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V.

                    
 EMPLOYEE COMMUNICATIONS  

WELCOME TO

 FARO SERVICES, INC.

We hope your new job will live up to your expectations and your stay with us will be a rewarding one.  We are committed to providing you challenge, recognition, and appropriate compensation to help you achieve your goals and objectives.  Likewise, we expect you to offer a commitment of hard work and ethical conduct to allow FARO Services to reach its goals and objectives.  By working together in this way we can be confident that the future will be productive and prosperous for all of us.

As all new employees, you are being hired in as a "Seasonal" employee.  As a Seasonal employee you will enjoy basically the same working conditions and working hours as "Full Time" employees.  Full Time employees, however, do have additional benefits that Seasonals do not.  The list of those benefits is attached.

How do you become a "Full Time" employee?  Although no one is guaranteed to be granted Full Time status, you are eligible after 90 days.  We promote Seasonals to Full Time status when any of the following happens: (1) A Full Time employee leaves the company or (2) Our budget expands and we can create additional Full Time positions.  When this occurs we select the Best Seasonal employees for promotion.

What criteria is used to select the Best Seasonals?   You will be graded monthly on the following items and the Seasonals that have the best scores are promoted.

· Quality of work

· Quantity of work

· Knowledge 

· Working Relations

· Dependability.  Good Attendance is critical.  

Our Attendance Policy for Seasonal employees is as follows:

1. FTR (Failure to Report) - One FTR results in Automatic Termination.  If you are not going to make it to work or you'll be more than one hour late, you must call your

Supervisor within one hour of your start time or this is considered an FTR.

2. # Days Missed/Tardy

Result                                 


   2

 
  
 120 days until Full Time consideration

   3

 
  
 150 days until Full Time consideration

   4

 
  
 Termination



Please ask your supervisor if you have any questions


V.  EMPLOYEE COMMUNICATIONS  

Bulletin Boards

A bulletin board which is used to communicate important company information is posted next to the time clock.  All posted items must be approved in advance by the Human Resources Manager. 

You are responsible for regularly reading the information posted on the bulletin board.  

Suggestions

We encourage you to suggest methods to improve quality and efficiency in the company.  Submit your suggestions in writing to your Supervisor or the Human Resources Manager.  Your suggestions should be detailed so that the system or procedure can be adequately evaluated.

Complaint Handling Procedure

Under normal conditions, if you have a job‑related problem, question or complaint, you should discuss it with your Supervisor.  The simplest, quickest and most satisfactory solution will often be reached at this level. 

If the discussion with your Supervisor does not answer your question or resolve the matter to your satisfaction, you may then present your complaint, orally or in writing, to the next higher level of management.  If the matter is still not resolved satisfactorily, you may present your complaint, orally or in writing, to the Human Resources Manager.  Human Resources will investigate and attempt to resolve the issue.  If, after following the above steps, you feel the issue is still unresolved, then you may present your complaint, in writing, to the President who will render a final decision on the matter after appropriate investigation.

When the issue personally involves the Supervisor or Manager with whom you would ordinarily discuss a problem, you may bypass that individual and proceed to the next person in authority without fear of reprisal.  At any time you may seek the advice and guidance of our Human Resources Manager.  Difficulties in using this complaint procedure should be brought to the attention of the Human Resources Manager.

Mail

The company receives and sends large quantities of mail daily.  The company's mail system must be restricted to business mail only.  Do not send outgoing personal mail through our in-house system nor direct personal mail to be delivered to the company.

Media Relations

Because much of the information we work with is confidential or sensitive, all contacts with the media must be referred to the Human Resources Manager.  All papers, articles, speeches or presentations to non-company persons must be approved in advance by your Supervisor.
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EMPLOYEE SAFETY AND HEALTH   


VI.  EMPLOYEE SAFETY AND HEALTH  

We strive to provide safe working conditions for our employees.  We observe the safety laws of the governments within whose jurisdictions we operate.  No one will knowingly be required to work in any unsafe manner.  Safety is every employee's responsibility, and all employees are expected to do everything reasonable and necessary to keep the company a safe place to work.  

Fires and Emergencies  

IN CASE OF EMERGENCY DIAL “911” 

The facility where you work has an emergency procedure to follow in the event of fire or disaster.  Exits and fire extinguishers and are located throughout the facility.  First-aid kits are located in the office.  Exits and areas around fire extinguishers must be kept clear at all times.

Fires and explosions require immediate evacuation from the building.  At the first indication, you should leave your work station and promptly proceed to the nearest exit or the one designated for use by your department.  Once outside, move away from the building and out of the way of access routes used by emergency vehicles.  When the emergency has passed, you will be instructed on when to return to your work area.  Do not smoke during an emergency.

Severe Weather Conditions.  FARO Services realizes that there may be times when you

are unable to report to work due to severe weather conditions.  If you are unable to report to

work due to severe weather conditions you will be required to use vacation time for the time missed.  If you do not have vacation time available, you will be required to use sick time.  If you do not have vacation time or sick time available, your time off will be unpaid and documented to become part of your permanent personnel file.  If you are unable to report to work due to severe weather conditions you must notify your immediate supervisor within one hour of your scheduled start.  Failure to do so will result in a "failure to report" (see Attendance Standards).  Tardiness due to severe weather conditions will be considered the same as any other tardy.

FARO Services reserves the right to call the Ohio State Trooper division nearest the home of the employee to verify the severe weather conditions reported by the employee.  

Accidents or Injury

Many accidents and injuries can be avoided by exercising caution.  Be on the lookout for potential hazards and report them to your Supervisor or the Human Resource Manager as soon as possible.  No matter how insignificant an on the job injury may seem when it occurs, notify your Supervisor or the Human Resources Manager immediately.

Life-Threatening Illnesses

FARO Services recognizes that many employees with life-threatening illnesses desire to and can lead normal lives, which includes working as long as their health permits.  Employees may continue working as long as they are able to meet performance standards and medical evidence indicates that their condition does not present a threat to themselves, other employees, or customers.

If an employee is not able to continue working due to a medically documented illness, the employee may request a leave of absence.  (Refer to Leave of Absence)

All medical records are confidential and maintained in separate confidential files.

Medical Examinations

FARO Services reserves the right to require an employee to undergo a medical examination by a doctor chosen by FARO Services whenever there is a question of an employee's fitness to work or where there is reason to fear that a worker's condition might pose a safety or health threat to other employees or customers.
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VII.  STANDARDS OF CONDUCT AND CORRECTIVE ACTION  

Groups of people who are working together for any purpose require certain guidelines pertaining to their conduct and relationships.  Accordingly, our employees must be aware of their responsibilities to the company and to co‑workers.  

We strive to take a constructive approach to disciplinary matters to insure that actions which would interfere with operations or an employee's job are not continued.  

The company reserves the right to search employee personal effects such as lunch boxes, purses, tool boxes, desks, lockers, etc., on company premises.  

Violations of our standards will be permanently recorded within the employee's personnel file and will result in one of the following forms of corrective action:  discharge, suspension, oral warning or written warning.  In arriving at a decision for proper action, any or all of the following will be considered:  


The seriousness of the infraction


The past record of the employee


The circumstances surrounding the matter

Although there is no way to identify every possible violation of standards of conduct, the following is a partial list of infractions which will result in corrective action:  


Falsifying employment application, timecard, or personnel or other company documents or records.


Unauthorized possession of company or employee property, carrying weapons or explosives, or violating criminal laws on company premises.  


Fighting, throwing things, horseplay, practical jokes or other disorderly conduct which may endanger the well‑being of any employee on company premises.  


Engaging in acts of dishonesty, fraud, theft or sabotage.                   


Threatening, intimidating, coercing, using abusive or vulgar language, or interfering with the performance of other employees.  


Insubordination or refusal to comply with instructions or failure to perform reasonable duties which are assigned. 


Unauthorized use of company material, time, equipment or property.


Damaging or destroying company property due to careless or willful acts.


Conduct which the company feels reflects adversely on the employee or company.  

         

Unauthorized use of time cards, including swiping another's time card.


Performance which, in the company's opinion, does not meet the requirements of the position.  


Engaging in such other practices as the company determines may be inconsistent with the ordinary and reasonable rules of conduct necessary to the welfare of the company, its employees, or clients.


Negligence in observing fire prevention and safety rules.

· Unauthorized appearance on company property.  An employee should be on 


company property only during scheduled work hours, when picking up a paycheck, 


or when authorized by their supervisor.


Other circumstances for which the company feels that corrective action is warranted.  

This list is intended to be representative of the types of activities which may result in disciplinary action.  It is not intended to be comprehensive and does not alter the employment-at-will relationship between the employee and the company.  Additional standards of conduct are described in the sections below.

Conflict of Interest

We expect our employees to conduct business according to the highest ethical standards of conduct.  Employees are expected to devote their best efforts to the interests of the company and the conduct of its affairs.  

Business dealings that represent, or appear to represent, a conflict between the interests of the company and an employee are unacceptable.  The company recognizes the right of employees to engage in activities outside of their employment which are of a private nature and unrelated to our business.  However, a policy of full disclosure must be followed to assess and prevent potential conflicts of interest from arising.    You should not accept outside employment or engage in outside business activities that:


Require personal attention to such work during your scheduled workday or make it difficult for you to devote your full time and attention to your duties as a FARO Services employee


Involve in any way the use of information obtained from company or client records


Conflict in any way with the interests of FARO Services


Could result in criticism or have an adverse effect upon FARO Services

Contact your Supervisor or the Human Resources Manager if you have questions regarding a possible conflict of interest or outside work.  Also, you may be asked to complete a questionnaire dealing with conflict of interest once each year.

Harassment, Including Sexual Harassment  

FARO Services, Inc. is committed to providing a work environment that is free of discrimination 

and unlawful harassment.  Actions, words, jokes, or comments based on an individual's sex, race,  ethnicity, age, religion, disability or any other legally protected characteristic will not be tolerated.  As an example, sexual harassment (both overt and subtle) is a form of employee misconduct that is demeaning to another person, and undermines the integrity of the employment relationship.

Sexual harassment is any deliberate or unsolicited verbal comment, gesture, or physical contact of

a sexual nature which is unwelcome.  It refers to behavior which is personally offensive, that disables morale, creates an intimidating, hostile working environment, and interferes with the work effectiveness of its victims and their co-workers.  Compliments of a socially acceptable nature do not constitute sexual harassment.

All employees who believe themselves to be victims of unlawful harassment are strongly urged to bring these violations to the immediate attention of a Company manager who is not involved in the harassment.  If you believe you have been the victim of harassment, or know one who has, report it immediately to your Supervisor, department head, or the Human Resources Manager.  Do not suffer in silence -- we cannot take corrective action unless we know about the inappropriate conduct.

All members of management and employees are charged with the responsibility to maintain a work

relationship free of all forms of unlawful harassment.  Management will take swift action to investigate all complaints of harassment and will take immediate and appropriate remedial action as needed to terminated the harassment. Violations of this policy will result in discipline up to and including termination of employment.   The Company will not take adverse action against any employees because they have made good faith complaints about harassment.

Attendance Standards  

Punctuality and regular attendance are essential to the proper operation of any business.  These also help you to establish a good working reputation and add to your opportunity for advancement.   

If you are unable to report for work for any reason, if you will arrive late, or must leave early, notify your Supervisor or, in his/her absence, the Human Resources Manager, before starting time.  The company phone number is (614) 497-1700.

Failure to Report.  If you do not report to work and do not notify the company within one hour of your scheduled time (including scheduled overtime on a normally scheduled day off), the absence will be considered as a "failure to report", except in emergency situations.  Two "failure to report" days - either consecutive or non-consecutive - within a 365-day period will result in automatic termination of employment. 

Absence Policy.  Absenteeism prevents FARO Services from providing the service to 

which it is committed and places an unnecessary burden on your co-workers.

For disciplinary purposes, an unexcused absence is defined as time missed from scheduled                 work other than failure to report, tardiness, company approved time off, military, court/jury              duty, bereavement, leave of absence, or other time off pre-approved by your Supervisor.

One unexcused absence will result in disciplinary action, which may include termination.  The circumstances of the event will be taken into consideration by your Supervisor.

Two unexcused absences within a 365 day period will result in automatic termination.

If you are absent from work for two or more consecutive days, you must notify your Supervisor on each day of absence unless your Supervisor informs you that it is not required.  A "failure to report" will be incurred for each day you do not notify your Supervisor.

Tardiness

Reporting to work on time is an important part of maintaining a professional environment at FARO Services.  Though we understand that occasional tardiness may be unavoidable, it cannot be allowed to become a regular occurrence.  

You are considered tardy when you report to work after the scheduled start time, but less than one hour after the starting time.  If you report to work one or more hours after the starting time, the action falls under a "failure to report" (see Attendance Standards).

Any employee whose tardiness for any reason becomes unacceptable will be so notified and warned.  Thereafter, progressive disciplinary action may be taken which could result in termination from the Company.

Solicitation and Distribution

Soliciting by one employee of another, or collecting from one employee by another, is prohibited while either employee is on work time.  Distributing literature and circulating petitions during work time or in work areas at any time is also prohibited.  Trespassing, soliciting or distributing literature by anyone outside the company is prohibited on company premises.

Alcohol and Drugs  

The company recognizes that alcohol and drug abuse in the work place has become a major concern.  We believe that by reducing drug and alcohol use we will improve the safety, health and productivity of employees.  The object of the company's alcohol and drug policy is to provide a safe and healthy work place for all employees, to comply with federal and state health and safety regulations, and to prevent accidents.         

The use, possession, sale, transfer, purchase or being under the influence of intoxicating liquor, illegal drugs or other intoxicants by employees at any time on company premises or while on company business is prohibited.  The illegal use of any drug, narcotic or controlled substance is prohibited.  Employees must not report for duty or be on company property while under the influence of, or have in their possession while on company property, any intoxicating liquor, marijuana or illegally obtained drug, narcotic or other illegal substance.  The presence of any detectable amount of illegal drugs in an employee's system while on Company business or on Company property is also prohibited.  

Employees must, as a condition of employment, abide by the terms of the above policy and report any convictions under a criminal drug statute for violations occurring on or off the company premises while conducting business for FARO Services.  A report of a conviction must be given to Human Resources within five days after the conviction.

Confidentiality    

During the course of your employment here you will be working with our customers, customer lists, business systems, future plans, R&D data and other information that we consider confidential.  Maintaining this confidentiality is important to our competitive position in the industry and ultimately, to our ability to achieve financial success and provide employment stability.  Protect this information by safeguarding it when in use, filing it properly when not in use, and discuss it only with those who have a legitimate business need to know.      

Dress and Personal Appearance

Employees are expected to maintain an appropriate appearance that is businesslike, neat and clean, as determined by the requirements of the work area.  Dress and appearance should not be offensive to customers or other employees.  Appropriate appearance includes:

  
Apparel.  Your work uniforms should be clean and pressed.  Office personnel should wear appropriate, clean and pressed attire.  

A complete list of inappropriate attire would be impossible to write; however, the following are some examples of inappropriate dress:

Any clothing with spaghetti straps, any clothing that reveals bare backs, midriffs, or shoulders, or any revealing or provocative clothing.

Hair.  Hair should be clean, combed and neatly trimmed or arranged.  This also pertains to sideburns, moustaches and beards.  

  
Personal Hygiene.  Good personal hygiene habits must be maintained.

Smoking            

For reasons of safety, public relations, and other concerns, smoking is permitted on company premises only in specially designated areas.

Telephone/Voice Mail Use 

Company telephones are to be used for business purposes in serving the interests of our customers and in the course of normal company operations.  Answer all calls promptly and courteously.  All personal telephone calls should be made during an official break from work at the telephone located in the break room. 

The company has invested in our Voice Mail System for efficiency and to better serve our customers.  Learn how to use this system by reading the voice mail manual or asking your Supervisor.

From time to time, especially when you are on vacation, business trips and leaves of absence, your Supervisor, manager or another employee may listen to your voice mail messages to better serve our customers and other business needs.  You should not expect messages left on your voice mail to be totally private.

Computer Hardware/Software Security

Company equipment including computer hardware and software are valuable assets.  They must be used for company business only.  You may not copy or use company purchased/leased software contrary to the provisions of the contract.

From time to time, especially when you are on vacation, business trips and leaves of absence, your Supervisor, Manager or another employee may access your computer or files to better serve our customers and other business needs.  You should not expect information left on your computer or files to be totally private.

Personal Visitors/Personal Telephone calls

To avoid needless disruptions in the workplace, we ask that you not receive personal visitors or conduct personal telephone calls during business hours.  If, because of unusual circumstances, you must receive a personal visitor while at work, you should meet with the caller briefly in the reception area or in the break room, not at your work station.

Change in Personal Status

Accurate records of identifying information are needed by the company for Social Security, income tax, and other purposes required by law and for your protection.

Please notify Human Resources as soon as you change your name, marital status, address or telephone number.  For insurance purposes, you should also advise Human Resources about the birth or adoption of a child.  

Personal Safety

You are encouraged to protect property you bring to the workplace by practicing sensible security measures.  Never leave money or valuables in your desk or unattended garments.  Lock your vehicle to discourage vandalism or theft.  FARO Services assumes no responsibility for personal property

Pregnancy Leave 

An employee will be granted up to 12 weeks of maternity leave upon completion of paperwork and documentation of pregnancy. The employee will be guaranteed the same or similar position when returning from pregnancy leave. The proper paperwork and documentation have to be turned in before it will be considered as pregnancy leave.  
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