines to deal with intimidation, harassment, or other threats of (or actual) violence that may occur during business hours or on its premises.

All employees should be treated with courtesy and respect at all times.  Employees are expected to refrain from fighting, “horseplay,” or other conduct that may be dangerous to others.  Firearms, weapons, and other dangerous or hazardous devices or substances are prohibited from the premises of the Company without proper authorization.

Conduct that threatens, intimidates, or coerces another employee, a member of the Company, or a member of the public at any time, including off-duty periods, will not be tolerated.  This prohibition includes all acts of harassment, including harassment that is based on an individual’s race, color, sex, age, sexual orientation, religion, national origin, disability, or any other legally protected status.  

All threats of (or actual) violence, both direct and indirect, should be reported as soon as possible to your immediate supervisor or any other member of management.  This includes threats by employees, as well as threats by the Company members, vendors, solicitors, or other members of the public.  When reporting a threat of violence, you should be as specific and detailed as possible.

The Company encourages employees to bring their disputes or differences with other employees to the attention of their supervisors before the situation escalates into potential violence.  The Company is eager to assist in the resolution of employee disputes, and will not discipline employees for raising such concerns.  

Anyone determined to be responsible for threats of (or actual) violence or other conduct that is in violation of these guidelines will be subject to prompt disciplinary action, up to and including termination of employment.

INCLEMENT WEATHER TC "INCLEMENT WEATHER" \f C \l "2"  

Employees who feel it is impossible to get to work safely under the weather conditions must notify their supervisor as soon as possible.

EMERGENCY PLAN TC "EMERGENCY PLAN" \f C \l "1" 
Notices shall be posted in designated areas in the office.  When emergencies arise, employees are to follow the directions outlined in the emergency plan.

CELL PHONE AND OTHER REMOTE COMMUNICATION DEVICE USAGE TC "CELL PHONE AND OTHER REMOTE COMMUNICATION DEVICE USAGE" \f C \l "2"  

Safe driving is a primary consideration at Wausau Stettin Mutual Insurance Company.  The use of cell phones and other remote communication devices while driving has been proven to increase the risk of an accident.  Because of this concern, Wausau Stettin has instituted the following cell phone policy.  Persons who do not abide by this policy may be denied the use of a cell phone or other remote communication devices.

Hands Free Device Policy.

Employees who have and/or use a Company cell phone while driving must have installed, and use, the hands free option.  Only those employees who have a Company installed hands free system can use the Company cell phone while driving their vehicle.  Employees that have the hands free system must use the voice activation feature to make calls while driving.  Employees using the hands free option must take all reasonable efforts to safely pull their vehicle over and park before answering or talking on the cell phone.

Hand Held Device Policy.

If using a hand held cell phone or other hand held device (pda, etc.), the employee must safely pull over and park the vehicle to dial, answer and talk on the cell phone or to use any other hand held device.  At no time is an employee allowed to use a hand held cell phone or other hand held communication device while driving.

At no time is an employee allowed to write a message while driving.

Personal Use of Company Cell Phone.

It is understood that on occasion an employee may be required to use the Company cell phone to make personal calls.  Although this is not encouraged it will be allowed in moderation.  If any personal cell phone call results in extra charges on the Company’s monthly cell phone bill, it is expected that the employee will reimburse the Company for those charges.

ACKNOWLEDGEMENT OF RECEIPT AND UNDERSTANDING OF

THE ABC MUTUAL INSURANCE COMPANY

EMPLOYEE HANDBOOK TC "ACKNOWLEDGEMENT OF RECEIPT AND UNDERSTANDING OF HANDBOOK "1" 
I have received a copy of the ABC Mutual Insurance Company (“Company”) Handbook.  I know that I must understand the information contained in the Handbook so that I comprehend my rights and responsibilities as an employee of the Company.  I also know if I have any questions concerning any of this information, I am to talk with the General Manager.

I understand that the Handbook is not an employment contract, but it is an explanation of policies and procedures.  I realize that the Company may interpret, clarify, revise, and/or deviate from the procedures set forth in this Handbook.  I also realize the employment relationship between the Company and me is terminable at will by either party and that nothing in this Handbook creates additional rights or provides a basis for me to believe my employment is not terminable at will.

My signature on this form indicates that I agree to abide to all terms and provisions designated in the Employee Handbook and will comply with those policies and procedures as they are written and as they may be modified from time to time.  This employee handbook supersedes all previous employee handbooks.  I will be informed in writing of changes to this Handbook and I will be responsible for keeping those changes with this Handbook for future reference.  

I understand that the Company reserves the right to access, monitor and retrieve emails, voicemails, computer files, Internet records and any other information contained on or within the Company’s computer system at any time at Company’s sole discretion and I consent to such action.

Employee Signature





Date

January 1, 2006
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