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EMPLOYMENT POLICIES

Midtec Associates, Inc.

(Midtec)

Equal Opportunity

Midtec is an equal opportunity employer.  Employees are selected on the basis of job related criteria including, but not limited to, their experience, education, training, general aptitude, character, and willingness to work without regard to race, color, sex, religion, national origin, or age.  Physical or mental handicap will not disqualify anyone who is otherwise qualified for any job, unless the handicap would prevent the applicant from performing all the duties of the job.

Wages & Salary

Each job classification has a specific pay range based upon, experience, education and competitive wage scale.  Your performance and ability determine your salary progression.

Training Period

As a new employee, you will be considered to be a trainee for 30 days.  During this period, your performance will be checked frequently, and your general overall capability to perform the job will be evaluated.  When you have satisfactorily completed your training, you will be designated as a regular Midtec employee.

Performance Review (Salaried and Hourly Positions)

Yearly, on your anniversary date, your supervisor will evaluate your performance on such factors as quality of work, quantity of output, teamwork, job knowledge, dependability, conduct, attendance, attitude, and neatness.  This affords both you and your supervisor an opportunity to discuss your progress—it is also a time when you may voice your thoughts on performance and what steps you plan to take to improve it and move ahead in the Midtec organization.  Performance reviews may be appealed to the manager one level higher than the manager who conducted the original performance review; if the employee believes that the review does not fairly reflect the employee’s performance.  Sales personnel paid on commission will not be reviewed annually but rather as situations warrant.

Promotion

It is Midtec’s policy to promote from within whenever possible.  Every Midtec employee is a potential candidate for promotion with selection based primarily on performance, knowledge, training, and capacity for leadership.

There are times, however, when positions requiring highly specialized training, education, or experience, cannot be filled within.  When this happens, it becomes necessary to recruit individuals outside the company who have the required academic background and/or employment history to qualify for such an assignment.

Dress Code

Common sense applies --  dress appropriately for your particular position and duties.  However, a clean, neat appearance is required at all times.

Rehire

Only employees maintaining a satisfactory or above performance rating will be considered for rehire.  All benefits for rehired employees begin in the same manner as they do for new employees, unless otherwise provided by state or federal laws.

RULES AND REGULATIONS

Attendance & Punctuality

Office hours are 8:00 am to 5:00 pm Monday through Friday with (1) one hour for lunch.  Regular attendance and punctuality is expected of you.  Midtec, recognizes, however, there are times when absence or tardiness is unavoidable.  Should such an occasion arise, you must notify your supervisor as soon as possible.  Excessive absenteeism or tardiness can result in disciplinary action including dismissal.

Unreported Absence From Work

An employee who is absent three consecutive work days without communication with his/her supervisor will be terminated.

Coffee/Smoking Breaks

You are allowed a 10 minute break in the morning and a 10 minute break in the afternoon.  Midtec (Kansas City) is a non smoking office and smoking is prohibited on the premises.  You may use this time to leave the building and have a cigarette break.  Please keep these breaks to 10 minutes and only one in the morning and one in the afternoon.

Make Up Time for Tardiness

Make up time must be approved and scheduled by your supervisor (no exceptions).  Eating lunch at your desk does not constitute make up time.

Telephone Calls

Midtec’s phones are for business use.  Any personal calls should be kept to a minimum during business hours.  Personal long distance phone calls are not permitted.  However, in case of an emergency, a long distance phone call is permitted with prior approval of your immediate supervisor.

Payday

Paydays are semi-monthly, the 15th and the last day of each month.  All paychecks will be distributed by 4 pm.  If payday falls on Saturday, checks will be distributed on Friday.  Should payday fall on Sunday, paychecks will be distributed on Monday.  Should a legitimate emergency arise, a salary advance can usually be made, but must first be approved by management.

Time Clock or Time Card Recording

In order to assure compliance with state and federal wage and hour laws, you must strictly adhere to the following rules:

1. Employees in the following categories are required to punch “in and out” by time clock or written time card.

Employees paid on an hourly basis

Non-exempt salaried employees

2. Exempt Salaried Employees

All exempt salaried employees should complete a manual log on hours worked and any personal leave time.

First Aid

If you are injured on the job, even slightly, immediately report to your supervisor for First Aid.  If the injury requires medical attention, you will be transported to a doctor for professional care.

Open Door Policy

In all organizations from time to time problems will undoubtedly arise between fellow employees, and between supervisors and employees reporting to them.  When this occurs, feel free to discuss the matter with your supervisor and/or management.

Involuntary Jury Duty

When called upon for jury duty, every citizen has an obligation to serve.  Should you find yourself in the role of juror, Midtec will pay the difference between your jury pay and your regular pay during the period covered by your jury service.

Bereavement Leave

In the event of the death of a member of your immediate family, you may take up to three days off with pay.  Immediate family is defined as spouse, parent, child, brother, sister, father-in-law, mother-in-law, grandfather and grandmother.

Maternity Leave

Employee maternity leave policy is two weeks pay in addition to any personal time you may be entitled to.  Your job will also be held for six weeks.  Should you require more than six weeks, arrangements must be made with management.

Office Expenditures

No employee is authorized to make capital expenditures (ie. Furniture) or other such related items without prior approval.  Failure to comply can mean the return of the item ordered.

Overtime Hours

All hours worked over 40 hours per week for hourly employees will be paid at 1 ½ times their hourly rate.  However, all overtime must be approved in advance by your immediate supervisor.  Exempt salaried employees will not be compensated in excess of their normal salary irregardless of extra hours worked.  Also, extra hours may not be accumulated and used later as extra vacation or sick leave.  Non-exempt salaried employees will be compensated the same as hourly employees for hours worked over 40 hours per week.

Rules of Conduct

Midtec recognizes the rights of employees as individuals.  At the same time, we reserve the right to make and enforce rules of conduct which are necessary to the orderly and efficient operation of the business.  

As a Midtec employee you are expected to comply with the rules and regulations-failure to do so will result in a reprimand or the more drastic penalty of dismissal, depending upon the frequency or seriousness of the offense.  In general, should you be guilty of any of the following offenses, disciplinary action will be as follows:

1st offense

Verbal Discussion

2nd offense

Write up of Warning Report

3rd offense

Dismissal

1. Absence without notification, or reason, for any period of time less than three days

2. Excessive tardiness

3. Loafing on the job

4. Neglect or failure to perform assigned duties

5. Improper use of company property

6. Harassment or verbal abuse of an employee

7. Improper punching or recording of time cards

8. Discourtesy to a customer

9. Disorderly conduct which disrupts the conduct of business

10. Smoking on the premises (Kansas City only)

11. Leaving the job during working hours without approval

The offenses outlined above, cover the most common infractions, but are not meant to be all-inclusive.  Disciplinary action as set forth above may also be taken, again depending upon the frequency or seriousness of the offense or other just cause.

Should you be guilty of any of the offenses listed below, you will be subject to immediate dismissal.

1. Excessive absenteeism, or absence for three consecutive days without satisfactory notification or reason 

2. Insubordination (willful disobedience of authority)

3. Abusive or threatening language to supervisor

4. Falsifying employment application

5. Falsifying work records

6. Theft

7. Drinking alcohol on company premises, or coming on company premises after having consumed alcohol which in any way affects employees performance

8. Bringing, having, using, buying, selling, distribution, trafficking in or being under the influence of marijuana or any illegal drug or controlled substances which in any way affects an employees performance

9. Willful damage of company property or property of others

10. Walking off the job

BENEFITS

Holidays

Midtec considers the following to be paid holidays for all full-time and regular part-time employees:

New Year’s Day**

Good Friday

Memorial Day

July 4th**

Labor Day

Thanksgiving Day

Thanksgiving Friday

Christmas Eve (1/2 day)*

Christmas Day**

*  Full day if Christmas Eve falls on Friday or Monday

** Actual day off to be Friday or Monday if holiday falls on a Saturday or Sunday

Personal Leave Time (Vacation and Sick Leave)  full-time and regular part-time employees

This is all considered as personal leave time.  All full-time employees are on a calendar year basis and are entitled to two weeks vacation and one week sick leave each year beginning after the first 12 months of employment.  Paid vacation increases to three weeks after 10 years of employment and four weeks after 20 years.  After an employee has been employed for one full year, he or she will earn one more day of sick leave for each year of service not to exceed 8 sick days total.  During the first twelve months of employment with Midtec, you will be entitled to ½ day vacation and ½ day of sick leave for each month worked prior to day or day(s) taken of vacation or sick leave.  Employees are expected not to use the sick leave portion of their personal leave time unless actually ill.  Unused time may not be carried over into the next year or monetarily reimbursed.  Sick leave is extended as a courtesy and should not be considered extra vacation time.  Regular part-time employees are entitled to the same personal leave benefits as shown above on a proportional basis based on the average weekly hours worked during the preceding 12 months.

As of this writing (12/31/00) Midtec provides the following:

Group Insurance Plan

Midtec provides comprehensive major medical and a plan life insurance policy for employees working 30 or more hours per week.  You have been given detailed  information on this plan and will be kept informed as changes occur.

Waiting Period

There is a 1 month waiting period before insurance goes into effect.  Note:  Eligibility will be the first of the month coincident with or next following the above waiting period.

Insurance Claims

Claim forms can be obtained from personnel and submitted to the insurance company on any claims by employees.  Midtec reserves the right to cancel or modify this insurance in the future as requirements dictate.

All employee benefits, including insurance, are subject to change without notice.

OTHER BENEFITS

Government Insurance Programs

In addition to Midtec insurance programs, there are a number of federal and state programs to provide you with income when you are unable to work through no fault of your own.

These programs are not “free”.  For some of them Midtec pays the entire cost in the form of taxes.  The highest cost one, the Federal Social Security program—both you and Midtec are taxed equal amounts.

Here’s a synopsis of government directed insurance programs.  Midtec pays on your behalf.

Unemployment Compensation

Each state has its own unemployment Compensation Program and benefits differ from one state to another.  The employer, in this case Midtec, builds up a fund from which employees can draw an income should they ever be terminated.  Midtec pays this in extra taxes regardless if ever used.  Unused amounts are used by the states to pay laid off employees.  Employees who resign are usually not eligible for unemployment benefits.

Worker’s Compensation Insurance

Midtec pays the cost of this protection to assure that an employee hurt on the job will have medical expenses paid and, in some states, receive some income while unable to work.  The amount of compensation varies in each state.

Social Security Insurance

For every cent you pay in Social Security taxes, Midtec pays in the same amount so that your contribution is matched dollar for dollar.  Actually, “Social Security” is a group of benefit programs.  The four major ones are:

1. Survivor’s Insurance—for the surviving spouse or dependent children of a covered worker

2. Disability Insurance—for the covered worker who is permanently disabled before becoming eligible for retirement benefits

3. Retirement Insurance—to assure a continuing income after an individual’s best working years are completed

4. Medicare—for the retired worker and the worker’s spouse, to help meet medical expenses that arise

There are several other benefit provisions that can be important to the retired or disabled worker, or the survivors of a disabled worker.  To learn more about the many benefits provided by Social Security, pick up the booklets available at your local Social Security Administration Office.

GENERAL INFORMATION

Housekeeping—Work Areas

In the interest of health and safety, every employee shares the responsibility for housekeeping.  Your consideration in keeping your work/lunch area clean and orderly is important.

If you bring your lunch and eat it on company premises, be considerate, dispose of all waste paper, rubbish, cartons, etc.

Your Personnel Record

Accurate employment records are important.  To assure you of all your benefits, keep your records up to date by notifying the personnel department of any change in:

Name

Address/Phone Number

Insurance Beneficiary

Number of  Income Exemptions

No Solicitation—No Distribution

No employee is permitted to solicit another employee to distribute any literature or other written material to another employee for any reason during the working time for either employee.  For the purpose of this rule, working time does not include break periods, lunch periods, or other periods during the workday when employees are properly not engaged in performing their work tasks.

Persons not employed by Midtec are not permitted to solicit or distribute literature or other written material of any kind on company property.

Telephone Courtesy

The telephone is often the first contact an individual has with Midtec.  So, good telephone manners are vital.  The following examples are valuable.

1. Identify yourself after answering the telephone.  “Midtec Associates, this is _________”.

2. Person is not available—the proper response is “Mr. Jones is not in the office at the moment.  May I help you?”

3. Always be courteous over the telephone.  Use “please” and “thank you” frequently.

4. Should you receive an outside call, make it your business to please the caller.  If you are not the person to solve the caller’s problem, transfer the call to the proper person.  Every contact is a potential customer.

5. Do not leave a person on “hold” for long periods of time without checking back at least every 2 minutes.

Resignation

If an employee gives his or her resignation, a two week notice is requested.  Any vacation or sick leave accumulated but not taken before resignation will be forfeited.  All property of Midtec held by employee including, but not limited to, company records and files of any nature are to be returned to Midtec including any copies made there of.

Conclusion

This manual is not a contract of employment or constitute a contract or agreement between Midtec and any Midtec employee.  It is rather a general source of information about policies, procedures and rules as they exist on the date of publication and is subject to change without notice.

Please feel free to contact your supervisor or management any time you have a question about anything found in this manual.  Your happiness with your job is important to both Midtec and your co-workers and is critical to the long term success of our company.

Midtec Associates, Inc.

Employee Statement

This is to acknowledge that I have received and will read “A Guide for Our Employees” completely.  I have been advised that any rules I do not understand will be explained to me.  

I agree to observe the rules of conduct as outlined in the guide and as they may be amended from time to time.  I further understand and agree that nothing in the guide or other company policies which may be communicated to me, constitutes a contract of employment, that I may terminate my employment at any time and that the company retains a similar right.

I acknowledge receipt and retention of a copy of this signed statement “A Guide for Our Employees”.

Signature _________________________________________

Date  ____________________________________________

Social Security # ___________________________________

