Ultimate Wanderlust 

          [image: image1.jpg]J
)

Vo er

",
< May

A\
~




Employee Manual 2006-2007
Phoenix High School

745 N. Rose Street

Phoenix, OR 97535

(541) 535-1526 ext. 359

Table of Contents

Chapter I – Introductory Policies


Introductory Statement………………………………........…..1


Employment Status…………………………………........……1


Integration Clause…………………………….........…………1


Affirmative Action……………………………………........….1


Harassment/Discrimination…………………………...........….1

Chapter II – General Policies and Practices


Work Schedules…………………………………........………3


Performance Evaluations……….....…………………......……3


Coaching, Counseling, and Discipline……………..........……..3


Termination………………………………………..............…..3

Chapter III – Standards of Conduct


Strictly Prohibited Conduct…………………………......…….4


Off-Duty Conduct………………………………….............….4


Drug/Alcohol-Free Workplace……….....………............…….4


Attendance…………….....………………………..............…..5


Apparel Standards……………………….....………......……5


Conflicts of Interests………………………………...................5


Customer Relations……………………………...........……….5


Company Confidentiality……………………….........……….5


Media Contact…………………………………….........…….5

Chapter IV – Operational Considerations


Employer Property………………    ………………................6


Off-Duty Facilities…………………………………..................6


Employee Property……………………………………….......6


Non-Smoking Facility………………………………….............6


Company Housekeeping………….....………...…………........6


Conducting Personal Business..........................................................6

Chapter V – Employee Safety and Security


Safety Overview……………………………………......……7


Security Overview……………………………………......…..7


Workplace Violence…………………………………………7


Bomb/Violence Threat……………………………………….7


Emergency Action Plan………………………………………8


Evacuation Procedure………………………………………..8

Chapter 1 - Introductory Policies: 

Introductory Statement

Congratulations to all our new employees! We hope that you find your time with Ultimate Wanderlust LLC. a rewarding one. We take pride in our business and the services we offer, and our employees are expected to contribute to the success and pride of our company.

This employee manual is written to inform you of the terms and conditions of working at Ultimate Wanderlust. If you, the employee have any questions regarding any of the terms and conditions, the Human Resources VP will be happy to help you with any concerns.

At-Will Employment Status

Each employee of Ultimate Wanderlust LLC is employed at-will. At any time the employee or the employer can terminate the employment without notice.

Integration Clause and the Right to Revise

This employee manual is designed to inform employees of the general policies of Ultimate Wanderlust LLC. This manual does not include every detail of each policy, and the policies in this manual will not be applied to all cases. Ultimate Wanderlust LLC, at any time, may need to change or modify some of the policies. If any changes are made, the employees will receive the revised copies of these changes.

Equal Employment Opportunity and Affirmative Action Employer

Ultimate Wanderlust LLC is an equal employment opportunity employer. The company strives to have the best people available in every job; and therefore, makes employment decisions strictly based on merit and valid job requirements. This policy strictly prohibits employment discrimination base on race, color, creed, gender, religion, marital status, age, national origin or ancestry, physical or mental disability, medical condition, sexual orientation, veteran status, and/or any other consideration made unlawful by any laws. Such discrimination is not only unlawful, but is also detrimental to Ultimate Wanderlust’s policy to employ the best people possible. This unlawful discrimination cannot, and will not, be tolerated within the company.

Unlawful Harassment / Discrimination

Ultimate Wanderlust LLC is committed to providing a work place free of unlawful harassment and discrimination. The policies of the company prohibit discrimination and/or harassment including, but not limited to:

· Race

· Religion

· Color

· National origin

· Physical or mental disability

· Medical condition

· Marital status

· Age 

· Sexual orientation

Actions that are defined as harassment and/or discrimination include, but are not limited to the following:

· Verbal behavior such as name-calling, derogatory comments, or unwanted sexual advances;

· Visual behavior such as derogatory and/or sexually-oriented photography, drawings, suggestive gestures or staring;

· Physical behavior such as assault, unwanted touching, or interfering with work;

· Unfair treatment due to unlawful discrimination; and/or 

· Retaliation for reporting or threatening to report claims of harassment and/or discrimination.

Ultimate Wanderlust LLC requires all employees, especially management, to immediately report any incidents of harassment/discrimination, as listed above. All employees are responsible for helping to secure a work place that is free of harassment and/or discrimination.

If an employee is subjected to, or witnesses any offensive behaviors, the following actions should be taken:

· First, it is strongly recommended that the employee inform the offending person of their offensive behavior. This is often the best way to ensure that the behavior stops immediately.

· However, if you are not comfortable with confronting the offending person, or if the behavior persists, you are required to contact your supervisor, management and/or Human Resources VP with your concerns.

· If you believe that you have been unlawfully harassed and/or discriminated against, a written complaint should be provided to your supervisor, manager, or the vice president of Human Resources. Include the details of the incident, names of those involved and names of any witnesses.

· Any supervisors of manager should refer all harassment/discrimination complaints to the vice president of Human Resources. The company will immediately begin an investigation of the allegations.

If Ultimate Wanderlust LLC determines that unlawful harassment and/or discrimination has occurred, immediate action will be taken in relation to the circumstances of the complaint. 

Chapter II – General Policies and Practices: 

Work Schedules:

All employees are designated as full time employees and are required to fulfill their duties to the best of their abilities throughout the year. Full time working hours are from 1:57PM to 3:25PM on Tuesdays and from 2:37PM to 3:25PM on Wednesday through Fridays.

Performance Evaluations:

At the end of each week, Ultimate Wanderlust employees will receive a short performance evaluation from their supervisor. This evaluation is intended to help keep the employee and supervisor aware of the employee’s progress, area of improvement, and future objectives of goals. 

Coaching, Counseling and Discipline:

If a performance problem regarding the policies set forth by this manual occurs, Ultimate Wanderlust may find the need to take corrective actions. The procedure for corrective actions includes coaching, counseling, and discipline for the employee. The first step is coaching the employee to make sure that they know how to do their job correctly and productively. When coaching is not an effective way of correction, then employee counseling may take place. This includes discussing the problem with the employee, and may result in written and/or verbal warning. If both coaching and counseling is ineffective, then discipline such as suspension without pay, and/or termination from employment may be used to bring about a final resolution. 

Termination of Employment:

It is sometimes necessary for termination of employment to be brought about by the employee, or Ultimate Wanderlust. There are two kinds of termination that may occur:

· Voluntary Termination: Any employee is free to resign his/her employment with Ultimate Wanderlust at any time. If an employee fails to report to work for two consecutive workdays without notice to management, the employee is deemed to have voluntarily terminated their employment with Ultimate Wanderlust.
· Involuntary Termination: At times, it may be in the best interests of Ultimate Wanderlust to ask employees to involuntarily leave their employment in the company. Generally this is not because the employee wasn’t valued, but due to the fact that the work did not work out with overall business interest of the company. However, there may be times when a problem occurs in the employee’s work performance such as violations of company policies.
When termination of employment is a necessary action to take, the final decision will be made between the CEO and the employee’s supervisor. 

Chapter III – Standards of Conduct:

Strictly Prohibited Conduct

Following conduct is strictly prohibited and will not be tolerated at Ultimate Wanderlust LLC. This is only a summary of the strictly prohibited conduct; any other conduct that may be hazardous to security, personal safety, and company operations may also be prohibited. 

1. Writing down time for other employees when they are absent and/or having employees write down time for you.

2. Stealing, breaking, and/or not caring for other people’s property, including the property of an employee or customer.

3. Provoking altercations at work.

4. Playing games or music (out loud or with headphones) without the authorization of a supervisor.

5. Possessing firearms or other weapons in the workplace.

6. Insubordination, including but not limited to: failure or refusal to obey the instructions of a supervisor or management, and the use of abusive or threatening language toward a supervisor, manager, or co-worker.

7. Failure to notify a supervisor if you will be late to or absent from work.

8. Sleeping during work hours.

9. Making or accepting out-of-work phone calls.

10.  Working overtime without authorization, and/or refusal to work assigned overtime.

11. Violation of any safety, health, security or company policies, rules or procedures.

12. Harassment / discrimination of other employees.

Disregard of strictly prohibited conduct can result in disciplinary actions, and may lead to termination.

Off-Duty Conduct


While Ultimate Wanderlust LLC does not wish to interfere with the off-duty and personal behavior of its employees, certain types of off-duty behavior may interfere with Ultimate Wanderlust LLC rightful business interests. Illegal, off-duty behavior on the part of an employee, that adversely affects the rightful business interests of Ultimate Wanderlust LLC, or the employee’s ability to perform his or her job in a safe and efficient manner, will not be tolerated.

Drug/Alcohol-Free Workplace


Ultimate Wanderlust LLC strictly prohibits the use of alcohol, illegal drugs, or other controlled substances as it affects the workplace. Use of these substances, whether on or off the job, can detract from an employee’s work performance, efficiency, safety, and health, and therefore seriously damage the employee’s value to the company. In addition, the use or possession of these substances on the job constitutes a potential danger to the welfare and safety of other employees and exposes Ultimate Wanderlust LLC to the risks of property loss or damage, and/or injury to other people. Violation of these rules and standards of conduct will not be tolerated, and Ultimate Wanderlust LLC may also bring the matter to the attention of the appropriate law enforcement authorities.

Punctuality and Attendance


As an employee of Ultimate Wanderlust LLC, you are expected to be punctual in your attendance. Good attendance throughout the company is important for the overall running of the company; therefore it is company policy that excessive absenteeism and/or tardiness cannot be tolerated.


All absences from work are considered unexcused unless the employee informs their manager, supervisor, or the CEO ahead of time. In order to be considered on time, employees must be at their workstation, ready to work at the beginning of their shift.

Personal Apparel Standards


Because personal apparel can sometimes be a distraction to others, employees are expected to wear professional clothing that is suitable for the workplace. Clothing should be neat, clean, and appropriate. Employees who come to work with inappropriate clothing will be asked to change.

Conflicts of Interests


All employees should avoid situations of actual or potential conflicts of interest. A personal or romantic involvement with a competitor, supplier, or employees of the company, which impairs the employee’s ability to exercise good judgment on behalf of the company, creates an actual or potential conflict of interest. These sorts of personal or romantic relationships can also lead to supervisory problems, possible claims of sexual harassment, and moral problems.

Customer Relations

Employees are expected to be polite, courteous, and attentive to every customer. If a situation arises in which an employee does not feel comfortable or capable of handling the customer’s concerns, a supervisor should be called immediately.

Company Confidentiality


All employees are responsible for keeping company information confidential during their employment. In the course of your job at Ultimate Wanderlust LLC you may have access to confidential information regarding the company or other employees. This information is to be kept completely confidential unless it is absolutely necessary for you to use in the performance of your job. Access to confidential information is on a need-to-know basis and must be authorized through management.

Media Contact


If an employee is approached for an interview by the news media regarding Ultimate Wanderlust LLC, only authorized persons, designated by the CEO of Ultimate Wanderlust LLC, may comment on company policy or events that could have an adverse impact on the company.

Chapter IV – Operational Considerations:

Employer Property

Ultimate Wanderlust LLC’s property such as computers, desks, file cabinets, etc, must be maintained according to company rules and regulations. Company property is to be used only for work-related purposes unless prior, written approval is obtained for special circumstances. Ultimate Wanderlust LLC reserves the right to inspect all company property to insure compliance with its rules and regulations, without notice to the employee, and/or in the employee’s absence.

Off-Duty Use of Facilities

Employees are prohibited from using the company’s facilities, property, or company equipment for personal use, unless written arrangements by the supervisor or CEO are given for special circumstances.

Employee Property

For security reasons, employees should not leave personal belongings of value in the workplace. An employee’s personal property, including but not limited to electronics, packages, purses and backpacks, may be inspected upon reasonable suspicion of unauthorized possession of company property, with or without notice.

Non-Smoking Facility

Ultimate Wanderlust LLC is a non-smoking facility, therefore, smoking is not allowed in the facility at any time.

Company Housekeeping

Good housekeeping is an essential part of effective safety in the workplace. Keeping work areas neat and clean reduce the risk of any injuries or accident. Well-organized work areas also increase the ability of employees to perform their jobs efficiently. Employees are responsible for keeping their work areas neat and orderly.

Conducting Personal Business

Employees are to conduct only Ultimate Wanderlust LLC related business during their scheduled work hours or while on company property.

Chapter V – Employee Security and Safety

Safety Overview


Each employee is responsible for their own, as well as others’, safety in the workplace. All employees must be safety-conscious at all times. All employees should bring any safety concerns to their supervisor.

Security Overview


No workplace is immune from violence, but it is a policy of Ultimate Wanderlust LLC to make every effort possible to provide security and safety to its property and employees. Employees should be aware of their surroundings at all times and should report any suspicious persons or activities to a supervisor or member of management immediately.

Workplace Violence


At Ultimate Wanderlust LLC we want to make sure that our employees feel safe in their work environment. Workplace violence is very serious and can occur in any situation. The following are some examples of signs that violence may occur:

· Verbal threats

· Intimidating behavior

· Paranoid behavior

· Obsessive behavior

· Recent decline in job performance

· Serious stress in a person’s personal life

· Substance abuse

The behaviors listed above are all signals that an intervention may be needed to discuss with the employee their behavior. If an employee recognizes any of these behaviors, they should immediately report to their supervisor, the CEO, or the Human Resources department.

Violence/Bomb Threat

A violence/bomb threat could be received at any time. Regardless of the reliability of the threat, every threat must be taken seriously, and thoroughly investigated.

If you receive a threat:

1. Please remain calm.

2. Contact your manager immediately so they can call authorities.

3. If you are on the phone with someone who is making a threat of violence, stay on the phone as long as possible and ask as many questions that you can think of.

4. Document the ‘threat conversation’ as well as you can remember it; also, try to get the caller-ID and time of the call.

Emergency Action Plan:

In case of accident, please let the closest supervisor know so they can call the appropriate response team. Unless an employee is a trained EMT or trained in CPR and First Aid, they may not provide medical attention.

Maps with exit locations, fire extinguishers, first aid kits, ect. are placed around the building. Each employee is responsible for knowing these locations.

Building Evacuation Procedure:

In the event of a fire, or some other hazard in the building evacuation is necessary, the following steps should be taken:

Fire: 
1. Stay calm

2. Alert others who are nearby, and without risking yourself, turn off electrical equipment in your immediate area.

3. Quickly evacuate the building, leaving all doors and windows closed.

Evacuation:

1. Exit out the nearest door, and take the shortest route to the safety area.

2. Stay out of the way of emergency personnel and follow their instructions.

3. Do not re-enter the building until told to do so by management.
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