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WELCOME TO ABC IMAGING  
  
  
It is my pleasure to welcome you to ABC Imaging and to wish you success in your job.  You have become a part of the 
team in an organization that has earned the best reputation for fine service, quality and technology in our industry.  
You were selected because we believe you have the potential and desire to meet these high standards and help us 
maintain our position of leadership.  We hope you will find the atmosphere one in which you can learn and progress 
steadily.  
  
The growth and progress of any organization like ours depends on its employees…people with loyalty, initiative, 
creativity and enthusiasm.  Our blend of experienced and new employees work together in relentless pursuit of our 
mission to “impress every client EVERY time”.   
  
We are dedicated to the principles of free enterprise and quality service.  Our record of progress and growth attests 
to the validity of these objectives.  
  
We hope you will share our enthusiasm about the growth and progress of ABC Imaging to become the best company 
in the world!  
  
  
  
  
Medi Falsafi  
President and CEO  
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A WORD BEFORE YOU BEGIN  
This section contains important information from our legal counsel that we are required to include and that you 
should read.  
  
Defining “You” and “We”  

  
When we refer to “we”, “us”, “our” or “company” we are referring to ABC Imaging of Washington Inc., and its 
subsidiaries or related companies, (hereinafter referred to as “ABC Imaging”).  When we refer to “you”, we are 
referring to the ABC Imaging employee.  
  
This Handbook Is Not a Contract of Employment  
  
The information in this Employee Handbook is a summary of our policies and is presented as a matter of information 
only.  Its contents should not be interpreted as a contract between the company and you.  
  
Employment At-Will  
  
You should understand that you join us voluntarily and you’re free to resign at any time for any reason. Similarly, 
your employment may be terminated at any time for any legal reason.  This is called “at-will” employment.   No one 
other than the President of our company can make any agreement contrary to the policy of “at-will” employment.  
Further, any such agreement must be in writing and signed by the President.  
  
We Can Change Policies  
  
We expressly reserve the right to change any of our policies, including those covered here, at any time with or 
without prior notice.  
  
This Supersedes Previous Material  
  
This Employee Handbook supersedes all previous materials that may have been issued on subjects covered in this 
Handbook.  
  
Governing Document  
  
In the event of any perceived conflict between the language in the Employee Handbook and the Human Resources 
Policies, the Policies Manual will govern.  In the case of benefits, if there is any conflict between the information 
contained in the summaries herein and the plan documents, the plan documents will govern.  In the event of any 
conflict between the language in the employee handbook and any individual written employment contract, the 
terms contained in the employment contract shall govern.  
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Interpretation  
  
Words used in the handbook should be given their usual and ordinary meanings. It is impossible to address every 
possible act or expectation in this handbook. As a general rule, you are entitled to be treated fairly and professionally. 
You, likewise, owe ABC and your fellow employees a high degree of honesty, integrity, common courtesy, and 
professionalism.  
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EQUAL EMPLOYMENT OPPORTUNITY  
Our business is founded on fairness, honesty and opportunity.  We firmly believe in equal treatment for all and 
we practice what we believe.  
  
Equal Opportunity for All Employees and Applicants  

  
At ABC Imaging, we never let our employment policies be influenced by such things as race, creed, age, sex, religion, 
disability, color, national origin, ancestry, height, sexual orientation, gender identity, domestic partner status, 
AIDS/HIV status, weight, status as a veteran, request for leave, pregnancy, or any other basis prohibited by law.  
  
Reasonable Accommodation for the Disabled  
  
We understand that disabled employees may have special needs and we’ll make reasonable accommodations to 
allow them to perform at their best.   
  
Fair, Professional Working Place  
  
We strive to maintain a positive working environment that is professional and respectful of each and every 
employee.  We will deal firmly with anyone in our organization who might impair our working environment through 
unlawful discrimination — up to, and including, terminating that person’s employment.  
  
Let Us Know If You Have Any Concerns  
  
You should feel comfortable in discussing any discrimination concerns with us.  You may contact your manager or 
Human Resources, or if you wish, ABC Imaging senior management — including the President or any Vice President.  
We have policies in place to ensure that you’re free to raise your concerns without any fear of reprisal.  No one will 
be subject to, and ABC Imaging specifically prohibits, any form of disciplinary action or retaliation for reporting 
incidents of unlawful harassment or pursuing any such claim.  
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AFFIRMATIVE ACTION PLAN  
ABC Imaging has established a written Affirmative Action Plan (AAP) with respect to equal employment opportunity.  
This AAP has been prepared in conformity with applicable regulations.  The AAP is designed to provide guidance to 
management with respect to ABC Imaging’s commitment to full implementation of its EEO/affirmative action policy.  
ABC Imaging’s official policy statement, signed by its President, is included in the AAP.    
  
Policy  
  
Our policy includes, without limitation, the following commitments:  
  
•   It will be ABC Imaging’s policy, in accordance with all applicable laws, to recruit, hire, train and promote persons 
in all job titles without regard to race, creed, age, sex, religion, disability, color, national origin, ancestry, height, 
sexual orientation, gender identity, domestic partner status, AIDS/HIV status, weight or status as a veteran, or any 
other basis prohibited by applicable law.    

•   All employment decisions shall be consistent with the principle of equal employment opportunity, and only valid 
qualifications will be required.  
  
•   All personnel actions, such as compensation, benefits, transfers, social and recreational programs, will be 
administered without regard to race, creed, age, sex, religion, disability, color, national origin, ancestry, height, 
sexual orientation, gender identity, domestic partner status, AIDS/HIV status, weight or status as a veteran, or 
any other basis prohibited by applicable law.    

Compliance  
  
In order to assure compliance with ABC Imaging’s AAP, the Human Resources Department has been designated to 
administer and monitor the plan and make reports to Senior Management.  The AAP is available for inspection in 
accordance with applicable regulations.  
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IMMIGRATION EMPLOYMENT LAW COMPLIANCE  
The Immigration Reform Control Act (IRCA) of 1986 requires all employers to verify the employee’s eligibility for 
employment in the United States.  In compliance with the law, we employ only United States citizens and aliens who 
are authorized to work in the United States.  
  

What Is Required  
  
The eligibility verification form I-9 must be completed and signed by all new employees and rehired former 
employees.  The I-9 form must include copies of the qualifying documents and must be submitted to Human 
Resources no later than three (3) days following the date of hire.  The company is required to termination from 
employment any employee who is unwilling or unable to sign and present the appropriate documentation.  
  
Additionally, we may be required to review and update your I-9 if the documentation you provided has expired.  We 
may require that you produce current unexpired documents.   
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EMPLOYMENT STATUS  
Understanding your Employment Status is important, because this is the classification that determines the terms of 
your employment, your compensation and benefits. Your Employment Status has two parts:  
  
You Are Either Exempt or Non-Exempt  

  
Every ABC Imaging employee will belong to one of the following two major classifications:  
  
Exempt  
  
As an Exempt employee, you are exempt from overtime pay.  You are paid on an annualized salary basis.  We do  
require the use of a time clock for time keeping purposes for all employees.  
  
Non-Exempt   
  
As a Non-Exempt employee, you will be paid overtime for any hours worked exceeding 40 per week and are not 
exempt from overtime pay and timesheet requirements.  In some states, employers are required to pay overtime if 
an employee works more than 8 hours in one day.  You are paid on an hourly basis and must use the time clock and 
submit timesheets.  
  
Plus, You Are Either Full-Time, Part-Time or Temporary  
  
Every ABC Imaging employee will also be classified as one of the following:  
  
•     Regular Full-Time — If you are a Regular Full-Time employee, you’ll be continually employed and regularly  
  scheduled to work 35 or more hours a week.     

You will be eligible for all ABC Imaging benefits (subject to the eligibility requirements and restrictions of each 
plan).  

  
• Part-Time (working less than 35 hours per week) — If you are in this classification, you will be regularly 
scheduled to a restricted schedule of less than 35 hours per week. You’re not eligible for most ABC Imaging 
benefits.   
  
• Temporary — If you are in this category, you have been hired by us for (a) an express purpose or project, (b) you’re 
on a 6-month-or-less student internship or (c) you do not work continuously.  You may work a full-time or a part-
time schedule. You’re not eligible for any ABC Imaging benefits.    
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PERSONNEL RECORDS AND PRIVACY  
Record keeping is an essential part of doing business. Some records contain information about you and your 
employment with us.  We maintain these records in order to meet legal requirements, to track pay, job 
performance, leaves, and to administer programs and benefits.  We protect the privacy and integrity of your records 
on your behalf.  
  
Keeping Records Private  
  
To maintain privacy and security of employee records, we limit access to your files to authorized employees on a 
“need-to-know” basis.    

  
Releasing Information   
  
There may be times when you want us to release information to third parties — for example, you may need to 
provide salary information when applying for a mortgage.  If so, we’ll need your written permission in a signed 
release form before we will give any information to outside parties.    
  
Keeping Your Records Accurate  
  
Another essential issue is maintaining the integrity of our records.  We need you to help us keep your records 
accurate and up-to-date.  Be sure to tell us right away when things change — such as your address, telephone 
number, or family status.  It’s important, because your income tax withholding, eligibility for government and ABC 
Imaging programs, as well as current and future benefits, could be affected by any changes.  You will need to 
complete a Personnel Information Form and return it to Human Resources within 30 days of the change.  
  
Reviewing Your File  
  
You have the right to review your personnel file.  To do so, please submit a written request to Human Resources.  
You will be responded to within 7 working days, though under limited circumstances, it may be as long as 14 working 
days.  You also may obtain a copy of your personnel file upon written request.    
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CONFLICTS OF INTEREST  
We recognize our employees’ rights to engage in outside activities on their own time and we have no intention of 
being overly intrusive. But it is also important for our employees to recognize situations that could potentially 
conflict with ABC Imaging, or its affiliates, business interests or reflect poorly on our reputation.   

  

Full Disclosure  
  

  
Possible Conflicts of Interest  
  
We encourage you to recognize the potential for conflicts of interest — even if, at first glance, it may not seem like a 
conflict of interest at all.  Some possible areas that could be considered conflicts are:  
  
Doing any outside work that could interfere with your job performance.  
  
Engaging in activities that could be seen as hostile or which adversely affect our business or the business of our 
affiliates.  
  
 • If someone in your immediate family is engaged in a business similar to ours.  

In order to deal proactively with potential conflicts of interest, we will require full disclosure of potential conflicts of 
interest involving outside business dealings by every ABC Imaging employee.  

  
 • Accepting extravagant gifts or excessive Entertainment from anyone doing business with us.  

  
 
• Accepting free or reimbursed lodging or travel from a customer or vendor, unless we have negotiated such      
arrangements or they have been approved by an officer of the company.               
 • Accepting a retainer, commission, consulting fee, or any other fee arrangement or remuneration.  

  
 
• If you or your family engage in any financial transaction with our competitors, clients, prospects, resellers, or 
vendors.  

 
• Assisting, in any way, the recruitment of any of our employees, or those of our affiliates, by any other enterprise.  

  
 • Doing outside work during regular office hours.  
  
 • Using our facilities, equipment, labor, or supplies in connection with outside work.  
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• Doing any outside work without telling your clients that your work is in no way connected to or authorized by us.  

• Working independently for an ABC Imaging vendor, client, or reseller.  

• Using or sharing our clients’ or our confidential information in any outside 
transaction.  

  

It’s Serious Business  

Because of the serious implications an employee conflict of interest could have on our business and our clients’ 
businesses, our policy is that failure to disclose relevant information may lead to corrective action, up to, and 
including, termination.  

Questions and Answers  

We encourage all employees with questions regarding a possible conflict of interest to discuss them as soon as 
possible with your supervisor or an officer of the company.  
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ATTENDENCE AND PUNCTUALITY  
At ABC Imaging, we acknowledge the fact that there are extenuating circumstances in life.  We have established 
policies and procedures for employees to request time off with/without pay.  The procedures in place require 
communication between the employee and the next level of supervision.  ABC Imaging expects employees to be 
reliable and punctual in reporting for work.  Poor attendance and excessive tardiness have a disruptive effect on 
business operations by causing delayed or unfinished work, poor customer service, changes in work assignments, 
and extra work demands upon other employees.  Late arrival, early departure, or other absences from scheduled 
hours must be avoided.  
  
Attendance and Punctuality  
  
All active, full-time and part-time employees are given paid time off each year to be used for personal, vacation, or 
sick days out of the office.  Allocated time off determines whether or not you will be paid for your day away from 
work.  When an employee knows he or she will be absent or late due to illness, accident, or personal reasons, the 
employee is responsible for informing his or her supervisor as soon as possible of the time of absence, the time of 
return, and where the employee can be reached.  Employees must personally report their absences to their 
immediate supervisor at the start of or before their anticipated absence or tardiness.  All vacations must be 
requested in advance and approved by management to be paid time off.  
  
Individual business units may have a business need to define more detailed standards for their department.  Because 
absenteeism and tardiness place a burden on other employees and on the Company, poor attendance and/or 
excessive tardiness will not be tolerated and may lead to disciplinary action, up to, and including, termination of 
employment.  
  
It is your responsibility to record your absence(s) using the PTO Request form.  It is the supervisor or manager’s 
responsibility to ensure that time records are accurate and maintained for all employees.  

  
Job Abandonment  
  
As stated above, ABC Imaging has established policies and procedures for requesting time off that require regular 
communication between an employee and the next level of management.  When an employee fails to communicate 
an absence to his/her supervisor, this constitutes job abandonment.  If you fail to report for two or more 
consecutive days without contacting your supervisor, you will be terminated with cause for job abandonment.    
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HARASSMENT, INCLUDING SEXUAL HARASSMENT  
ABC Imaging is committed to maintaining a high quality, productive work environment that is free from all forms of 
harassment, including that based on sex.   Therefore, we won’t tolerate any form of harassment against or by our 
employees by anyone— including other employees, supervisors, clients, vendors, contractors, or others.  We expect 
everyone to avoid behavior or conduct that could be interpreted as harassment.  Anyone engaging in harassment 
may be subject to corrective action, up to, and including, immediate termination.  
  
Types of Behavior That May Constitute Harassment  
  
Harassment can come in many forms, including, but not limited to:  
  
• Conduct that denigrates or shows hostility toward an individual based on sex, sexual orientation, color, race, 
ancestry, religion, national origin, age, disability, medical condition, marital status, veteran status, citizenship 
status, or other protected group status.   
  
• Unwelcome sexual advances, requests for sexual favors, and other physical, verbal, or visual conduct based on 
sex.  Conduct constitutes sexual harassment when:  

- submission to the conduct is an explicit or implicit term or condition of employment  
- submission to or rejection of the conduct is used as the basis for an employment decision, or   
- it interferes with work performance, or creates an intimidating or offensive working environment.   

  
Several Examples  
  
Here are some examples of behaviors that may be considered sexual harassment:  
  
•   Sexual jokes, stories, language, or gestures.  
  
•   Written or oral abuse of a sexual nature, such as vulgar or sexually degrading or explicit descriptions of an 
individual.  
  

•   The display of sexually suggestive objects or images.  
  
•   Comments about an individual’s body, sexual prowess, or sexual deficiencies.  
  
•   Asking questions about sexual conduct.  
  
•   Provocative or harassing telephone calls, voice mail, or e-mail.  
  
•   Touching, leering, whistling, or suggestive contact, comments or gestures.  
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•   Demanding sexual favors in exchange for favorable treatment.  
  
•   Coerced sexual acts.  
  
•   The use of offensive or suggestive language.  
  
•   The downloading, e-mailing, or display of sexually related or offensive material.    
  
-   Repeated and unwelcome attention.  
  
What May Determine Harassing Behavior  
  
In determining if a behavior may be harassing, an employee should ask himself or herself:  
  
- Does the conduct interfere with job performance?  
- Does the behavior cause discomfort, humiliation, or harm?  
-  Would I want someone else to act this way toward my spouse, significant other, mother, son, daughter, etc.?  
-  Is there equal initiation and participation between me and the other person?  
-  Is there equal power between me and the other person?  
  
Remember that not intending to harass is no excuse.  It is the impact on the offended party that determines the 
effect of the behavior.  
  
Taking Action  
  
If you’ve experienced or witnessed harassment:  
  
• Promptly notify the offender that the behavior is unwelcome.  
  
• If that notification is ineffective or for whatever reason you are not comfortable with direct communication, you 
must immediately notify your supervisor, Human Resources, or an officer of the company.  
  
Our Responsibilities  
  
We will take an active role in assessing and responding to charges of harassment — wherever it occurs in our 
organization:  
  
• We’ll investigate each complaint properly and promptly.    
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• We will ensure there will be no retaliation against anyone who reports harassment, or who cooperates with an 
investigation.   We will discipline anyone up to, and including, termination, who engages in retaliatory behavior, 
makes a false claim of harassment, or intentionally gives false information in connection with a complaint 
investigation.  

  
• We’ll keep each complaint as confidential as possible. If an investigation confirms that a violation of this policy 
has occurred, the company will take the appropriate corrective action, up to, and including, immediate 
termination.  
  
Additionally, in investigating these complaints we may impose corrective action up to, and including, termination for 
inappropriate conduct, whether or not the conduct constitutes a violation of law.  Please refer to the ABC Imaging 
HR Web Portal for more information on harassment.  
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DISCRIMINATION  
ABC Imaging is committed to providing employees with the opportunity to work and grow in a workplace free of 
discrimination, including that based on gender, religion, sexual orientation, marital status, age, disability, 
pregnancy, ethnicity, national origin or any other illegal reason.  Anyone who discriminates at any stage of the 
employment cycle may be subject to corrective action, up to, and including, immediate termination.  
  
Discrimination is defined as any activity that unfairly targets or disadvantages an individual based on gender, religion, 
sexual orientation, marital status, age, disability, pregnancy, ethnicity, national origin or any other reason deemed 
illegal by national, state or local statute.    
  
Types of Behavior That May Constitute Discrimination  
  
Discrimination can occur when a candidate is denied the following based on gender, age, national origin, sexual 
orientation, race, religion, pregnancy status or other reason protected by law:   
 - selection during the interview process  
 - offer of employment  
 - information and/or tools required to perform work   
 - appropriate pay for position  
 - promotion   
 - appropriate consideration for layoffs or termination   
 - transfer  
 - requests for paid or unpaid leave    
  
Discrimination can occur at any point during employment if decisions are motivated by one of the factors listed 
above.  Generally, discrimination occurs when a manager takes actions, but co-workers can discriminate as well.  
Any situation that unfairly disadvantages an employee based on the factors listed above is discrimination.   
Additionally, discrimination can occur whether a manager or co-worker intended to discriminate or not.  We 
expect all employees to treat each other with respect and sensitivity.  We have individuals of varying ages, 
ethnicity, and religious backgrounds and it is important to recognize this and support this, but it is also important 
for all of us to realize that we cannot and should not use this as a reason to prevent others from realizing their full 
potential at ABC Imaging.    
Non-Retaliation  
  
ABC Imaging will not retaliate or take any other adverse action based upon your filing an internal complaint with 
regard to harassment or discrimination.  Any such retaliation by any manager or other employee is strictly 
prohibited.  To promote fairness and professionalism in our workplace, we have policies regarding specific personal and familial 
relationships — as they relate to employment at ABC Imaging.    
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NON-FRATERNIZATION AND EMPLOYMENT OF RELATIVES  
Our aim is to avoid misunderstandings, perceptions of favoritism, and the potential for sexual harassment.  We have 
no intention of intruding into the personal lives of our employees.  
  
Non-Fraternization  

  
Intimate relationships between a supervisor and a subordinate who reports to that supervisor are prohibited.  This 
policy is not aimed at relationships between co-workers when no supervisory relationship exists.    
  
Employment of Relatives  
  
We only allow the hiring of our employees’ relatives if it does not result in a direct supervisory relationship.  We 
define “relatives” to include spouses, children, siblings or parents.  If two current employees marry, they may hold 
their present positions, as long as there is no direct supervisory relationship.    
  
Remedies  
  
In instances where an intimate or family relationship exists prior to one employee being placed in a direct 
supervisory role of another, we will require one or both employees to seek a transfer or reassignment.  We will 
decide which of the two employees will remain in their current position.  
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SOLICITATION AND DISTRIBUTION  
Please don’t solicit other employees or distribute non-business-related materials on our premises.  
  
Solicitation — No solicitation is permitted by employees of ABC Imaging or outside individuals during work time.  
  

Distribution — At all times, we prohibit distribution of non-ABC Imaging materials.  This includes electronic 
distribution.  
  
Charitable Activity – with the approval of a supervisor or an officer of the company, solicitation on behalf of a 
charitable organization (such as selling Girl Scout cookies or participating in a “walkathon”) may be permitted but 
no employee should pressure or seek to embarrass another into making any such contribution, and a manager 
may not use his or her supervisory role to solicit for a charity.  
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SMOKE-FREE OFFICE ENVIRONMENT  
Our policy on smoking in our facilities is simple: You can’t smoke anywhere on ABC Imaging premises at any time. 
This applies to everyone — all employees and visitors.  
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VISITORS IN THE WORKPLACE  
To provide for the safety and security of ABC Imaging employees and facilities, only authorized visitors are allowed in 
the workplace.  For safety and insurance reasons, children under 15 are not permitted in production environments.  
  
Employees are responsible for the safety of their visitors and are required to escort them throughout ABC Imaging 
facilities.  All visitors must check in at the front desk in every facility.  If required by the facility, visitors will wear a 
visitor’s badge.   
  
If an employee suspects an unauthorized individual is on ABC Imaging premises, he or she should immediately notify 
his or her supervisor, building security, or Human Resources.  
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SUBSTANCE ABUSE  
When it comes to substance abuse, the abuser isn’t the only victim.  Substance abusers can also seriously affect 
those around them.  Our Substance Abuse policy was created to ensure that our employees, clients, and others who 
may have interaction with ABC Imaging do so within a safe, productive and responsible environment — and that 
means an environment that is alcohol and drug-free.  
  
Dealing With Substance Abuse at ABC Imaging  
  
First, avoid having anything to do with illegal drugs or alcohol abuse at any time on company premises or while on 
company business.  Violations will result in immediate corrective action, up to, and including, termination.  Please be 
aware of the following:  
  
• Testing — We can test for substance abuse if we reasonably suspect:  

- an employee’s work performance or behavior is affected.   
- an employee may have contributed to or caused an accident.  

  
• Searching — We can search company property and employees’ personal property on our premises for 
unauthorized substances if we have reasonable suspicion.   
  
• Disciplining — We can discipline any employee who refuses to cooperate in testing or in an investigation.  
  
One Exception to the Rule  
  
We have one exception to our policy — the moderate consumption of alcohol at company-approved meetings, 
meals, events, travel or entertainment.  It is the employee’s responsibility to make arrangements NOT to drink and 
drive.  If you do drink and do not have transportation, notify a Company Officer or Human Resources and we will 
arrange for safe transportation.   
  
Assistance Is Available.   
  

We do care about those who may have a substance abuse problem, and we urge any such employee to seek 
voluntary treatment.   
  
  
  
  
  
  
   



25 | P a g e  

 

 

ABC Imaging  – CONFIDENTIAL MATERIAL – Version 4.   April 2013 
 

WEAPONS PROHIBITION  
Firearms, knives and other dangerous weapons and ammunition are not allowed on any ABC Imaging premises or 
facility.  The possession, sale, purchase, transfer, display, or use of firearms or other dangerous weapons or 
ammunition while in the work place, or while acting in a ABC Imaging business capacity away from the work place, 
will result in disciplinary action, up to, and including, termination.  A small utility knife, generally of a length of less 
than 4 inches and designed for the purpose of cutting cables, boxes and other equipment required in Operations and 
Engineering or a letter opener is not considered a weapon under this policy.    
  
In some states, persons obtain permits from the police or local government to carry a concealed firearm on their 
person.  Be advised that possessing such a permit does not exempt or excuse an employee from this policy.  Under 
no circumstances should an ABC Imaging employee enter its premises or report for duty on or off-site with a 
firearm on or near his or her person.  This prohibition applies even if an employee has a permit to carry a firearm, 
concealed or otherwise.  
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VIOLENCE IN THE WORKPLACE  
ABC Imaging is committed to providing a safe working environment for all employees.  We will not tolerate acts or 
threats of violence, or any comments or behaviors that a reasonable person may perceive as causing or having the 
possibility of causing physical harm.  ABC Imaging employees are prohibited from engaging in acts or threats of 
violence on ABC Imaging premises, directed at other employees or anyone else while carrying out duties for or 
representing the Company.  
  
Examples of conduct prohibited by this policy include, but are not limited to:  
  
•   Deliberately inflicting physical harm to, or physically making unwelcome aggressive contact with an individual.  
  
•   Deliberately intimidating or harassing any individual.  
  
•   Taking any threatening action or making any threatening communication.  
  
•   Intentionally damaging or destroying property of an individual or of ABC Imaging.  
  
•   Sending or conveying any anonymous, harassing or obscene communications, either by bodily gestures or verbal 
communication, or by telephone, postal service or other carrier, interoffice mail, electronic mail, or any other 
means of delivery.  
  
•   Being in possession of any kind of firearm, weapon, or explosive device or substance, or any instrumentality that 
is dangerous, or is carried or handled in a dangerous manner.  
  
Any person who believes that he/she has been the victim of any behavior that violates this policy, or has observed 
suspicious workplace activity, situations, behaviors or incidents that give rise to a concern regarding violence or the 
possibility of violence should promptly notify either Human Resources or an officer of the Company.  
  
Supervisors who witness any type of violent or threatening behavior are obligated to report their observations to 
Human Resources or the President.    
  
The Human Resources Department will take prompt and appropriate action to assess the situation.  This assessment 
will include a thorough investigation into the facts surrounding the complaint.  ABC Imaging prohibits any kind of 
retaliatory act against an individual who, in good faith, reports such an incident and, in the course of its investigation, 
will make every effort to keep complaints as confidential as possible.  If the investigation discloses that an individual 
has engaged in behavior prohibited by this policy, the individual will be subject to appropriate disciplinary action, up 
to and including, termination of employment and prosecution under applicable criminal and civil laws.  Any person 
who knowingly makes a false report will also be subject to appropriate disciplinary action.  
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INFECTIOUS DISEASES  
Generally, employees having infectious diseases, including AIDS or AIDS-related complex (ARC), will be treated in a 
manner consistent with other medically disabling conditions, as determined by ABC Imaging.  The terms of our 
sickness and attendance policies and health insurance will apply with respect to lost work time and medical costs 
and benefits.    
  
When, in the opinion of a medical advisor selected by the Company, the disease is of a type that does not present a 
risk of transmission to others, then the infected employee will be permitted to work so long as the Company 
determines that he or she remains qualified to perform the job, with reasonable accommodation, in accordance with 
applicable law.  We reserve the right, however, to the extent permitted by law, to require such employee to submit 
to a medical examination by a medical advisor selected by the Company to certify that the employee should or 
should not continue to work, in the interest of safe and healthy working conditions for all personnel and the general 
welfare of the Company.  
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MEDICAL EXAMINATIONS  
ABC Imaging reserves the right, for the health, safety, productivity, and security of persons, property and facilities, in 
our discretion, to the extent permitted by applicable law, to require applicants for employment and employees to 
consent in writing and submit to medical or physical examinations by a physician designated by or approved by the 
Company, at the Company’s expense.  
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SECURITY CHECKS  
In order to provide for the protection of all ABC Imaging employees and to prevent any harm, including acts of 
terrorism, from occurring, ABC Imaging reserves the right to conduct security checks at every entry and exit.  
Further, this will ensure that contraband, drugs, weapons and other unauthorized or illegal substances or materials 
to be used for illegal purposes, do not enter our jobsites, Company premises and other facilities, and to further 
ensure that tools, files, equipment, products, materials, substances and other property of the Company are not 
being removed from our jobsites, premises and other facilities without our authorization. The Company reserves the 
right, in our discretion, to question, inspect, and search any employee or other person they enter or leave any of 
these facilities.  
  
As detailed in the Employee ID section and in the Computer Login section of this manual, employees must swipe 
employee IDs as you enter and leave an ABC Imaging location.  As detailed in the Electronic Security section of this 
handbook, we may monitor phone calls and all other communications, including email and internet traffic, while you 
are working on an ABC Imaging worksite or connected to our network.  
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COMPANY PROPERTY  
As an ABC Imaging employee, you’ll make use of company property, which may include computers, software, 
business furniture, lockers, and other business equipment.  Please remember that all equipment and software 
assigned to you remains our property.  Here are some basic rules to follow when using company property:  
  

• You should have no expectation of privacy in the storage of personal items.     
  
• You’re responsible for the condition of company-owned property issued to you.    
  
• Ask our permission before removing company property from our premises.    
  
• We’ll expect you to return all company property when leaving our employment.    
  
If you are responsible for damaging ABC Imaging’s property, you are obligated to pay the cost of repairs or 
replacement, plus the cost of any collection efforts and attorney’s fees that may be required to recover these costs.  
  
Digital and paper documents and files are also defined as company property.  The company reserves the right to 
pursue legal and criminal action if any digital, electronic or paper documents or content are destroyed or damaged.  
Additionally, all employees are obligated to transfer your work product, Company knowledge and train your 
replacement should you be transferred, promoted or resign.  Failure to cooperate in this process, including revealing 
passwords or other information known solely by you, could result in damage to the Company.  If damages result 
from this situation, you will be responsible for all costs to repair or replace, including all collection and attorney’s 
fees.    
  
Any loss of, or damage to, company property must be reported to your supervisor and the Human Resources 
Department as soon as possible after the occurrence.  ABC Imaging’s insurance policies require timely reporting 
(usually within two working days) of each reimbursable loss in order for the claim to be considered.  Delay in or 
failure to report loss or damage of company property may result in employee disciplinary action.  
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PERSONAL PROPERTY  
ABC Imaging endeavors to provide a reasonable level of security for its office space during both regular business and 
non-business hours, but it is the responsibility of the employees to protect his or her personal effects against loss or 
damage while at ABC Imaging.  Personal items should be put away and locked up whenever possible.  ABC Imaging 
will not be responsible for any loss or theft of personal items stored on ABC Imaging or its clients’ property.  
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SAFETY AND EMERGENCIES  
Safety is everyone’s responsibility.  We ask that you take all safety practices seriously so we can provide a safe and 
secure environment for all of our employees.    
  
Reporting Problems  

  
We place a strong emphasis on employees reporting safety-related incidents or problems.  Let us know in a timely 
manner so that we can take prompt action.   Incidents involving work-related injuries or accidents must be reported 
immediately to your supervisor or a manager.  
  
Emergency Procedures  
  
We maintain emergency procedures at each of our facilities.  It’s in everyone’s best interest to familiarize yourself 
with evacuation and other emergency procedures.  If you are disabled or would need special assistance during an 
emergency, please inform your facility manager.  
  
Environmental Protection  
  
We will conduct our business in compliance with all applicable environmental legislation.  We ask you to assist us in 
considering and resolving environmental issues in a cost-effective manner that will minimize the effect of our 
operations on the environment.  As part of this initiative, we participate actively in recycling programs and will 
expand our participation as technology and availability allow.  
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INCLEMENT WEATHER/NATURAL DISASTER POLICY  
When possible, ABC Imaging will remain open for normally scheduled business hours in all situations.  If you feel 
that you can’t make it to work for any reason, we ask that you contact your manager and the HR/Payroll 
Departments.      
  

If you have any questions regarding this policy, please contact Human Resources.  
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PRINCIPLES OF BUSINESS CONDUCT  
Our principles are fundamental to everything we do.  Simply put, we believe that all aspects of our business should 
be guided by an abiding sense of fairness, integrity, and honesty and driven by a strong and positive work ethic.     
  
The following is a summary of our Principles of Business Conduct:  

  
Lawfulness and Honesty  
  
Our employees will be honest and law abiding.  They will be truthful and straightforward when communicating with 
others.  You will not mislead or misrepresent.  

  
Integrity  
  
Our employees will make every effort to protect our clients’ and ABC Imaging’s confidential information.  You won’t 
engage in any behavior that is or could compromise our systems’ security or share secure information.  You will not 
engage in activity that could be perceived as insider trading.  You will avoid any activities that could create a conflict 
of interest.  
  
Fairness  
  
Our employees will act fairly and will show respect for others in all work-related interactions.  You will abide by all 
laws and company policies regarding discrimination and harassment in the workplace.  
  
Work Ethics  
  
Our employees will act responsibly when using company property and client information.  You will make effective 
and efficient use of company assets in all business transactions and do everything possible to protect our clients’ 
data.  
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INTEGRITY IN CLIENT RELATIONSHIPS  
ABC Imaging’s business is built by establishing partnerships with clients. The most important basis for these 
partnerships is trust that ABC Imaging will understand our clients’ objectives and will act to further our clients’ 
interests.   
   

We will follow the highest standards of ethics and professional conduct. ABC Imaging’s reputation for integrity is a 
key asset in our industry.  Maintaining the respect and trust of clients is critically important to ABC Imaging’s 
business strategy, and this goal goes hand-in-hand with our high ethical standards.  
   
In the rare situation in which a client’s own practices may constitute unethical or illegal activities — such as bribery 
or solicitation of gifts — ABC Imaging clearly cannot accept such practices.  
   
Prohibited Activities   
  
The following activities are inconsistent with ethical business practices and are specifically prohibited:  
   
Bribes and Gratuities  
  
Bribes and gratuities are anything of present or future material value given to induce, influence, or provide 
compensation for favorable consideration in a procurement process. Bribes and gratuities are strictly prohibited in 
all circumstances.  Any request for or solicitation of a bribe or gratuity must be reported at once to ABC Imaging’s 
President. (The subject of meals, entertainment, gifts, and travel is addressed explicitly later in The Travel and 
Expense Overview section of this handbook.)  
   
Offers of Employment to Clients Overseeing ABC Imaging Business  
  
It is highly sensitive even to discuss future employment at ABC Imaging with individuals employed by clients or 
prospective clients when the individuals are actively involved in business with ABC Imaging. Under these 
circumstances, ABC Imaging will discuss employment with client personnel only when two conditions are met: if the 
client individual discloses to appropriate persons in the client organization that he or she is having these discussions; 
and if the individual stops being directly involved in decisions regarding business with ABC Imaging.  When 
individuals from client organizations who are purchasing or significantly influencing the purchase of ABC Imaging 
services inquire about employment with ABC Imaging, this policy must immediately be brought to their attention.  
Furthermore, the above requirement to disclose discussions of employment extends to relatives or associates of 
client personnel when such employment is or could be construed as a quid pro quo (something given or received for 
something else) for favorable consideration of ABC Imaging. This is a complicated area, and it is advisable to consult 
with Human Resources or the President in such situations.  
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False Information  
  
Sales and marketing activities conducted during procurement processes typically require the presentation of ABC 
Imaging products and services in the best possible light. However, you should never cross the line and make false 
claims or provide false information to prospective clients to secure business or other advantages for ABC Imaging.  
   
Industrial Espionage  
  
Obtaining full and complete information about client preferences and needs and knowledge about client 
procurement processes is essential to ABC Imaging’s ability to offer appropriate products and professional services 
solutions. However, it is not acceptable to obtain information about clients or competitors through deception, 
misrepresentation, or other illicit means. It is not acceptable to pick up, take, or copy documents inadvertently left 
exposed in client or competitor offices.  
  
Sabotage  
  
As detailed in the Company Property Section of this handbook, digital, electronic and paper documents and files are 
also defined as Company property.  The Company reserves the right to pursue legal and criminal action if any digital, 
electronic or paper documents or content is destroyed or damaged.  This action will be considered sabotage and is a 
criminal offense.  
  
Additionally, if you are considered an essential employee (generally a Department or Shop Manager, a member of 
the Accounting, Human Resources, Payroll, Executive or IT Departments), you are obligated to transfer your work 
product, Company knowledge and train your replacement should you be transferred, promoted or resign.  Failure to 
cooperate in this process, including revealing passwords or other information known solely by you, could result in 
damage to the Company.  If damages result in this situation, you will be responsible for all costs to repair or replace, 
including all collection and attorney’s fees.    
  
Appropriate Behavior  
  
All employees are expected to behave in a professional and positive manner.  Employees are prohibited from passing 
on negative information about our clients, our competitors, and former and current ABC Imaging employees.  If you 
have concerns about an individual or firm’s behavior or actions, please notify Human Resources or the President.  
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PRESERVING CONFIDENTIALITY OF ABC IMAGING AND CLIENT 
INFORMATION  
It is ABC Imaging’s policy to preserve and protect sensitive data of ABC Imaging and ABC Imaging’s clients. Each ABC 
Imaging employee has a responsibility to adhere to this policy and to assist in executing it. Products, data, systems 
software, and all deliverables (including proposals) developed for ABC Imaging and our clients are proprietary and 
must be treated as confidential. In addition, all ABC Imaging and client data, unless specifically authorized to be 
released, are confidential. On the other hand, general ideas, know-how, and techniques used in developing products 
and software, normally can be used freely by ABC Imaging, our clients and their respective employees. If you have 
any doubt as to whether an item of information is confidential, you should assume that it is, pending consultation 
with higher-level management.  
   
As a condition of employment at ABC Imaging, you have signed the ABC Imaging Confidentiality Agreement or an 
Employment Agreement that contains this Agreement.  This agreement: provides the following:  
   
•   Confirms that you have read the agreement, are familiar with existing ABC Imaging policy on confidential 
information and materials, and agree to the provisions of the agreement.  
  
 •   Lists in general terms the kinds of information and materials that must be given confidential treatment.  
  
 •   Lists situations in which disclosure of confidential information and materials is per mitted.  
  
 •   Serves as your acknowledgment of the availability to ABC Imaging and its clients of certain legal (monetary) and 
equitable (non-monetary) remedies against an employee who violates or attempts to violate the guidelines set 
forth in the agreement.  
   
You may obtain a copy of your signed agreement by contacting Human Resources  
  
  
  
  
  
  
  
   



38 | P a g e  

 

 

ABC Imaging  – CONFIDENTIAL MATERIAL – Version 4.   April 2013 
 

INSIDER TRADING AND CONFIDENTIALITY  
The following provides only a very brief summary of our Insider Trader policy.  Because some of our business 
partners and clients are publicly traded companies, we may become aware of “insider” information.  
  
Insider Trading Is Wrong.    

  
The consequences of “insider trading” — even the perception of the possibility of insider trading — can be severely 
damaging to our company and the companies we work with, as well as the people who engage in the practice.  
  
What’s Insider Trading?   
  
Basically, it is the illegal practice of buying or selling securities (including shares resulting from the exercise of 
options) at a time when you possess “material, non-public information” concerning the security or its market.  
Communicating this type of information to third parties is also prohibited, regardless of the intended purpose.  
  
What Is “Material, Non-public Information”?    
  
Generally, it includes information that:  
  
•    Is not available to the public at large, and  
  
•   Could affect the market price of the security, and  
  
•   An investor may attach significance to in deciding whether to buy, sell or retain the security.  
  
Types of information include:    
  
•   Gain or loss of a major customer or other relationship  
  
•   Projections of future earnings or losses  

  
•   Pending acquisitions, dispositions or mergers  
  
•   Changes in management   
  
•   The status of significant litigation  
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Avoiding Insider Trading Problems  
  
To guard against the possibility or perception of insider trading:  
  
• You are prohibited from discussing confidential information with anyone outside ABC Imaging, except as part of 
your regular job responsibilities.  
  
• You and your immediate family must wait at least 2 business days after public disclosure of material information 
before trading in a security.  
  
• Short-selling of any affiliate of ABC Imaging is prohibited.  
  
• Short-term trading of any affiliate of ABC Imaging is strongly discouraged.    
  
Failure to comply with these rules is grounds for immediate termination and could entitle us to recover damages 
from the offending employee.  
  
Confidentiality  
  
Whether you are on our premises or traveling, maintaining confidentiality is vital. We want to alert all ABC Imaging 
Employees to treat with absolute confidentiality all communications — both written and oral, inside and outside of 
the work place.  Of particular importance are those communications that relate to ABC Imaging’s or our clients’ 
confidential and proprietary information. Some examples of such information are:  client contracts, proposals, 
agreements, special pricing and quotation, financial results, negotiations, sales figures, financing, litigation, and 
government approvals.  
  
The company has designated certain officers with the responsibility of releasing material information and dealing 
with inquiries from shareholders, the press, and the financial community.  Be sure to check with Human Resources 
or an officer of the company if you have questions regarding the release of information.  
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RECEIPT OF LEGAL DOCUMENTS  
We receive legal documents and inquiries in various departments and different locations around the country.  Below 
are procedures outlining what to do in the event you receive a legal document.    
  
Receipt of Documents by Certified Mail, Regular Mail and/or Facsimile Transmission.  

   
•   Note on the document(s) the name of the person at ABC Imaging who received the document(s) and the date and 
time it was received.  
  
•   Make a copy of the document(s) and immediately send the original (including the original envelope) to ABC 
Imaging’s President’s office.  
  
Receipt of Documents by Personal Service (“Process Server”)  
  
•   No employee, or persons except a corporate officer or designated corporate resident agent is authorized to:  
  
    1.  Accept personal service of a subpoena or summons and complaint on behalf of ABC Imaging.  
  
    2.  Respond to an inquiry from a law enforcement agency.  
  
•   All Legal documents, except for routine matters handled by the Credit, Collections, Human Resources and Payroll 
departments, are to be sent immediately to the President’s office.  
  
Search Warrants  
  
A search warrant is a court order authorizing law enforcement officials to search specified property for evidence of a 
crime, and to remove such evidence from the property.  If you are confronted with government agents attempting 
to execute a search warrant:  
  
•   Contact ABC Imaging’s President or Human Resources as soon as possible.  

  
•   If asked, do not consent to a search. Consent could later be found to be a waiver of any legal challenge to the 
validity of the warrant. You are not authorized to consent to a search without the written consent from a 
corporate officer of ABC Imaging.  
  
•   Ask for a copy of the search warrant, and any related affidavit filed with the court. The officer is required to 
provide you a copy of the warrant, and an inventory of property seized.  
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•   Ask the person in possession of the war rant to identify himself or herself and all of those with him/her and to 
indicate whether those persons are authorized to aid in the execution of the warrant.  Make a note of the name and 
affiliation, or obtain a business card, of the person in charge.  Ask the person to sign in at the front desk if that is 
office policy.  

  
•   Request a short time to review the war rant and to obtain advice with respect to the appropriate course of 
conduct.  Try to learn from the agent in charge the nature of the government investigation, what crimes are 
suspected, and whether ABC Imaging or any of its affiliates is a target or subject of the investigation (as compared to 
a mere witness).  
  
•   Read the warrant carefully to determine:  
 - The premises covered  
 - The specific documents, files and/or subjects of the warrant  
 - The alleged offense(s) that are the subject of the warrant  

- Whether the search is being conducted within 10 days of the date the warrant was issued (under law, it 
must be)  
- If the search is being executed after business hours, whether the warrant authorizes a search at that time of 
day.  

  
•   While you are reviewing the warrant, instruct someone to contact the following (if not already done):  

-  Individuals named in the warrant whose offices are to be searched - each should be advised that the 
search is pending and cautioned that they must not remove, alter, or destroy any documents or other 
material in their offices.  

 - ABC Imaging’s President  
  
•   If during the workday, ask whether the officer is willing to postpone the search until close of business, with 
proper safe guards against destruction of evidence.  
  
•   Do not “agree” that the search can be extended beyond the limits described in the warrant.  The agents are only 
allowed to search those files described in the war rant.  
  
•   Do not answer any substantive questions (other than about the location of documents or information).  Advise 
employees that they are not obligated to answer any substantive questions and should not do so before consulting 
company counsel or other counsel.  Anything they say will be “on the record.”  Send them home unless they are 
essential.  
  
•   Do not attempt to impede, physically or otherwise, with the persons executing the warrant.  You may wish to 
provide the agent in charge with an office or conference room in which to work.  Generally, all questions should 
be resolved through them.  Take notes of your discussions.  
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•   Determine whether any of the items covered by the warrant may be protected by the attorney-client privilege 
(that is, whether they include communications to or from ABC Imaging’s attorneys).   
  
 If so:  

-   Identify the documents and their location.  Indicate to the search officer that the documents may be 
subject to the attorney-client privilege, and insist that appropriate procedures be followed to protect the 
privilege.   
  
-   Tell the officer that you object to the seizure of such privileged documents, but will agree to segregate and 
preserve them until your attorney can confer with counsel.  

  
-   If the officer insists on removing the items, request that they be kept under seal in a separate file until the 
court  decides the issue.  At the very least, obtain a copy or list of the documents.  

  
•   Keep an accurate log of all documents seized, and the location/office/file from which the documents came.  Ask 
for permission to copy any documents seized, under an agent’s supervision.  If electronic media or hardware is 
seized, request a backup disk, and ask if you may assist in copying the data or disconnecting the hardware to avoid 
damage.  
  
•   If any of the documents seized are important to the day-to-day business of the company, request that the agents 
allow you access to the documents after they are removed.  
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NO AUTHORITY  
NO employee of ABC Imaging has the authority to contract on behalf of ABC Imaging or any of its affiliates.  
Regardless of corporate title or standing, no employee shall expressly or implicitly undertake to obligate ABC Imaging 
or any of its affiliates to the performance of any acts or the payment of any debt without the express written consent 
of the Company President.  In the event that the Employee knows or reasonably should know that a third party 
believes that he has the authority to obligate ABC Imaging, the Employee shall affirmatively state that he lacks the 
authority to do so.  In the event of the breach of this agreement, ABC Imaging reserves the right to seek 
indemnification against the employee for any damages or debts incurred as a result of any breach of this directive.  
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ELECTRONIC SECURITY  
Company property is not limited to physical items such as desks, chairs and computer screens.  Our property also 
includes such “unseen” things as computer networks and telecommunication systems such as e-mail or voice mail 
systems — as well as the data stored within them.  We also have camera surveillance in place to help protect the 
safety of our employees and property.  
  
No Expectation of Privacy  
  
You should not be using ABC Imaging issued equipment for your own personal use, or accessing your personal email 
accounts.  If you are, you shouldn’t expect complete privacy when using any of the above equipment. If you use 
equipment, including voice mail or e-mail, for your own personal purposes, we are unable to guarantee that your 
communications will be private.  

  
Monitoring of Equipment and Communications  
  
We may monitor the use of our equipment and the contents of communications, including your phone 
conversations, should we deem it necessary for business and/or training purposes.  
  
Password Security  
  
Be sure to maintain password security.  When you choose or use your password, it’s also your responsibility to keep 
it secure.  We’ll operate from the assumption that you’re the author of anything created on your password-
protected system.  
  
Keep In Mind:  
  
We prohibit use of our communications systems to:  
  
•     Access a file or to retrieve any stored communication unless you’ve been authorized to do so  
  

• Conduct unauthorized fundraising  
  
• Further the promulgation of chain letters  
  
• Use other users’ passwords without Authorization  
  
• Conduct business unrelated to ABC Imaging  
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•  Enter or access other’s accounts, particularly those department staff who handle confidential or sensitive 
material  
  
• Communicating information to ABC Imaging competitors   
  
Violations of this policy can lead to disciplinary action, up to and including, termination.  
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INTERNET/EMAIL USE  
Use of Internet  
  
Access to the Internet through the ABC Imaging network is a privilege and carries responsibilities reflecting 
responsible and ethical use.  Use of the Internet through the ABC Imaging Network constitutes the individual’s 
acceptance of this policy.  Employees are expected to be knowledgeable of these policies of ABC Imaging.  Violations 
of this ABC Imaging policy subjects the employee to immediate revocation of system privileges and may result in 
further disciplinary action, up to, and including, termination.  
  
Authentication Process  
  
The employee must first be authenticated through an ABC Imaging assigned network username and password.  The 
username and password is the responsibility of the individual to whom it is assigned.  Any authorized use of the 
username and password by other individuals (i.e. family members or other employees) to gain access to the ABC 
Imaging network and Internet makes that employee responsible for any and all actions of those individuals.  With 
the exception of non-legally protected communication, you should not expect that transmissions made through the 
ABC Imaging network are confidential.  Although you will be given a username and password, this does not insulate 
transmissions from employer review for business purposes.  
  
Official Use  
  
Use of ABC Imaging Information Technology Resources (i.e. computer hardware, software, and telecommunications 
infrastructure) can be used only for work related tasks and needs. Access should be appropriate in the frequency and 
duration, as well as related to the employee’s work.  
  
Ethical Use of Internet  
  
At any time or without prior notice, ABC Imaging reserves the right to examine email, personal file directories, and 
other information stored on ABC Imaging computers.  This examination helps to ensure compliance with internal 
policies, supports the performance of internal investigations, and assists the management of information systems.  
Use of the Internet constitutes acceptance of such monitoring.  
    
Employees are prohibited from accessing the Internet for any unethical purposes, including pornography, violence, 
gambling, racism, harassment, or any illegal activity.  Employees are forbidden from using profanity or vulgarity 
when posting electronic mail via the Internet or posting to public forums (i.e., newsgroups).  Any electronic mail sent 
through or postings to public newsgroups must fall within these ethical standards.  
  
ABC Imaging strictly prohibits unauthorized release or disclosure of any employee or client information through the 
Internet or through any other means.  Company trade secrets and confidential information should not be  
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transmitted over the Internet.  Employees are also prohibited from using Internet access through ABC Imaging 
systems for any other business or profit-making activities.  
  
Downloading Software  
  
Downloading from the Internet is explicitly prohibited.  
  
Email  
  
Electronic mail is to be used for business purposes.  Employees are not permitted to use personal email accounts on 
company owned equipment.  Employees are not permitted to send electronic mail that contains ethnic slurs, racial 
epithets, or anything that may be construed as harassment or disparagement of others based on their race, national 
origin, sex, sexual orientation, age, disability, religious or political beliefs.  We reserve the right to determine when 
an employee is sending excessive or improper electronic mail. Disruptive behavior such as introducing viruses or 
intentionally destroying or modifying files on the network is strictly prohibited.  
  
For privacy reasons, employees may not attempt to gain access to another employee’s personal file of email 
messages without the employee’s express permission.  The electronic mail system is an asset to ABC Imaging and is 
subject to review or monitoring at any time without notice.  
  
Prohibited Use   
  
Use of ABC Imaging Information Technology Resources to connect to the Internet for purposes other than those 
described herein is prohibited.  Use of ABC Imaging Information Technology Resources to access information that is 
offensive, including that of a sexual or violent nature is STRICTLY prohibited.    

  
Examples of other prohibited use include, but are not limited to, the following:  
•   Accessing, storing, processing, displaying, or distributing offensive or obscene material such as pornography, 
violent or hate literature.  
  
•   Obtaining, installing, or using software obtained without prior authorization from the Information Technology 
Department. This also includes setting up e-mail access from outside vendors, such as America Online, Hotmail or 
any other e-mail access not set up directly by the Information Technology Department.  
  
•   Illegal, fraudulent, or malicious activities.  
  
•   Partisan political activity, political or religious lobbying or advocacy if activities on behalf of organizations have no 
affiliation with ABC Imaging.  
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•   Activities that are personal or for commercial gain not related to ABC Imaging. These activities include solicitation 
of business, services or sale of personal property that are not related to ABC Imaging business.  
  
•   Unauthorized fundraising.  
  
•   The creation, forwarding, or passing of chain letters.  
  
Engaging in prohibited activities will result in disciplinary action, up to, and including, termination.  
  
Supervisors are expected to control access to Internet services for those personnel required to use the Internet in 
the performance of their daily job duties.  
  
You must monitor local network usage and notify Human Resources or the Information Technology Department who 
will investigate when inappropriate use is suspected.   
  
Our Information Technology Department will monitor local network utilization to ensure processing and network 
resources are not adversely impacted by Internet use. Specific attention will be placed on Internet applications and 
services which are bandwidth intensive and have a cumulative detrimental effect on telecommunications 
infrastructure, and, when required, will take action to prevent degradation to include restricting access to the 
Internet.  
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PERSONAL COMPUTERS AND SOFTWARE  
We need your cooperation to ensure the security of our communications and information networks, as well as to 
guarantee compliance with licensing agreements and copyright laws.  Please don’t do any of the following:  
  
• Copy software, except for backup procedures. This is illegal and can result in civil and/or criminal penalties.  

  
• “Move” software from one machine to another without permission.  
  
• Install unauthorized copies of software on our computers.  
  
• Install any software not purchased through appropriate procedures.  
  
• Install personally owned software without permission.  
  
• Give company-owned software to any unauthorized persons.  
  
You may not use any company computer or bandwidth to download any sexually explicit, racial, or otherwise 
offensive material unless the need directly relates to your job function.  We recognize that one or more of our clients 
may print or reprint such material with us.  To the extent such material is legal and, indeed, may be constitutionally 
protected, we will not censor our clients’ sites.  That does not mean, however, that the public display of such 
material is appropriate.  Only when actually necessary to perform our job should such material be accessed.    
  
Violations of this policy may result in disciplinary action, up to, and including, immediate termination.  
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COMPLAINT PROCEDURE  
As a first step, we suggest talking things over with your immediate supervisor.  Alternatively, you may communicate 
with your next level manager — or, as needed, any manager within the Company.  You should also contact Human 
Resources.  We have an “open door” policy that allows you to advise our President or any senior manager or officer 
of the issues.  
  
We Will Respond  
  
We’re interested in what you have to say.  We promise to listen carefully, and to respond quickly to your questions, 
concerns or suggestions.  We will ensure that there will be no retaliation against anyone for reporting problems or 
complaints.  
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OPEN DOOR POLICY AND CONFLICT RESOLUTION  
If you have any problems, questions, or concerns you would like to talk about, we recommend taking it directly to 
your supervisor first.  We also realize there are circumstances where speaking with someone else might be 
necessary.  In that case, please ask for help from your supervisor or supervisor’s manager.  You should also always 
contact Human Resources.  Additionally, all officers and our President are available to speak to employees to answer 
questions, address issues or discuss ideas.  
  
We make a conscious effort to keep our employees informed about matters affecting their jobs.  We expect our 
managers to take an active role by being accessible and available to answer questions, resolve work problems, and 
respond to complaints.  We expect our managers to contact the HR Department whenever problems or complaints 
are brought to them.  However, if an employee has an issue or disagreement with a fellow worker or supervisor, or 
feel that they have been treated unfairly, they may use the following formal procedure without fear of retaliation.  
  
Procedure  
  
•   The employee must first report the issue either verbally or in writing to the immediate supervisor.  The supervisor    
should respond to the issue in a timely manner and also notify the HR Department.  If a satisfactory solution to the 
issue is not achieved, the employee should proceed to the next step.  
  
•   After using the procedure outlined in step one, the employee should submit the issue in writing to the next level 
supervisor.  The employee should copy their immediate supervisor and the Human Resources department on this 
written issue.  If a satisfactory solution is not accomplished within two weeks, the employee has the option of 
presenting the issue to the next level of supervision.  
  
•   The employee may submit the issue in writing to the President of ABC Imaging. The decision of the President will 
be final and binding, and will be reported to the employee within a reasonable length of time, but not to exceed 
two weeks.  

  
At any stage of this procedure, the supervisor in receipt of an issue has the option of conferring with the President, 
and are expected to consult with Human Resources regarding the issue.    
  
In issues related to harassment and discrimination, you are not required to follow the time frames set forth 
above.  You may go directly to the President or Human Resources.  
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DISCIPLINARY ACTIONS  
The purpose of this policy is to state ABC Imaging’s position on administering equitable and consistent discipline for 
unsatisfactory conduct in the workplace.  The best disciplinary measure is the one that does not have to be enforced 
and comes from good leadership and fair supervision at all employment levels.  
  

ABC Imaging’s own best interest lies in ensuring fair treatment of all employees and in making certain that 
disciplinary actions are prompt, uniform, and impartial.  The major purpose of any disciplinary action is to correct the 
problem, prevent recurrence, and prepare the employee for satisfactory service in the future.  
  
Although employment with ABC Imaging is based on mutual consent and both the employee and ABC Imaging have 
the right to terminate employment at will, with or without cause or advance notice, ABC Imaging may use 
progressive discipline at its discretion.  
  
It is important that when a supervisor initiates a warning (either verbal or written), suspension or termination, when 
possible, ABC Imaging’s Human Resources is informed in advance of these proceedings to protect against any 
possible liabilities incurred from disciplinary actions.  
  
Depending on the severity of the problem and the number of occurrences, there may be circumstances when one or 
more steps are by-passed.  
  
Progressive discipline means that, with respect to most disciplinary problems, these steps will normally be follows:  
  
•   A first offense may call for a verbal warning  
  
•   A second offense may call for a written warning  
  
•   A third offense may lead to a suspension  
  
•   A fourth offense may lead to termination of employment  
  

ABC Imaging recognizes that there are certain types of employee problems that are serious enough to justify either a 
suspension, or, in extreme situations, termination of employment, without going through the usual progressive 
discipline steps.  
  
While it is impossible to list every type of behavior that may be deemed a serious offense, the Employee Handbook 
includes examples of problems that may result in immediate suspension or termination of employment.  However, 
the problems listed are not all necessarily serious offenses, but may be examples of unsatisfactory conduct that will 
trigger progressive discipline.  
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By using progressive discipline, we hope that most employee problems can be corrected at an early stage, benefiting 
both the employee and ABC Imaging.  
  
If you have any questions regarding disciplinary actions, please contact Human Resources.  
  
  

   



54 | P a g e  

 

 

ABC Imaging  – CONFIDENTIAL MATERIAL – Version 4.   April 2013 
 

PAYDAYS  
Semi-Monthly Pay  
  
Currently, we pay everyone on a semi-monthly schedule, but we may change this with one week’s notice.  You will 
be paid on the 7th and 22nd of every month.  If a payday should fall on a scheduled holiday or weekend, you’ll be paid 
the preceding workday.  We pay all employees a week after the end of the pay period. The workweek begins 
Saturday at 12:01am and ends Friday at 12:00 midnight.   A workday begins at 12:01am and ends at 12:00 midnight. 
Paychecks are distributed to shops and are available to employees at noon of the payday.    
  
Direct Deposit Option  
  
We suggest utilizing our Direct Deposit option.  This convenient program delivers your paycheck funds directly to 
your bank account — so you won’t have to wait in line to cash or deposit your paycheck.  These funds will usually be 
available to your account at 12:01 a.m. on the designated payday, but may be as late as the close of business that 
day.  This can be quite a benefit because you can usually access your paycheck hours before you would receive it in 
the shop.  You can also have funds deposited into more than one bank account or bank.  As a direct depositor, you’ll 
continue to receive a pay statement on the regular payday showing your gross and net pay and all deductions, just 
like a paycheck.    
  
If you have the direct deposit feature, any applicable mileage, expense reimbursements and commissions will be 
direct deposited into your bank as well.  
  
If you have any questions about your paycheck, please contact Payroll.    
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HOURLY EMPLOYEES  
ABC Imaging relies very heavily on its employees to produce accurate and quality products and to provide flawless 
customer service “to impress EVERY client EVERY time”, and you are our client.  Therefore we have implemented a 
time keeping and payroll system designed to pay employees accurately and to control costs.  Because unauthorized 
overtime is not permitted, this system is programmed with a fixed schedule for each employee.  This system is 
designed to prevent unauthorized overtime from occurring.  Your manager has reported a work schedule that we 
have programmed in for you.  Each employee has a scheduled start time, end time and daily lunch break allotment 
programmed in.  If you log in late or log out early, it will log your actual times.    
  
We still need your help to ensure that you are paid correctly.  Therefore, it is important that you follow these 
guidelines.  It is your responsibility to ask for an assigned overtime authorization sheet prior to working overtime.  
You may refuse to work if you are not given the approved form in advance.  Forms must be signed IN ADVANCE.  
Forms signed and authorized after the fact are not valid.   
 Fixed Schedule  

  
ABC Imaging uses a fixed schedule system for employees.  The Timekeeping system will not allow employees to log in 
to work early or to leave late without a manual override.  Therefore, it is VERY important that all hourly employees 
do the following:  
•   Work the hours scheduled without reporting to work early or work beyond your scheduled end time WITHOUT 
your supervisor’s PRIOR APPROVAL.    
  
•   Secure your supervisor’s approval on the Overtime/Altered Schedule Form BEFORE working an altered schedule 
or logging in early or working overtime.    
  
•   Please notify your supervisor if your schedule has changed.  It will be your supervisor’s responsibility to make 
Payroll aware of the changes, but it is in your best interests to confirm the change.  
  
•   Remember that the customer comes first. If an emergency situation comes up that requires overtime or an 
altered work schedule, contact your supervisor as soon as possible and make them aware.  Your supervisor will still 
need to approve the Overtime/Altered Work Schedule and provide the approved form to Payroll. Please note that 
this accommodation will ONLY be made in special circumstances.  
  
•   ALL Overtime/Altered Schedule Forms will be reviewed by your supervisor and Payroll.  If the form is not properly 
authorized or if the information is not completed timely and accurately, the request presented may be denied.  
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Lunch time  
All Hourly employees have allotted lunch breaks.  This is generally scheduled at the time of hire.   All hourly 
employees are required to take their lunch break for the full amount of your scheduled break.  You may take your 
full break in more than one block.  For instance, if you have a sixty (60) minute lunch break, you may take two (2) 
thirty (30) minute lunch breaks.  If you do not know the amount of break scheduled for you, please contact your 
supervisor.  
  
If you would like to take more than or less than your scheduled break time, you must have your supervisor’s 
approval in advance.  
  
All Hourly employees must log in and out from lunch breaks properly using the time system.  You are required to 
take your full allotted break time.  If you take more than your allotted lunch break, the system will record actual 
time used. If your supervisor approves no lunch break or a reduced lunch break, your supervisor must sign an 
Overtime/Altered Schedule Form.      

  
Overtime  
  
•   All Hourly employees MUST have a supervisor’s approval in writing BEFORE working more than forty (40) hours 
per week (or 8 hours per day in daily overtime states).  
  
•   The Overtime/Altered Schedule Form must be completed, approved and emailed or faxed to Payroll 
(payroll@abcimaging.com) at 202-296-1892 immediately upon working overtime.  If you are unable to secure 
approval from your supervisor, you must contact Payroll BEFORE you work the additional hours.  
  
•   If you are working in a Facilities Management (FM) site, you must secure your client’s approval BEFORE working 
the    overtime.  A Job ticket must be created and approved.  You must note this ticket number on your 
Overtime/Altered Work Schedule or Time Sheet Form that you submit to Payroll.  

  
GENERAL INFORMATION  
•   ALL Employees MUST log in and out whenever arriving to work or leaving the worksite using the proper time 
keeping  system.  Failure to log in or out may result in improper wage payment.  
  
•   All PTO requests for vacation or personal time must be approved by your supervisor and forwarded to Payroll 
no less than one week before the requested time off is to commence.  
  
•   All PTO forms reporting sick leave must be approved and forwarded to Payroll no later than the Monday 
following the week in which the leave occurred.  Turning the PTO form in late may result in improper payment.  If 
you are out sick for more than one (1) day, you may be asked to produce a doctor’s note.   
  
•   If you lose your card, you must notify Human Resources immediately.  All lost cards will incur  a $10 replacement fee.    

mailto:payroll@abcimaging.com


57 | P a g e  

 

 

ABC Imaging  – CONFIDENTIAL MATERIAL – Version 4.   April 2013 
 

  
•   All employees must carry their card while at work.  The employee is responsible for ensuring the card is 
functioning properly.  If the card is damaged or malfunctioning, you must report it to Human Resources or Payroll 
immediately.  All malfunctioning cards must be returned to Human Resources or the $10 replacement fee will be 
incurred.  
  
•   If you have misplaced or forgotten your card or forgot to swipe in or out, contact Payroll and your supervisor 
immediately so we can manually adjust your time. Your supervisor must be able to verify your time to Payroll.  If 
you are working after hours, you must notify your supervisor and/or Security and must contact Payroll the next 
day to ensure proper adjustment. You must have the proper approval PRIOR to working after your scheduled 
hours.  
  
•   You may not log in and then eat breakfast, lunch or any other meal.  If you report to work and decide to get 
breakfast or any other meal, you must do so before logging in or you must log out before starting your meal and 
then log in when finished with your meal.   For public health and safety reasons, you may eat only in designated 
break areas and refrain from eating at your desk or work area.  
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PERFORMANCE APPRAISAL  
Appraisals give us an opportunity to look back at the past year and to look forward.  
  
Learning from the Past - Focusing on the Future  
  

A Performance Appraisal should be a positive time for you.  It’s an opportunity for you and your supervisor to sit 
down and review your job and performance in an open and supportive dialogue.  Just as importantly, it’s a chance to 
discuss your goals and to establish job performance objectives for the future.  Ideally, performance evaluations 
should be done periodically throughout the year.  This time should be used to review goals and status and set new 
goals.  
  
Please note that a performance appraisal is NOT a salary review.     
  
ABC Imaging will review your salary annually.  However, it is up to our discretion to consider and implement pay 
changes at that time or at other times.  The following circumstances may affect whether a salary change is made:  
  
•   The Company is doing well financially.  
  
•   The state of the general economy is growing and stable.  
  
•   You have improved in performance, efficiency and effectiveness of your job or have been promoted to a higher 
position.  
  
•   You are responsible for revenue increases or decreases in costs.  
  
•   You have met or exceeded your stated goals.  
  
•   In close cooperation and with the supervision of your supervisor, you have established new goals.  
  
•   You have had positive appraisals.  
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BENEFIT PLANS AND INSURANCE  
We take great pride in providing our eligible employees with a comprehensive company benefits package. Here is a 
brief description of the types of benefits we provide.    
  
Please carefully read the separate and more detailed benefit plan documents we give you.  It’s important to make 
informed decisions when using these benefits.  If there is any conflict between this information and the plan 
documents, the latter will govern.  Please note that ABC may change insurance plans and benefits at any time with 
or without notice.  Please note that ABC Imaging benefits are in accordance with the IRS Section 125 Cafeteria 
Plan.  
  
Among these benefit programs are comprehensive insurance plans that provide life, accidental death and 
dismemberment, long-term disability, and dental and health coverage for the benefit and protection of all eligible 
employees. Employees must regularly work at least 35 hours per week to be eligible for insurance coverage. 
Employees are eligible for benefits on the first day of the month following 60 days from date of hire.  
  
ABC Imaging offers insurance benefits in the following areas:  
  

 • Healthcare insurance   
  

 • Life insurance  
  

 • Disability insurance (both short- and long-term)   
  

 • Mail-order prescriptions   
  

 • Vision-care insurance   
  

 • Dental insurance   
  

 • Workers' compensation insurance  

  
 
• Detailed information about insurance benefits has been provided by ABC Imaging's insurance carriers and is 
available from Human Resources designee.     
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GOVERNMENT MANDATED PLANS  
In addition to benefits we provide, you are entitled to mandated Federal and State benefits.  We can’t take credit for 
these, but you should know that we contribute a lot of money to support them, and we take pride in administering 
them carefully on your behalf.  
  

Social Security — provides you and your dependents with retirement, disability, death, survivor, and Medicare 
benefits.  A percentage of your salary is deducted to pay for your required portion and we match everyone’s 
contributions dollar-for-dollar.   
  
State Unemployment Insurance — provides weekly benefits to you, if you happen to become unemployed through 
no fault of your own.  
  
COBRA — To be eligible for COBRA coverage, you must have been enrolled in your employer's health plan when you 
worked and the health plan must continue to be in effect for active employees.  COBRA continuation coverage is 
available upon the occurrence of a qualifying event that would, except for the COBRA continuation coverage, cause 
an individual to lose his or her health care coverage.  
  
Workers’ Compensation — covers the cost of work-incurred injury or illness. Benefits help pay for your medical 
treatment and for part of the income lost while unable to work.  Keep in mind: You must report immediately any 
work-related accident, injury, or illness to your supervisor and Human Resources. We say “immediately” because we 
have to file a timely claim, not to mention the urgency of getting you medical care as soon as possible.  
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PAID TIME OFF (PTO)  
An Important Part of Your Job  
  
At ABC Imaging, we view vacation and personal time as an important aspect of your job.  Taking regular vacations 
allows you to gain perspective and to maintain a healthy outlook on life and work.  All of this contributes to 
enhanced job performance.  
  
PTO Schedules  
  
We provide annual paid time off for all of our Regular Full-Time employees.  This leave is a combined total, including 
sick, personal and vacation leave.  The accrual rate is on a per pay period basis.  Where certain state or local laws 
differ, you may be given PTO time and sick time.  
  
Length of Service —                                                                                     PTO per Full Year                 Accrual Rate  
   
Full-Time Employee  
  
Date of Hire through the first anniversary…………………………………….. 80 hours (3.33 hours/pay period)  
Between 1 to 2 years……………………………………………………………………. 88 hours  (3.67hours/pay period)  
Between 2 to 3 years…………………………………………………………………… 96 hours (4.00 hours/pay period)  
Between 3 to 4 years…………………………………………………………………… 104 hours  (4.33 hours/pay period)  
Between 4 to 5 years…………………………………………………………………… 112 hours  (4.67 hours/pay period)  
5 years and over………………………………………………………………………….. 120 hours (5.00 hours/pay period)  
  
Earning Paid Time Off  
  
All eligible employees earn PTO on your anniversary, as follows:  
  
• Regular Full-Time Employees — Your PTO is prorated the first year.  You will accrue 1/24th of annual PTO for each 
pay period.  You are eligible for more PTO on the day of your anniversary date year in which you reach your new 
accrual rate.     
  
Planning Vacations  
  
• Plan in Advance — You should request PTO well in advance.  All PTO must be pre-approved by your supervisor in 
order to be paid to you.  We will try very hard to meet your requests.  Please don’t wait until the end of the year, 
because you may not be able to get the time off you want.  On rare occasions — because of business needs — we 
may request that you split your vacation time or even cancel vacation plans.  
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• Dividing Vacation Time — You don’t have to take all your PTO at once.  You can take it in consecutive weeks, 
separate weeks, full days or even half days.  
  
• Paid Holidays Don’t Count — We won’t count a company-paid holiday as PTO taken if it falls during your 
vacation.  
  
• Carry Over — No more than 10 days of PTO may be carried over to the next year, and you may only accrue a 
maximum bank of 15 days total at any one time unless local applicable laws differ.  
  
  
Sick Days  
Sick days, when applicable, are included in your PTO time.  You must follow the reporting requirements for PTO to 
report sick time.  
  
Sick Day Issues:  
  
Please remember when taking Sick Days:  
• Daily Contact — Be responsible and contact your supervisor by phone daily while you’re on Sick Days.  You should 
make every effort to contact your supervisor prior to your scheduled shift start when you are going to be late or 
miss work due to illness.  
  
• Medical Certification — We may ask for certification of medical disability if you’re absent and using Sick Day 
benefits, especially if you’re absent for 2 consecutive days or more.  
  
• Children or Dependent Illness — You may also use sick days when you are the primary caregiver to a dependent 
child who is ill.  If the absences are frequent or extended, we may require medical certification, in accordance with 
the Family Medical Leave Act. (See the section entitled Family and Medical Leave Act in this handbook for more 
information)  
  
Filling Out A PTO Request Form  
  
If you’re requesting paid time off, we’ll need you to complete a PTO Request form whenever you are not at work on 
one of your scheduled workdays because of vacation, illness, leave of absence, or other time off. It helps us to track 
your vacation days, sick leave, leaves of absence and other time off.  
  
It also helps us to keep track of employees who are or are not at work in times of emergencies.  
  
NOTE: Some state and local laws regarding PTO differ from the policy stated.  In those cases all local and state laws 
will be followed.  
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It is our policy to comply with the salary basis requirements of the FLSA. Therefore, we prohibit all company 
managers from making any improper deductions from the salaries of exempt employees.  WE want employees to be 
aware of this policy and that the company does not allow deductions that violate the FLSA.  
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HOLIDAYS  
Each year, we will observe certain days as Paid Holidays for which you will be paid.  All regular full-time employees 
are eligible for Paid Holidays.  Temporary and part-time employees are not eligible.  
  
An Annual List   

  
The Paid Holidays observed by ABC Imaging may vary from year-to-year. At the start of each calendar year we’ll 
provide everyone with a list of Paid Holidays.  Generally, we grant time off for New Year’s Day, Memorial Day, 
Independence Day, Labor Day, Thanksgiving Day, and Christmas Day.  If these holidays fall on a weekend, we may 
opt to grant paid leave for the Friday prior or the Monday following the holiday.  

  
Working on Paid Holidays:  
  
Sometimes, we may ask you to work on a Paid Holiday.  If that happens, we will compensate you, depending on your 
Employment Status, as follows:  
  
• Full-Time Non-Exempt Hourly Employees — You’ll receive 8 hours of holiday pay, plus you’ll receive regular pay 
for any hours worked.  
  
• Exempt Salary Employees — As an Exempt employee, you won’t receive monetary compensation.  Instead, you 
will receive administrative compensatory time off.  
  
Paid Holiday Issues:  
  
• Holidays Aren’t Vacation Days — We won’t count Paid Holidays as vacation days if those holidays occur during 
your scheduled vacation.  
  
• When You Don’t Receive Holiday Pay — You won’t receive holiday pay if:  (a) you leave the company or (b) 
have unapproved absence the day before or following a holiday  
  

• Holidays/Overtime — Holiday pay hours will not be treated as time worked in calculating overtime for Non-
Exempt employees.  
 
• Holidays at Client sites — From time to time your client site holiday schedule differs from the ABC Imaging 
paid holiday schedule and you may be unable to work even though ABC Imaging is open for business.  ABC 
Imaging provides holiday pay according to the holiday schedule at your site.  Please provide your supervisor with 
the holiday schedule for your location in advance so we may confirm it and alert timekeeping.  Employees who 
are responsible for multiple sites are expected to work if any of their sites remain open for business. 
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MATERNITY LEAVE  
ABC Imaging complies with all state and local regulations regarding maternity leave.  You may consult with your local 
Department of Labor, the FMLA, or the Human Resources Department for more information.  
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LEAVES OF ABSENCE  
Timely Options  
  
We understand that illness, family problems, pregnancy, or child rearing can place demands on employee time. To 
allow you to respond to such needs, our policies and benefit plans allow for such necessary absences.  These include 
all types of leave, and, of course, absences covered under the federally mandated Family and Medical Leave Act 
(FMLA) or any other similar state statute.  
  
Please Read Carefully  
  
This wealth of employee programs and benefits can become confusing to sort through — in part, because eligibility 
often depends on several variables. We urge you to read each policy section carefully, so you will be familiar with 
your options if you ever need to use these benefits.  Of course, if you have any questions about our Leave of Absence 
benefits and policies, please don’t hesitate to talk to Human Resources.  
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FAMILY AND MEDICAL LEAVE ACT (FMLA)  
In a Nutshell:  
  
FMLA eligibility is based on the Federal Family Leave and Medical Leave Act regulations. It provides FMLA eligible 
employees with leave of absence — up to 12 weeks of leave during a 12-month period — to attend to specific family 
and medical needs without losing employment status.  The “12 month period” is a rolling 12 months measured 
backward from the date you use any FMLA leave.  It is not the period between January and December.  The leave 
may be paid or unpaid leave and does NOT have to be used in one block.  It may be used in as little as 15 minute 
increments.    
  
Eligibility  
  
For Eligibility, qualifying situations and additional information on FMLA, please see the Department of Labor Website 
regarding FMLA at: http://www.dol.gov/compliance/laws/comp-fmla.htm.  You may also want to see your local 
department of labor websites for additional information.  
  
Eligible employees may be granted Family and Medical Leave for the following reasons: 
 

 To provide care for the employee’s child or child of the employee’s spouse or domestic 
partner following the child’s birth, adoption or foster care placement 
 

 To provide care for a spouse, domestic partner, child or parent of the employee, or 
child or parent of a spouse or domestic partner, who has a serious health condition; 

 

 For a serious health condition that makes the employee unable to perform the 
functions of his/her position. 

  
  
  
  
  
  
  
  
  
  
  
  
  

  
  
  
  
  
  
  
  
  

http://www.dol.gov/compliance/laws/comp-fmla.htm
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BEREAVEMENT LEAVE  
We want to make it as easy for you as we can if there’s a death in your immediate family.  Immediate family includes 
the employee’s spouse, domestic partner, parents, (including step parents, foster parents, parents-in-law domestic 
partner’s parents, and parent’s domestic partner), grandparents, siblings, children, children of a domestic partner, 
step child, adopted child, a child for whom the employee has parenting responsibilities, and a relative or friend who 
resides with the employee. Other close relations may be included on a case-by-case basis at our discretion.    

• We will grant regular full-time employees up to 2 work days per year, with pay, to handle family matters and to 
attend the funeral.    
  
• Additional time may be allowed in some circumstances at our discretion to attend the funeral.  You may also use 
your PTO for additional time.   
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JURY/WITNESS DUTY  
Serving on a jury or appearing as a witness in a trial is an important civic obligation.  We will give you time off for jury 
and witness duty. Just remember:  
  
• Please give us as much notice as possible so we can plan for your absence.  

  
• If jury duty is less than 4 hours/day, you must return to work, if practical.  
  
• We encourage part-time employees to make up the time missed for jury or witness duty when possible.    
  
• Verify your time with your supervisor by obtaining verification of jury hours from the Court Clerk.  
  
• If you receive a witness or other fee for appearing during a period that you continue to receive your salary, the 
amount you receive from the court will be yours to keep.    
  
ABC Imaging follows all state and local guidelines for Jury Duty Compensation.  
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MILITARY LEAVE  
Length of Leave — For any of our employees on active military duty:  
  
•   Leave-of-absence or reemployment rights will be granted to anyone who is called to or volunteers for active 
military duty.  
  
•   2 weeks time-off per year for military reserve duty will be given to anyone on active military reserve status.  
  
Payment Policy — All employees except temporary and part-time employees may use PTO time to receive pay.   
Payment for time over the standard 2 weeks will be granted on a case-by-case basis consistent with all applicable 
laws.  
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UNPAID PERSONAL LEAVE  
Someday you may need prolonged time-off from your job to deal with unusual personal situations that simply are 
not covered under another of our leave-of-absence policies.  
  
Up to 60 Days Time-Off  

  
We may grant you up to 60 days unpaid personal time off.  This applies to all employees, except temporary 
employees.  We give this leave only for exceptional or unusual circumstances, and it is granted solely at our 
discretion.  
  
Unpaid Personal Leave Issues  
  
Please keep the following in mind when taking unpaid personal leave:  
  
• give us written advance notice, as circumstances will allow.  
  
• use all accrued vacation days before using your leave.  
  
• be available for regular employment when your leave period is over.  
  
• continue paying the employee portion of your group medical insurance premium.  This must be paid in advance 
and will be paid in full without employer contribution.  Failure to make scheduled payments will be an indication of 
employee’s desire to terminate employment and will result in discontinuation of company provided benefits.  
  
•    We may require weekly communication from employees on unpaid leave to provide status updates on their             
intentions.  
  
Job Restoration  
  
We’ll make every effort to return you to your former position or a comparable position, but we can’t guarantee it 
because unanticipated business requirements may intervene.   
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THE EMPLOYEES’ RETIREMENT SAVINGS AND INVESTMENT PLANS 
401(K)  
This is probably the most effective way to save for retirement.  The management of ABC Imaging strongly encourage 
you to consider the benefits of this program.  Studies have shown that fewer Americans are saving towards 
retirement or for future emergencies.  Even a small weekly deduction into your 401(k) can generate thousands of 
dollars for you to use in retirement.  Loans may be taken out and, while you repay the loan at a low interest rate, the 
interest is repaid to you, going back into your retirement account.  You may use these loans for many purposes, 
including paying down debt, down payment of a house, college tuition or other large purchases.  Many employees 
feel that social security benefits will pay enough to provide for their needs once they retire.  These benefits may 
become limited in future years and are difficult to qualify for if disabled.  A 401(k) provides the security for your 
future AND is tax-free investing!  
  
ABC Imaging’s carefully designed 401(k) program gives you a wide range of choices as to how to invest your money.  
  
• It’s Tax-Free — Our 401(k) savings plan lets you set aside part of your pre-tax income (up to a certain amount) in 
one of several investment options.  Interest and investment earnings also accrue tax-free, until you begin 
withdrawing them at retirement age.  
  
• Discretionary Match — The company has the option to provide a discretionary match.  
  
• The Investment Choices Are Yours —    
 We have contracted with one of the leading 401(k) management firms for your benefits.  They provide you with a 
number of investment options.  The decisions are yours to make.  ABC Imaging is not responsible for performance 
of any of the mutual funds or other investing options.  
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PROFESSIONAL DEVELOPMENT  
ABC Imaging encourages its employees to continue to grow and excel.  Our Professional Development program 
offers several options:  
  
• Professional Memberships — At our discretion, we will sponsor one or more memberships in job-related 
professional organizations through payment of membership fees. Get approval first from the President of ABC 
Imaging.  
  
• Certificates of Continuing Education — If you require a professional license to perform your job, we will 
reimburse you for any required continuing education courses.  Please remember to update your licenses in a 
timely fashion.   
  
• Participation in Outside Training and Seminars — If you are a full-time employee, we may support outside 
training programs, with the President’s approval.  At our discretion, we may require you to sign an agreement to 
reimburse funds if you terminate employment within three years of receiving training.  
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EMPLOYEE REFERRAL PROGRAM  
The ABC Imaging Referral Program aims to reward employees who act in a recruitment capacity in order to bring 
new talent to ABC Imaging through employee referrals.  
  
Who You Can Refer  

  
An ABC Imaging Referral may be an acquaintance, friend, family member or former co-worker who would not have 
considered employment opportunities at ABC Imaging without your active intervention. This includes your 
promotion of the company and its culture, discussion of the many opportunities (job openings), and submission of 
your referral, via email, to Human Resources.  

  
How You Can Qualify  
  
•   All referrals/leads must be submitted via email in advance of an interview to Human Resources to be eligible for 
an award.  
  
•   A referral is valid for a period of six months.  After the six-month period has elapsed employees must resubmit 
the referral.  
  
•   The referral bonus will be paid six months following the referred applicant’s start date, provided that the 
applicant is still employed by ABC Imaging.  If more than one person claims the award, the President will make the 
final determination.  If more than one person jointly submit a referral, the referral will be split equally between the 
employees who submit the candidate together.  
  
Who Is Eligible  
  
•   All employees are eligible to participate in the Employee Referral Program.  However, the hiring manager of the 
vacant position is not eligible.  This does not preclude a manager from another functional area from 
recommending an applicant for a position that he/she will not supervise.  
  

•   Only referrals that result in full-time regular employee hire, employed consecutively for six months or longer, will 
qualify for the referral award.  
  
•   A referred candidate is ineligible if currently engaged by ABC Imaging as an independent contractor, contract 
employee, or temporary employee, or participating in any student employment programs.  
  
•   The employee MUST be the main source of contact for the referred applicant.    
  
•   If ABC Imaging has to pay a fee to an executive recruiter, agency or other agent, no referral bonus will be paid.  



75 | P a g e  

 

 

ABC Imaging  – CONFIDENTIAL MATERIAL – Version 4.   April 2013 
 

The Referral Award  
  
A referral that results in a hire will be rewarded by a bonus payment that will be based on the value of the position 
and usually published at the time of request.  All bonuses are considered “taxable income” by the IRS and are subject 
to the appropriate withholdings.  
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DRESS CODE  
ABC Imaging requires all employees to look professional and presentable at all times.  Certain positions may require 
you to wear proper ABC apparel.  This generally includes an ABC shirt, or acceptable replacement, and Khaki slacks.  
For those employees required to wear ABC Imaging shirts, the cost of the shirt may be subsidized.   
  

Otherwise, all employees must be well-dressed in appropriate professional (not casual) business attire.   No 
open-toed shoes, including sandals, bare midriffs or jeans are allowed in the workplace.  
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TRAVEL AND EXPENSE OVERVIEW  
ABC Imaging may require its employees to make business trips.  It is our goal to make business travel as safe, 
convenient and comfortable to the employees as possible while still maintaining cost effectiveness for the company.    
  
It is our practice to reimburse all reasonable expenses incurred as a direct result of business travel.  We remind you 
to keep in mind that funds saved in travel and entertainment directly help to improve our ABC Imaging’s bottom line 
performance.  
  
Considerations While Traveling  
  
You should always use the most cost-effective mode of ground transportation to and from the airport.  Some 
options to consider include local car service, personal car, hotel and airport shuttle services, public transportation, 
car-pooling and taxi.  
  
If a rental car is a practical or necessary solution for you, please keep these guidelines in mind.  
• You should only rent a car when other options are not available or would be too expensive, or when entertaining 
clients, or when two (2) or more employees are traveling together.  
  
• Unless another option is required to accommodate your party, you should select a compact or mid-size rental 
car.  
  
• Plan ahead and fill up your gas tank before entering the airport area.  Gas services through the Rental Car 
Company will not be reimbursed.    
  
• If your plans require you to rent a car for more than three (3) weeks, contact your supervisor for lease options.  
  
• If the unthinkable does happen and you are involved in a car accident in your rental car, contact the Rental Car 
Company and local authorities immediately.  
  
If it is more cost-efficient to use your personal car while traveling for business, it is important that you fulfill the 
minimum legal obligations, including possession of a valid driver’s license and maintain the minimum automobile 
insurance as required by state or regional law.  Any parking tickets or moving violations received are your 
responsibility.  Additionally, we will not reimburse you for your normal daily commute to and from work or your 
home.  If you travel on behalf of the Company during the day to a location other than your normal work location, 
you will be reimbursed for any distance that exceeds your normal daily commute.  You will be reimbursed at a rate 
specified by the company per mile for personal use of your vehicle.  
  
You will be reimbursed for parking, tolls, taxis and other public transportation costs incurred on a business trip when 
you attach your receipts to your expense report.  
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We will reimburse you for actual reasonable meal expenses while on travel.  However, there is a maximum daily 
reimbursement per individual. Please contact your supervisor for this information.  When entertaining clients or when 
paying for multiple employees’ meals, you must provide details, including individual names, company, and meeting 
reason on your expense report.  All meals and entertainment expense reports require supervisor’s approval.   

  
For more detailed information regarding ABC Imaging’s Travel Policy, Expense Report procedures, and Travel 
Request Forms, please contact your supervisor.  
  
Please see the HR portal for more information.  
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GIFTS  
Our actions in these areas are guided by the principle that, while ABC Imaging strives to build strong relationships 
with our clients and business partners, we never want to appear to be “buying” or “selling” friendship through the 
provision of anything of material value. Our relationships are built on professional and personal competence and 
trust. Socializing with clients can contribute to building these relationships, but we must be conservative in the 
material aspect of such socializing. When in doubt on what to do in this area, the right course is always to consult 
with a more senior manager within ABC Imaging.  
  
ABC Imaging Rules and Guidelines   
  
In addition to rules that clients may have, ABC Imaging has certain rules and guidelines of its own.  ABC Imaging 
policy is not to give gifts of material value to clients or to accept gifts of material value from business partners. This 
rule does not prohibit giving or accepting commemorative or promotional items (for example, pens, T-shirts, coffee 
mugs, calendars) or gifts of clearly immaterial intrinsic value (for example, a fruit basket). ABC Imaging does not 
consider an item costing less than U.S. $50.00 to be of material value. Please note that each department, region or 
sales team has its own budget for meals and entertainment.  Advanced approval from your department head is 
required for the following:  
   
Meals - It is acceptable for you both to receive meals paid for by business partners and to pay for meals with clients, 
provided they are not so frequent or elaborate as to appear to be “buying” friendship or to be given in return for any 
special favor or act.  
   
Providing to Clients. It is important that ABC Imaging expense reports be accurate and complete, including the 
names of client individuals who attend meals for which you request reimbursement.  
   
Receiving from Business Partners. If you have regular meetings and meals with a business partner, you should 
reciprocate by paying for the meal from time to time.  
   
Social, Sporting and Entertainment Events and Charitable Benefits   
It is acceptable for you to both occasionally receive invitations from business partners and to give them to clients to 
attend social, sporting, or entertainment events or charitable benefits. This could include buying a table at a 
charitable fundraising event. However, in these matters even more care should be taken to avoid any appearance of 
being excessive in frequency or expense. Moreover, giving or receiving such invitations should never appear to be in 
return for any special favor or act.   
  
All expense reports must be submitted on the current standard expense form (see intranet or your supervisor for 
this form) and must be submitted within one month of the charge occurring.  Original receipts and your manager’s 
approval must be attached prior to submission. Please refer to the HR Portal for more information relating to the 
Travel Policy.  
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EMPLOYEE SEPARATION  
All employee separations — voluntary or otherwise — will be handled in a professional and timely manner.  
  
Voluntary Separation  
  

• Resignation — We ask any employee who is resigning to give us at least 2 weeks notice.  It makes it a lot easier 
for us to complete an orderly transition.  
  
• Unauthorized Absence — We consider that an employee has made a voluntary separation if he/she is absent 2 or 
more consecutive working days without notice, or if he/she fails to report to work at the end of a leave of absence 
or disability leave.  
  
Important Separation Issues  
  
• Company Property — We’ll need the separating employee to turn in keys and cards and other company 
property upon leaving our employ. There will also be required paperwork to be completed.  A timely, well-
planned transition makes it easier for everyone.  
  
• PTO — As a form of pay for leave time, it is not intended to be, and should not be thought of as, additional 
compensation for past work. Therefore, to the extent permitted by applicable law, any available PTO that an 
employee has not used prior to the employee’s cessation of employment for any reason will no longer be available 
as of the cessation of employment, and the leave time that is unused as of cessation of employment will not be paid 
out. If any leave time is treated by ABC Imaging as PTO when sufficient PTO is unavailable to the employee, the 
PTO/leave amount so advanced will be credited to ABC Imaging as an advance of funds to the employee that is 
subject to reconciliation in the payroll of any future pay period(s).   
  
• 401(k) Investments — The separating employee will have important decisions to make concerning investment of 
401(k) retirement accounts.  Because these decisions may have tax implications, we suggest contacting the Plan 
Administrator as soon as possible.  
  

• Sabotage — as detailed in the Company Property Section of this handbook, digital, electronic and paper 
documents and files are also defined as Company property.  The Company reserves the right to pursue legal and 
criminal action if any digital, electronic or paper documents or content is destroyed or damaged.  This action will be 
considered sabotage and is a criminal offense. Additionally, all employees are obligated to transfer their work 
product, Company knowledge and train your replacement should you be transferred, promoted or resign.  Failure to 
cooperate in this process, including revealing passwords or other information known solely by you, could result in 
damage to the Company.  If damages result in this situation, you will be responsible for all costs to repair or replace, 
including all collection and attorney’s fees.  
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Benefit Options after Separation  
  
Generally, company benefits end at separation. However, the separating employee may be eligible for certain 
post-separation benefit options.  For example:  

  
• Health insurance continuation options may be available under the federal COBRA program.    
  
• Extended coverage and conversion privileges may be available under our health and life insurance plans.  
  
We urge all employees to read plan documents carefully, so that everyone understands specific details, conditions 
and options available after separation.  Please contact Human Resources with any questions or to request forms.  
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EMPLOYEE ACKNOWLEDGEMENT (employee copy)  
This is your own copy of our Employee Handbook.  Please read all of it.  You’ll get to know us better and learn 
important things about your employment with us.    
  
Be aware that this Handbook is not a contract of employment.  Handbook information can change at any time; we 
will attempt to keep you informed if it does.  
  
This Handbook is confidential and is the property of ABC Imaging.  Do not photocopy or otherwise duplicate this 
Handbook or distribute to non-employees without getting permission from Human Resources.    
  
Your employment is “at-will” which means you can resign or we can terminate your employment at any time for any 
legal reason with or without notice.  This cannot be changed except by express written agreement signed by the 
President of the company.  
  
I acknowledge receipt of a copy of the ABC Imaging Employee Handbook and agree to abide by the policy summaries 
contained therein as may be amended or modified by ABC Imaging.  
  
  
________________________________________________________________________________  
Employee Signature       Date  
  
I have read and gone over the ABC Imaging Policies on, Harassment, including Sexual Harassment, Company 
Equipment, Internet/Privacy, IT, and Drug Usage and I agree to abide by the policies contained in the Employee 
Handbook.  
  
  
________________________________________________________________________________  
Employee Signature       Date  
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EMPLOYEE ACKNOWLEDGEMENT (HR Copy)  

  
This is your own copy of our Employee Handbook.  Please read all of it.  You’ll get to know us better and learn 
important things about your employment with us.    

  
Be aware that this Handbook is not a contract of employment.  Handbook information can change at any time; we 
will attempt to keep you informed if it does.  
  
This Handbook is confidential and is the property of ABC Imaging.  Do not photocopy or otherwise duplicate this 
Handbook or distribute to non-employees without getting permission from Human Resources.    
  
Your employment is “at-will” which means you can resign or we can terminate your employment at any time for any 
legal reason with or without notice.  This cannot be changed except by express written agreement signed by the 
President of the company.  
  
I acknowledge receipt of a copy of the ABC Imaging Employee Handbook and agree to abide by the policy summaries 
contained therein as may be amended or modified by ABC Imaging.  
  
  
________________________________________________________________________________  
Employee Signature       Date  
  
I have read and gone over the ABC Imaging Policies on, Harassment, including Sexual Harassment, Company 
Equipment, Internet/Privacy, IT, and Drug Usage and I agree to abide by the policies contained in the Employee 
Handbook.  
  
  
________________________________________________________________________________  
Employee Signature       Date  
  

  


