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Welcome new employee!! 
 
 
On behalf of your colleagues, I welcome you to Trinity Business Management, Inc. and wish 
you every success here. 
 
We believe that each employee contributes directly to Trinity Business Management Inc's 
growth and success, and we hope you will take pride in being a member of our team. 
 
This handbook was developed to describe some of the expectations of our employees and 
to outline the policies, programs, and benefits available to eligible employees.  Employees 
should familiarize themselves with the contents of the employee handbook as soon as 
possible, for it will answer many questions about employment with Trinity Business 
Management, Inc.  
 
We hope that your experience here will be challenging, enjoyable and rewarding.  Again, 
welcome!! 
 
Sincerely, 
 
 
 
Dr. Paul McKoy 
President and CEO 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

A Word About This Handbook 
 

Purpose: 
The information contained in the Handbook is designed as an advisory guide to assist the 
Trinity Business Management, Inc. (hereinafter named TBM) and our supervisors with the 
effective management of personnel.  The provisions and guidelines contained in the 
Handbook are not binding on TBM as they may be changed, interpreted, modified, revoked, 
suspended, terminated or added to by TBM, in whole or in part, at any time, at TBM's sole 
option, and without prior notice to employees.  This Handbook is not intended to cover 
every situation that may arise or to create specific policy to be applied in every instance.  
Instead, this Handbook is intended only to give on-site management general advice 

concerning personnel decisions.  This Handbook contains materials that are proprietary 
and confidential to TBM and may not be distributed outside of TBM in any manner.  This 
Handbook may not be copied or reproduced in any way, in whole or in part, except with 
the express, written consent of the President of TBM. 
 
Interpretation: 
Interpretation of the policies and procedures contained in this Handbook is governed by, 
and is the responsibility of the Senior Management.  Whenever clarification or 
assistance in interpretation is required, management should contact the Executive 
Financial Officer. 
 
Employment at Will: 
Nothing contained in this Handbook is intended to create, comprise or define, nor 
should it be construed to constitute any type of oral or written employment contract, 
promise or guarantee, express or implied, between TBM and any one or all of its 
employees.  Nothing in the Handbook is intended to provide any assurance of continued 
employment. 
 
In the absence of a specific agreement to the contrary, authorized in writing by the 
President of TBM, employment with and compensation from TBM are for no definite 
period of time and may be terminated by the Company or the employee at any time for 
any reason with or without cause and with or without notice.  Any written or oral 
statements or promises to the contrary are hereby expressly disavowed and should not 
be relied upon by prospective or existing employees. 
 



Your Employment Arrangement  
 
 
You are employed by Trinity Business Management, Inc. (hereafter named TBM).  The services 
you provide during your employment are to TBM and ultimately to the customers of TBM.  
During your employment with TBM you may be required to provide services to various customer 
locations and thus may travel between multiple locations a certain number of days per week as 
needed and/or scheduled.  TBM provides you with the training, supervision and evaluation 
needed to be successful in your job. This Employee Handbook describes the standards required 
of employees of TBM. Please make certain to carefully learn the Employment and Timekeeping 
/ Payroll sections of this handbook. If you have questions relating to the performance of your job 
functions or about rules or safety, it is generally best to first contact your designated supervisor 
at TBM. None of the descriptions of the personnel policies or practices in this handbook 
guarantees employment for any length of time. This means that all employment is “at-will”.  
 
TBM will update you periodically about changes to this handbook and TBM has the right to 
amend, modify, delete, or otherwise revise all of its rules, regulations, policies and benefit plans. 
Furthermore, this handbook contains policies and procedures in accordance with federal law. 
State law may vary. For questions about specific employment regulations in your state please 
contact your TBM Human Resources manager.  

 
 



101  Equal Employment Opportunity  
Effective Date: 1/2016 
 
 TBM provides equal employment opportunities (EEO) to all employees and applicants for 
employment without regard to race, color, religion, gender, sexual orientation, national origin, 
age, disability, marital status, member of the armed services or covered veteran status or any 
other status that is protected by federal, state and local laws. TBM also complies with applicable 
state and local laws governing non-discrimination in employment in every location in which TBM 
has facilities. This policy includes, but is not limited to: employment, promotion, demotion, 
transfer, recruitment, termination, compensation, benefits, layoffs, training, and social and 
recreational programs. TBM complies with all applicable federal, state and local laws.  
 
If, due to a medical condition or impairment (physical or mental), you find that you are unable to 
perform your essential job duties and responsibilities in a safe, effective and efficient manner 
and feel that you require an accommodation in the form of an adjustment or change at work in 
order to do so, you should inform your supervisor and/or your TBM HR Manager. We will 
respond promptly and evaluate your request. When doing so, we will determine whether the 
accommodation can be done reasonably and not cause TBM any undue hardship. Due to its 
intimate knowledge of the work place, employment processes and procedures and economic 
responsibilities for any costs involved, the ultimate determination of reasonable accommodation 
and undue burden is made by TBM.  TBM reserve the right to verify your medical condition and 
need for accommodation and agree to keep all information regarding your medical condition 
confidential.  
 
 
102  Open Door Communication 
 Effective Date: 1/2016 
 
If you have questions or concerns regarding your employment, or if special problems arise, 
please contact your immediate supervisor and your TBM Representative. If your immediate 
supervisor is unavailable, you should contact another supervisor or management official. For 
questions or concerns warranting higher consideration, the Key Decision Maker of TBM should 
be contacted.  
 
 
103  Non-Discrimination, Anti-Retaliation and Harassment 
Effective Date:  1/2016 
  
TBM expressly prohibit any form of unlawful employee discrimination based on race, color, 
religion, gender, sexual orientation, national origin, age, disability, veteran status or any other 
status that is protected by federal, state or local laws. Improper interference with the ability of 
TBM employees to perform their expected job duties is absolutely not tolerated.  
 
TBM agree that no employee will be retaliated against for opposing an unlawful employment 
practice, policy, or procedure or because he or she has made a charge, assisted, or participated 
in a governmental investigation, proceeding or hearing regarding an unlawful employment 
practice, policy or procedure.  
 
TBM are committed to promoting a work environment that is free of harassment and will not 
tolerate harassment or retaliation of TBM employees by anyone, including any supervisor, co-
worker, customer or customer’s personnel.  



 
Harassment consists of unwelcome conduct, whether verbal, physical, or visual, that is based 
upon a person's protected status, such as sex, color, race, ancestry, religion, national origin, 
age, disability, sexual orientation, or other protected group status that adversely affects tangible 
job benefits or otherwise interferes unreasonably with an individual's work performance, or 
creates an intimidating, hostile, or offensive working environment.  
 
Sexual harassment warrants special attention. Unwelcome sexual advances, requests for 
sexual favors, and other physical, verbal, or visual conduct based on sex constitutes sexual 
harassment when (1) submission to the conduct is an explicit or implicit term or condition of 
employment, (2) submission to or rejection of the conduct is used as the basis for an 
employment decision, or (3) the conduct has the purpose or effect of unreasonably interfering 
with an individual's work performance or creating an intimidating, hostile, or offensive working 
environment, such as explicit sexual propositions, obscene language or gestures of a sexual 
nature, display of obscene material of a sexual nature and unwelcome physical contact of a 
sexual nature.  
 
All TBM employees are responsible to help ensure that there is no harassment or retaliation in 
the work place. If you feel that you have experienced or witnessed harassment, you are to 
immediately notify your supervisor or a senior manager of TBM, TBM’s President and/or your 
designated TBM HR Manager. A SITUATION CANNOT BE REMEDIED UNLESS THE 
PROPER AUTHORITIES KNOW ABOUT IT. See also, the Open Door Communication.  
 
 
104 Americans with Disabilities Act (ADA) and the ADA Amendments Act (ADAAA) 
Effective Date:  1/2016 

 
The Americans with Disabilities Act (ADA) and the Americans with Disabilities Amendments Act, 
known as the ADAAA, are federal laws that prohibit employers with 15 or more employees from 
discriminating against applicants and individuals with disabilities and that when needed provide 
reasonable accommodations to applicants and employees who are qualified for a job, with or 
without reasonable accommodations, so that they may perform the essential job duties of the 
position.  
 
It is the policy of TBM to comply with all federal and state laws concerning the employment of 
persons with disabilities and to act in accordance with regulations and guidance issued by the 
Equal Employment Opportunity Commission (EEOC). Furthermore, it is our company policy not 
to discriminate against qualified individuals with disabilities in regard to application procedures, 
hiring, advancement, discharge, compensation, training or other terms, conditions and privileges 
of employment.  
 
TBM will reasonably accommodate qualified individuals with a disability so that they can perform 
the essential functions of a job unless doing so causes a direct threat to these individuals or 
others in the workplace and the threat cannot be eliminated by reasonable accommodation 
and/or if the accommodation creates an undue hardship to Trinity Business Management. 
Contact the Human Resource department with any questions or requests for accommodation.  
 
 
 
 



104  Harassment Complaint Procedure 
Effective Date:  1/2016 
 
TBM will investigate all harassment and retaliation complaints promptly. To the fullest extent 
practicable, TBM will keep complaints, investigative records, and the results of harassment and 
retaliation investigations confidential. If an investigation confirms that harassment has occurred, 
TBM will take corrective action, including appropriate discipline, up to and including termination 
of employment. 

 
 
105 Job Posting and Employee Referrals 
Effective Date: 1/2016 
 
TBM provides employees an opportunity to indicate their interest in open positions and advance 
within the organization according to their skills and experience. 
 
To apply for an open position, employees should submit a resume to the Department Manager 
listing job-related skills and accomplishments.  It should also describe how their current 
experience with TBM and prior work experience and/or education qualifies them for the position. 
 
TBM recognizes the benefit of developmental experiences and encourages employees to talk 
with their supervisors about their career plans.  Supervisors are encouraged to support 
employees’ efforts to gain experience and advance within the organization. 
 
An applicant’s supervisor may be contacted to verify performance, skills, and attendance.  Any 
staffing limitations or other circumstances that might affect a prospective transfer may also be 
discussed. 
 
TBM also encourages employees to identify friends or acquaintances who are interested in 
employment opportunities and refer qualified outside applicants for jobs.  Employees should 
obtain permission from the individual before making a referral, share their knowledge of the 
organization, and not make commitments or oral promises of employment. 
 
An employee should submit the referral’s resume and/or completed application form to the 
Department Manager for a job opening.  If the referral is interviewed, the referring employee will 
be notified of the initial interview and the final selection decision. 
 
 
107  Progressive Discipline 
Effective Date:  1/2016 
 
Every employee has the duty and the responsibility to be aware of and abide by existing rules 
and policies. Employees also have the responsibility to perform his/her duties to the best of 
his/her ability and to the standards as set forth in his/her job description or as otherwise 
established.  
 
TBM supports the use of progressive discipline to address issues such as poor work 
performance or misconduct. Our progressive discipline policy is designed to provide a corrective 
action process to improve and prevent a recurrence of undesirable behavior and/or performance 
issues. Our progressive discipline policy has been designed consistent with our organizational 
values, HR best practices and employment laws.  



Outlined below are the steps of our progressive discipline policy and procedure.  TBM reserves 
the right to combine or skip steps in this process depending on the facts of each situation and 
the nature of the offense. The level of disciplinary intervention may also vary. Some of the 
factors that will be considered are whether the offense is repeated despite coaching, counseling 
and/or training; the employee's work record; and the impact the conduct and performance 
issues have on our organization.  Disciplinary action can also result in total forfeiture of paid 
vacation days and /or paid holiday. 

 
The following outlines TBM’s progressive discipline process:  
 

 Verbal warning: A supervisor verbally counsels an employee about an issue of 
concern, and a written record of the discussion is placed in the employee's file for future 
reference.  

 

 Written warning: Written warnings are used for behavior or violations that a supervisor 
considers serious or in situations when a verbal warning has not helped change 
unacceptable behavior. Written warnings are placed in an employee’s personnel file. 
Employees should recognize the grave nature of the written warning.  

 

 Performance improvement plan: Whenever an employee has been involved in a 
disciplinary situation that has not been readily resolved or when he/she has 
demonstrated an inability to perform assigned work responsibilities efficiently, the 
employee may be given a final warning or placed on a performance improvement plan 
(PIP). PIP status will last for a predetermined amount of time not to exceed 90 days. 
Within this time period, the employee must demonstrate a willingness and ability to meet 
and maintain the conduct and/or work requirements as specified by the supervisor and 
the organization. At the end of the performance improvement period, the performance 
improvement plan may be closed or, if established goals are not met, dismissal may 
occur.  

 
The progressive discipline process is reset to the verbal warning after 6 months if there are no 
additional disciplinary actions within 6 months. 
 
TBM reserves the right to determine the appropriate level of discipline for any inappropriate 
conduct, including oral and written warnings, suspension without pay, loss of vacation days, 
demotion and discharge.  
 
 
108  Separation of Employment 
Effective Date:  1/2016 
 
Separation of employment within an organization can occur for several different reasons.  
 

 Resignation: Although we hope your employment with us will be a mutually rewarding 
experience, we understand that varying circumstances cause employees to voluntarily 
resign employment. Resigning employees are encouraged to provide two weeks’ notice, 
preferably in writing, to facilitate a smooth transition out of the organization.  

 



 If an employee provides less notice than requested, the employer may deem the 
 individual to be ineligible for rehire depending on the circumstances regarding the notice 
 given. 

 

 Job abandonment: Employees who fail to report to work or contact their supervisor for 
one (1) workday shall be considered to have abandoned the job without notice, effective 
at the end of their normal shift on the first day. The supervisor shall notify the Human 
Resource department at the expiration of the first workday and initiate the paperwork to 
terminate the employee.  

 
In the event that an employees is incapacitated and unable to call, TBM will work with the 
employee on a case by case basis to establish employment status.  An employee who are 
separated due to job abandonment are ineligible for rehire. 

 
 
201  Employment Classification 
Effective Date:  1/2016  
 
TBM employees must be classified as full-time, part-time, or temporary and as exempt or 
nonexempt for the purposes of compensation administration. In addition, TBM may supplement 
the regular workforce, as needed, with other forms of flexible staffing. 
 
 
202  Employee Categories 
Effective Date:  1/2016 
  

 Full-Time: An employee who normally averages 37 or more hours per week. Full-time 
employees are typically eligible for Company benefits, provided they meet the eligibility 
requirements of the specific benefit plan.  

 
 Part-Time: An employee who normally averages less than 37 hours per week. Part-time 

employees may be covered by some benefit plans, provided they meet the eligibility 
requirements of the specific benefit plan.  

 
 Limited Term: An employee who holds a position, either part-time or full-time, for a 

limited time only. Limited term employees are not eligible for Company benefits.  
 

 Non-Exempt: Full- or part-time employees who are not exempt from the minimum 
wage, overtime and timekeeping provisions of the Fair Labor Standards Act as 
amended. Non-exempt employees receive overtime pay for work performed over forty 
(40) hours per week.  

 
 Exempt: Full- or part-time employees who are exempt from the minimum wage, 

overtime and timekeeping provisions of the Fair Labor Standards Act as amended.  
 
Full-time or part-time employees may be classified as either exempt or nonexempt. Other 
flexible staffing classifications or arrangements may be added as needed 
 
 
 
 



203 Employment Reference Checks 
Effective Date: 1/2016 
 
To ensure that individuals who join TBM are well qualified and have a strong potential to be 
productive and successful, it is the policy of TBM to check the employment references of all 
applicants. 
 
The TBM Manager will respond to all reference check inquiries from other employers.  
Responses to such inquiries will confirm only dates of employment, wage rates, and position(s) 
held. 
 
 
204  Background Checks  
Effective Date:  1/2016 
 
TBM reserves the right to conduct personal background checks at any time during your 
employment for appropriate business purposes. Background checks may be conducted with 
assistance from outside investigation organizations which have the expertise and experience to 
perform their duties accurately, discreetly, and professionally. TBM maintains confidentiality for 
all background checks and results will only be communicated to those within TBM who have a 
business-related “need to know.” If TBM utilizes any of the information it receives to make a 
decision regarding your employment, you will be notified of this and we will disclose the 
information utilized to you.   
 
There will be continuous post-employment monitoring of employee backgrounds.  Offenses 
such as theft, criminal misconduct, drug use, driving violations and/or sexual assault can result 
in immediate termination. 
 
205  Personnel Files  
Effective Date:  1/2016 
 
TBM maintains personnel records that relate to your payroll and benefits.  In order to receive 
your pay and benefits correctly, it is very important that TBM has correct information about you. 
You should be sure that your records are always kept current and therefore, you must report 
changes in address, phone number, direct deposit bank account, number of dependents, or 
marital status to TBM 
.  
Employee payroll and benefit records are maintained in TBN’s human resources department. 
Employees, or their representative, may request access to their personnel file once per year, 
except as otherwise provided by law. All requests for access to your personnel file must be in 
writing to TBN. Upon receipt of your written request, TBM will schedule an appointment for you 
to view your file during normal office hours.  
 
TBM also maintains personnel files on each employee relating to job responsibilities, job 
performance, and pay recommendations. If you are interested in reviewing your COMPANY 
worksite personnel file, contact your COMPANY Representative. 
  
Employees may also request to receive a copy of one or more documents in their personnel file. 
Requests for copies must also be made in writing to COMPANY. Employees may be charged a 
reasonable fee for the time and cost of copying the requested documents.  
 



206  Introductory Review Period  
Effective Date:  1/2016 
 
The introductory period is intended to give new employees the opportunity to demonstrate their 
ability to achieve a satisfactory level of performance and to determine whether the new position 
meets their expectations. The practice uses this period to evaluate employee capabilities, work 
habits and overall performance. Either the employee or the practice may end the employment 
relationship at t any time during the introductory period, with or without cause or advance notice. 
Meaning, the introductory period in no way changes the employment at will status for all 
employees. Further, once an employee moves past their introductory period, their employment 
remains at-will.  
 
All new and/or rehired employees work on an introductory basis for the first 90 calendar days 
after their start date of work. Any significant absence will automatically extend an introductory 
period by the length of the absence. If the practice determines that the designated introductory 
period does not allow sufficient time to thoroughly evaluate the employee’s performance, the 
period may be extended for a specified period.  
 
 
207  Performance and Compensation Reviews  
Effective Date:  1/2016 
 
The performance appraisal provides a means for discussing, planning and reviewing the 
performance of each employee. TBM conducts performance evaluations with each employee on 
an as needed basis.  
 
Regular performance appraisals: 
  

 Help employees clearly define and understand their responsibilities, provide criteria by 
which their performance will be evaluated and suggest ways in which they can improve 
performance.  

 Identify employees with potential for advancement within TBM.  
 Help managers distribute and achieve departmental goals.  
 Provide a fair basis for awarding compensation based on merit.  

 
Compensation reviews may occur at management’s discretion. Any compensation adjustments 
will factor in individual performance, overall Company performance, and current market 
conditions. All compensation changes must be approved by TBM’s Key Decision Maker.  
 
TBM has the authority to change, modify or approve exceptions to this policy at any time with or 
without notice 
 
 
208 Job Descriptions 
Effective Date: 1/2016 
 
TBM makes every effort to create and maintain accurate job descriptions for all positions within 
the organization.  Each description includes a primary objective section, a responsibilities 
section, a supervisory responsibilities section, a qualifications section (including education 
and/or experience, language skills, mathematical skills, reasoning ability, and any certification 
required). 



 
TBM maintains job descriptions to aid in orienting new employees to their jobs, identifying the 
requirements of each position, establishing hiring criteria, setting standards for employee 
performance evaluations, and establishing a basis for making reasonable accommodations for 
individuals with disabilities. 
 
The Department Manager and the hiring manager prepare job descriptions when new positions 
are created.  Existing job descriptions are also reviewed and revised in order to ensure that they 
are up to date.  Job descriptions may also be rewritten periodically to reflect any changes in the 
position’s duties and responsibilities.  All employees will be expected to help ensure that their 
job descriptions are accurate and current, reflecting the work being done. 
 
Employees should remember that job descriptions do not necessarily cover every task or duty 
that might be assigned, and that additional responsibilities may be assigned as necessary.  
Contact the Department Manager if you have any questions or concerns about your job 
description. 
 
 
301  Employee Benefits 
Effective Date: 1/2016 
 
Eligible employees at TBM are provided a wide range of benefits.  A number of the programs 
(such as Social Security, workers’ compensation, state disability, and unemployment insurance) 
cover all employees in the manner prescribed by law. 
 
Benefits eligibility is dependent upon a variety of factors, including employee classification.  
Your supervisor can identify the programs for which you are eligible.  Details of many of these 
programs can be found elsewhere in the employee handbook. 
 
The following benefit programs are available to eligible employees: 

 
 Dental Insurance 
 Health Insurance 
 Holidays 
 Jury Duty Leave 
 Paid Time Off 
 Volunteer Benefit Programs 
 

Some benefit programs require contributions from the employee and/or may be fully funded by 
the employee. 
 
 
302  Paid Time Off 
Effective Date: 1/2016  
 
Unless otherwise agreed in writing, employees who work at least 35 hours per week receive 
Paid Time Off (Vacation) after working 1 year with TBM. A part-time employee is not eligible for 
Vacation.  
 
There are two types of Vacation – unscheduled and scheduled. Unscheduled Vacation refers to 
the traditional “sick day” where the employee is unable to attend work due to sickness or injury.  



Scheduled Vacation days are planned absence days that must be arranged with the employee’s 
supervisor at least 30 days in advance and are to be scheduled at a time that causes the least 
amount of interference with workloads. Requests for 3 or more consecutive vacation days 
require 90 days notice.  Requests for Vacation may be denied by the supervisor if another 
employee has already scheduled Vacation at the time of the request or if there are other 
business conflicts with the requested time. Some Vacation date shuffling may be necessary to 
make sure that TBM is adequately staffed at all times. If there is a Vacation scheduling conflict, 
scheduling is determined based on who made the Vacation date request first and then by 
seniority.  
 
All eligible employees are granted 4 days of vacation per anniversary year to use from their 
anniversary date through the day before their anniversary the following year.  An example of this 
is if an employee has an anniversary date of July 1st, they will be given 5 days of vacation on 
July 1st every year, after reaching one year of employment, to use between July 1st and June 
30th. Vacation may only be taken in 4-hour increments. A Friday vacation day will be without 
pay. 
 
When a holiday occurs on a working day during an employee's Vacation, the holiday is not 
counted as a day of Vacation.  
 
If all PAID TIME OFF days are not used during the anniversary year, any unused Vacation time 
will not be paid to you and will not carry over to the next year 
 
Upon termination of employment, unused Vacation pay will be calculated to include only 
base salary/hourly rate and not bonuses or commissions and will not be paid out unless 
required by applicable state law, net of any expenses owed by the employee. Future 
holiday hours will not be included in this formula 
 
 
303  Paid Holidays 
Effective Date:  1/2016  
 
Employees who work at least 35 hours per week on average are paid for observed holidays 
after completing one (1) full anniversary year of service with the company. The following 
holidays are observed by TBM if they fall on Monday-Thursday of a given week: 
  

 New Year’s Day  

 Memorial Day  

 Independence Day  

 Labor Day  

 Thanksgiving Day  

 Christmas Day  
 
To receive this pay, non-exempt (includes all hourly) employees must work the day before the 
holiday and the day after the holiday. When any of the above holidays falls on a Saturday or 
Sunday, there will not be a paid holiday.  If an eligible employee has an unscheduled absence 
either 1 day prior to or 1 day after an observed holiday, the employee will not be paid for the 
observed holiday.  
 



In addition to the above referenced observed holidays, eligible employees will be paid for 1 
floating holiday. A 30 days notice is required. 
  
Holiday time does not accrue or rollover year to year.  If it is not utilized by anniversary date it is 
forfeited and will not be paid out as compensation.  It also does not pay out at termination of 
employment (whether voluntary or involuntary). 
 
TBM has the right to amend, modify, delete, or otherwise revise all of its rules, regulations, 
policies and benefit plans at its discretion. 
 
 
304 Sick Leave 
Effective Date:  1/2016 
 
TBM provides paid sick leave benefits to all eligible employees for periods of temporary 
absence due to illnesses or injuries.  Eligible employee classification(s): 
 

 Exempt Full Time Employees 
 
Eligible employees will have sick leave benefits at the rate of 2 days per year.   
 
Paid sick leave can be used in minimum increments of one-half days.  An eligible employee 
may use sick leave benefits for an absence due to his or her own illness or injury, or that of a 
child, parent, or spouse of the employee. 
 
Employees who are unable to report to work due to illness or injury should notify their direct 
supervisor no later than 2 hours before the scheduled start of their workday and at the start of 
each subsequent day that they are absent. In the event of an emergency where a 2 hour notice 
is not possible, employees are expected to notify their manager as soon as possible. 
 
Upon return to work, after one day of absence due to illness or injury, an employee must 
provide a physician's statement or diagnosis verifying that he or she may safely return to work.  
If an employee is absent for three or more consecutive days due to illness or injury, a 
physician’s statement must be provided verifying the disability and its beginning and expected 
ending dates. 
 
Sick leave benefits will be calculated based on the employee’s base pay rate at the time of 
absence and will not include any special forms of compensation, such as incentives, 
commissions, or bonuses.  Once sick leave benefits have been completely used, vacation 
benefits will then be utilized to provide compensation during an employee absence due to an 
illness or injury.  
 
Unused sick leave benefits will not be carried over into the next benefit year. 
 
Sick leave benefits are intended solely to provide income protection in the event of illness or 
injury, and may not be used for any other absence.  Unused sick leave benefits will not be paid 
to employees while they are employed or upon termination of employment. 
 
 
 
 



305  Other Leaves of Absence  
Effective Date:  1/2016 
 
TBM will consider accommodation of other leaves of absence of full-time employees for an 
approved cause on a case-by-case basis as needs arise. The employee must have exhausted 
all paid leave including Vacation and personal days as well as sick leave. An employee 
receiving workers’ compensation or disability pay under any state or federal plan or private 
insurance policy is ineligible for this benefit. Leaves of absence can be defined in terms of days 
off of work or adjusted work schedules which result in fewer hours worked. Subject to applicable 
federal and state laws, granting of leaves must be approved by the employee’s supervisor. In 
non-emergency situations, please provide as much notice as possible of a leave of absence to 
enable TBM to plan staffing for your workload. 
 
 
306  Workers’ Compensation  
Effective Date:  1/2016 
 
TBM provides Workers’ Compensation Insurance if you sustain an injury while at work. Workers 
Compensation Insurance provides certain benefits such as medical benefits to cover your 
medical bills associated with the injury and disability benefits to cover your absence from work. 
If you are injured at work and require medical attention contact your supervisor or 
anyone else in management immediately and seek medical attention. Also, please 
contact your TBM Representative as soon as possible. By doing so, TBM can process your 
Workers’ compensation claim and file the necessary documents with the state and insurance 
carrier. Failure to notify TBM of any work-related injuries in a timely fashion can jeopardize 
and/or delay your receipt of Workers’ Compensation benefits.  
 
 
307  Unemployment Insurance  
Effective Date:  1/2016 
 
If you become unemployed at TBM you may be eligible to receive unemployment compensation 
through TBM’s unemployment fund. You will be provided with a Separation Notice.  To make a 
claim for unemployment compensation, you need to notify your local state unemployment 
compensation office, provide them with the Separation Notice and state that TBM  is/was your 
employer. Should you have any questions, contact your TBM Representative.  
 
 
 
308  Uniformed Services Employment and Reemployment Rights Act (USERRA)  
Effective Date:  1/2016 
 
USERRA protects the job rights of individuals who voluntarily or involuntarily leave employment 
positions to undertake military service. USERRA also prohibits employers from discriminating 
against past and present members of the uniformed services, and applicants to the uniformed 
services.  TBM complies with all Federal and state laws related to uniformed services 
personnel. See your TBM representative for further details.  
 
Reemployment rights. You have the right to be reemployed in your civilian job if you leave that 
job to perform service in the uniformed services and you have performed the following:  
 



 You ensure that your employer receives advance written or verbal notice of your service.  

 You have five years or less of cumulative service in the uniformed services while with 
that particular employer.  

 You return to work or apply for reemployment in a timely manner after conclusion of 
services, and you have not been separated from service with a disqualifying discharge 
or under other than honorable conditions.  

 
If you are eligible to be reemployed, you must be restored to the job and benefits you would 
have attained if you had not been absent due to military service or, in some cases, a 
comparable job 
 
No discrimination or retaliation. If you are a past or present member, have applied for or are 
obligated to serve in the uniformed services, TBM may not deny you any of the following:  

 Initial employment  

 Reemployment  

  Retention in employment  

 Promotion  

 Or any benefit of employment  
 
Health insurance protection. If you leave your job to perform uniformed service, you have the 
right to elect to continue your existing employer-based health plan coverage for you and your 
dependents for up to 24 months while in the military. Even if you don’t elect to continue 
coverage during your military service, you have the right to be reinstated in your employer’s 
health plan when you are reemployed, generally without waiting periods or exclusions (e.g., pre-
existing condition exclusions) except for service-connected illnesses or injuries. 
 
 
309  Jury Duty and Court Appearances  
Effective Date:  1/2016 
 
TBM encourages employees to fulfill their civic responsibilities by serving jury duty when 
required.  Employees must show the jury duty summons to their supervisor as soon as possible 
so that the supervisor may make arrangements to accommodate their absence or request that 
they ask to be rescheduled for jury duty at a later date which is more convenient to COMPANY 
to the employee. Employees are expected to report for work whenever the court schedule 
permits.  
 
All exempt and non-exempt employees will receive unpaid time off for jury duty.  
 
All non-exempt employees will be given unpaid time off to appear in court as a witness if they 
are subpoenaed. 
 
 
310  Benefits Continuation (COBRA) 
Effective Date: 1/2016 
 
The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) give employees and 
their qualified beneficiaries the opportunity to continue health insurance coverage under TBMs 
health plan when a “qualifying event” would normally result in the loss of eligibility.  Some 
common qualifying events are resignation, termination of employment, or death of an employee; 



a reduction in an employee’s hours or a leave of absence; an employee’s divorce or legal 
separation; and a dependent child no longer meeting eligibility requirements. 
 
Under COBRA, the employee or beneficiary pays the full cost of coverage at TBM’s group rates 
plus an administration fee.. TBM provides each eligible employee with a written notice 
describing rights granted under COBRA when the employee becomes eligible for coverage 
under TBM’s health insurance plan.  The notice contains important information about the 
employee’s rights and obligations. 
 
 
311  Health Insurance 
Effective Date: 1/2016 
 
TBM’s health insurance plans provides employees and their dependents access to medical, 
dental, and vision insurance benefits.  Employees in the following employment classifications 
are eligible to participate in the health insurance plan: 
 

 Regular Full Time Employees that have completed 90 days of service 
 
Eligible employees may participate in the health insurance plan subject to all terms and 
conditions of the agreement between TBM and the insurance carrier. 
 
Details of the health insurance plan are described in the Summary Plan Description (SPD).  An 
SPD and information on cost of coverage will be provided in advance of enrollment to eligible 
employees.  Contact the Executive Financial Officer for more information about health insurance 
benefits. 
 
Premiums for spouse and/or dependent coverage shall be the responsibility of the employee.   
 
 
401  Compensation  
Effective Date:  1/2016 
 
Your compensation may have several components, including Salary, Straight Time pay, 
Overtime pay, and in some cases, Bonuses, Commissions or Expense Reimbursement. As the 
employer of record, TBM is responsible for setting the rate of pay for employees. TBM sets 
wage rates with each employee by written Rate Confirmation. 
.  
Pay types will typically fall into the following categories:  
 

 Salary: Full- or part-time employees who are paid a set rate for a weekly, bi-weekly or 
monthly period. These pay types are typically exempt from the minimum wage, overtime 
and timekeeping provisions of the Fair Labor Standards Act.  

 
 Straight Time: Full or part-time employees who are paid a set hourly rate for the first 40 

hours worked per week.  
 

 Overtime: Full or part-time employees who are classified as non-exempt according to 
the Fair Labor Standards Act are paid at 1.5 times their Straight Time hourly wage (time 
and one-half) for any hours worked after 40 hours during a week. Paid time off for 



holidays, vacation, sick time or other paid time off is not considered part of the 40 hours 
worked in any week.  

 
You must have your supervisor’s prior authorization to work any overtime hours.  
 

 Commission: Commissioned employees of TBM receive commissions calculated 
according to TBM’s commission schedule in effect at the time the commissions accrue 
and only during their term of employment unless otherwise agreed in writing.  

 
 
402  Policy on Exempt Employee Pay  
Effective Date:  1/2016 
 
Generally, TBM will do their best to comply with all wage and hours laws. Exempt employees 
are paid on a salary basis without regard to the number of hours or days they work in a given 
week.  Accordingly, such employees will generally not have their pay deducted for a full or 
partial day due to: 
  

 Variations in the quantity or quality of work performed.  

 Jury duty of less than one full workweek. (However, you must submit all fees received 
for jury duty.)  

 Attendance as a witness. (However, you must submit all fees received for witness duty.)  

 Temporary military leave. (However, you must submit all fees received for military 
leave.)  

 Absences during the week that are caused by the employer, except as otherwise 
provided herein or permitted by law.  

 
However, TBM may deduct pay due to:  
 

 Absences of one or more full days for personal reasons other than sickness or disability, 
not covered by available Paid Leave policy as defined in this document.  

 Absences of one or more full days due to sickness or disability that have exceeded the 
available Paid Leave policy as defined in this document.  

 Penalties imposed by infractions of safety rules of major significance can be made in any 
amount.  

 Unpaid disciplinary suspensions of one or more full days in accordance with TBM’s 
disciplinary policy.  

 Deductions for the first and last week of employment, when only part of the week is 
worked by the employee.  

 Deductions for unpaid leave taken in accordance with a legitimate absence under the 
Family and Medical Leave Act.  

 
 
 
403 Timekeeping 
Effective Date: 1/2016 
 
Accurately recording time worked is the responsibility of each employee.  Federal and state 
laws require  to keep an accurate record of time worked in order to calculate employee pay and 
benefits.  Time worked is all the time actually spent on the job performing assigned duties. 



 
Nonexempt employees should accurately record the time they begin and end their work, as well 
as the beginning and ending time of each meal period.  They should also record the beginning 
and ending time of any split shift or departure from work for personal reasons.   
 
Overtime work must always be approved before it is performed. 
 
Altering, falsifying, tampering with time records, or recording time on another employee’s time 
record may result in disciplinary action, up to and including termination of employment. 
 
It is the employees’ responsibility to complete the electronic time records to certify the accuracy 
of all time recorded.  Failure to timely clock in and/or out can result in disciplinary action. 
 
 
404  Paydays   
Effective Date:  1/2016 
 
To compensate you for the work that you perform, TBM makes a pay deposit directly to your 
bank account on a bi-weekly basis. The pay period for each cycle begins at 12:01 am on the 
first Monday and ends at midnight on Sunday evening at the end of the second week.  If you are 
a non-exempt employee, you must promptly report your hours to TBM by 9:00 am on the 
Monday morning preceding your pay date. If you will be on vacation or out of town, it is your 
responsibility to submit the information early or contact management in advance.  
 
Provided that you follow the steps listed, your pay will be deposited to your bank account on 
time. A Pay Confirmation showing the amount deposited to your account will be mailed to you 
and arrive approximately on the date of the pay deposit. As the mail is sometimes slow, please 
contact TBM if you have not received your Pay Confirmation within three days after the deposit 
date. In case of an error in your pay, contact your supervisor immediately to review the possible 
error. Except in emergencies, payroll adjustments will appear in the next issued pay deposit. 
 
 
405  Complaint Procedure Regarding Pay, Benefits and Job Classification.  
Effective Date:  1/2016 

 

 Employees who believe their pay or benefits are incorrect or concerns regarding your 
employment classification should contact TBM immediately. 

  

 The employee will be asked to specify in writing why they feel they received the wrong 
pay or benefits, why they received an improper deduction from their pay, or why they 
feel they were misclassified as to the nature of their job.  

 

 TBM will review the employee’s personnel records and pay records, as well as, interview 
the supervisor or manager to determine if an error has been made and, if so, correct it 
as promptly as possible (but in no case longer than two pay periods from the 
identification of the problem). 

  

 The resolution of the situation will be documented (including confirmation on the part of 
the employee that the situation has been resolved) and placed with the employee’s pay 
records 



406  Payroll Deductions  
Effective Date:  1/2016 
 
TBM is required to make proper deductions from your earnings on your behalf. Amounts 
withheld vary according to how much you earn, your marital status, government employment 
regulations, and other factors. These mandatory deductions are made until the maximum 
amount is reached. Mandated withholdings include federal and state income tax, Social Security 
and Medicare. Other deductions may be made from your paycheck with your permission, 
including retirement contributions, insurance premiums and flexible spending account 
contributions. 
  
TBM is required by law to recognize certain court orders, liens, and wage assignments. If you 
receive a notice of a pending garnishment or wage assignment, please promptly provide it to an 
Empower Representative so that you do not break the law or fall behind in your legal 
obligations. 
 
 
501  Safety  
Effective Date:  1/2016 
 
To assist in providing a safe and healthy work environment for employees, customers and 
visitors, the practice has established a workplace safety program. This program is a top priority 
for the practice. The Senior Hygienist has responsibility for implementing, administering, 
monitoring and evaluating the program. Its success depends on the alertness and personal 
commitment of all.  
 
The practice provides information to employees about workplace safety and health issues 
through regular internal communication channels such as supervisor-employee meetings, 
bulletin board postings, memos or other written communications.  
 
Some of the best safety improvement ideas come from employees. Those with ideas, concerns 
or suggestions for improved safety in the workplace are encouraged to raise them with their 
supervisor, or with another supervisor or manager. Additionally the Senior Hygienist should be 
notified. Reports can and should be made without fear of reprisal.  
 
Each employee is expected to obey safety rules and to exercise caution in all work activities. 
Employees must immediately report any unsafe condition to the appropriate supervisor. 
Employees who violate safety standards, cause hazardous or dangerous situations or fail to 
report, or where appropriate, remedy such situations, may be subject to disciplinary action up to 
an including termination of employment.  
 
In the case of accidents that result in injury, regardless of how insignificant the injury may 
appear, employee should immediately notify the Senior Hygienist and TBM 
 
 
502  Violence in the Workplace  
Effective Date:  1/2016 
 
It is the intent of TBM to provide a safe workplace for employees and to provide a non-
threatening, comfortable and secure atmosphere for customers and others with whom we do 
business. TBM has zero tolerance for violent acts or threats of violence. No direct, conditional or 



veiled threat of harm to any employee or TBM property is acceptable behavior. Acts of violence 
or intimidation of others will not be tolerated and any employee who violates this policy is 
subject to disciplinary action, up to and including immediate discharge. The matter will also be 
referred to the police.  
 
Examples of conduct that may be considered threats or acts of violence include, but are not 
limited to, the following:  
 

 Hitting or shoving an individual.  
 Threatening an individual or his/her family, friends, associates, or property with harm.  
 Intentional destruction or threatening to destroy TBM property or the property of co-

workers.  
 Making harassing or threatening phone calls.  
 Harassing surveillance or stalking (following or watching someone).  

 
Also, to ensure that TBM maintains a workplace safe and free of violence for all employees, the 
company prohibits the possession or use of weapons on company property. A license to carry 
the weapon on company property does not supersede company policy. Any employee in 
violation of this policy will be subject to disciplinary action, up to and including termination 
 
 
502  Work Hours, Office Closings etc.  
Effective Date:  1/2016 
 
The length of your workday may vary. It is necessary, however, to provide coverage throughout 
each day of the workweek to meet TBM's business needs. Your hours may be subject to 
change accordingly 
 
 
503  Phones and All Other Electronic Devices  
Effective Date:  1/2016 
 
Personal Cellular Phones. While at work employees are expected to exercise the same 
discretion in using personal cellular phones as is expected for the use of Company phones. 
Personal calls and text messaging should not occur during the workday and should be limited to 
breaks/lunches. Personal calls can interfere with employee productivity and be distracting to 
others. Employees are therefore asked to make any personal calls on non-work time and to 
ensure that friends and family members are aware of TBM’s policy. Flexibility will be provided in 
circumstances demanding immediate attention.  
 
TBM will not be liable for the loss of personal cellular phones brought into the workplace.  
Camera Phones. TBM prohibits employee use of cameras in the workplace, including camera 
phones, as a preventative step believed necessary to secure employee privacy, trade secrets 
and other business information.  
 
Safety Issues for Cellular Phone and Other Electronic Device Use. Employees whose job 
responsibilities include regular or occasional driving and who are issued a cell phone, 
Blackberry or other PDA for business use are expected to refrain from using their electronic 
equipment while driving. Safety must come before all other concerns. Regardless of the 
circumstances, including slow or stopped traffic, employees are strongly encouraged to pull off 
to the side of the road and safely stop the vehicle before placing or accepting a call. If 



acceptance of a call is unavoidable and pulling over is not an option, employees are expected to 
keep the call short, use hands-free options if available, refrain from discussion of complicated or 
emotional issues and keep their eyes on the road. Special care should be taken in situations 
where there is traffic, inclement weather or the employee is driving in an unfamiliar area. In 
situations where job responsibilities include regular driving and accepting of business calls, 
hands-free equipment may be provided to facilitate the provisions of this policy.  
 
Employees whose job responsibilities do not specifically include driving as an essential function, 
but who are issued a cell phone for business use, are also expected to abide by the provisions 
above. Under no circumstances are employees allowed to place themselves at risk to fulfill 
business needs.  
 
Employees who are charged with traffic violations resulting from the use of their phone while 
driving will be solely responsible for all liabilities that result from such actions.  
 
Violations of this policy will be subject to the highest forms of discipline, including termination 
 
 
504  Smoking  
Effective Date:  1/2016 
 
Smoking is prohibited at work except in designated smoking areas (outside). You cannot smoke 
in any designated "No Smoking" areas. You should exercise extreme care regarding the fire 
hazards associated with smoking at all times.  
 
 
505  Travel Authorization  
 
If you are traveling on Company business you must have authorization from your supervisor 
prior to making any travel arrangements. When using your personal vehicle on Company 
business you must have a valid driver's license and carry adequate insurance. TBM is not 
responsible for damage to your car while on Company business 
 
 
506 Visitors in the Workplace 
Effective Date: 1/2016 
 
To provide for the safety and security of employees and the facilities at TBM, only authorized 
visitors are allowed in the workplace.  Restricting unauthorized visitors helps maintain safety 
standards, protects against theft, ensures security of equipment, protects confidential 
information, safeguards employee welfare, and avoids potential distractions and disturbances. 
 
All visitors should enter TBM at the reception area.  Authorized visitors will receive directions or 
be escorted to their destination.  Employees are responsible for the conduct and safety of their 
visitors. 
 
If an unauthorized individual is observed on TBM’s premises, employees should immediately 
notify their supervisor or, if necessary, direct the individual to the reception area. 
 
 
 



507  Computer Resources  
Effective Date:  1/2016 
 
TBM computer and communications resources (including all hardware and software) are to be 
used for work-related purposes and not for employees’ personal purposes. TBM reserves the 
right to remove, replace or reconfigure its computer resources without notice to employees. 
TBM neither guarantees against, nor shall it be responsible for, the destruction, corruption or 
disclosure of personal material on or by its computer resources. 
  
Company employees are prohibited from installing, deleting, reconfiguring or altering in any way 
any software or system configurations present on Company computer equipment (including the 
installation and use of non-Company owned software) without the prior written consent of TBM 
 
TBM reserves the right to monitor and/or examine all system configurations and files on 
Company systems including without limitation: responding to a complaint of computer abuse 
such as harassment, profanity, obscenity, or other wrongful acts; maintaining business 
continuity in the absence of employees; protecting Company computer resources from misuse; 
finding lost files or messages; or recovering from system failure. E-mail messages composed 
and distributed using TBM’s e-mail system are the property of TBM which has the right to 
monitor all such e-mail messages. E-mail passwords must be immediately disclosed to TBM.  
 
Users should have no expectation of privacy while using Company-owned or Company-
leased equipment. Information passing through or stored on Company equipment can and will 
be monitored. Users should also understand that TBM maintains the right to monitor and review 
Internet use and e-mail communications sent or received by users as necessary.  
Employees are permitted the following use of Company technology:  

 
 The Internet connection and e-mail system of TBM are for business use only.  

 
TBM requests that personal e-mail not be read in the office and that any personal e-mail you 
receive be forwarded to a non-business account to be viewed at your leisure.  
 
Employees are prohibited from using the Internet or e-mail services to view, download, save, 
receive, or send material related to or including:  
 

 Offensive content of any kind, including pornographic material.  
 Promoting discrimination on the basis of race, gender, national origin, age, marital 

status, sexual orientation, religion, or disability.  
 Threatening or violent behavior.  
 Illegal activities.  
 Commercial messages.  
 Messages of a religious, political, or racial nature.  
 Gambling.  
 Sports, entertainment, and job information and/or sites.  
 Personal shopping.  
 Personal financial gain.  
 Forwarding e-mail chain letters.  
 Spamming e-mail accounts from e-mail services or Company machines.  
 Material protected under copyright laws.  
 Sending business-sensitive information by e-mail or over the Internet.  
 Dispersing corporate data to customers or clients without authorization.  



 Opening files received from the Internet without performing a virus scan.  
 Tampering with your user ID in order to misrepresent yourself and TBM to others.  
 Downloading or installing any programs which are principally for personal use.  

 
Employees have the following responsibilities in regards to Company technology:  

 Honoring acceptable use policies of networks accessed through Internet and e-mail 
services.  

 Abiding by existing federal, state, and local telecommunications and networking laws 
and regulations.  

 
 Following copyright laws regarding protected commercial software or intellectual 

property.  
 Minimizing unnecessary network traffic that may interfere with the ability of others to 

make effective use of network resources.  
 Not overloading networks with excessive data or wasting other technical resources.  
 Violations will be reviewed on a case-by-case basis.  

 
If it is determined that a user has violated one or more of the above use regulations, that user 
will receive a reprimand from his or her supervisor and his or her future use will be closely 
monitored. If a gross violation has occurred TBM may take immediate action. Such action may 
result in losing Internet and/or e-mail privileges, severe reprimand, or termination of employment 
at TBM. 
 
 
701  Confidential Information  
Effective Date:  1/2016 
 
All information of a business or technical nature acquired or developed by you in the course of 
your employment by or association TBM, whether relating to TBM or its customers (including, 
without limitation, shop practices, processes and methods of manufacture or service, and all 
improvements, discoveries and inventions), are valuable assets of TBM shall be deemed to be 
protected confidential information (“Confidential Information”) and/or trade secrets. You shall 
not, without the prior written consent of TBM or unless such information has been made 
generally available to the public other than by your action, disclose Confidential Information to 
anyone other than authorized employees and agents of TBM or the customer for which the 
information was acquired or developed. You shall upon termination of employment with TBM 
promptly return to TBM all originals or copies of documents, drawings or models (including 
electronic data) in your control which contain Confidential Information. Disclosure of 
Confidential Information is a civil and criminal offense and will be prosecuted to the 
fullest extent of the law.  
 
Any employee who has access to sensitive customer or employee records, and discusses any 
material with another person, except for assigned duty, may be subject to immediate dismissal. 
Such information includes but is not limited to the following examples: HIPAA information, utility 
statements, computer processes, computer programs and codes, customer lists, customer 
preferences, financial statements, marketing strategies, new materials research, pending 
projects and proposals, proprietary production processes, research and development strategies, 
scientific data, etc.  
 
 
 



702  Handling Protected Health Information  
Effective Date:  1/2016 
 
This policy applies to those employees who receive, file, transmit or have access to HIPAA-
Protected Health Information (PHI), such as receiving medical claims to process or working with 
healthcare providers to manage care.  
 
Employees with access to PHI will comply at all times with the HIPAA Health Information 
Privacy Policy and any state law with stricter standards. Examples of the lawful use of PHI 
include: disclosing PHI to healthcare providers who request it in connection with treatment, for 
payment of bills, to determine the individual contribution for health coverage, or to engage in 
care coordination or case management.  
 

 Employees may disclose PHI to healthcare providers and business associates only 
in accordance with applicable law and company policy.  

 Employees will verify that the release of PHI is authorized by applicable law or by a 
current release signed by the PHI owner.  

 Employees will verify the identity of people who request PHI to ensure that they are 
authorized to receive it.  

 Only authorized employees are to work in the area where PHI records are kept. If 
employees who handle PHI must meet with other employees or visitors, they are to 
use a conference room.  

 PHI records may be taken from the area where they are normally stored only in 
accordance with applicable law or a patients waiver, e.g., to meet with a patient who 
has requested access to his or her PHI records.  

 Employees will limit copies and distribution of PHI to what is absolutely necessary 
and to what is permitted under the applicable law or under a patient’s release.  

 Documents containing PHI in use on desks and workstations will not be kept in plain 
view of passersby. Generally, PHI is to be placed in folders, and the folders are to be 
kept closed when the employee is not working on them.  

 All PHI records are to be placed in a file cabinet or desk drawer when the employee 
leaves his or her desk.  

 When an employee leaves at the end of the day, all PHI records are to be returned 
to the file cabinet.  

 All file cabinets containing PHI are to be locked when offices are unattended or after 
business hours.  

 Doors accessing the areas where PHI is stored are to remain locked after business 
hours or when offices are unattended.  

 Employees will avoid public discussions related to PHI and take care not to leave 
PHI records in copiers, printers, fax machines, etc.  

 Employees will avoid inadvertent disclosures of PHI by limiting conversations, e-
mails, faxes, and other forms of communications regarding PHI to what is 
reasonably necessary and permitted by law or a patient release.  

 Employees will avoid personal conversation and/or solicitation and transfer of 
personal information unrelated to the patient’s health care procedure.  

 Employees will avoid leaving voice messages containing PHI unless they know that 
the voice message box is protected with a password or is otherwise accessible only 
by a person authorized to receive the PHI.  



 All documents containing PHI that are no longer needed for administration of 
medical services are to be placed in the locked shredding boxes. This includes 
spoiled copies and faxes.  

 Access to computer systems containing PHI data will be limited and password 
protected. Employees are not to write the password down or save it on their 
computer.  

 Physical access to servers’ supporting systems containing PHI will be limited. 
Servers will be housed in secured work areas.  

 Employees accessing PHI through electronic systems will log out of those systems 
when work is completed or if it is necessary to leave the system unattended for any 
period of time. If it is not feasible to log out, access will be limited by maintaining a 
secure work area (e.g., locking offices).  

 Notify your supervisor immediately if you are aware that PHI is not secured properly.  
 Notify your supervisor immediately if you are aware of any activity or procedure that 

appears to violate the privacy policies.  
 Employees who violate this policy are subject to discipline, which may include 

termination.  
 
This policy will be applied so as to be in compliance with the data privacy regulations, 
standards and any stricter state law.  
 
 
703  Conflict of Interest  
Effective Date:   
 
TBM recognizes and respects your right to engage in activities outside your employment. 
Company management reserves the right to determine when an employee's outside activities 
create a conflict with the interests of TBM its customers and to take whatever action it deems 
necessary to resolve the conflict, up to and including termination of employment. Should you 
wish to be employed elsewhere while employed by TBM, it should not interfere with you position 
at TBM  
 
It is a conflict of interest for an employee to perform work or provide services to any company, 
person or entity that is in competition with TBM or to do so for any of the customers of TBN. A 
conflict may also arise if the hours of the second job conflict with the attendance requirements of 
TBM.  
 
It is as important to avoid the appearance of conflict as it is to avoid the conflict itself. If you 
engage in any activities which tend to jeopardize TBM or TBM’s relationships with its customers, 
your employment may be terminated. 

 
 
704  Business Property  
Effective Date:  1/2016 
 
You are responsible for the equipment used in performing your work. Any damage or failure of 
this equipment is to be reported to your supervisor immediately. Equipment or supplies are not 
to be removed from your work premises without proper authorization. At the conclusion of your 
employment, you must return to TBM in good condition all equipment provided to you during the 
course of your employment. Upon termination of employment, be it voluntary or involuntary, 



access to Company equipment such as computers and cell phones will be immediately 
terminated and, if you have possession of the property, such must be immediately returned to 
TBM. Personal documents and contacts should not be stored on your TBM provided equipment.  
Phones and business supplies are for business use. Personal phone calls should be limited and 
are expected to be made or received during your breaks and/or lunch periods.  
 
Personal visits to your work area by individuals not employed by TBM or for non-business 
purposes are prohibited unless expressly approved in advance by your supervisor.  
TBM is not responsible for loss or damage to your personal property. Valuable personal items 
such as purses should not be left in areas where theft might occur.  
 
 
705  Right to Inspect  
Effective Date:  1/2016 
 
In enforcing the Substance Abuse Policy and the Violence in the Workplace policy or any other 
policy consistent with the protection against theft or damage of company property, TBM 
reserves the right to question employees and all other persons entering and leaving TBM’s 
premises, and to inspect any packages, parcels, purses, handbags, briefcases, lunch boxes, or 
any other possessions or articles carried to and from company property. In addition, TBM 
reserves the right to search any employee’s office, desk, files, locker, cars, trucks, other 
vehicles or any other area or article located on TBM property. 
 
 
801  Professional Business Behavior Expectations  
Effective Date:  1/2016 
 
It is expected that you will conduct yourself in a professional manner. The types of behavior 
listed below are examples of behaviors that should be followed and failure to do so may lead to 
discipline or discharge. This list is not meant to be all-inclusive and TBM reserves the right to 
interpret behaviors and conduct as they deem necessary. 
  

 You are to obey all federal, state, and local laws and codes.  
 You are to maintain all licenses and insurance required for your job.  
 You are responsible for keeping yourself informed of and for obeying all safety rules and 

regulations in effect at your work place.  
 Any damages you cause to TBM’s or a customer’s property due to negligent or 

inappropriate behavior is your responsibility.  
 Discrimination, harassment, fighting, immoral conduct, threats or intimidation of 

customers and/or employees is not tolerated.  
 You are not to conceal, carry or use firearms or weapons of any kind in vehicles or at 

facilities of TBM or its customers.  
 You are to comply with the Substance Abuse Policy.  
 Negligent or poor performance of job duties and/or poor attitude and behavior at work.  
 You should not sleep on the job.  
 You are to comply with all tardiness and attendance rules.  
 You are to cooperate with management, co-employees, guests and to all others with 

whom you come into contact with as it relates to your job.  
 You should not gamble on Company premises.  
 Theft or misappropriation of Company or employee property or any form of dishonesty 

may lead to discipline or discharge.  



 You should not falsify records or information.  
 You should not make use of Company funds or assets for any personal, unlawful, or 

improper purpose.  
 You should not use any Company equipment, supplies, or facilities for personal use 

unless you have received prior written consent from TBM.  
 You are to comply with all policies and procedures as set forth in this Employment 

Handbook and Addendums.  
 Do not engage in insubordination, acts of misconduct, and/or fail to follow the 

instructions of management.  
 
 
802  Non-exempt Employee Electronic Communications Policy  
Effective Date:  1/2016 
 
Employees of TBM may perform job duties using a variety of electronic communications 
depending on the nature of the work and responsibilities involved. Some of the required 
communication media might include cellular/mobile telephones, text messaging devices, 
computers and handheld computers such as Personal Digital Assistants (PDA) or Blackberries.  

 
Use of such devices is permitted only during your normally scheduled work hours, unless it has 
been authorized in advance by your supervisor. If you have to use such a device during non-
scheduled work hours and you are unable to get prior approval from your supervisor, you need 
to advise your supervisor of this as soon as possible, and state the reason for the use, the time 
of day, date, and length of time spent using the device.  
 
In order to best comply with this policy, it is recommended that you do not check for, read, send 
or respond to work-related e-mails outside of your normal work schedule unless specifically 
authorized based on your job duties or you have been directed by management to do so. 
Employees who fail to follow this policy will be subject to discipline 
 
 
 
 
803  Drugs, Alcohol, Prescription and Non-Prescription Abuse Policy (“Substance Abuse 
Policy”)  
Effective Date:  1/2016 
 
You are not to report for work under the influence of alcohol, illegal drugs, or controlled 
substances. You can also not report to work if you are taking or have taken non-prescription or 
prescription drugs that can adversely affect your performance or behavior at work. You are not 
permitted to possess, dispense or use a controlled substance, an illegal drug, or non-
prescription or prescription drug that can adversely affect your performance or behavior during 
work hours or on work premises. Such behavior is strictly prohibited. Employees who violate this 
policy may be excluded from their office or work area and subject to disciplinary action up to and 
including termination of employment. We will also inform the proper law enforcement authorities. 
  
With respect to prescription and non-prescription medication, TBM recognize that employees 
may feel that prescription or non-prescription drugs may not adversely affect them at work. 
However, if the prescription or non-prescription drug has any warnings that state that the 
medication can cause “drowsiness” or other symptoms that may impact the employee’s work 
performance or behavior and/or creates any health and safety issue to the employee, co-



workers or guests who visit TBM, the employee must notify his or her supervisor before the 
employee starts to work and/or takes the medication.  TBM will then decide whether the 
employee is fit to work and perform the job efficiently and effectively without risk of injuring 
himself or herself or others. Should the employee be sent home, the employee will not be 
subject to discipline but will be required to use any available leave. If, however, the employee 
violates this policy, the employee will be subject to discipline. (This policy does not apply to 
aspirin, Advil, Tylenol, and such other pain relief medication that does not pose any such 
adverse reactions.)  
 
 
804  Substance Abuse Testing  
Effective Date:  1/2016 
 
TBM reserves the right to require you to submit to Substance Abuse Testing at any time, with or 
without prior notice, during your employment. Circumstances as to when testing may occur 
include but are not limited to when an employee exhibits inappropriate behavior, holds a safety 
sensitive area, or sustains a work related injury. Failure to participate in or pass any requested 
Substance Abuse Testing may result in the termination of your employment.  
 
TBM will utilize the services of an outside drug testing organization, which has the expertise and 
experience to perform their duties accurately, discreetly, and professionally. Accordingly, you 
are required to cooperate fully with the administration of the substance abuse testing to make 
sure that the test produces accurate results. Any attempt to provide false or misleading 
information or test sample to the drug testing company will be grounds for immediate 
termination.  Testing positive for an illegal substance will be grounds for immediate termination. 
 
TBM maintain confidentiality for all Substance Abuse Testing and discipline information. 
Information about Substance Abuse Testing, results and disciplinary action will only be 
communicated to those within TBM who have a business-related “need to know.” All personnel 
provided with information about substance abuse testing, results and disciplinary action are 
obligated to maintain such information in confidence, both within and outside of TBM. 

 
  
805  Attendance  
Effective Date:  1/2016 
 
As members of TBM, it is very important that employees demonstrate dependability in 
attendance. Lateness and absenteeism place an extra burden on other employees and greatly 
impact our productivity. Employees are expected to be in their designated work area, ready to 
work at their scheduled starting time.  
 
If a personal illness or an emergency will result in an employee being absent or tardy, he/she is 
expected to contact TBM before the start of their shift to explain the absence or tardiness, as 
well as when they expect to return to work. The employee should call their supervisor directly, a 
text message will not count as manager notification. If you are unable to reach your supervisor, 
please call your office as soon as possible, but no later than 7:45am the following day. 
 
 If the employee is absent for two (2) working days, they should contact their Supervisor/ 
Manager on a daily basis for as long as the absence continues, unless the Supervisor/Manager 
makes other arrangements with the employee, and the Supervisor/Manager may request a 



doctor’s certificate/medical release indicating that the employee is released to return to their 
normal job duties before allowing him/her to return to work.  
 
As provided by law, any absence, tardiness, or leaving early without Supervisor/Manager 
approval may be grounds for discipline, up to and including discharge.  
 
TBM reserves the right to take appropriate action regarding those employees who have 
demonstrated attendance and tardiness problems. TBM retains sole discretion in determining 
what action, if any, is appropriate under the circumstances. Appropriate action may include, but 
is not limited to counseling, verbal warning, written warning, suspension or termination of 
employment.  
 
Any employee absent for one day without notifying his/her respective Supervisor/Manager will 
be considered by TBM to have voluntarily resigned employment. In the event that an employee 
is incapacitated and unable to call, TBM will work with the employee on a case by case basis to 
establish employment status.  
 
 
806  Dress Code  
Effective Date:  1/2016 
 
Your appearance and conduct have a direct impact on how customers perceive the Company. 
Appropriate business attire must be worn each day. Company dress should be clean, neat and 
tasteful in appearance. You should be well groomed in all circumstances.  
 
Please use your best judgment and dress for the day. The Company reserves the right to make 
final determinations on what is appropriate dress and appearance. If the Company feels that 
your personal appearance is inappropriate, you may be ask to leave the workplace until you are 
properly dressed and/or groomed. Please use the below guide as a reference. These guidelines 
should not be construed as all-inclusive to this policy. 
  
General Guidelines: 
  

 Shoes should provide a safe, secure footing and offer protection from hazards such as 
dropped equipment.  

 Tank tops, tube tops, halter tops and shorts should not be worn in under any circumstances.  
 Mustaches and beards must be clean, well-trimmed and neat.  
 Hairstyles should be in good taste. Hair should be pulled back off of the face and extreme hair 

styles such as dread locks and bright colors are not acceptable.  
 Jewelry should not be functionally restrictive, dangerous to the work environment or 

excessive.  
 
807  Personal Blogs / Social Media  
Effective Date:  1/2016 
 
TBM respects the right of employees to use blogs and other forms of social networking and 
does not want to discourage employees from self-publishing and self-expression. Employees 
are expected to follow the guidelines and policies set forth to provide a clear line between you 
as the individual and you as the employee.  
 



 TBM respects the right of employees to use blogs and other forms of social networking 
as a medium of self-expression and public conversation and does not discriminate 
against employees who use these mediums for personal interests and affiliations or 
other lawful purposes.  

 
 Bloggers are personally responsible for their commentary. Bloggers can be held 

personally liable for commentary that is considered defamatory, obscene, proprietary or 
libelous by any offended party, not just TBM  

 
 Employees cannot use TBM owned equipment, including computers, company-licensed 

software or other electronic equipment, nor facilities or Company time, to conduct 
personal blogging.  

 
 Employees should use blogs to harass, threaten, discriminate or disparage against 

employees or anyone associated with or doing business with TBM If you choose to 
identify yourself as a TBM employee, please understand that some readers may view 
you as a spokesperson for TBM Because of this possibility, we ask that you state that 
your views expressed in your blog are your own and not those of TBM, or of any person 
or organization affiliated or doing business with TBM  

 
 Employees cannot post on personal blogs the name, trademark or logo of TBM or any 

business with a connection to TBM Employees cannot post Company-privileged 
information, including copyrighted information or Company-issued documents.  

 
 Employees cannot post on personal blogs photographs of other employees while in the 

work space, customers, vendors or suppliers, nor can employees post photographs of 
persons engaged in TBM’s business, at Company events and of Company products.  

 
 Employees cannot post on personal blogs any advertisements of Company products nor 

sell Company products and services.  
 

 Employees cannot link from a personal blog to TBM’s internal or external web site.  
 

 If contacted by the media or press about your post that relates to TBM’s business, 
employees are required to speak with their manager before responding.  

 
If you have any questions relating to this policy or your personal blog, ask your manager or TBM 
Representative.  
  
 
808  Return of Property 
Effective Date: 1/2016 
 
Employees are responsible for all TBM property, materials, or written information issued to them 
or in their possession or control.  All TBM property must be returned by employees on or before 
their last day of employment.  Where permitted by applicable laws, TBM may withhold from the 
employee’s check or final paycheck the cost of any items that are not returned when required.  
TBM may also take action deemed appropriate to protect its property. 
 
 
 



809  Resignation 
Effective Date: 1/2016 
 
Resignation is a voluntary act initiated by the employee to terminate employment with TBM.  
Although advance notice is not required, it is a professional courtesy to provide a minimum two 
weeks’ notice if you decide to end your employment with TBM. On your final workday, you will 
be required to return all building, office and desk keys in addition to any other property of TBM. 
 
 
810  Work Place Complaint Procedure  
Effective Date:  1/2016 
 
TBM is committed to providing the best possible working conditions for its employees. Part of 
this commitment is encouraging an open and frank atmosphere in which any problem, 
complaint, suggestion or question receives a timely response.  
 
TBM strives to ensure fair and honest treatment of all employees. Supervisors, managers and 
employees are expected to treat each other with mutual respect. Employees are encouraged to 
offer positive and constructive criticism.  
 
If employees disagree with established rules of conduct, policies or practices, they can express 
their concern through the problem resolution procedure. No employee will be penalized, formally 
or informally, for voicing a complaint with TBM in a reasonable, business-like manner or for 
using the problem resolution procedure.  
 
If a situation occurs when employees believe that a condition of employment or a decision 
affecting them is unjust or inequitable, they are encouraged to make use of the following steps. 
An employee may discontinue the procedure at any step.  
 
Step I. Attempt to discuss your concerns with your immediate supervisor on an informal basis 
and inform a  TBM HR Manager. Please make every effort to express your concerns in a 
cordial, informal atmosphere free of ill will. If this step does not lead to a satisfactory answer to 
your concerns, proceed to Step II.  
 
Step II. Inform your supervisor or TBM HR Manager to begin the formal Complaint Process. You 
will be asked to complete an Employee Complaint form, which puts your concerns in writing. 
TBM’s HR Manager  will assist you in completing this form and begin the initial inquiries into 
your complaint. During the formal Complaint Process it is the responsibility of TBM's HR 
Manager, not you, to contact other TBM personnel regarding your concerns. After TBM’s HR 
Manager have investigated the situation, you will be notified of the findings and possible 
solutions, usually within a week of your initial complaint. All findings will be reviewed by TBM’s 
Key Decision Maker.  
 
811  Housekeeping 
Effective Date: 1/2016 
 
Good work habits and a neat place to work are essential for job safety and efficiency.  You are 
expected to keep your place of work organized and materials in good order at all times.  Report 

anything that needs repair or replacement to your supervisor. 
 
 



812  Outside Employment 
Effective Date: 1/2016 
 
If you are planning to accept an outside position, you must notify your supervisor in writing. 

 
Outside employment must not conflict in any way with your responsibilities within TBM.  You 
may not work for competitors nor may you take an ownership position with a competitor.  If your 
outside employment interferes with your work for TBM you may be asked to terminate your 
outside employment 
 
 
813  Severe Weather 
Effective Date: 1/2016 
 
Severe weather is to sometimes be expected.  Although driving may at times be difficult, when 
caution is exercised, the roads are normally passable.    Except in cases of severe storms, we 
are all expected to work our regular hours.  You should assume the office is open, unless you 
are contacted and informed otherwise.  Time off due to poor weather conditions when we are 
officially open will first be charged to your paid time off if eligible or unpaid time off if not eligible 
for paid time off.   
 
 
 



Receipt of Employee Handbook  
 
I have received a copy of Trinity Business Management, Inc. (“TBM”) Employee Handbook. I 
understand that it sets forth the terms and conditions of my employment as well as the duties, 
responsibilities and obligations of my employment with TBM. I understand that it is my 
responsibility to read the Employee Handbook and to abide by the policies and procedures set 
forth in this document.  
 
I understand that nothing contained in this document is intended as a guarantee of indefinite 
employment or extension of benefits and that I can terminate my employment arrangement at 
any time for any reason. Similarly, TBM is free to terminate my employment at any time, with or 
without cause or notice. I understand this to mean that my employment with TBM is “at-will.” I 
also understand that no manager or employee has the authority to enter into an employment 
agreement – express or implied – providing for employment other than at-will without the written 
approval of TBM. 
 
I understand that TBM reserve the right to revise, delete and add to the provisions of this 
Employee Handbook. All such revisions, deletions or additions must be in writing; no oral 
statements or representations can change the provisions of this Employee Handbook.  
 
Employee Signature: ____________________________________  
 
Employee Name Printed: _________________________________  
 
Date: _______________________  
 
 
 
Sexual Harassment Policy Acknowledgement  
I acknowledge that I received Trinity Business Management’s policy regarding the prevention of 
sexual harassment on _____________ (date). I agree to abide by the principles that were 
outlined in this policy. I understand that if I have any questions that were not addressed in this 
policy or if I encounter any problems, I can contact my supervisor or my Human Resources 
Manager at TBM. 
  
Employee Signature: ____________________________________  
 
Employee Name Printed: _________________________________  
 

Date: _______________________ 
 


