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INTRODUCTION

This Employee Handbook is designed to provide general guidelines about H&H Express, Inc. policies and procedures for employees.  It is a guide to assist you in becoming familiar with some of the privileges and obligations of your employment. None of the policies or guidelines in this Handbook are intended to give rise to contractual rights or obligations, or to be construed as a guarantee of employment for any specific period of time, or any specific type of work. Additionally, these guidelines are subject to modification, amendment or revocation by H&H Express, Inc. at any time, without advance notice.

It is your responsibility to inform yourself of the contents of this Employee Handbook and any subsequent changes to it.  You are encouraged to ask any questions regarding the information in this Handbook and other matters concerning your employment not covered in this Handbook.  
H&H Express, Inc. will provide each individual a copy of this Handbook upon employment.  All employees are expected to abide by it. The highest standards of personal and professional ethics and behavior are expected of all H&H Express, Inc. employees. Further, H&H Express, Inc. expects each employee to display good judgment, diplomacy and courtesy in their professional relationships with members of management, co-workers and the general public.

ALL EMPLOYMENT WITH H&H EXPRESS, INC. IS AT WILL, MEANING THAT BOTH YOU AND H&H EPXRESS, INC. REMAIN FREE TO TERMINATE THE EMPLOYMENT RELATIONSHIP AT ANY TIME, FOR ANY REASON, WITH OR WITHOUT CAUSE OR NOTICE. *
We hope that your work experience here will be enjoyable, challenging, and rewarding.

Again, welcome!

*Montana employees are subject to provisions of the Wrongful Discharge from Employment Act, MCA 39-2-901 et seq.

OPERATIONS

Customer Service

One of the most important aspects of the customer service provided by H&H Express, Inc. is the relationship of our drivers with shippers and consignees.

The single most important aspect of this relationship is making the customer feel that you are glad to have their business.  This cannot be overemphasized.  Shippers and consignees should always be treated in a manner that makes them feel that they are valued customers and that the business that they do with H&H Express, Inc. is important to us.

If a shipper or consignee is doing something wrong, or not doing something they should, help them out by offering them the information they need.   

Example:  Shipper has more than one shipping label on a package.  One label was used to ship to the business and another was used to ship to the customer.  

Solution:  Point out the problem.  Explain that when the package gets sorted at the terminal, someone might read the old label and send the package back to the shipper.  Use a marker to obliterate the old label or peel it off while you’re talking about it.  Show the customer what needs to be done, and thank them for their business. 

Appearance

Drivers should make every effort to appear neat, clean, and presentable.  Company shirts are required while on duty.  Do not cut, puncture, decorate, or otherwise alter your company clothing.  Remember that while you are on duty and in uniform, you represent H&H Express, Inc., and should conduct yourself in a manner that will reflect positively on both you and H&H Express, Inc.  If you need new shirts contact your supervisor.  

Paperwork, Records and Accounting

Bills of Lading

The paperwork that drivers will handle most often is the Bill Of Lading (BOL).  Each and every shipment that H&H Express, Inc. ships is tracked with a BOL.  More than one package may be shipped on one BOL, but every package is picked up, delivered, and billed with a BOL.

An example of a properly completed BOL is included in this Handbook for your reference.  Here are some general rules for handling BOLs:

(a) Never put a package on your truck without a properly filled out BOL (dates, times, weights, addresses and prices). Use common sense when checking addresses.  We can find Titan Truck (a frequent customer) without an address, however we may not be so familiar with Little Joe’s Clothespins.   

(b) The driver will price BOLs under 100 lbs.  In some cases the shipper has already priced the BOL; the office will check it for accuracy do not change it.

(c) Never take a package off your truck without properly filling out the BOL.  See example.

(d) Turn in your BOLs on time. 

(e) Never put a package on your truck unless it is labeled for its destination.  Some shippers will hand you product and expect you to label it.  It is the shipper’s responsibility to label freight, but occasionally you will need show them how to label the package.

(f) Deal with any problems as close to the source as possible.
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This Bill of Lading is fine.  All the writing is legible and all necessary information is filled out.  We are all familiar with Titan and Dave Smith Motors.
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This Bill of Lading will cause problems!  H&H Express, Inc. needs to bill Mike’s Cars for the freight.  No one in the office is familiar with Mike’s Cars.  No one in the office knows what the squiggle in the P.U. box means.  The price isn’t filled out so no one in the office knows what state was the point of origin.
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Here we need to collect one check for Mary’s Salt Blocks in the amount of $277.00.  Mary has prepaid all charges to H&H Express, Inc.

Incorrect Weights

Occasionally shippers will err when estimating package weight.  If in the judgment of the driver, the shipper’s estimate appears to be in error by greater than 10%, the driver should weigh the package when it reaches the dock.  If the shipper’s estimate is under weight by more than 10%, it needs to be corrected.  If the shipper’s estimated weight is under by less than 10%, you may ignore it. If the customers estimate is over by more than 25%, it also needs to be corrected to be fair to the customers. In the event that a package weight requires correction, draw a line through the incorrect weight and write the correct weight under the incorrect weight, followed by the notation “per scales” and the driver’s initials.  Do not obliterate the incorrect weight; just draw a line through it.  

Undeliverable Packages

Before a driver leaves the dock with freight on board he or she should review the BOLs for unfamiliar addresses or customers.  If you have a package for an address with which you are unfamiliar, try to call ahead and get directions or instructions.  This will contact consignees at a more appropriate time in the evening and increase customer service.  It will also make life easier.

If you have a package that you cannot deliver, or if you have paper work for a package that you don’t have, call dispatch at 509-927-4422 and let them know.  Just leave a message that tells consignee, address, shipper, weight, number of pieces, and any other pertinent information you have on the answering machine.  It saves everyone, including the driver, a lot of grief in the morning. (It is helpful if the driver will give dispatch an estimated time when he or she can be contacted in the morning.  Sometimes the shipment is urgently needed and we have to make arrangements to get the package delivered.)

As soon as you report to work for the following shift, ask dispatch the status of the undeliverable package.  If they cannot reach the consignee, they will try to get additional information from the shipper.  If the package cannot be delivered and/or the consignee located, the package needs to be returned to the shipper.  Place it in the appropriate location on the dock.  Label it undeliverable.  Write undeliverable on the BOL and return it to the paperwork desk on the dock.  If possible, alert the driver that will return the package.  Call dispatch when done.  

Mail Boxes

Never deliver a package to a mailbox.  It is against the law.

Dispatch and Pickup Responsibilities

When you are dispatched for a pickup, it is your responsibility to get that package picked up.  If you are too busy, it is your responsibility to call another driver.  Even if you are busy, it is still your responsibility to figure out how to get that freight. 

If dispatch calls you in error, for instance something totally out of you area, it’s expected that you will politely correct them as soon as possible.

Returned Freight

If a package has been delivered or refused and is then returned, a new BOL must be filled out.

COD Shipments

COD means “Collect on Delivery.”  H&H Express, Inc. delivers the majority of shipments at night.  A consequence of this service necessitates the pick up of COD funds on a call back basis.  COD shipments will be freight prepaid only the amount in the COD box will be collected from the Consignee.  Check should be made out to shipper.
Unless it is otherwise arranged, IT IS THE RESPONSIBILITY OF THE DRIVER TO COLLECT CODs.

Handling and Packing Freight 

All freight will be handled in a manner that protects it from damage.

Freight will be placed in trucks and stacked on the dock in a manner that will prevent tipping, falling or other movement that could cause damage.

Any damage observed on freight packages will be brought to the attention of the shipper before shipment is loaded on an H&H Express, Inc. truck.  This damage must be documented, the driver needs to identify the damage on the BOL and the Shipper should initial the driver’s notation.

Any fragile or breakable freight should be secured to the side of the truck for transport.  When loading outbound freight, all original packaging, including pallets, should be kept intact as much as possible.  Every effort should be made to minimize the pallets piling up on the dock.  Pallets and packaging are part of the shipment and should be left with the consignee.

When loading outbound freight, any freight that appears damaged should be brought to the attention of the dock supervisor. 

When picking up any freight that may contain fluids that could leak into the trucks (engines, transmissions, rear ends etc.), advise the shipper that it is the Shipper’s responsibility to drain all fluids from freight.  Clean-up costs will be charged to the shipper. 

Maintaining Trucks and Equipment

Drivers are responsible for monitoring mileage and reporting to maintenance when service is due. The stickers in the windshield will indicate when a service needs to be scheduled.

Drivers should check oil every time they fuel up.

All truck doors, including the ones at the dock in Spokane, will be closed every night.

Drivers are responsible for washing their trucks inside and out.  The interior of your truck should be kept presentable.   If you eat, chew tobacco or sunflower seeds; please remove the evidence of these activities daily.  Dogs are prohibited in H&H Express, Inc. vehicles.  Smoking is prohibited in H&H Express, Inc. vehicles, facilities, and customer facilities.
For any accident or other emergency involving unsafe, off the road, and wrecked trucks, the driver must contact a supervisor immediately.   Example 1: You hit a moose with your truck, and the headlights fail to work.  Call for help.  
Example 2: The dome light fails at midnight when you are delivering a package to the Middle of Nowhere.  DO NOT call.  

When turning in a Vehicle Maintenance and Repair Request Form (see attached), please fill out the Drivers portion completely and turn it in with your regular paperwork at the dock.  This form is designed to assist both the driver and the shop staff in taking care of little problems. This form also gives us a safety record that could be used by the insurance company in case of emergencies.
Examples:  Door squeaks, rattles, radio, AC etc.  
Weekly Maintenance Report
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Truck No
	
	 
	
	
	Mileage next service
	 
	

	Driver
	
	 
	
	
	Current Mileage
	 
	

	Date
	
	 
	
	
	Miles to next service
	 
	

	Week Beginning
	
	 
	
	
	
	
	

	
	
	
	
	
	
	
	

	Engine
	
	Low
	
	Operating 
Range
	
	Full
	

	Oil Level
	
	 
	
	 
	
	 
	

	Transmission Fluid
	
	 
	
	 
	
	 
	

	Power Steering Fluid
	
	 
	
	 
	
	 
	

	Antifreeze 
	
	 
	
	 
	
	 
	

	Brake Fluid
	
	 
	
	 
	
	 
	

	
	
	
	
	
	
	
	

	Check all that Apply
	
	
	
	Not Working
	
	No Problems Observed

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Belts and Hoses
	
	
	
	 
	
	 
	

	Clutch
	
	
	
	 
	
	 
	

	U-joints (steering)
	
	
	
	 
	
	 
	

	Electrical:
	
	
	
	
	
	
	

	Head Lights
	
	
	
	 
	
	 
	

	Tail Lights
	
	
	
	 
	
	 
	

	Turn Signals
	
	
	
	 
	
	 
	

	Clearance Lights
	
	
	
	 
	
	 
	

	Interior Cab
	
	
	
	 
	
	 
	

	Cargo Lights
	
	
	
	 
	
	 
	

	Horn
	
	
	
	 
	
	 
	

	Fan Switch
	
	
	
	 
	
	 
	

	Cigarette Lighter
	
	
	
	 
	
	 
	

	Brakes:
	
	
	
	
	
	
	

	Parking Brake
	
	
	
	 
	
	 
	

	Air Brake
	
	
	
	 
	
	 
	

	Other:
	
	
	
	
	
	
	

	Lift gate
	
	
	
	 
	
	 
	

	Ramp
	
	
	
	 
	
	 
	

	Windshield
	
	
	
	 
	
	 
	

	Windshield Wipers
	
	
	
	 
	
	 
	

	Mirrors
	
	
	
	 
	
	 
	

	Roll up door
	
	
	
	 
	
	 
	

	Tires:
	
	
	
	
	
	
	

	Left Front:
	
	Thump Tested
	
	 
	
	Thump Tested
	 

	Right Front:
	
	Thump Tested
	
	 
	
	Thump Tested
	 

	
	
	
	
	
	
	
	

	COMMENTS:
	
	 
	 
	 
	 
	 
	 

	
	
	 
	 
	 
	 
	 
	 


Safety

H&H Express, Inc. is committed to workplace safety.  Equipment such as pallet jacks and a forklift are provided to handle freight that is too heavy to move manually.  

Employees are required to wear appropriate footwear that protects feet and ankles (no open toes).  

Where applicable, all safety equipment, including dock plates and tire chalks, will be put in place as soon as possible after the truck door is opened.

Employees will place freight and equipment on the dock in a manner that promotes safety, protects freight, and allows mobility. (Do not block doors and pathways while unloading truck.)

Employees will follow all local, state, and federal traffic laws including seat belt and cell phone laws.

Employees will receive periodic workplace safety training.   The training covers potential safety and health hazards and safe work practices and procedures to eliminate or minimize hazards.

Each employee is required to obey safety rules and to exercise caution in all work activities.  Employees must immediately report any unsafe condition to their supervisor.  Employees who violate safety standards, who cause hazardous or dangerous situations, or who fail to report, or, where appropriate, remedy such situations, may be subject to disciplinary action, up to and including termination of employment.  

In the case of accidents that result in injury, regardless of how insignificant the injury may appear, employees will immediately notify their supervisor.  Any injury reported more than twelve (12) hours after the time of the injury will be deemed to be an off-duty injury absent compelling evidence to the contrary. 

Employees are responsible for all traffic tickets that are not due to defective equipment.

Pregnancy leave:  For safety reasons, it is the policy of H&H Express, Inc. to encourage its pregnant employees not to work within two (2) weeks prior to their due date and for at least four (4) weeks after delivery.  H&H Express, Inc. will not be held responsible for any health risks or other injuries that result from an employee’s decision to work during pregnancy.

When on light duty from an on duty accident, employee will receive 90 of current salary, if light duty is available. When on light duty from an off duty accident, employee will receive 70% of current salary, if light duty is available.

EMPLOYMENT POLICY

Probationary Period

It is the policy of H&H Express, Inc. that all new and rehired employees work on a probationary basis for the first 6 months after their date of hire.  The probationary 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 employment meets expectations.  H&H Express, Inc. uses this period to evaluate employee capabilities, work habits, and overall performance.  

Employment Applications

H&H Express, Inc. relies upon the accuracy of information contained in the employment application, as well as the accuracy of other data presented throughout the hiring process and employment.  Any misrepresentations, falsifications, or material omissions in any of this information or data may result in the exclusion of the individual from further consideration for employment or, if the person has been hired, termination of employment. 

Personnel Data Changes

It is the responsibility of each employee to promptly notify H&H Express, Inc. of any changes in personnel data.  Personal mailing addresses, telephone numbers, number and names of dependents, individuals to be contacted in the event of an emergency, education or training accomplishments, and other such status reports should be accurate and current at all times.  If any personnel data has been changed, notify the Office Manger.  

Personnel files maintained by H&H Express, Inc., are confidential and are the property of H&H Express, Inc.  Upon request, an employee may review his or her own personnel file in the presence of a supervisor. 

Conflicts of Interest

Every employee owes H&H Express, Inc. a duty of loyalty.  Employees have an obligation to conduct business on behalf of H&H Express, Inc. in such a manner as to avoid actual or potential conflicts of interest between the employee and H&H Express, Inc.  An actual or potential conflict of interest occurs when an employee is in a position to influence a company decision that may result in a personal gain for that employee or a relative of that employee.  For example, conflicts of interest may arise when an employee or relative of an employee receives any kickback, bribe, substantial gift, or special consideration as a result of any transaction or business dealings involving H&H Express, Inc.  

If an actual or potential conflict of interest exists, the employee owes H&H Express, Inc. a duty of full and complete disclosure as to the existence that conflict, and unless otherwise determined by H&H Express, Inc., the obligation to refrain from engaging in the conduct giving rise to that conflict.  

Outside Employment

Employees may hold outside jobs as long as such employment does not interfere with or compromise their performance obligations to H&H Express, Inc.  All employees will be judged by the same performance standards and will be subject to H&H Express Inc.’s scheduling demands, regardless of any existing outside work requirements.

Unless otherwise determined by H&H Express, Inc., outside employment that constitutes a conflict of interest with H&H Express, Inc. is prohibited.  Employees may not receive any income or material gain from individuals or entities outside H&H Express, Inc. for materials produced or services rendered while performing their job for H&H Express, Inc.  It is advisable to request the approval of management before commencing any outside work.

Non-Compete and Non-Disclosure Covenants

H&H Express, Inc. trains its employees and shares confidential information with them.  Thus, employees are prohibited from using that training and information to the detriment of H&H Express, Inc.  All employees will be required to sign a non-disclosure agreement and agree that they will not compete against H&H Express, Inc. for a specified time and in a specified location following their separation from employment with H&H Express, Inc.  The protection of the good will of the business, and the confidential information of the business, is vital to the interests and success of H&H Express, Inc., and employees who improperly use confidential business information will be subject to disciplinary action, up to and including termination of employment and legal action, even if they do not actually benefit from the disclosed information.  Agreement to the above mentioned terms is a condition of your employment.

Electronic and Voice Mail Policies

H&H Express, Inc. employees have no expectation of privacy with regard to the content of any communication made or stored on a company owned device.   All electronic, text, and voice mail messages recorded on company owned electronic equipment are company records.  Such communications should be used for business purposes only.  H&H Express, Inc. reserves the right to access all electronic, text, and voice mail communications stored in company owned devices at any time, without notice to the recipient or the sender.  H&H Express, Inc. also reserves the right to disclose the contents of any electronic and voice mail messages to others within H&H Express, Inc., or elsewhere if business purposes require it.  Employees abusing electronic or voice mail privileges may be subject to discipline, up to and including termination of employment.

Charges incurred on a company owned cell phone as a result of an employee’s use of the phone for personal or other non-H&H Express, Inc. related business will be charged to the employee.  Employees may use company owned phones in an emergency without incurring personal charges; however, H&H Express, Inc. reserves the right to determine what constitutes a valid emergency for purposes of this policy.

Employer Provided Benefits

Unless otherwise stated, full-time employees become eligible to receive any employee benefits paid or provided by H&H Express, Inc. after the first 30 days of employment, notwithstanding the employee’s ongoing probationary status.

H&H Express, Inc. provides the following employee benefits for all eligible full time employees:
· Group health insurance

H&H Express, Inc. currently provides the option to have group health insurance benefits for employees who work more than thirty (30) hours per week and have been employed for longer than sixty (60) days. H&H Express, Inc. pays 60% of the expense of this insurance for the employee only.  Eligible employees may elect to participate in any available health plan(s) offered by H&H Express, Inc. personally or for entire family.  Information about H&H Express, Inc.’s employee health plan(s) and associated enrollment periods will be provided to the employee at the time of employment.  Contact office for more information.
· Paid vacation

Paid vacation benefits are based on length of employment as follows:

Less than 1 year
0 weeks 
1-5 years

1 week 
6-10 years

2 weeks 
11+ years

3 weeks 

Vacation becomes eligible on your anniversary date.  Vacation time may be taken in increments of one half day.  All vacation requests must be made in advance in writing and pre-approved by the employee’s supervisor.  

· Free package/freight delivery to your home for personal use;

· Free use of the freight truck for personal purposes (when employees receive advance approval by a supervisor);

· Employee Performance Incentive Bonus Plan

H&H Express, Inc. sets aside a percentage of Gross Sales each month to create a fund to replace lost or damaged freight.  If the lost and damaged claims are less than the amount set aside a portion of the remaining money will be distributed among the employees.  In order to qualify for this performance bonus you must work for H&H Express, Inc. for one full pay period before you earn the bonus compensation.

Example:  You are hired on June 23rd. You will work for the July period and begin to earn the bonus in August.  The earned bonus will appear on the check that you receive on September 10th.

This bonus is earned based upon your overall performance, including a weighted consideration of the following factors: 

Show up on time; be ready and willing to go to work                        10%  Professional appearance and grooming

                        10% Condition of truck






15%
Maintenance reports (office = phone etiquette)


10%
Interaction with customers





15%
Interaction with fellow employees




15%
Proper care of paperwork





15%
Proper care when handling company equipment and freight

10%

At employee evaluation you will receive points for the above categories and will receive a percentage of your bonus based upon the following scale:

100-90 points 


100% of bonus                                                            89-80 points 


  75% of bonus                                                        79-70 points 


  50% of bonus                                                         69-60 points 


  25% of bonus                                                           less than 60 points 

   0%  of bonus
If an employee loses a portion of his or her Performance Bonus due to a low annual evaluation score, the employee may request to be re-evaluated after 60 but before 180 days from the date of Annual Performance Evaluation. Only one re-evaluation may be requested in connection with each Annual Performance Evaluation.
Failure to attend mandatory safety meetings can cause disciplinary action up to & including termination or withholding part or all of his or her Performance Bonus.

· Holiday pay

H&H Express, Inc. observes the following holidays:

New Year’s 
Memorial Day
Independence Day
Labor Day
Thanksgiving 
Christmas 

All full-time employees will receive holiday pay for 1 day at their regular rate, provided that the employee works his or her regular scheduled shifts before and after the holiday.

Paydays

Payday is on the 10th of the month. Each paycheck will include earnings for all work performed through the end of the previous calendar month.
Draw day is the 25th of the month.  The office manager can schedule a draw every month.  The office manager can change your draw amount if sufficient notice is given.  Contact the office manager to set it up, and each month the employee will receive the same draw on the same day.  

In the event that a regularly scheduled payday or draw day falls on a Saturday, the check or direct deposit will be issued on Friday.  If payday or draw day falls on a Sunday, the check or direct deposit will be issued on the following Monday.   If payday or draw day falls on a holiday, the check or direct deposit will be issued on the following business day.

All salary and wage information is confidential between H&H Express, Inc. management and the individual employee. H&H Express, Inc. employees are paid based upon their performance.  The performance evaluations of personnel are confidential and will not be discussed with other employees.  Therefore all salary and wage information is confidential between H&H Express, Inc. management and the employee and will not be discussed with anyone.  Violation of this policy may result in disciplinary action up to and including termination of employment.

Meal Periods

All full-time regular employees are provided with one meal period of at least thirty (30) minutes in length each workday.  Employees will be relieved of all active responsibilities and restrictions during meal periods and will not be compensated for that time.  If you require a longer break, you must seek prior approval from your supervisor.  

Administrative Pay Corrections

In the event that there is an administrative error in the amount of wages paid to an employee, the employee should promptly bring the discrepancy to the attention of a supervisor so that corrections can be made as quickly as possible. 

Work Schedules

Work schedules for employees vary throughout our organization and are determined and set in accordance with the business and production requirements of H&H Express, Inc.   Staffing needs and operation demands may necessitate variations in starting and ending times, as well as variations in the total hours that may be scheduled each day and week.  Supervisors will advise employees of their individual work schedules. 

Attendance, Punctuality and Notice Requirements

Employees are expected to arrive to work on time and be fully prepared to work at the time they are scheduled to work.  In the event that an employee must be late for or absent from work, the employee bears the responsibility of notifying his or her supervisor as soon as possible in advance of the anticipated tardiness or an absence.  

If there is a chance the employee cannot work, but is not sure; the employee should call their supervisor and advise him or her of the situation.  

Tardiness, poor attendance, and failure to follow H&H Express Inc.’s notice requirements may lead to disciplinary action, up to and including termination of employment.

Military Leave of Absence

A military leave of absence will be granted to employees to attend scheduled drills or training or if called to active duty with the United States armed services.  The leave will be unpaid.  However, employees may use any available paid time off for the absence.  Vacation benefits will continue to accrue during the first two weeks of any military leave of absence.

Employees on two-week active duty training assignments or inactive duty training drills are required to return to work for the first regularly scheduled shift after the end of training, allowing reasonable travel time.  Employees on longer military leave must apply for reemployment in accordance with all applicable state and federal laws.

Every reasonable effort will be made to return eligible employees to their previous position or a comparable one.  They will be treated as though they were continuously employed for purposes of determining benefits based on length of service, such as the rate of vacation accrual and job seniority rights.

Family and Medical Leave of Absence

H&H Express, Inc. has a Family and Medical Leave Policy that is in compliance with the Family and Medical Leave Act of 1993 (FMLA). Eligible employees must be employed by H&H Express, Inc. for at least twelve (12) months (but this period need not be consecutive) and have worked at least 1250 hours of service during the twelve month period prior to the request.  Forms for leave requests are available at the office or from your supervisor.

Under the Leave Policy a total of up to twelve (12) weeks unpaid leave of absence is available to eligible employees under the following circumstances:

· The birth of a child, but only within the first twelve months of the birth. 

· The placement of a child for adoption or other legal placement, within the first twelve months of the adoption or placement.

· The need to care for a dependent, spouse or parent who has a serious medical condition.

· The serious health condition of the requesting employee, which renders the employee unable to perform the functions of his or her position.   

A serious medical condition may include conditions that require hospitalization or other admission to medical care facility, a period of incapacity of more than 3 days requiring treatment by a health care provider, pregnancy related disabilities, chronic medical conditions requiring treatment by a health care provider, non-chronic medical conditions requiring multiple treatments by a health care provider and permanent or long-term medical conditions requiring medical supervision.   Employees should contact their supervisor for a complete listing of serious medical conditions that may qualify the employee for leave under the FMLA.  

Employees requesting leave for their own or an eligible family member's serious health condition will be required to provide medical certification.  Medical certification forms are available from your supervisor. Medical certification must be provided thirty (30) days in advance of the request for leave when possible.  Where 30 days advance notice is not possible, medical certification must be provided as soon as reasonably possible.  H&H Express, Inc. may, at its discretion, require a second medical opinion on the health condition and periodic recertification at our expense.  Employees will be required to use all accrued paid vacation concurrently with any period of Family and Medical Leave. In the event that the period of leave exceeds the amount of available paid vacation time, the remainder of leave will be unpaid.  

During any period of Family and Medical Leave, employees maintain their eligibility for all employer provided employee benefits, except as provided below.  Upon return to work at the end of the leave period, the employee will be restored to his or her former position with the same rights, benefits, pay and other terms and conditions which existed prior to the leave, or to an equivalent position with equivalent rights, benefits, pay and other terms and conditions of employment.

H&H Express, Inc. reserves the right to deny leave reinstatement to key employees, where such denial is necessary to prevent substantial and grievous economic injury H&H Express, Inc.’s operations. Key employees will be notified of H&H Express, Inc.’s intention to deny reinstatement as soon as a determination is made that such injury would occur.  In the event such employee decides not to return to work from unpaid leave, he or she will remain on leave for the balance of the leave period and then be terminated. Key employees are defined as the highest paid ten percent of employees employed by H&H Express, Inc. within a seventy-five mile radius of the facility where the employee is employed.

Exceptions and Other Provisions:

· When both spouses work for H&H Express, Inc., their aggregate leave in any twelve-month period may be limited to twelve weeks total, if the leave is taken for the birth or adoption of a child.

· Intermittent or reduced leave may be taken in case of a serious health condition, either an employee's own or that of a child, spouse or parent, when medically necessary.  The birth or placement of a child does not qualify for intermittent or reduced leave.

· Employees out on unpaid leave will be required to contact their supervisors, at least every four (4) weeks, to report on their status and intention to return to work at the end of their leave.

· Benefits based on an accrual basis (e.g. paid vacation) will not accrue during unpaid leave under this policy.

· While on unpaid leave, an employee will not accrue seniority or service time for eligibility for a performance review, salary review, salary review adjustment or bonus.

· Employment benefits which are accrued prior to the unpaid leave will not be lost.

· Group health insurance will continue on the same basis as prior to the leave, as long as the employee continues to pay his or her contribution as required before the unpaid leave.

· Before returning to work, an employee on leave for his or her own serious health condition will be required to provide certification from his or her health care provider that the employee is able to return to work and perform all of the functions of the job to which the employee is returning.
APPLICATION FOR LEAVE OF ABSENCE



       (FAMILY AND MEDICAL LEAVE ACT OF 1993)








Date:_________________________

1.  Employee’s Name: _____________________________________________________

2.  Type of Leave (Family or Medical): ________________________________________

3.  Intermittent Leave (Yes or No: ______  Please explain:________________________

________________________________________________________________________

________________________________________________________________________

4.  Date Leave is to Commence: _____________________________________________

5.  Date Leave is to End: ___________________________________________________

6.  Details of Leave: _______________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

I hereby certify that all the information on this application is complete, correct, and true and agree to notify the company if any of the circumstances change.

The company also reserves the right to request further documentation if necessary.






______________________________________






Applicant/Employee

CERTIFICATION OF PHYSICIAN OR PRACTITIONER

(Family and Medical Leave Act of 1993)

1.  Employee’s Name:

2.  Patient’s Name (if different from employee):

3.  The attached Exhibit “A” describes what is meant by a “serious health condition” under the Family and Medical Leave Act.  Does the patient’s condition
 qualify under any of the categories described?  If so, please check the applicable category.

(1)_____(2)_____(3)_____(4)_____(5)_____(6)_____, or None of the above__________

4.  Describe the medical facts that support your certification, including a brief statement as to how the medical facts meet the criteria of one of these categories:

5.

a.  State the approximate date the condition commenced and the probable duration of the condition (and also the probable duration of the patient’s present incapacity if different)
b.  Will it be necessary for the employee to work only intermittently or to work on a less than full schedule as a result of the condition (including for treatment described in Item 5 below)?___________

c.  If the condition is a chronic condition (condition #4) or pregnancy, state whether the patient is presently incapacitated
 and the likely duration and frequency of episodes of incapacity2.

d.  If additional treatments will be required for the condition, provide an estimate of the probable number of such treatments:

__________________

If the patient will be absent from work or other daily activities because of treatment on an intermittent or part-time basis, also provide an estimate of the probable number and interval between such treatments, actual or estimated dates of treatment if known, and period required for recovery if any:

e.
If any of these treatments will be provided by another provider of health services (e.g., physical therapist), please state the nature of the treatments: 

f.
If a regimen of continuing treatment by the patient is required under your supervision, provide a general description of such regimen (e.g., prescription drugs, physical therapy requiring special equipment):

6.  

a.  If medical leave is required for the employee’s absence from work because of the employee’s own condition (including absences due to pregnancy or a chronic condition), is the employee unable to perform work of any kind? ____________

b.  If able to perform some work, is the employee unable to perform any one or more of the essential functions of the employee’s job (the employee or the employer should supply you with information about the essential job functions)? ________If yes, please list the essential functions the employee is unable to perform:

c.  If neither a. nor b. applies, is it necessary for the employee to be absent from work for treatment? __________

7.

a.  If leave is required to care for a family member of the employee with a serious health condition, does the patient require assistance for basic medical or personal needs or safety, or for transportation? __________

b.  If no, would the employee’s presence to provide psychological comfort be beneficial to the patient or assist in the patient’s recovery? __________

c.  If the patient will need care only intermittently or on a part-time basis, please indicate the probable duration of this need:

__________________________________        _________________________________

(Signature of Health Care Provider)

     (Type of Practice)

__________________________________        _________________________________

 (Address)                                                              (Telephone Number)

(a) SCHEDULE “A”

A “Serious Health Condition” means an illness, injury, impairment, or physical or mental condition that involves one of the following:

1.
Hospital Care

Inpatient care (i.e., an overnight stay) in a hospital, hospice, or residential medical care facility,  including any period of incapacity2 or subsequent treatment in connection with or consequent to such inpatient care.

2. 
Absence Plus Treatment

a.
A period of incapacity2 of more than three consecutive calendar days (including any subsequent treatment or period of incapacity2  relating to the same condition), that also involves:

(1)
Treatment3 two or more times by a health care provider, by a nurse or physician’s assistant under direct supervision of a health care provider, or by a provider of health care services (e.g., physical therapist) under orders of, or on referral by, a health care provider; or

(2)
Treatment by a health care provider on at least one occasion which results in a regimen of continuing treatment under the supervision of the health care provider.

3.  
Pregnancy:  Any period of incapacity due to pregnancy, or for prenatal care.

4.  
Chronic Conditions Requiring Treatments: A chronic condition which:

a.  Requires periodic visits for treatment by a health care provider, or by a nurse or physician’s assistant under direct supervision of a health care provider;

b.  
Continues over an extended period of time (including recurring episodes of a single underlying condition); and 

c.
May cause episodic rather than a continuing period of incapacity2 (e.g., asthma, diabetes, epilepsy, etc.).

5.
Permanent/Long-Term Conditions Requiring Supervision: A period of incapacity2 which is permanent or long-term due to a condition for which treatment may not be effective. 

The employee or family member must be under the continuing supervision of, but need not be receiving active treatment by, a health care provider.  Examples include Alzheimer’s, a severe stroke, or the terminal states of a disease.

6. 
Multiple Treatments (Non-Chronic Conditions): Any period of absence to receive multiple treatments (including any period of recovery there from) by a health care provider or by a provider of health care services under orders of, or on referral by, a health care provider, either for restorative surgery after an accident or other injury, or for a condition that would likely result in a period of incapacity2 of more than three consecutive calendar days in the absence of medical intervention or treatment, such as cancer (chemotherapy, radiation, etc.), severe arthritis (physical therapy), kidney disease (dialysis).

3A regimen of continuing treatment includes, for example, a course of prescription medicine (e.g., an antibiotic) or therapy requiring special equipment to resolve or alleviate the health condition.  A regimen of treatment does not include the taking of over-the-counter medications such as aspirin, antihistamines, or salves; or bed-rest, drinking fluids, exercise, and other  similar activities that can be initiated without a visit to a health care provider. 

(b) EMPLOYER RESPONSE TO EMPLOYEE REQUEST FOR LEAVE




(Family and Medical Leave Act of 1993)

This is to inform you that: (check appropriate boxes, explain where indicated)

1.   
You are /__/ eligible /__/ not eligible for leave under the FMLA.

2.  The requested leave /__/ will /__/ will not be counted against your annual FMLA leave entitlement.

3.  You /__/ will /__/ will not be required to furnish medical certification of a serious health condition.  If required, you must furnish certification by __________(insert date) (must be at least 15 days after you are notified of this requirement) or we may delay the commencement of your leave until the certification is submitted. 

4.  You may elect to substitute accrued paid leave for unpaid FMLA leave.  We  /__/  will  

/__/ will not require that you substitute accrued paid leave for unpaid FMLA leave.  If paid leave will be used the following conditions will apply: (Explain)

5.  

a.  If you normally pay a portion of the premiums for your health insurance, these payments will continue during the period of FMLA leave.  Arrangements for payment have been discussed with you and it is agreed that you will make payments as follows:  (Set forth dates, e.g., the 10th of each month, or pay periods, etc. that specifically cover the agreement with the employee.)

b.  You have a minimum 30-day (or, indicate longer period, if applicable) grace period in which to make premium payments.  If payment is not made timely, your group health insurance may be canceled, provided we notify you in writing at least 15 days before the date that your health coverage will lapse, or, at our option, we may pay your share of the premiums during FMLA leave, and recover your share of health insurance premiums while you are on leave.  

c.  We /__/ will /__/ will not do the same with other benefits (e.g., life insurance, disability insurance, etc.) while you are on FMLA leave.  If we do pay your premiums for other benefits, when you return from leave you /__/ will /__/ will not be expected to reimburse us for the payments made on your behalf.

6.  You /__/ will /__/ will not be required to present a fitness-for-duty certificate prior to being restored to employment. If such certification is required but not received, your return to work may be delayed until the certification is provided. 

7.  

a.
You  /__/ are /__/ are not a “key employee” as described in 825.218 of the FMLA regulations.  If you are a “key employee,” restoration to employment may be denied following FMLA leave on the grounds that such restoration will cause substantial and grievous economic injury to us.  

b.  We /__/ have /__/ have not determined that restoring you to employment at the conclusion of FMLA leave will cause substantial and grievous economic harm to us (Explain (a) and/or (b) below.)  (See 825.219 of the FMLA regulations.)

8.  
While on leave, you /__/ will /__/ will not be required to furnish us with periodic reports  (indicate interval of periodic reports, as appropriate for the particular leave situation) of your status and intent to return to work (see 825.309 of the FMLA regulations).  If the circumstances of your leave change and you are able to return to work earlier than the date indicated on the reverse side of this form, you  /__/ will /__/ will not be required to notify us at least two work days prior to the date you intend to report for work.

9.  
You /__/ will /__/ will not be required to furnish recertification relating to a serious health condition.  (Explain below, if necessary, including the interval between certifications as prescribed in 825.308 of the FMLA regulations.)

Sick Leave

An absence from work due to illness or injury that does not qualify for leave under H&H Express, Inc.’s Family and Medical Leave policy is subject to the following Sick Leave Policy. 

Employees who are unable to report to work due to temporary illness or injury should notify their direct supervisor before the scheduled start of the workday whenever possible.  If leave is required for more than one day, it is the employee’s responsibility to keep his or her supervisor apprised of the employee’s availability for work on a daily basis or as otherwise agreed upon.  If leave is required for more than three consecutive days, a physician’s statement must be provided verifying the disability and its beginning and expected ending dates.  

Excessive absenteeism due to illness which does not qualify for leave under H&H Express, Inc.’s Family and Medical Leave Policy can be grounds for disciplinary action, up to and including termination of employment.

H&H Express, Inc. does not provide paid sick leave.  However, an employee may apply any accrued paid vacation days against days of work missed due to illness or injury.  H&H Express, Inc. reserves the right to require an employee to provide medical certification of any illness and fitness for duty prior to the employee’s return to work.

Funeral Leave

Employees may request up to three (3) days of paid funeral leave in the event of the death of an immediate family member or dependent.  Employees may request up to one (1) days of paid funeral leave in the event of the death of an extended family member.  Additional excused days allowed by supervisor will be unpaid.
Use of Equipment and Vehicles

Equipment and vehicles essential in accomplishing job duties are expensive and may be difficult to replace.  When using property, employees are required to exercise due care, perform required maintenance, and follow all operating instructions, safety standards and guidelines.

Employees are required to notify their supervisor if any equipment, machines, tools, or vehicles appear to be damaged, defective, or in need of repair.  The improper, careless, negligent, destructive, or unsafe use or operation of equipment or vehicles, as well as excessive or avoidable traffic and parking violations, can result in disciplinary action, up to and including termination of employment.

Visitors in the Workplace

To provide for the safety and security of employees and the facilities at H&H Express, Inc., only authorized visitors are allowed in the workplace. Authorized visitors will receive directions or be escorted to their destination. 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.

If an unauthorized individual is observed on H&H Express, Inc.’s premises, employees should immediately notify their supervisor, or direct the individual to a member of management.

Passenger Policy

H&H Express, Inc. strictly prohibits non-employee passengers in company owned vehicles unless prior authorization has been received from H&H Express, Inc. management. Disciplinary action up to and including termination can be taken for violations of this policy.
Employee Conduct and Discipline

The following conduct will result in disciplinary action, up to and including termination of employment.  This is not an exclusive list.

· Theft or inappropriate removal or possession of property

· Falsification of timekeeping records

· Working under the influence of alcohol, illegal drugs, or controlled substances without a current prescription
· Possession, distribution, sale, transfer, or use of illegal drugs in the workplace, while on duty, or while operating employer-owned vehicles or equipment

· Use of alcohol in the workplace, while on duty, or while operating employer-owned vehicles or equipment

· Reporting for work with any detectable amount of any illegal drug in the employee’s system

· Fighting or threatening violence in the workplace
· Boisterous or disruptive activity in the workplace

· Willful, negligent or improper conduct leading to damage of employer-owned or customer-owned property

· Insubordination or other disrespectful conduct

· Violation of safety or health rules

· Smoking in prohibited areas

· Sexual or other unlawful or unwelcome harassment

· Excessive absenteeism or any absence without notice

· Unauthorized absence from work station during the workday

· Unauthorized or inappropriate use of telephones, mail system, or other employer-owned equipment

· Unauthorized disclosure of business “secrets” or confidential information

· Violation of employment policies

· Unsatisfactory performance or conduct.

Termination from Employment and Receipt of Final Paycheck

Employees are free to resign their employment from H&H Express, Inc. at any time.  H&H Express, Inc., requests that a resigning employee give sufficient notice to allow for an orderly and responsible transition, usually at least two weeks.  An employee who voluntarily separates from employment without at least two weeks notice will not be eligible to receive performance or other bonuses during the last month of employment. 

H&H Express, Inc. reserves the right to terminate employment for any reason not prohibited by law and without any prior notice. 

In accordance with applicable law, a terminated employee will receive, at the usual place of payment, all wages due and owing on the next regularly scheduled payday or within ten (10) days after such termination, weekends and holidays excluded, whichever is sooner.  If the employee makes a written request for earlier payment of wages, all wages due less any amount owed to the H&H Express, Inc. as a loan, shall be paid within forty-eight (48) hours of the receipt of such request, weekends and holidays excluded.

The employee’s final check may be reduced by deductions for company property not returned, the use of company services or purchases, any remainder of an employee’s loan owed to H&H Express, Inc., or other lawful deductions if the employee has agreed in writing that such deductions may be made.

Return of Property

Employees are responsible for all H&H Express, Inc. property, materials, or written information issued to them or in their possession or control.  Employees must return all H&H Express, Inc. property immediately upon request or upon termination of employment.  H&H Express, Inc. may take all action deemed appropriate to recover or protect its property.

Smoking

Employees are expected to obey state laws regarding smoking in public places.  In situations where the preferences of smokers and nonsmokers are in direct conflict, the preferences of nonsmokers will prevail. 

Substance Abuse Policy

It is the desire of H&H Express, Inc. to provide a safe and drug-free work place.  To promote this goal, employees are required to report to work in an appropriate mental and physical condition to perform their jobs in satisfactory manner.  It is H&H Express, Inc.’s policy to annually distribute information to its employees regarding the health and workplace safety risks associated with the use of controlled substances and alcohol. 

When on H&H Express, Inc. premises, in our trucks, or on our customer’s premises, the following standards of conduct apply to all employees: 

(1)
No employee may use, possess, distribute, sell or be under the influence of a controlled substance (marijuana or HTC, in H&H Express, Inc.’s eyes, regardless of state law, is still considered a federally controlled substance) for which the employee does not possess a current valid prescription.  No employee may use, distribute or sell alcohol.  Under the influence is defined as (a) having any detectable amount of an illegal drug, or controlled substance for which the employee does not have a current medical prescription, in the employee’s system;    (b) the use of a controlled substance in excess of the amount prescribed for the employee by a medical professional; (c) having a breath alcohol level in excess of 0.04.

(2)
The legal use of any prescribed drug is permitted on the job only if it does not impair an employee’s ability to perform in a safe and effective manner and does not endanger the employee or anyone else.  

(3)
All employees subject to regulation by the U.S. Department of Transportation (“DOT”) must comply with all DOT rules and regulations regarding the use of alcohol, illegal drugs and controlled substances in addition to the policies set forth herein. 

Violations of these standards of conduct will result in disciplinary action, up to and including termination of employment.  Such violations may also have legal consequences under applicable local, state and federal laws, including loss of a driver’s license, criminal prosecution and imprisonment. 

H&H Express, Inc.’s policy requires that employees be tested for alcohol, marijuana (THC metabolite), cocaine, amphetamines, opiates (including heroin), and phencyclidine (PCP) under the following circumstances: 

(1) All prospective employees will be drug tested as a condition of hire.   A positive drug test will result in the individual’s disqualification for employment with H&H Express, Inc.  

(2) Testing of all employees will be conducted on a random basis.

(3)  Testing will be conducted of any employee for whom H&H Express, Inc. has reason to suspect has impaired faculties at work as a result of the use of a controlled substance or alcohol consumption. 

(4)  Testing will be conducted of any employee for whom H&H Express, Inc. has reason to believe that the employee’s act or failure to act is a direct or proximate cause of a work-related accident that has caused death or personal injury or property damage anticipated to be in excess of $1,500.

(5)  Post-accident testing will be conducted of any DOT regulated commercial driver if the driver was performing safety-sensitive functions during a fatal accident; or received a citation under state or local law for a moving traffic violation arising from the accident. 

Testing Procedures

Employees will receive no more than two hours notice to report to the collection site.  Sample collection will be conducted in a sanitary clinic near an H&H Express, Inc. location.  H&H Express, Inc. will provide transportation to the collection site if required.  

Once an employee has been selected for testing, the employee will be placed on paid administrative leave until the results of the drug test are received by H&H Express, Inc. and reported to the employee.  Drug test results are usually available within 48 hours of the time of testing. H&H Express, Inc. will provide an employee who has been drug tested with a copy of the test report.  A positive test result will be subject to confirmatory testing.  If for any reason the second portion of a split urine sample can not be tested or confirmed, the confirmation test will be considered negative.  A test for any illegal drug is positive if the results show any detectable level of the drug in the employee’s system.
A positive test result will be reviewed and certified by a medical review officer who is trained in the field of substance abuse. The tested employee will be given the opportunity to provide notification to the medical review officer of any medical information that is relevant to interpreting test results, including information concerning currently or recently used prescription or nonprescription drugs. Information obtained through testing that is unrelated to the use of a controlled substance or alcohol will be held in strict confidentiality by the medical review officer and not disclosed to H&H Express, Inc.  The medical review officer shall be the final authority in resolving any disputes concerning test results.  If in the opinion of the medical review officer the positive test results were not caused by illegal use of a controlled substance or alcohol, the test results will be removed from the employee’s record and destroyed.

A confirmed and certified positive drug test will result in immediate termination of employment with H&H Express, Inc. on the basis of misconduct.  The grounds for the employee’s termination will be treated as confidential.  The employee will not be eligible for rehire.  

Any employee who has a confirmed and certified positive test result may request that the same sample be retested by an independent laboratory of the employee’s choice. A request for retest must be done within seven (7) working days from the date of the first confirmed positive test notification and must paid for by the employee requesting the test. If the retest results in a negative test outcome, the employer will reimburse the cost of the retest, compensate the employee for his time if suspended without pay, or if terminated solely because of the positive test, the employee shall be reinstated with back pay.  The employee will be given the opportunity to rebut or explain a positive retesting result to the medical review officer.

If an employee refuses to take an alcohol or drug test, he/she will be terminated for misconduct.  If an employee alters or attempts to alter a drug or alcohol test, he/she will be terminated for misconduct.  If an employee substitutes a sample that is not their own, he/she will be terminated for misconduct.  If an employee is terminated for misconduct, he/she may not be eligible for unemployment benefits or rehire.
Confidentiality
All information, interviews, reports, statements, memoranda, and test results, including those that result in the termination of employment, constitute confidential communications that H&H Express, Inc. will not disclose to anyone except:
(i) the tested employee;

(ii) a designated representative of H&H Express, Inc. or

(iii) in connection with any legal or administrative claim arising out of H&H Express, Inc.’s implementation of its drug testing policy or in response to inquiries relating to a workplace accident involving death, physical injury, or property damage in excess of $1,500, when there is reason to believe that the tested employee may have caused or contributed to the accident.

Duty to Notify Employer

Where law permits, if an employee is arrested for any criminal alcohol or drug-related offense, the employee is required to notify H&H Express, Inc. of the arrest within 24 hours or before they report to work.  If an employee is arrested for any criminal alcohol or drug related offense occurring in the workplace or while the employee was engaged in H&H Express, Inc. business, the employee must immediately notify H&H Express, Inc. of the arrest.  If an employee receives a citation for DUI, has his or her driving privileges revoked for any reason, or is deemed by a medical provider to be unfit to drive or perform his or her duties, the employee must immediately notify H&H Express, Inc. of this circumstance.

Security Inspections

H&H Express, Inc. wishes to maintain a work environment that is free of illegal drugs, explosives, contraband or other improper materials.  To this end, H&H Express, Inc. prohibits the possession, transfer, sale, or use of such materials on its premises.  

The employer reserves the right to conduct searches and inspections of employees, employees’ personal effects, and their personal work spaces without notice.  An employee’s consent to search is required as a condition of employment.  Any employee who refuses to submit to a search or is found in possession of prohibited articles will be subject to disciplinary action up to and including termination.  Any illegal or unauthorized articles discovered may be taken and may be turned over to law enforcement representatives.  

Sexual Harassment

H&H Express, Inc. is committed to providing a work environment that is free from tensions involving matters that do not relate to H&H Express, Inc.’s business.  An atmosphere of tension recreated by non-work related conduct, including sexual remarks, sexual advances, or requests for sexual favors or other such conduct does not belong in our workplace and will not be tolerated.  

Sexual harassment is a violation of state and federal law.  It includes unwelcome sexual advances, requests for sexual favors, sexually motivated physical contact, and other verbal or physical conduct, or visual forms of harassment of a sexual nature, when submission to such conduct is either explicitly or implicitly made a condition of employment, or is used as a basis for employment decisions, or when such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile, or offensive work environment.  Sexual harassment includes unwelcome gender-based conduct towards a person who is the same sex as the harasser.

You cannot be forced to submit to such conduct as a basis for any employment decision and H&H Express, Inc.’s company will do its best to keep itself free from any conduct which creates an intimidating, hostile, or offensive work environment for our employees. 

If you feel that H&H Express, Inc.’s policy is being violated, we urge you to contact your supervisor.  If you feel uncomfortable bringing the matter to your supervisor, or if your supervisor is thought to be involved in the harassment, you may directly contact either of the owners.  Charges of harassment will be promptly and thoroughly investigated and a report will be made to you concerning the results of the investigation.  If H&H Express, Inc. determines that harassment has occurred, appropriate relief for the employee bringing the complaint and appropriate disciplinary action against the harasser, up to and including termination of employment, will follow.  A non-employee who subjects an employee to harassment in the workplace will be informed of H&H Express, Inc.’s policy and appropriate remedial or disciplinary action will be taken.  In all cases, H&H Express, Inc. will make follow-up inquiries to insure that the harassment is not repeated.

H&H Express, Inc. understands that these matters can be extremely sensitive, and so as far as is possible, will keep all employee complaints and all communications, together with other aspects of the investigation, in strict confidence.  H&H Express, Inc. will not tolerate retaliation against any employee who complains of sexual harassment or provides information in connection with such a complaint.

Other Types of Harassment

H&H Express, Inc. prohibits harassment on the basis of any legally protected class.  This includes a prohibition on harassment on the basis of age, disability, religion, national origin, or race.  Similar to the ban on harassment on the basis of gender, or sexual harassment, H&H Express, Inc. encourages those who feel they have been subjected to such unlawful harassment to contact their supervisor.  An investigation will be performed, and all policies that apply to sexual harassment complaints will also be applied to other forms of harassment.  Employees will not be subjected to retaliation for submitting complaints about unlawful harassment.

Equal Employment Opportunity and Americans With Disabilities Act Compliance

It is the policy of H&H Express, Inc. that employees and applicants for employment shall receive fair and equal treatment regardless of race, color, religion, sex, age, national origin, disability, or veteran status.  This policy of non-discrimination includes, but is not limited to, employment, promotion, demotion, transfer, recruitment, advertising, lay-off or termination, rates of pay or other forms of compensation, and selection for training.

If you believe you have been subjected to, or have witnessed, unlawful discrimination you should immediately contact your supervisor, or if your supervisor is thought to be involved in the discrimination, you may directly contact either of the owners.

The Americans With Disabilities Act of 1990 prohibits an employer from discriminating against a qualified individual with a disability, because of that individual’s disability, with regard to the terms and conditions of employment.  These terms and conditions include job application procedures, hiring, advancement, termination, compensation, or job training.  Qualified individuals with a disability may request reasonable accommodations from H&H Express, Inc. to assist in the performance the essential functions of their position.  A reasonable accommodation means any accommodation that the employer can adopt without incurring an undue hardship on the business.

Workplace Violence

H&H Express, Inc., is committed to a policy prohibiting violence in the workplace.  Any act involving violence or the threat of violence in the workplace, while on or off duty, is a violation of this policy.  It is also a violation of this policy to engage in any act outside of the workplace, while on or off duty, involving violence or the threat of violence against co-workers, customers, vendors or others associated with H&H Express, Inc.  Violence includes physical harm, physical abuse, physical intimidation, vandalism, arson, sabotage, using weapons in any way, bringing weapons into the workplace or any other act which in management’s sole discretion involves violence or the threat of violence.  

EMPLOYEE ACKNOWLEDGMENT

I have received my own copy of H&H Express, Inc. Employee Handbook dated May 1, 2014, and have read it.  I have had an opportunity to ask questions about it, and I understand the information in it.  If I have questions in the future about the information in this Employee Handbook, I agree to ask for answers to those questions.

I understand that H&H Express, Inc. and I are free to terminate my employment relationship at any time for any legal reason, with or without cause or notice.  I also understand that this Employee Handbook may be modified, amended or revoked at any time without advance notice.  I understand that the Employee Handbook does not and is not intended to give rise to contractual rights or obligations, or to be construed as a guarantee of employment for any specific period of time, or any specific type of work. 

I hereby authorize H&H Express, Inc. to deduct from my paycheck the replacement cost of any company property not returned by me, the cost of any company services or purchases made by me during the period of my employment, and the amount of any loans made to me by H&H Express, Inc. during the period of my employment, and any charges incurred on a company owned cell phone for personal or other non-H&H Express, Inc. related business.  
In the event that I am involved in an accident during the course and scope of my employment with H&H Express, Inc., I hereby authorize the release of all of my post-accident medical records from any medical treatment provider or medical facility to H&H Express, Inc.

I hereby consent to the search of my person, property or work area by H&H Express, Inc. during work hours or at any time I am located at H&H Express, Inc.

Print Name: ______________________________


Signature: ________________________________

Date: ____________________________________

�  “Incapacity,” for purposes of FMLA, is defined to mean inability to work, attend school, or perform other regular activities due to the serious health condition, treatment therefore, or recovery therefrom.


�  Treatment includes examinations to determine if a serious health condition exists and evaluations of the condition.  Treatment does not include routine physical examinations, eye examinations, or dental examinations.
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