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WELCOME

Dear New Members of Exortus,

Welcome to Exortus Advertising and Marketing!  We are glad to have you as a member of our amazing staff of highly qualified individuals who are dedicated to servicing the world’s advertising and marketing needs.

You have been hired to work as member of Exortus according to the high standards you have set for yourself and others around you.  We here at Exortus are a team of knowledgeable and skilled professionals committed to the goal of satisfying the needs of our customers.

Once again we are glad to have you a part of our company and look forward to helping you reach newly formed career goals.

Sincerely,

Stephen L. Jackson

Vice President of Human Resources 

I. Employment Categories
Regular Full-Time

A normal workweek is Monday through Friday; eight in the morning to five o clock in the evening (8:00AM – 5:00PM). 

If an employee wishes to change his or her schedule, that employee must fill out the proper form and submit it to the manager of the Human Resources Department.

Temporary Employees

Temporary employees are defined as those holding jobs of limited duration arising out of special projects, abnormal workloads or emergencies, yet will maintain the same work schedule as a full time employee. 

These employees will not change temporary status unless specifically informed of such change, in writing, by Human Resources. Temporary Employees are completely ineligible for employer-sponsored benefits. 

II. Basics of Employment

Equal Employment Opportunity Commitment

Exortus Advertising and Marketing Co. is dedicated to employing people of all types, while disregarding race, color, religion, ancestry, national origin, age, sex, marital status, sexual orientation, medical condition, or disability.  The Exortus policy of equal employment makes it mandatory for the staff to have equal consideration and treatment of all aspects of employment, which includes: recruitment, testing, hiring, promotion, discipline, terminations and all other means of employment.

All employment and personnel decisions, which include the actions related to transfers, compensation, benefits, layoffs and training shall be put into consideration based on individual skills, knowledge and abilities going right along with the principle of equal employment opportunity.  

Retaliation against anyone who files a complaint of discrimination is explicitly prohibited. If you feel that you have been discriminated against then you should immediately report the incident to the Human Resources Branch at (661)871-7221 ext. 319.

New Employee Reporting

Going along with State law requirements, it is mandatory for a company to report the name, address, and social security number of all new employees to the Employment Development Department, within 20 days of starting their new job.

Employment of Relatives or Others in a Personal Relationship

There will be no employment of relatives or significant others of people that are already employed at Exortus.  This could cause a conflict of interest or other difficulties in supervision, security, safety, or morale.  An employee’s relative or intimate friend can and will not be put into such a situation.

If two employees become intimately involved and decide to be bonded in marriage, they must immediately inform the VP of Human Resources.  The HR department will then evaluate the situation and see if reassignment is appropriate, if it is not then the two will have 30 days to decide which of the two will remain working at Exortus. 

Introduction Period

Exortus has a 30 day introductory period where it decides whether or not you are qualified for the task at hand.  A member from the Human Resources Department will give an evaluation of you after 15 days on the job; this is administered in order to see if your work is acceptable compared to the standards set for your job.

Drug Testing

All employees that have just been hired by Exortus will be required to undergo a drug test run by the company of Exortus.  Random drug tests will also be given at a moments notice while you work at Exortus if any employee is suspected of drug or alcohol abuse.

Minimum Age Requirement

All employees at Exortus must be the age of 16 or older, and in order to be hired all personnel must provide a valid birth certificate and a social security card.

III. General Guidelines

Employees are required to attend work at the assigned office hours (8:00AM to 5:00PM Monday through Friday) unless their respective manager was previously notified of an absence that complies with the leaves of absence section.

Exortus does not recognize time spent (working) after the assigned hours payable time.

Exortus is proud of their employee’s behavior record and any deviance of this behavior will not be tolerated. Such deviances include the use on alcohol and other drugs on company property and common courtesy to fellow employees.

Exortus is a smoke free company and will not tolerate the use of tobacco products in the establishment.

Use of company property for personal use (including the telephone and paid work time) is not permitted and will result in disciplinary actions.

Preferred Attire

Men are expected to be clean-shaven or maintain well-trimmed facial hair. They are to wear dress shirts (short sleeve is acceptable) and a tie (or bow-tie). Denim and shorts are not appropriate to wear during office hours.

Women are expected to wear knee length skirts or dress pants and an appropriate blouse. Inappropriate blouses include low-cut shirts, bar midriff and bareback shirts, and sleeveless shirts.

Looking professional is a big part of being professional. Employees are trusted to decide what appropriate attire is and what is inappropriate. They are also expected to comply with the company’s decisions concerning the dress code expressed through the managers. Having visible tattoos and body piercing (excluding ear piercing) is considered unprofessional and will not be tolerated during business hours or during Exortus business interactions.  Violators of this policy will be subject to disciplinary actions.

All Employees are to maintain a clean and safe work environment.

This includes all or some of the following:

No personal heaters or fans are permitted around your workspace.

No drinks except for water are allowed on or around your workspace.

No food is allowed on your desk or in open sight.

Company Property 
Exortus property is for business only. No personal business is to be conducted on company phones, computers, photocopiers, etc. 

Privacy 

No employee is required to reveal any personal passwords or reveal any sensitive information about themselves or Exortus to any insubordinate individuals. However, employees are expected to reveal passwords to managers if the information obtained is applicable to Exortus business. 

Exortus reserves the right to access any personal information stored on personal computers if they have reason to believe that not accessing the specific files may endanger the business or employees of Exortus.

Conflicts of Interest 

Activities that may interfere with your productivity as an Exortus employee (such as other jobs) are not acceptable and may jeopardize your position at Exortus. Talk with your relative manager to discuss and reach a compromise. 

Meal and Rest Periods

The normal workweek of full-time employees is Monday through Friday; eight in the morning to five o clock in the evening (8:00AM-5:00PM).  Lunch is noon to one o clock (12:00PM-1:00PM), and ten (10) minute rest periods are available every two (2) hours.  

Pay Periods
Exortus employees will receive their paycheck on a bi-weekly basis, with the option of direct deposit.  Pay periods end every other Friday, and paychecks will be distributed the second Tuesday after the end of the pay period. 

If a holiday falls on a scheduled payday, paychecks will be distributed on the following day. Exortus is not required to pay employees for overtime pay that is not authorized by the board of managers.  

Adjustments

Employees at Exortus will be evaluated by their managers every month.  As a result of the employee’s evaluation, they may receive bonuses or wage reductions.  

Upon termination, an employee will only be paid for the work he/she has done since the last pay period.  

No loans are available through Exortus.  Exortus will comply with any garnishment that is required by law.

IV. Policies and Procedures
Standard of Conduct at Exortus

As an employee for Exortus, you are required to conduct yourself in a respectful and professional manner while showing common courtesy toward others.

Exortus primarily will not abide with manners that are unethical, unprofessional, dishonest, or unlawful.  All of those create not only a bad name for Exortus, but create an unnecessary tense and stressful working environment.  Employees who violate this policy can be subject to disciplinary actions. Repeating offenders will be subject to more severe measures of disciplinary actions.  Those most commonly taken include some combination of counseling, oral warning, written reprimand, reduction in compensation, withholding of an increase, suspension, or dismissal.

At-Will Employment Status

At Exortus every employee is working on an at-will basis, which means they can be terminated at the employer’s discretion.  This also means that an employee can resign at any time without any reason and without prior notice.

Harassment Policy 

Here at Exortus, we will not tolerate any types of harassment that violates federal law.  Harassment includes that based on race, color, national origin, ancestry, sex, sexual orientation, age, religion, creed, physical or mental disability, medical condition, marital status, citizenship status, military service status, or other basis protected by law.  This rule includes any and all employment-associated settings, such as business trips, social events run by Exortus, and anyone that does business with Exortus.  Any employee that engages in or supports harassment of any way or type can and will be severely punished, one of the punishments is termination. (See Appendix B)
Sexual-Harassment Policy

It is the job of the company of Exortus to provide a safe workplace, free from any shape or form of sexual harassment.  Any type or form of sexual harassment is prohibited, and violations of this policy will result in severe disciplinary actions.  (See Appendix B)

Attendance Policy

The company of Exortus relies on you to be at work at the time you are supposed to be, on a regular basis.  If you are going to have an absence that was not foreseen, then you must let your supervisor know within one hour of the workday.  If the absence is foreseen then you should let your supervisor know within 4 days of the absence. In the event of tardiness, there will first be a verbal warning.  If behavioral pattern continues, this can lead to termination.

Performance Evaluation

Performance evaluations are an important part of Exortus personnel policies.  They provide an objective, reliable, and just way to determine your effectiveness as related to the work standards on your job.  All regular Exortus employees will be evaluated on their performance quarterly, which will determine possible promotions, raises, or terminations.

Employees are encouraged to view their evaluation sheets as a means of identifying areas where improvement is needed, and as a structure for building your career potential.  For more information contact the Human Resources Department at (661) 871-7221 ext. 319.

Grievance Procedure

Employees are encouraged to promptly and casually discuss any complaints with rules or regulation concerning working conditions with their supervisor.  If the employee feels the matter was not resolved to their satisfaction, they may request an appeal to the next highest supervisor.  Supervisors may also file a grievance against any employee. (For more information see the Grievance Policy on page 19)

Security

As an Exortus Employee, you share a responsibility to take the necessary precautions that will keep you and your work area free from danger.  It is vital that you support the following security measures:

If your job involves material that is sensitive in nature, all files and computer disks should be locked in a secured area each day as you leave.  If your job requires you to work with the public, you are expected to implement discretion in any discussion of any Exortus manners.

Unauthorized persons are not allowed in the workplace.  Any questionable situations or suspicious looking individuals should be called to the attention of your supervisor. 

Any personal items or valuables are to be secured in a designated area.

Emergency

You should report any emergency to your supervisor immediately and follow all directions given by him or her.
The emergency number for outside assistance including fire, law enforcement, or medical is 911.  In the case of an emergency, your supervisor is in charge for your department, and all procedures must be followed, deciding if evacuation is necessary and reentry to the building.

Business Travel

Employees will be reimbursed for any expenses incurred for meals, lodging, and private vehicle use with certain exceptions when traveling on business.  Consult with your supervisor for further information.

V. Separation from Exortus

Layoff

In the event of continuous economic decline which forces a reduction in the company’s services, it may be required to temporarily reduce the work force through layoffs.  Should this occur, the order of layoff and reinstatement will be based upon seniority and performance report evaluation.

Resignation

Any regular employee deciding to leave their job with Exortus and wish to remain in good standing should file a written resignation with their supervisor at least one week in advance.

Termination

Any disciplinary action taken against you resulting in your dismissal may become effective by written notice of the appointing authority.  You will have an opportunity to offer feedback to be considered before any final action is taken.

Reinstatement

If you are a regular employee who resigns in good standing and wish to return to the company, you may apply in writing to the Department of Human Resources for reinstatement.  If no more than one year has elapsed since your date of separation, you have the possibility of being placed on a reinstatement list to be considered for rehire.  

VI. Leaves of Absence

Personal

Upon completing one year, employees will be granted forty hours of vacation time and forty hours of sick leave with pay. To receive pay for more than three consecutive sick days, an employee must submit a doctor’s note by the third day. Vacation and/or sick leave will not be awarded to an employee prior to fulfilling the required work time.

Vacation leave will increase by forty hours every four years (after the first) and will not surpass 200 hours in one year.

Sick leave qualifications include an illness or injury which prohibits the employee from productively functioning in the company environment. This includes minor illnesses which may endanger the well-being of surrounding employees.

Family Medical

An employee will also be granted forty hours sick leave for illnesses affecting his/her immediate family. During this time the employee may be absent for the total forty hours and receive pay without a doctor’s.

Disability Leave

For any instances where an employee’s illness or injury requires him/her to be absent from several work days they may apply for disability leave. Pregnancy is also included and will entail three months of paid leave. Spouses may apply for one month of paid disability leave up to one week following the birth of the child.

Bereavement Leave of Absence
An employee is entitled to twenty-four hours leave without pay for burial arrangements and to attend a funeral provided a death in the family. If an employee has any unused sick or vacation hours they may be used at this time to receive pay for up to twenty-four hours.

Employees may substitute their vacation or sick leave in return for payment during the duration of their absence.

Jury Duty Leave of Absence

An employee will be granted unpaid leave to fulfill their duties after notifying their department manager. Hours will be determined by the manager. 

Employees may substitute their vacation or sick leave in return for payment during the duration of their absence.

Witness Leave
If any employee is required by law to testify in court for any non-company cases, the company will provide you unpaid time off to fulfill your duties. The company asks any employees to notify their respective managers as early as possible.

If an employee is required to testify for a company related case, he/she will be provided with paid leave for the duration of their participation in court.

Time Off For Voting
Exortus does not provide leave of any kind for voting.

Employees may substitute their vacation or sick leave in return for payment during the duration of their absence.

Time off to Further Your Education
Exortus does not provide time or benefits for anyone who wishes to further their education. Such actions must be completed on personal time.

Time for School Visitation

It is not company policy to provide leave for those wishing to visit a school of any sort if it is not requested by the company.

VII. Employee Benefits
As an employee of Exortus Advertising and Marketing you will be entitled to the following benefits with exception of some other qualifications:

· Vacations Leaves

· Sick Leaves 

· Full pay for county holidays

· Medical Plan 

· Retirement & Retiree Health Coverage 

· Direct Deposit

· Payroll deduction

· Available bikes

* Temporary employees are not eligible for any benefits.

VIII. Safety Rules
1.) It is the responsibility of each department head to require that these safety rules be brought to the attention of all employees. The Department Head is the person responsible for the implementation of Exortus’ Safety Program. Each Exortus employee, whether permanent or temporary is required and expected to carry out these work rules. 

2) Employees who violate any of these rules, or knowingly permit violation, will

be subject to disciplinary actions.  Employment by Exortus constitutes acceptance of these regulations.

A.

1.) Work shall be conducted so as to eliminate hazards due to:
a. Slipping, Tripping, and Falling 

b. Handling material and equipment

c. Live current-carrying parts

d. Confined spaces

B.

1.) The right way to lift is easiest and safest. Take firm grip; secure a good footing(about shoulder width apart); place the feet in a comfortable distance apart; bend the knees; keep the back straight; and lift with the leg muscles.

2.) Secure help when needed; lift no more than 1/2 your own weight.
3.) Never carry a load that it is so large it obstructs your vision.
.
C.

1.) Chairs, wastebaskets, cords, and other articles, shall not be left in the aisles, or when they constitute a tripping hazard.
2.) Desk drawers, cabinet doors, slides, and files shall not be left standing open while unattended.
3.) Pens or pencils, pins, paper clips, etc. shall not be put in mouth.
4.) Common or sharp-pointed pins should not be fastening papers together. Approved staples, clips, or other approved fasteners shall be used.
5.) Broken glass, or other sharp-edged objects, shall not be placed in wastebaskets unless properly protected.

Appendix A

Grievance Procedure

A grievance is a cause of distress as an unsatisfactory working condition or unfair labor practice felt to afford a reason for complaint or dispute.  A grievance may be filed when an employee believes an injustice has been done because of an unfair application or deviation from a departmental policy.  This does not apply to employee disciplinary matters or reassignments, written reprimands, employee performance evaluations, and work assignments.  Grievance forms are available upon request from the Human Resources Department.

1. Objective. The purpose of this grievance procedure is to:

a) Settle: informally settle at the employee-supervisor level

b) Provide: provide an orderly procedure to handle the grievance

c) Correct: if possible, correct the cause of the grievance to prevent future complaints

d) Promote: promote harmonious relations among employees, their supervisors, and departmental administrators

e) Assure: assure fair and equitable treatment of all employees

f) Resolve: resolve any grievances at the departmental level before any appeals to higher levels.

2. Definitions.

a) Employee: Any employee in the classified service of the company, regardless of status.

b) Immediate Supervisor: the person who assigns, reviews, or directs the work of an employee

c) Superior: The person to whom an immediate supervisor reports

d) Representative: A person who appears on behalf of the employee

e) Department Head: The officer or employee having charge of the administration of the department

1. The grievance should be filed within five (5) working days of the alleged violation, and submitted to the Director of Human Resources.  

2. An informal conference will take place within ten (10) working days of receipt of complaint.  This meeting will include the complainant, and the HR Director.

3. If the Employee feels that the grievance has not been resolved, the employee may appeal to the next higher level of supervision and department head jointly.  A decision shall be made in writing on the original grievance form to the employee by the department head within ten (10) days of the meeting.

4. There will be an adequate and timely written notice to the complainant of five (5) working days prior to the arbitration hearing.

Appendix B

Sexual Harassment Policy

Sexual harassment is defined sexual advances, requests for sexual favors, and other verbal or physical contact of sexual nature that are unwelcome. 

Employees that believe that they have been victims of sexual harassment should report the incident to their human resources department.  No employee will be discriminated against for making a complaint about unacceptable conduct made by a fellow employee.  A prompt and thorough investigation will follow the complaint, and strong disciplinary actions will take place when necessary.  

All department heads are responsible for making sure that all new employees get a copy of the sexual harassment policy and understand the meaning of the rules.

Everyone should know that sexual harassment is against state and federal law, and if an employee is convicted of such a crime will be severely punished. 

Exortus





Department:









GRIEVANCE FORM  








Date:




 

Employee:





Classification:


 
Division:


  


Section:





	Nature of grievance:

	

	

	

	

	

	

	

	

	


	Settlement Desired:

	

	

	

	

	

	

	

	

	


Date: ________







Signature CEO



 

Date: ________



V.P.





 

Date: ________



Dep. Manager





INJURY REPORT FORM

This form will be prepared by the immediate supervisor of the person involved in any type of accident, except in a motor vehicle whether or not injury occurred. 

Name of Person involved_______________________      Date___________



Age______     Sex____ Job title

 department




   

Date of accident


 time accident occurred

 AM          PM 

Place of Accident









 

Injury (if none, state none)










Description of accident and any equipment or tools involved





Cause of accident











Corrective action required to eliminate cause of action






Name of supervisor responsible for corrective action






Date Corrective Action Taken


 Witnesses





Accident Classification:    avoidable

     Unavoidable
 

If avoidable, state how accident could have been prevented






First aid given by



 Location






Remarks



























 









Date:



Supervisors Signature    









Date:





CEO’s Signature

REPORT OF LOSS OR DAMAGE TO PERSONAL PROPERTY

EXORTUS RISK MANAGEMENT

1.
Employee




   2. Date





3.
Department




   4. Amount of claim$

 

5.
Statement of Circumstances (if more space is needed, attach an additional sheet):

6.















Signature of employee

* * * * * * * * * * 

7.
Approved:  __ Yes   __ No

8.
Approved: ___ Yes      ___ No 








In the amount of $




By



 

By







Department Head 



HR Manager 

* * * * * * * * *  

   Instructions  

1. Name of employee making the claim of loss or damage. 

2. Date this form is being is completed. 
3. Department where employee works. 
4. the amount of loss or damage should be estimated according to cost of repair (attach the original receipt for the article if you have it) 
5. Briefly state the date, time, place, and circumstance(s) involving the loss or damage. 
6. Employees signature 
7. For office use only 
EMPLOYEE SCHEDULE CHANGE FORM

Employee:




Date:



 

Department:




Reason for change:










Propose for schedule change:















Date:




   VP of HR










Date:






    CEO



WORKPLACE VIOLENCE OR THREAT INCIDENT

Name of person threatening Exortus Employee:







Perpetrator’s relationship to Exortus:







 

Physical description:  Hair:

  Eyes:

  Height:
  Weight:

 

Race:


  Distinguished Characteristics:




 







 

 (Attach picture if possible)    

Circumstances of threat:










Location of threat:









 

Date:




Time:




 

Exact words of threat:











Police notified: Yes 
      No:


Threatened Exortus employee:









Department:




Supervisor:




 

Work Address:









 

Work Telephone:


   Home Telephone:






Additional comments:











_____________________                                      _____________

    Employee Signature                                                    Date

WORKPLACE VIOLANCE OR THREAT MITIGATION REPORT

Name of threatened employee:









Department:



  Supervisor:







Work address:












Work telephone:



  Home telephone:






ASSESSMENT BY:

Department Head: ___ Name:



   Telephone:



 

Vice President of HR: ___Name:



   Telephone:



 

C.E.O.:___ Name:




   Telephone:




RECOMMENDED ACTION: 


 Armed security at worksite 

Date initiated:




 


 Surveillance of perpetrator 

Date initiated:




 



 Area lighting 



Date initiated:




 


 Accompaniment to and from car
Date initiated:




 


 Change in work hours

Date initiated:







 Other 




Date initiated:






SICK LEAVE REQUEST FORM

Name of employee______________________________________

Illness____________________________________________________________________________________________________________________________________________________________

Name of Physician______________________________________

Description of Illness (If the employee will be absent from three or more consecutive work days)

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________



__________________

Employee’s signature



Physician’s signature

____________




____________

Date






Date

LEAVE OF ABSENCE REQUEST FORM

Employee Name________________________________
Purpose of Leave ________________________________________________________________________

Day(s) Requested _____________________

Hours Requested ________________________________________________________

___________________                                                                      _______________

Employee’s Signature                                                                                Date

EMPLOYEE AGREEMENT AND ACKNOWLEDGEMENT FORM


I have read the Exortus Employee Handbook and I understand the company’s general policies and my privileges as well as my obligations as an employee. I understand that a copy is available for my review at all times and can be obtained from either my manager or any Human Resources representative


I acknowledge that I am expected to read and adhere to company policies presented in this handbook. I understand that I am expected to abide by the standards presented in the handbook and that the company may change any policies, benefits, or practices described in the handbook. The company will advise employees of material changes within a reasonable time.

Exortus employs its workers with an at-will policy.


I understand that the company does not guarantee a minimum length of employment. Your employment may be terminated at the will of a company.


I understand and agree the status of my employment at Exortus may be modified or amended with a written agreement signed by the employee and the Vice President of the Department. Such a written agreement must specifically refer to the employee handbook and give a proficient reason. I also understand that no employee, officer, or representative of the company other than the CEO and vice president is authorized to modify or amend the employment of any employee. I understand that nothing in this handbook or any other written document shall limit the right of the company to terminate an employee at any time, with or without cause.


I agree that this form contains a full depiction of the at-will employment statement and supersedes all previous agreements, whether written or oral, expressed or implied, relating to the subjects discussed in this document.

______________________________
_________________

EMPLOYEE’S SIGNATURE                                                          DATE 

__________________________________ 
EMPLOYEE’S NAME (Typed or Printed)

PAGE  
3

