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Acknowledgement of Receipt of Synergy Design & Construction Employee Handbook 
 
I acknowledge I have received a copy of the Synergy Design & Construction Employee Handbook.  I 
understand I am responsible for reading and abiding by all policies and procedures in this Handbook, as 
well as other policies and procedures of the Company.   
 
I also understand the purpose of this Handbook is to inform me of the Company’s Policies and 
Procedures, and it is not a contract of employment.  Nothing in this Handbook provides any entitlement 
to me or to any Company employee.  I also understand the Company has the right to change any 
provision of this Handbook at any time and that I will be bound by any such changes. 
 
 
 
 
 
 
 
__________________________________  _______________ 
Signature      Date 
 
 
__________________________________ 
Please print your full name 
 
 
 
Please sign and date one copy of this notice and return it to the Office Manager. Retain a second copy 
for your reference. 
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Welcome 
 
Dear Colleague, 
 
Welcome to Synergy Design & Construction! You’ve joined our company at an exciting time. We have 
everything it takes to be the best design/build firm in the Greater Reston area – great clients, products 
and services and talented people – and now the skills, experience and creative ideas you bring to our 
team. 
 
At the core of Synergy Design & Construction is a commitment to diversity. We aim to be a company 
where every colleague can contribute and excel. We work hard to adhere to our five core values to help 
our clients renovate happy. We are: 

 
● Innovative 
● Caring 
● Do the Right Thing 
● Detail-oriented 
● Synergistic 

 
Besides the Handbook and specific training you’ll receive, a good way to familiarize yourself with 
Synergy is to visit our renovatehappy.com website, our Team Drives as well as all the systems we use 
including Smartsheet and Basecamp.   
 
You are now part of a powerful enterprise – and we can grow even more with your talent and 
commitment. 
 
Best wishes for your success. Once again, welcome to our team! 
 
 

 
 
 
 

 
Mina Fies 
Founder & CEO 
 
 
  



 

 

 
 

Page 7 of 48 

 

 

Introduction 
 
This Employee Handbook is a compilation of personnel policies, practices and procedures currently in 
effect at Synergy Design & Construction. 
 
The Handbook is designed to introduce you to the Company, familiarize you with company policies, 
provide general guidelines on work rules, performance management and disciplinary procedures and 
other issues related to your employment, and help answer many of the questions that may arise in 
connection with your employment.  We want all of our team members to feel cared for. Many issues 
may be resolved informally or directly with your Supervisor. However, there may, from time to time, be 
situations that arise which require a formal process or response. The Handbook may appear very matter 
of fact and formal, but we want to ensure you know everyone is treated in the same consistent way, no 
matter what their role is within our Company. 
 
This Handbook is not a contract.   Like most companies, Synergy Design & Construction does not offer 
individual formal employment contracts with the Company. This Handbook does not create a contract, 
express or implied, guaranteeing you any specific term of employment, nor does it obligate you to 
continue your employment for a specific period of time. The purpose of the Handbook is simply to 
provide a convenient explanation of present policies and practices at the Company. It cannot cover 
every matter that might arise in the workplace.  
 
The Company reserves the right to modify any of our policies and procedures, including those covered in 
this Handbook, at any time. We will seek to notify you of such changes by email and other appropriate 
means.  However, such a notice is not required for changes to be effective. 
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Part 1 – Getting Started 

Recruitment and Hiring  
The Company’s primary goal when recruiting new employees is to fill vacancies with people who have 
the best available skills, abilities or experience needed to perform the work. Decisions regarding the 
recruitment, selection and placement of employees is made on the basis of job-related criteria. 
 
When positions become available, current qualified team members are encouraged and welcome to 
apply for the position.  As openings occur, notices relating general information about the position are 
emailed and/or shared at team meetings.  Information regarding the application and interview process 
will be shared at the time a position becomes available. 
 
In addition to promoting from within when possible, we encourage you to recruit new talent by offering 
a referral bonus. Anyone who refers a candidate will receive a referral bonus after 6 months of the 
candidate’s employment. Please refer to Part 4 - Employee Referrals for more information.  

Employment Classifications 
The following terms will be used to describe employment classifications and status: 
 
Exempt Employee 
An exempt employee is a salaried employee who holds an administrative, professional or management 
position.  Exempt employees are not subject to the overtime pay provisions of the Fair Labor Standards 
Act (FLSA).  Certain outside salespersons and a few other job categories are also exempt. 
 
Non-Exempt Employee 
All hourly employees are non-exempt employees.  Salaried employees who are not administrative, 
professional or managerial employees (as defined by the U.S. Department of Labor) are likewise not 
exempt. 
 
Full-Time Employee 
Full-time employees are regularly scheduled to work at least 32 hours per week. 
 
Part-Time Employee 
Part-time employees are regularly scheduled to work at least 20 but fewer than 32 hours per week.  
Part-time employees may not be eligible for all Company paid benefits.   
 
Temporary Employee 
Temporary employees are those who are hired for an interim period of time, usually to fill in for 
vacations, leaves of absence or projects of a limited duration.  Temporary employees are not eligible for 
Company benefits.  Temporary employees include interns and co-op students.  
 
If a status changes from temporary to part-time or full-time, the employee is considered hired on the 
date they become a part-time or full-time employee for purposes of calculating eligibility for benefits 
that require a minimum term of employment.    
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Independent Contractors 
Independent Contracts are persons hired by the Company to perform a particular job, typically for a 
limited time period.  These persons may be self-employed, or they may work for an outside agency.  
Independent contractors are not eligible for Company benefits, and they are not considered employees 
of the Company. 

Code of Conduct 
Our Code of Conduct policy outlines our expectations regarding out team’s behavior towards their 
colleagues, supervisors, clients, trade partners and all others we come into contact with on a day-to-day 
basis. 

We promote freedom of expression and open communication. However, we expect everyone to follow 
our code of conduct. All team members should avoid offending, participating in serious disputes and 
disrupting our workplace. We also expect you to foster a well-organized, respectful and collaborative 
environment in line with our core values as a company.  

Compliance with the law 

The Company’s business is conducted in compliance with all federal, state and local jurisdictional laws 
and regulations. As representatives of the company, you are expected to perform your respective roles 
and responsibilities with adherence to same. You are expected to adhere to ethical business practices 
and be accountable for decisions made and actions taken on behalf of the Company when interfacing 
with clients, trade partners, service providers and the community at large.    

Respect in the workplace 

All team members should respect their colleagues. We do not tolerate any kind of discriminatory 
behavior, harassment or victimization. You should conform with our equal opportunity policy in all 
aspects of your work, from recruitment and performance evaluation to interpersonal relations. 

Protection of Company Property 

You should treat our company’s property, whether material or intangible, with respect and care: 

● don’t misuse company equipment or use it frivolously. 
● respect incorporeal property. This includes trademarks, copyright and other property 

(information, reports etc.) These should only be used to complete job duties. 
 

All team members should protect company facilities and other material property (e.g. company cars) 
from damage and vandalism, whenever possible. 

Professionalism 

You are expected to show integrity and professionalism in the workplace: 
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● Personal appearance: All team members must follow our dress code and personal 
appearance guidelines as noted below. 

● Corruption: you are discouraged from accepting gifts from clients or partners. Token gifts 
from clients in appreciation of a job well done, or office gifts from vendors are not included 
in this definition. IF IN DOUBT, INFORM YOUR SUPERVISOR. Briberies for the benefit of any 
external or internal party are prohibited. 

● Job duties and authority: You should fulfill your job duties with integrity and respect 
towards clients, colleagues and the community.  Supervisors and Managers are expected to 
delegate duties to team members taking into account their competencies and workload. 
Likewise, we expect team members to follow their Supervisor’s instructions and complete 
their duties with skill and in a timely manner.   

● Absenteeism and tardiness: follow agreed schedules. Exceptions can be made for occasions 
that prevent you from following standard working hours or days; but, generally, you are 
expected to be punctual when coming to and leaving from work. 

● Conflict of interest: you are expected to avoid any personal, financial or other interests that 
might hinder your capability or willingness to perform your job duties. Please refer to our 
Conflict of Interest Policy for more information, as detailed in Part 2, Our Policies and 
Procedures.  

● Collaboration: be friendly and collaborative, while trying not to disrupt the workplace or 
present obstacles to colleagues’ work. 

● Communication: be open in your communication with colleagues, supervisors or team 
members. 

● Benefits: employment benefits are not to be abused. This can refer to time off, insurance, 
facilities, subscriptions or other benefits the Company offers. 

● Policies: read and follow Company policies. Any questions, should be discussed with an 
Immediate Supervisor or a member of the Leadership Team. 

Equal Employment Opportunity 
The Company is an Equal Opportunity Employer.  We extend equal opportunity to all individuals without 
regard to race, religion, color, sex, national origin, sexual orientation, age, marital status, disability or 
any other status protected under applicable Federal, State or Local law.  Our policy reflects and affirms 
the Company’s commitment to the principles of fair employment and the elimination of all 
discriminatory practices.  Details of our Equal Employment Opportunity policies are further explained in 
Part 3 below. 

Your Employment Relationship with the Company 
Like most companies, Synergy Design & Construction does not offer individuals a formal employment 
contract with the Company.  Employment is “at will,” meaning you or the Company may end the 
employment at any time for any lawful reason. 
 
This Employee Handbook is not a contract. It does not create any agreement, express or implied, 
guaranteeing any specific terms or conditions of employment.  Nothing contained in this Handbook 
should be construed as creating a contract guaranteeing employment for any specific duration. Neither 
does it obligate you to continue your employment for a specific period of time. Unless you entered into 



 

 

 
 

Page 11 of 48 

 

an Employment Agreement that supersedes this document, either you or the Company may terminate 
the employment relationship at any time.  Neither does the handbook guarantee any prescribed process 
for discipline and discharge.  No manager or other representative of the Company, other than the CEO, 
has the authority to enter into any agreement guaranteeing employment for any specific period. No 
such agreement shall be enforceable unless it is in writing and signed by the CEO and you. 

Immigration Law Applicable to All Employees 
The Company complies with the Immigration Reform and Control Act of 1986 by employing only United 
States citizens and non-citizens who are authorized to work in the United States. All team members are 
asked on their first day of work to provide original documents verifying the right to work in the United 
States and to sign a verification form required by federal law (Form I-9). If you cannot verify your right to 
work in the United States within three (3) days of hire, the Company is required by law to terminate 
your employment. 

Orientation and Training 
To help you become familiar with the Company and our way of doing things, we provide an orientation 
and training session(s) within the first few weeks after employment commences.  Some of the content 
of the session(s) will depend in large part on the nature of your responsibilities, while other parts will be 
applicable to all employees.  In addition, the Company may periodically offer additional training or 
educational programs.  Some programs may be voluntary, while others will be required. 

Hours of Work 
The work week is generally from Monday through Friday, with normal operating hours from 8:00 a.m. to 
6:00 p.m., with one-half to one full hour for lunch. Work hours within these operating hours are agreed 
to with your immediate Supervisor on a case-by-case basis, depending on position and need within the 
Company.  
 
There may be specific times of the year when you may be required to work prior to 8:00 a.m. or past 
6:00 p.m. as well as Saturday and Sundays to either complete work as part of a project or participate in 
conferences, vendor fairs or other programs. When these circumstances arise, the Company will make 
every effort to provide you with as much advance notice as possible.    

Overtime 
Because of the nature of our business, a job may periodically require overtime work.  If the Company 
requires you to work overtime, as much advance notice as possible will be given.  You should not work 
overtime hours without prior approval by your Supervisor. Overtime is paid to non-exempt employees 
for time worked over 40 hours in any given week.  

Time Clock Policy 
All team members (exempt and non-exempt) are required to record work hours. Non-exempt 
employees are required to clock in/out for payroll and attendance purposes. Time clock records will be 
used to track project hours for exempt employees. 
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You are required to clock in/out using the provided system (mobile or desktop). If there is a problem 
with the time clock system, notify your Supervisor and they will provide direction or instructions on how 
best to record time. 
 
Non-exempt team members should clock in no sooner than 10 minutes before/after the scheduled shift 
and clock out no later than 10 minutes before/after the scheduled shift. Non-exempt employees are also 
required to clock in/out for lunch breaks in addition to the beginning and end of the day. 
 
Team members using a remote time clock system must clock in and out from their designated remote or 
project location. Clocking in or out from a non-work related location is strictly prohibited. If you miss an 
entry into the timekeeping system, notify your Supervisor as soon as possible. The Supervisor will 
manually enter your work hours via the manager time clock portal. Non-exempt employees are 
permitted to work overtime with prior authorization from their Supervisor. Overtime includes clocking 
in early, late or working through the scheduled lunch period. Team members who consistently miss time 
clock entries and/or work overtime without prior authorization will be subject to disciplinary 
procedures. 
 
You may not use another team member’s badge, phone, login, or system to clock in or clock in for 
another person. If you lost a company mobile device or system access, report the loss to your Supervisor 
and you will be issued new access. 

Attendance and Punctuality 
It is important you report to work on time and avoid unnecessary absences.  The Company recognizes 
that illness or other circumstances beyond your control may cause you to be absent from work from 
time-to-time.  However, frequent absenteeism or tardiness may result in disciplinary action up to and 
including termination.  Excessive absenteeism or frequent tardiness puts an unnecessary strain on 
coworkers and can have a negative impact on the success of the Company. 
 
You are expected to report to work when scheduled.  Whenever you know in advance you are going to 
be absent, you should notify your Immediate Supervisor.  If the absence is unexpected, you should 
attempt to reach your Supervisor as soon as possible, but in no event later than one hour before you are 
due at work.  In the event your Supervisor is unavailable, speak with another Manager.  If you leave a 
message on voicemail, provide a number where your Supervisor may reach you, if needs be.  
 
Some, but not all, absences are compensated under the Company’s leave and benefits policies described 
in Part 4 below. 

Inclement Weather 
The Company is open for business unless there is a government-declared state of emergency or unless 
you are advised otherwise by your Supervisor.  The office opening may be delayed due to weather 
conditions and, on rare occasions, may need to close. You should use common sense and your best 
judgment when traveling to and from work in inclement weather.  
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In the event the Company closes the office, you will be paid for the day.  If the office is open and you are 
delayed getting to work or cannot make it into work because of inclement weather, the absence will be 
charged to (1) personal/sick time, (2) vacation time, or (3) unpaid time, in that order unless otherwise 
requested by the you.  You should always use your judgment about your own safety in getting to work. 
As many of our business tools and systems are accessible remotely, employees who are able to work 
from home can, of course, do so and will be paid for time worked.  
 
When potentially dangerous weather develops during the day and a decision is made by the Company to 
close early, you will be compensated for the full day. 
 
When severe weather develops or is anticipated to develop during the day and a decision is made by the 
Company to close before 6:00 p.m., you will be compensated as if you had worked to the end of your 
regularly scheduled hours for that day.  If you elect to leave prior to the time a decision is made by the 
Company to close early, you may be required to use accrued time for the remaining hours of the work 
shift as follows (1) personal/sick time, (2) vacation time, or (3) unpaid time, in that order unless 
otherwise requested by the you. 

Personal Appearance  
Personal apparel and Synergy branded clothing/uniforms must be clean, well-maintained and 
appropriate for each position and work environment. This not only promotes a safe work environment 
but shows pride in our appearance and helps instill client confidence in our work. 
 
No article of clothing may display any obscene language, graphics or political messages that could be 
considered offensive by clients or other team members. Facial hair must be kept trimmed/neat and tidy. 
Visible tattoos that are vulgar or offensive must be covered during work hours. 
 
Good personal hygiene is required at all times: 
 

 Clean uniform or clothing  
 No jewelry should be worn for work in the field that may pose a safety risk, including 

necklaces, bracelets, earrings, anklets, etc. 
 Loose fitting clothing must be gathered and tucked in and long sleeves should be rolled and 

folded above the elbow when using machinery or rotating equipment. 
 Because of frequent contact with customers, personal items such as pins, badges, emblems 

or buttons may not be worn on uniforms or work attire during business hours unless they 
are Company approved. 

Dress Code 
It is our intent that work attire should complement an environment that reflects an efficient, orderly and 
professionally operated organization. This policy is intended to define appropriate attire during normal 
business operations (including prospect, client and vendor meetings), in-office “casual business attire” 
and work attire in the field. 
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The Company recognizes casual business attire has positive effects to boost morale, improve quality, 
encourage more open communication and increased productivity, while creating a more comfortable 
work environment. Therefore, casual business attire is permitted while working in the office. The 
Company reserves the right to continue, extend, revise or revoke this policy at its discretion. 
 
The key to sustaining an appropriate casual business attire program is the use of common sense and 
good judgment and applying a dress practice that the Company deems conducive to our business 
environment.  
 
Requests for advice and assistance in administering or interpreting this guideline should be directed to 
your Immediate Supervisor. 
 
Appropriate Business Attire 
 
Business attire, including apparel with our company’s logo, is to be worn whenever possible for 
prospect, client and vendor meetings.  
         
Appropriate Casual Business Attire 
 
Casual business attire may be worn in the office.  All clothing must be neat and clean.  
 
Appropriate Attire Worn in the Field 
 
It is recognized that team members working in the field require attire appropriate to the nature of the 
job. Guidelines for attire include: 
 

● Denim Jeans (no holes, rips or tears) 
● Slacks 
● T-Shirts (no holes, rips, tears, offensive language or graphics) 
● Uniforms (including Synergy provided shirts, t-shirts, polo shirts etc.) 
● Sneakers or work boots 

 
Unacceptable Attire 
 
All team members are required to use common sense and good judgement in their clothing choices for 
what is “appropriate”. As a guideline, in general, the following would be considered unacceptable: 
 

● Sweatpants (unless needed for a work specific task) 
● Cutoffs  
● Spandex or Lycra such as biker shorts              
● Underwear as outerwear  
● Beachwear               
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The Leadership Team and your Supervisor is responsible for monitoring and enforcing this policy. The 
policy will be administered according to the following action steps: 
 

1. If questionable attire is worn in the office or field, the respective Supervisor will hold a personal, 
private discussion with you to advise and counsel you regarding the inappropriateness of the 
attire. 

2. If an obvious policy violation occurs, your Supervisor will hold a private discussion with you and 
may ask you to go home (off the clock) and change your attire immediately. 

3. Repeated policy violations will result in disciplinary action, up to and including termination. 

Work Space 
You are responsible for maintaining your workspace.  All workspaces should be kept clean, organized 
and tidy. Similarly, team members working in the Field are required to keep an orderly, organized job 
site.  

Office Equipment 
Certain equipment is assigned to team members depending on the needs of the job.  That equipment 
can include items such as a personal computer, laptops/tablets, printer and access to our central/shared 
computers and servers.  This equipment is the property of the Company and (with the exception of 
portable devices designed for work in the field/remote working) cannot be removed from the office 
without prior approval from your Supervisor. You are expected to treat this equipment with care and 
report any malfunctions immediately to the appropriate team members equipped to diagnose the 
problem and take corrective action. 

Office Access  
Members of the team who work regularly at the Office location will be given a building entrance fob and 
key to access the office. These must be returned immediately to your Supervisor or Office Manager 
should you resign or be terminated.  

Personnel Records 
It is important the Company maintain accurate personnel records at all times.  You are responsible for 
notifying your Immediate Supervisor of any change in name, home address, telephone number, marital 
status, number of dependents, immigration status or any other pertinent information.  By promptly 
notifying the Company of such changes, you avoid compromise of benefit eligibility, the return of W2 
forms or similar inconvenience.   

Performance Reviews 
We are committed to providing regular and balanced performance feedback to you in the form of 
Performance Reviews. We have a bi-annual performance review cycle. Reviews will be held every 
December and June.  All team members meet with their Immediate Supervisor(s) to discuss their 
performance over the preceding 6 months as well as set goals for the following 6 month period.  All 
team members are assessed on a rating scale of 1-5, as follows: 
 

● our Company’s Core Values 
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● Individual Primary Objectives (as outlined in your job description) 
 
The Company, at its discretion and in consideration of various factors including a performance review, 
may give compensation increases. The Company does not base compensation increases solely on time in 
position, cost of living or inflation and does not guarantee an annual increase in salary.  

Performance Improvement  
Performance Improvement is a process for dealing with job-related behavior that does not meet 
expected and communicated performance standards. The primary purpose is to help you understand a 
performance problem or opportunity for improvement exists and identify what improvement is needed 
in order to retain employment.   
 
The process of performance management is not intended as a punishment, but to assist you to 
overcome performance problems and satisfy job expectations. Although we want to give you every 
opportunity to improve your performance, there may be certain situations when it is deemed necessary 
to move directly to termination at any stage in the process.  These situations include, but are not limited 
to, performance standards not met, gross misconduct, corruption, negligence, theft or illegal activity. 
 
The following steps may be taken with regards to performance: 
 

● Regular one-to-one meetings allow you and your Supervisor to discuss your role, duties and 
any ongoing issues. These meetings are not considered performance improvement. 

● If there is a performance issue (or issues) causing concern for a Supervisor, they will discuss 
these issues with you to determine if there are any underlying issues impacting performance. 
There may be a number of actions coming out of these discussions including clarifying 
expectations, clarifying role/duties and additional training (or retraining as appropriate).  
This is considered a verbal warning and the discussion and any action steps agreed will be 
documented.  

● If performance still does not improve, you will meet with your Supervisor (another member 
of the Leadership Team may also be present) and you may be placed on a Performance 
Improvement Plan (PIP). Agreed action steps and timelines for improvement are 
documented within the PIP.   

● If performance does not improve, you may be terminated. 
● If performance improves within the agreed timelines of the PIP, your supervisor will discuss 

with you and the PIP will be considered complete. 
● If another performance issue(s) arises (the same or of a different nature), another PIP may 

be put into place or you may be terminated.  

Grievances 
A grievance is defined as any complaint, problem or concern you may have regarding your workplace, 
job or coworker relationships.  Grievances may arise for many reasons, such as workplace harassment, 
health and safety, Supervisor behavior or adverse changes in employment conditions. This list is not 
exhaustive.  
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We encourage you to try to resolve issues informally with your co-worker and/or bring the matter to the 
attention of your Supervisor if you are not comfortable discussing it directly with your co-worker. Your 
Supervisor will work with you to determine the course of action that may be taken and can provide 
further information about our formal grievance procedure and dispute resolution policy, if necessary. 

Employment Verification Letters 
The Company will provide employment verification letters for you when requested.  In these letters, we 
will provide details pertaining to current salary and job title if requested. We do not comment on 
character or skills in employment verification letters.  

Employment References  
The Company will provide employment references if you leave the organization when requested by you 
or your prospective employer.  Employment references provide information about job title, role, length 
of tenure and, if requested, reasons for leaving the company.  

Part 2 – Our Policies and Procedures 
 
The following section provides specific information regarding our Company policies and procedures.  
These are provided as a guideline to help you in the day to day performance of your role.  We may have 
to take disciplinary action against team members who repeatedly or intentionally fail to follow our 
policies or procedures. Disciplinary actions will vary depending on the violation. Possible consequences 
include, but are not limited to: 
 

● Demotion 
● Reprimand 
● Retraction of benefits for a definite or indefinite time 
● Suspension or termination 
 

We may take legal action in cases of corruption, theft, embezzlement or other unlawful behavior. 

Internet & Email Access 
Internet access is given principally for work-related activities or approved educational / training 
activities. Incidental and occasional personal use and study use is permitted. This privilege should not be 
abused and must not affect your performance of employment-related activities.  
 
Our email and Internet system is the property of the Company.  By accessing the Internet, Smartsheet, 
Basecamp, Google drive, electronic mail services and any other company-provided tools or applications 
through facilities provided, you acknowledge the Company by itself or through its Internet Service 
Provider may from time to time may monitor, log and gather statistics on your Internet activity and 
examine all individual connections and communications. 
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Responsibilities and Obligations 
You may not access, download or distribute material that is in breach of the law, or which others may 
find offensive or objectionable, such as material that is pornographic, bigoted or an incitement to 
violence.  
 
You must respect and comply with copyright laws and intellectual property rights of both the Company 
and other persons at all times. When using web-based sources, you must provide appropriate 
attribution and citation of information to the websites. Software must not be downloaded from the 
Internet without the prior approval of qualified persons within the Company.  

Social Media 
We recognize the internet provides unique opportunities to participate in interactive discussions and 
share information on tools such as Facebook, LinkedIn, Twitter, Pinterest, Tumblr, blogs, etc. However, 
your use of social media can pose risks to Synergy's confidential and proprietary information, reputation 
and brands, can expose the company to discrimination and harassment claims and can jeopardize our 
compliance with business rules and laws. To minimize these business and legal risks, to avoid loss of 
productivity and distraction from your job performance and to ensure our IT resources and 
communications systems are used appropriately as explained below, we expect you to adhere to the 
following guidelines. 
 
Apart from personal use of social media in accordance with this policy, we encourage you to participate 
responsibly in social media as a means of generating interest in our products and services and creating 
business opportunities and share our project successes. However, please be mindful of how you use 
social media: if your social media activity would violate any of our policies in another forum, it will also 
violate them in an online forum. For example, you are prohibited from using social media to:  
 

● Violate our IT resources and communications systems policies  
● Violate confidentiality and proprietary rights policies 
● Circumvent our ethics and standards of conduct policies 
● Engage in unlawful harassment  
● Circumvent policies prohibiting unlawful discrimination against current team members or 

applicants for employment 
● Violate our privacy policies (for example, never access private password-protected sites of 

co-workers or other stakeholders without permission) 
● Violate any other laws or ethical standards (for example, never use social media in a false or 

misleading way, such as by claiming to be someone other than yourself or by creating an 
artificial "buzz" around our business, products or stock) 

● you should never provide references or recommendations for stakeholders on social or 
professional networking sites, as such references or recommendations can be attributed to 
us and create legal liability for you and the Company (such as interference with prospective 
business contracts and allegations of wrongful termination) 



 

 

 
 

Page 19 of 48 

 

Cell Phones 
Excessive personal calls during the workday, regardless of the phone used, can interfere with 
productivity and be distracting to others. Please restrict personal calls during work time and use cell 
phones for personal calls only during scheduled breaks or lunch periods. We are not liable for the loss of 
personal cell phones brought into the workplace. 
 
To ensure the effectiveness of meetings, you are asked to leave all cell phones at your desk, whenever 
possible. On the unusual occasion of an emergency or anticipated emergency that requires immediate 
attention, the cell phone may be carried to the meeting on vibrate mode. 
 
Our Company prohibits the use of cell phones or similar devices while at any job site at which the 
operation of such device would be a distraction to the user and/or could create an unsafe work 
environment.  Please only use your cell phone if you out of harm’s way and not within earshot of a 
Client.  
 
Taking and storing inappropriate photographs/images is prohibited. Transmission of any Company 
information, logos, data, and/or photos of the premises or of any team members, contractors, 
subcontractors or visitors is strictly forbidden. 

Cell Phone Use When Driving 
We are aware team members may currently use their company or personal cell phones for business 
purposes while driving in their personal vehicle. As cell phone use while driving is dangerous, our 
company prohibits use of personal provided cellular phones without hands free devices for business 
purposes while driving. 
 
This prohibition of cell phone (or similar device) use while driving includes receiving or placing calls, text 
messaging, surfing the Internet, receiving or responding to email, checking for phone messages or any 
other purpose related to employment; or any other Company related activities not named here while 
driving.  
 
If you do not have a hands-free device, or wish to receive or send an email, text message or other form 
of communication, stop your vehicle in a safe location so you can safely use your cell phone or similar 
device.  

Company Credit Cards 
Certain team members may be given a company credit card to enable them to purchase goods and 
services on behalf of the company in the daily course of work.  Such credit cards are for the sole use for 
company expenses, and must not, at any time, be used for personal purchases or expenses. A receipt 
must be submitted to the Office Manager with the corresponding project or office use noted.  
 
You must report suspected theft or loss of your card immediately to your immediate Supervisor. If you 
resign or are terminated from your position, return the credit card to your Supervisor or COO 
immediately. 
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Tobacco Use 
In order to provide a safe and comfortable working environment for all, smoking is prohibited at all 
times inside any Company building or vehicle.  
 
Smoking is also strictly prohibited at all times inside a Client’s building or home or on Client property. 
Smoking should be done at a discreet location and cigarette butts should be promptly and safely 
discarded.  Under no circumstances should cigarette butts be left on the ground. 
 
Smoke-free tobacco and chewing tobacco are also prohibited inside a Client’s home. As with cigarettes, 
packaging and any waste receptacles are prohibited.  

Drug and Substance Free Workplace 
The Drug-Free Workplace Act of 1988 imposes certain obligations upon many employers to respond to 
substance abuse problems. The Company takes drug and alcohol abuse seriously, and we are committed 
to providing a substance-abuse free workplace. We have adopted a formal policy related to substance 
abuse, as outlined below. 
 
Purpose and Goal 
We are committed to protecting the safety, health and wellbeing of all team members and other 
individuals in our workplace. We have established a drug-free workplace program that balances our 
respect for individuals with the need to maintain an alcohol and drug-free environment. We encourage 
you to voluntarily seek help with drug and alcohol problems. 
 
Covered Workers 
Any individual who conducts business for the Company, is applying for a position or is conducting 
business on our property is covered by our drug-free workplace policy. Our policy includes all employees 
of our Company. 
 
Applicability 
Our drug-free workplace policy is intended to apply whenever anyone is representing or conducting 
business for the Company. Therefore, this policy applies during all working hours, whenever conducting 
business or representing Synergy, while on Company property, clients sites and/or at company-
sponsored events. 
 
Prohibited Behavior 
All team members are prohibited from engaging in the unlawful manufacture, possession, use, 
distribution or purchase of illicit drugs, alcohol or other intoxicants, as well as the misuse of prescription 
drugs on Company premises or at any time and any place during working hours. It is a violation of our 
drug-free workplace policy to use, possess, sell, trade, and/or offer for sale alcohol, illegal drugs or 
intoxicants.  
 
Notification of Convictions 
While we cannot control your behavior off the premises on your own time, we certainly encourage you 
to behave responsibly and appropriately at all times. However, any off-duty activity, including drug or 
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alcohol related activity, that leads to arrest or that causes embarrassment to the Company may be 
grounds for discipline and/or termination. You are required to report to your job in appropriate mental 
and physical condition, at all times.  
 
If you are charged or convicted of a drug or alcohol violation you must notify the Company in writing 
within five calendar days of the offense. We will take appropriate action within 30 days of notification. 
Government agencies will be notified when/if appropriate or legally required. 
 
Searches 
Entering Company or client property constitutes consent to searches and inspections. If you are 
suspected of violating the drug-free workplace policy, you may be asked to submit to a search or 
inspection at any time. Searches can be conducted of desks, workstations or on job sites. 
 
Consequences 
One of the goals of our drug-free workplace program is to encourage you to voluntarily seek help with 
alcohol and/or drug problems. If, however, you violate the policy, the consequences are serious. In the 
case of applicants, if you violate the drug-free workplace policy, the offer of employment can be 
withdrawn. The applicant may reapply after one year and must successfully pass a pre-employment drug 
test. 
 
Assistance 
We recognize alcohol/drug abuse and addiction are treatable illnesses. We also realize early 
intervention and support improve the success of rehabilitation. To support our team, our drug-free 
workplace policy: 
 

● Encourages you to seek help if you are concerned you or your family member(s) may have a 
drug and/or alcohol problem. 

● Encourages you to utilize the services of qualified professionals in the community to assess 
the seriousness of suspected drug or alcohol problems and identify appropriate sources of 
help. 

● Inform your Supervisor for assistance in seeking help to address substance abuse.  They can 
also help determine coverage available under the Company’s medical insurance plan.  When 
work performance is impaired, admission to or use of a treatment or other program does not 
preclude appropriate action by the Company. 

 
Treatment for alcoholism and/or other drug use disorders may be covered by your benefit plan. 
However, the ultimate financial responsibility for recommended treatment belongs to the you. 
 
Confidentiality 
All information received by the Company through the drug-free workplace program is confidential 
communication. Access to this information is limited to those who have a legitimate need to know in 
compliance with relevant laws and management policies. 
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Shared Responsibility 
A safe and productive drug-free workplace is achieved through cooperation and shared responsibility. 
You should not report to work or be subject to duty while your ability to perform your job 
responsibilities is impaired due to on- or off-duty use of alcohol or other drugs. 
 
In addition, you are encouraged to: 
 

● Be concerned about working in a safe environment. 
● Support fellow workers in seeking help. 
● Report dangerous behavior to your Supervisor. 

 
It is the Supervisor's responsibility to: 
 

● Observe your performance. 
● Investigate reports of dangerous practices. 
● Document negative changes and problems in performance. 
● Counsel you as to expected performance improvement. 
● Clearly state consequences of policy violations. 

 
Communication 
Communicating our drug-free workplace policy to both supervisors and team members is critical to our 
success. By signing the acknowledgement of receipt of this Handbook, you are acknowledging you are 
aware of your role in supporting our drug-free workplace program. 

Violence in the Workplace 
We want to provide all of our team with a safe workplace where mutual respect is a given. Our 
workplace violence policy aims to acquaint you with what we consider workplace violence and asks 
everyone to report early signs or threats.  
 
This policy applies equally to all team members, contractors, public visitors, clients and anyone else you 
come into contact with during work. 
 
“Workplace violence” refers to physical acts of violence or threats to harm a person or property. Abusive 
behaviors, whether verbal, psychological or physical, are also considered violence. More specifically: 
verbal abuse can be using unwelcome, embarrassing, offensive, threatening or degrading language. 
Psychological abuse is an act which provokes fear or diminishes a person’s dignity or self-esteem. Sexual 
abuse is any unwelcome verbal or physical assault. We can’t always predict violent acts, but we ask all 
team members to be vigilant and report any concerns or violent acts to the immediate supervisor as 
soon as possible. Examples of violent behavior include, but are not limited to, the following:  
 

● Intimidating or bullying others  
● Abusive language  
● Physical assault 
● Threatening behavior  
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● Concealing or using a weapon  
● Sexual or racial harassment 

 
If you witness or suspect violence, or are a victim of violence, report it immediately to your Supervisor.  
An investigation will be completed by the Leadership Team. We make every effort to do this quickly, 
discreetly and in a confidential manner.  
 
We aim to protect everyone from harassment and victimization and our Company does not tolerate 
violence. Any such behavior will trigger appropriate disciplinary action, up to and including termination, 
removal from boards or committees, as well as potential criminal charges. 

Weapons in the Workplace 
Ensuring a safe work environment and the prevention of workplace violence is of paramount 
importance to the Company. Weapons inside the workplace pose a potential threat to the safety and 
security of our team, and firearms of any type are strictly prohibited at all times inside company 
premises, or while you are engaged in the work or business of the company, whether on-site or off-site 
at a client home or other location. 
 
You are prohibited from carrying or bringing any weapon, as defined herein:  
 

● to the work site or any other location you may be required to be during the workday. This 
prohibition also applies to any team member who is licensed to carry a firearm or weapon  

● Weapon includes any firearm, whether loaded or unloaded, from which a shot may 
be discharged or other item including but not limited to pistol, revolver, shotgun, rifle, bb 
gun or any knife (not including box cutters or other carpentry-required tools) including 
switchblade knife, gravity knife, or any knife with a blade longer than 3 inches, or billy, 
blackjack, bludgeon, metal knuckles, bow and arrow, stunning device, etc.  

● You may seek approval from the COO for a waiver of this prohibition based on unique 
circumstances. Such request shall be made in writing and indicate the basis for the exception 

● If you are uncertain if an instrument or device is prohibited under this policy, request 
clarification from your Supervisor to ensure you are not in violation of this policy.  

Visitors in the Workplace 
This policy applies to all team members. “Workplace visitors” may refer to your friends and family 
(referred to as personal visitors), contractors/trade partners, external vendors, clients, prospective 
employees, consultants, stakeholders and the public. 

The following rules apply for all kinds of visitors: 

● Visitors should “check in” at reception where the Office Manager will meet and greet them.  
The Office Manager will show visitors to the conference room or meeting office as 
appropriate. 

● Visitors to the Office do not require visitor passes. 
● You must always tend to your visitors while they are inside our premises. 
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● You are responsible for accompanying any underage visitors at all times. 
● Visitors are not allowed on client sites, without express written permission from the 

immediate supervisor (this does not apply to contractors or other industry trade 
professionals who must be on client sites for work purposes) 

● Our internet usage, data protection and confidentiality policies temporarily cover our visitors 
while they are on company premises. They must not misuse our internet connection, 
disclose confidential information or take photographs of restricted areas. If they don’t 
comply, they may be asked to leave or other appropriate action. 

 
Visitors are allowed in the Office during working hours only. Written authorization for after-hour visitors 
must be obtained from your Immediate Supervisor. 

You may bring visitors to company events after obtaining authorization from your Supervisor, or, for 
example, to company celebrations that are open to family members.  You may never give your key to 
another person to access the office unattended. If an emergency situation arises out of office 
hours/over a holiday, e.g. a medical emergency that requires a family member or friend to collect 
personal belongings or a laptop, etc., please seek permission from your Immediate supervisor or COO to 
let them know what/who/why a non-employee is entering the office. 

As we have an open door to the building, it is not possible to stop other visitors entering the building. If 
you see something suspicious, report it immediately to your Supervisor or the Office Manager so 
Building Management can be informed. If an unauthorized visitor shows up at a client home/job site, 
please inform the Project Manager immediately. 

Solicitation 

In accordance with our non-solicitation policy, visitors must not try to proselytize, gather donations or 
request participation in activities while on our premises.  

This policy does not apply to fundraising requests from you and/or your families. We ask you to please 
check with your Supervisor if you would like to send out a solicitation request for items such as Girl 
Scouts, Boy Scouts, School Fundraisers, etc. 

Deliveries 

Anyone who delivers orders, mail or packages for you should remain at the building’s reception area (or 
kitchen area for water service).  The Office Manager will help distribute deliveries to the appropriate 
team members or make them aware when packages arrive.  

Safety and Accident Rules 
Safety is a joint venture at Synergy.  We provide a clean, hazard-free, healthy, safe working environment 
both in the office and on job-sites and make every effort to comply with all relevant federal, state and 
local occupational health and safety laws, including the Occupational Safety and Health Act (OSHA).   
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You have a duty to comply with the safety rules of the Company and are expected to take an active part 
in maintaining this hazard-free environment.  You should observe all posted safety rules as covered in 
the Employee Handbook, or posted at the job sites or other locations, adhere to all safety instructions 
provided by your supervisor and use safety equipment where required.  Your workplace should be kept 
neat, clean and orderly. You are required to report any accidents or injuries (including any breaches of 
safety) and to promptly report any unsafe equipment, working condition, process or procedure to a 
supervisor. They can advise you of the proper reporting requirements and documentation required. 
Please refer to the Company Safety Work Plan for more information.  

Medical Procedures 
If you become ill or get hurt while at work, notify your Supervisor immediately.  Failure to do so may 
result in a loss of benefits under the state workers’ compensation law.  We are concerned about the 
physical well-being of our team and encourage you to have periodic physical examinations. Check the 
Health Plan documents to determine coverage. The Company may also request a physician examine you 
whenever conditions make this necessary for your protection or that of the Company. The Company 
pays for physical examinations administered at our request. 

Non-disclosure and Confidentiality 

All new employees are asked to sign the Company Non-disclosure and Confidentiality agreement at the 
time of hire.  

Conflict of Interest 
Our company’s Conflict of Interest Policy refers to any situation where your personal interest might 
contradict the interest of the Company.  Conflicts of interest have implications on your judgement and 
commitment to the company, and by extension to the realization of its goals. This policy applies to all 
prospective or current team members of the Company, as well as independent contractors and persons 
acting on behalf of the Company. 

The relationship of the Company with you should be based on mutual trust. As the Company is 
committed to preserve the interests of people under its employment, it expects you to act towards the 
Company’s own fundamental interests. 

Conflict of interest may occur whenever your interest in a particular subject may lead to actions, 
activities or relationships that undermine the Company and may place it to disadvantage. 

A conflict of interest may take many different forms that include, but are not limited to, these examples: 

● use of your position with the Company to your personal advantage 
● engagement in activities that will bring direct or indirect profit to a competitor 
● owning shares of a competitor’s stock 
● use of your connections obtained through the Company for your own private purposes 
● use of Company equipment or means to support an external business 
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● acting in ways that may compromise the Company’s legality (e.g. taking bribes or bribing 
representatives of legal authorities) 
 

In many instances, the possibility that a conflict of interest may occur can be addressed and resolved 
before any actual damage is done. Therefore, when you understand or suspect a conflict of interest 
exists, bring the matter to the attention of your Supervisor or a member of the Leadership Team so 
corrective action may be taken.  This could be verbally (and will be documented) or in the form of an 
email. Supervisors must also be aware and address any potential conflicts of interests of their 
subordinates. 

The responsibility of resolving a conflict of interest starts from the Immediate Supervisor and may reach 
the Leadership Team. All conflicts of interest will be resolved as fairly as possible. The Leadership Team 
has the responsibility of the final decision when a solution cannot be found. 

In general, you are advised to refrain from letting personal and/or financial interests and external 
activities come into opposition with the Company’s fundamental interests. 

Outside Jobs 
An outside employment with another company can place a burden on the Company in the following 
ways: 

● you may be too tired to perform your job effectively because another job might require you 
to work long or late hours. 

● you may not be available to work the hours your schedule demands because another job 
also requires you to work the same hours. 

● you may be spending work time performing activities related to another job. 
● your job at the other place of employment may represent a conflict of interest. 
● if you are injured on another job, it would affect your ability to work here. 

Second jobs are permissible only if you can continue to perform your normal work requirements within 
the scheduled workweek. Work assignments and schedules will not be changed for you to perform 
duties not related to the Company. 

We have no objection to you holding another job as long as you can meet the performance standards 
for your job. The Company should be notified of your decision to work a second job. If work 
performance is affected, we may ask you to drop one job. 

You shall never be permitted to engage your time or talents with a firm that competes with Synergy 
Design & Construction. You are not permitted to reveal what you learn regarding techniques, policy, 
programs and so forth to any other individual or company whether a competitor or not. 

Except as otherwise agreed, employment by the Company shall be deemed to be "full time." We 
recognize the fact that you may be justified, under some circumstances, in accepting casual outside 
employment to be performed after working hours if no conflict with the Company’s interest is involved. 



 

 

 
 

Page 27 of 48 

 

If there is a question as to whether a potential conflict would arise (or exists), ask your Immediate 
Supervisor immediately.  

Job Abandonment  
Job abandonment occurs when you demonstrate you have no intention of returning to your job and 
haven’t notified the Company of your intention to quit. Generally, this is considered a voluntary 
termination.  

The Company recognizes there may, occasionally, be times when you are unable to contact your 
Supervisor or other management team member, such as in medical situations, incarceration or some 
other form of crisis. If it's a medical condition, the Company is still obligated to determine if the absence 
is covered under the Family and Medical Leave Act (FMLA), and whether any leave will be paid leave or 
unpaid FMLA leave. In addition, the Americans with Disabilities Act (ADA) may apply in specific cases. 
We will make every effort to investigate before making any determination to terminate employment. 

The Company considers 3 consecutive days of absence without notice as job abandonment. Weekends 
are not included (for example, if you do not show up for work on a Friday, this is considered Day 1.  If 
you do not show up on Monday and Tuesday, these are considered Days 2 and 3). Within this 3 day 
period, we will follow an investigation procedure: 

● The company will attempt to contact you through both call and email.  
● If you (or a representative) does not respond by the end of the 3rd consecutive day, the 

Company will send a job-abandonment letter by registered mail that requests you to contact 
the COO. The Company wants to give you every opportunity to remain a valuable part of the 
team, so if there are any circumstances such as a medical issue or family situation it is your 
responsibility to communicate those circumstances in a prompt manner. 

● If you do not respond, or there is no medical issue or extenuating circumstances explaining 
the absence, your employment will be terminated as of Day 1 of the absence. Any forms 
required and a final paycheck will then be issued.  

Communication with the Press/Media 
The objective of the Company’s Corporate Communications policy and procedure is to ensure the 
information contained in all communication is consistent, accurate, fair and timely. 

The CEO and COO should be contacted immediately if you are contacted by the Media.  You are asked 
not to communicate or comment on any subject relating to Company financials, operations, industry 
position or any other topic.  

Solicitation and Distribution  
Our Company solicitation policy outlines our restrictions for distributing materials and soliciting funds, 
donations and signatures in activities or groups. This policy applies to all team members as well as 
external visitors, partners and customers who may be on company premises during working hours. 
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“Workplace” refers to any area where you work (offices, meeting rooms, reception, client sites, etc.) 
This definition excludes cafeterias, common rooms, hallways or other places where you don’t usually 
carry out your job duties. “Working hours” are any time during which you are expected to carry out your 
job duties. This definition excludes meal or rest breaks. 

This policy does not refer to any kind of work-related matters. You can discuss and request assistance or 
participation in work-related projects. Discussions that fall under the purview of laws protecting 
unionizing are also excluded from this policy. 

Solicitation is any form of requesting money, support or participation for products, groups, organizations 
or causes which are unrelated to our Company. These include but are not limited to: 

● Seeking funds or donations for a non-profit organization 
● Asking for signatures for a petition 
● Selling merchandise or services 
● Requesting support for a political candidate 
● Engaging in religious proselytism 

 
Distribution refers to disseminating literature or material for commercial or political purposes. 

Non-Employees 

All of these forms of solicitation and distribution are strictly prohibited for non-employees on Company 
premises, unless previously authorized by the Leadership Team. 

Former employees are prohibited from soliciting customers or other employees for business purposes 
and to their benefit in and outside of Company premises. The Company may require you to sign a non-
solicitation agreement before you leave the company. 

Employees 

You may only solicit colleagues when you want to: 

● Ask colleagues to help organize events for another team member (e.g. adoption/birth of a 
child, promotion, retiring, etc.) 

● Seek support for a cause, charity or fundraising event sponsored, funded, organized or 
authorized by our Company. 

● Invite colleagues to activities for an authorized non-business purpose (e.g. recreation, 
volunteering.) 

● Ask colleagues to participate in employment-related activities or groups protected by law 
(e.g. trade unions.) 

● Many of our team members are happy to support friends and family of their colleagues. You 
may seek support for non-profit fundraising if approved by your supervisor or Leadership 
team (e.g. community events, cookie sales, Go-fund me pages, etc.). Please ask first before 
approaching other members of the Synergy Team. 
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In all cases, we ask you do not disturb or distract colleagues from their work. We also prohibit offensive 
solicitation or solicitation for personal profit: 

● Selling goods for personal profit. 
● Requesting support or funding for political campaigns. 
● Unauthorized posting of non-work related material on company bulletin boards. 
● Solicitation or distribution of non-business literature towards customers, partners and 

vendors. 
● Recruiting others to groups or initiatives that violate non-discrimination and equal 

opportunity policies. 
 

You have the legal right to refuse assistance or participation in any kind of activities or organizations. 
You should not be forced or harassed to support fundraising events, collections, purchasing of 
merchandise or other activities. 

This policy applies in the same manner to all individuals or groups. Our Company does not allow one 
group or person to engage in solicitation, while excluding others. You may refer any questions or doubts 
to your Immediate Supervisor. 

Insurance on Personal Items  
Our Company insurance does not cover your personal items (including cell phones or laptops not 
provided the company). If you own your tools (e.g. Carpentry tools), you should consider your own 
insurance as the Company’s insurance does not cover theft, loss or damage. 
 
The Company’s insurance policy includes coverage for Company-owned laptops while in transit, 
temporarily at home or at a premise you do not own, lease or occupy. Coverage is only extended to the 
United States of America, its territories or possessions, Puerto Rico or Canada. 

Part 3 – Equal Employment Opportunity 

Discrimination Is Prohibited 
The Company is an equal opportunity employer and makes all employment decisions without regard to 
race, color, religion, national origin, sex, pregnancy, childbirth or related medical conditions, age, marital 
status, sexual orientation, disability or national origin. This policy applies but is not limited to hiring, 
placement, promotion, termination, layoff, recall, transfer, leaves of absence, benefits, compensation 
and training.  We seek to comply with all applicable federal, state and local laws related to 
discrimination. 
 
The Company makes decisions concerning employment based strictly on an individual's qualifications 
and ability to perform the job under consideration, the comparative qualifications and abilities of other 
applicants or team members and the individual's past performance within the organization.  
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If you believe that an employment decision has been made that does not conform to our commitment 
to equal opportunity, you should promptly bring the matter to the attention of your Supervisor. Your 
complaint will be thoroughly investigated. There will be no retaliation against anyone who files a 
complaint in good faith, even if the result of the investigation produces insufficient evidence to support 
the complaint. 

Americans with Disabilities Act 
The Americans with Disabilities Act (ADA) prohibits discrimination against qualified individuals with 
disabilities in job application procedures, hiring, firing, advancement, compensation fringe benefits, job 
training and other terms, conditions and privileges of employment.  The ADA does not alter the 
Company’s right to hire the best-qualified applicant, but it does prohibit discrimination against a 
qualified applicant or team member because of their disability, or because of a perceived disability.  As a 
matter of Company policy, the Company prohibits discrimination of any kind against people with 
disabilities.    

Disabled Defined 
An applicant or team member is considered disabled if he or she (1) actually has a physical or mental 
impairment that substantially limits one or more major life activities, (2) has a record or history of such 
an impairment or (3) is regarded or perceived (correctly or incorrectly) as having such impairment. 
 
A qualified team member or applicant with a disability is an individual who satisfies the skill, experience, 
education and other job-related requirements of the position held or desired, and who, with or without 
reasonable accommodation, can perform the essential functions of that position. 

Reasonable Accommodation 
Qualified applicants or team members who are disabled should request reasonable accommodation 
from the Company in order to allow them to perform a particular job. If you are disabled and you wish 
such reasonable accommodation, contact a member of our Leadership Team. Upon receipt of your 
request we will meet with you to discuss your disability.  We may ask for information from your health 
care provider(s) regarding the nature of your disability and the nature of your limitations or take other 
steps necessary to help us determine viable options for reasonable accommodation.  We will then work 
with you to determine whether your disability can be reasonably accommodated, and if it cannot be 
accommodated, we will explore alternatives with you and endeavor to implement a mutually agreeable 
accommodation.  Reasonable accommodation may take many forms and it will vary from one person to 
another.  Accommodation that will impose undue hardship on the Company is not considered 
reasonable. 

Workplace Harassment 
The Company is committed to providing a work environment that provides all team members equality, 
respect and dignity. In keeping with this commitment, the Company has adopted a policy of “zero 
tolerance” with regard to harassment.  Harassment of any other person, including, without limitation, 
fellow team members, visitors, clients or customers, whether at work or outside of work, is grounds for 
immediate termination.  The Company will make every reasonable effort to ensure our entire team is 
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familiar with this policy and that all team members are aware every complaint received will be 
investigated and resolved appropriately. 

Sexual Harassment 
Sexual harassment is prohibited by federal, state and local laws, and applies equally to men and women. 
It is defined as any unwelcome sexual advance, request for sexual favor(s), or other verbal or physical 
conduct of a sexual nature when (1) submission to the conduct is made either explicitly or implicitly a 
term or condition of employment; (2) submission to or rejection of such conduct is used as the basis for 
employment decisions affecting the team member; or (3) such conduct has the purpose or effect of 
unreasonably interfering with work performance or creating an intimidating, hostile or offensive 
working environment.  
 
These behaviors may include, for example: subtle or overt pressure for sexual favors; inappropriate 
touching; lewd, sexually oriented comments or jokes; foul or obscene language; posting of suggestive or 
sexually explicit posters, calendars, photographs, graffiti, or cartoons; and repeated requests for dates. 
Company policy further prohibits harassment and discrimination based on sex stereotyping. Sex 
stereotyping occurs when one person perceives a man to be unduly feminine or a woman to be unduly 
masculine and harasses or discriminates against another person because they do not fit the stereotype 
of being male or female. The Company encourages reporting of all perceived incidents of sexual 
harassment, regardless of who the offender may be.  All team members are encouraged to raise any 
questions or concerns with their Immediate Supervisor, or a member of the Leadership Team if the 
concerns involves your Supervisor.  
 
If you believe you have been subjected to harassment or if you believe you have witnessed any form 
of harassment, you should immediately contact your Immediate Supervisor or Leadership Team 
member. 
 
Your complaint will be immediately and thoroughly investigated in a professional manner. There will be 
no retaliation against anyone who files a complaint in good faith or who assists in providing information 
relevant to a claim of harassment, even if the investigation produces insufficient evidence to support the 
complaint. If it is determined that inappropriate conduct has occurred, we will act promptly to eliminate 
the offending conduct, and we will take such action as is appropriate under the circumstances.  Such 
action may range from counseling to termination of employment. 
 
To protect the privacy of persons involved, confidentiality will be maintained throughout the 
investigatory process to the extent practicable and appropriate under the circumstances. Investigations 
may include interviews with the parties involved, and where necessary, individuals who may have 
observed the alleged conduct or who may have relevant knowledge. 

Supervisors’ Responsibilities  
All Supervisors are expected to ensure a work environment free from sexual and other harassment. 
They are responsible for the application and communication of this policy within their work area. 
Supervisor’s should:  
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● Encourage team members to report any violations of this policy. 
● Make sure a member of the Leadership Team is made aware of any inappropriate behavior 

in the workplace.  
● Create a work environment where sexual harassment is not permitted.  

 
All team members are expected to cooperate fully with any ongoing investigation regarding a sexual 
harassment incident.   

Procedures for Reporting and Investigating Sexual Harassment  
You should report incidents of inappropriate behavior or sexual harassment as soon as possible after its 
occurrence.  
 
If you believe you have been sexually harassed, regardless of whether the offensive act was committed 
by a Supervisor, co-worker, vendor, visitor or client, promptly notify your Immediate Supervisor. If your 
Immediate Supervisor is involved in the incident, report the incident to a member of the Leadership 
Team. Every claim of sexual harassment will be treated seriously, no matter how trivial it may appear to 
others. The Company will promptly and thoroughly investigate all complaints of sexual harassment or 
other inappropriate sexual conduct. 
 
There will be no retaliation for filing or pursuing a sexual harassment claim. To the extent possible, all 
complaints and related information will remain confidential except to those individuals who need the 
information to investigate, educate or take action in response to the complaint.  
 
If you believe you have been unjustly charged with sexual harassment, you can defend yourself verbally 
or in writing at any stage of the investigation.  
 
At the conclusion of a sexual harassment investigation the complainant and the “alleged harasser” shall 
be informed of the determination of the investigation. Where appropriate, the “harasser” and the 
“victim” may be offered counseling through an Employee Assistance Program or mediation. 

Penalties for Violation of Sexual Harassment Policy  
If our investigation leads to the determination that there is merit to the allegations of harassment, the 
necessary corrective discipline, up to and including termination, will be taken by the Company.  

Part 4 – Compensation 

Payroll Practices 
Team members are paid biweekly. When a payroll date falls on a holiday, you will (when possible) be 
paid on the last business day before the holiday.  Otherwise, you will be paid on the first business day 
following the scheduled payroll date.  

Salary Deductions and Withholding 
The Company will withhold the following from your paycheck:  
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 Taxes: Federal, state and local taxes, as required by law, as well as the required FICA (Social 
Security) and Medicare payments. 

 Insurance: If applicable, your contribution to health insurance or other insurance premiums 
for yourself and any eligible family members or to other contributory benefit programs. 

 Other Deductions: If applicable, other deductions which you authorize, including short-term 
disability insurance, Flexible Spending Account contributions and 401(k) contributions.  

Bonus & Referral Program  
The Company has a bonus and referral program in place. Please refer to the Bonus & Referral Program 
for more information. 

Part 5 – Benefits  

General 
This section describes the benefits offered through the Company and information on your eligibility for 
benefits. This section is provided for information only. The Company reserves the right to change 
Benefits at any time. 

SIMPLE IRA 
Our company offers a Savings Incentive Match Plan for your Individual Retirement Account, commonly 
known by the abbreviation "SIMPLE IRA", which is a type of tax-deferred employer-provided retirement 
plan that allows you to set aside money and invest it to grow for retirement. Specifically, it is a type of 
Individual Retirement Account (IRA) set up as an employer-provided plan. It is an employer sponsored 
plan, like better-known plans such as the 401(k) and 403(b) (Tax Sheltered Annuity plans), but offers 
simpler and less costly administration rules, as it is not subject to ERISA and its associated regulations. 
 
Our company provides a matching contribution up to 3% of compensation (not limited by the annual 
compensation limit). 
 
Example of a SIMPLE IRA:  
Mary works for ABC Construction Company, a small business with less than 50 employees. ABC 
Construction has decided to establish a SIMPLE IRA plan and will match employee contributions dollar-
for-dollar up to 3% of each employee’s compensation. Under this option, if an ABC Construction 
employee does not contribute to their SIMPLE IRA, then the employee does not receive any matching 
employer contribution. 
 
Mary has a yearly compensation of $50,000 and contributes 5% of her compensation ($2,500) to her 
SIMPLE IRA. ABC Construction’s matching contribution is $1,500 (3% of $50,000). Therefore, the total 
contribution to Mary’s SIMPLE IRA that year is $4,000 (her $2,500 contribution plus ABC Construction’s 
$1,500 contribution). The financial institution holding Mary’s SIMPLE IRA has several investment choices 
and she is free to choose which ones suit her best. 
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Health Care 
Our Company provides Medical Insurance (not dental) options for eligible team members. Options for 
enrollment are discussed with eligible new hires. 
 
The open enrollment period occurs every November. Existing team members who wish to enroll or 
change plans must do so during this period. New team members can enroll at any time throughout the 
year and are eligible for coverage 30 days following their start date with coverage effective on the first 
of the following month. After that period, you must wait until the next open enrollment period.  More 
information along with application forms and plan details are available from the COO. 

Workers’ Compensation Insurance  
To provide for payment of your medical expenses and for partial salary continuation in the event of 
work-related accident or illness, you are covered by Workers’ Compensation Insurance, provided by the 
Company and based on state regulations. The amount of benefits payable, as well as the duration of 
payments, depends upon the nature of your injury or illness. However, all medical expenses incurred in 
connection with an on-the-job injury or illness and partial salary payments are paid in accordance with 
applicable state law. If you are injured or become ill on the job, you must immediately report the injury 
or illness to your Supervisor. This ensures the Company can help you obtain appropriate medical 
treatment. Your failure to follow this procedure may result in a workers’ compensation report not being 
filed in accordance with the law, which may delay your benefits in connection with the injury or illness. 
Your claim may be denied if you are working outside your current role, for example: an office team 
member who is not insured under a Carpentry role is on-site and decides to lend a hand to hang a beam 
and are injured. Questions regarding Workers’ Compensation Insurance should be directed to your 
Supervisor. 

Mileage Reimbursement 
As an added benefit, the Company provides the appropriate reimbursement to you for expenses 
incurred in the use of personal vehicles on Company business. Reimbursement will be at the effective 
rate published annually by the Internal Revenue Service. 
 
Travel expenses between home and the workplace are not reimbursable. Mileage reimbursement is 
meant to cover only those miles incurred above and beyond your normal commute to the office. For 
example, if the normal commuting round trip is 20 miles, and you go on a trip that covers 75 miles, only 
the incremental 55 miles are reimbursable. The number of days should also be taken into account. If the 
75 miles in the above example were incurred over three business days, then the incremental 
reimbursable miles would be 15 (75 – (3 x 20). 
 
Crew travel time to their client job site is not reimbursable. However, additional business-related trips 
such as travel between job sites, to Home Depot etc. are reimbursable. Example: A Lead Carpenter’s 
daily commute to the Client site is 15 miles. During the work day, the Lead Carpenter is requested to 
assist at a second client site that is 10 miles away. If the Lead Carpenter returns to the first Client site, 20 
miles is reimbursable. If the Lead Carpenter travels home after the second site visit, only the first 10 
miles and any differential to the daily commute is reimbursable. 
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In cases where it is advantageous to leave directly from your home, reimbursement should be based upon 
total miles traveled for the company less normal daily mileage to and from the office. 

Reimbursement requests should indicate the points of travel and the miles eligible for reimbursement. 
Mileage reimbursement requests should be prepared in spreadsheet form and provided to the person 
responsible for payroll no less than once per month. Reimbursement requests for travel older than 30 
days may not be paid. 

Upon submission of a Mileage Reimbursement Form (available from the Office Manager or located on the 
Synergy Team Drive), you will be reimbursed at the applicable standard mileage rate as defined annually 
by the IRS. 

This reimbursement rate is intended to compensate you for all costs related to the operation of your 
personal vehicle on company business. The company assumes no liability for vehicles used for work-
related travel. Our company automobile insurance policy does not provide coverage for your vehicle. In 
the event of an accident while you are driving on company business, any coverage will be under your 
personal automobile insurance policy. You are responsible for obtaining appropriate coverage. 

Tuition Reimbursement 
This policy applies to all full-time team members (as defined previously in this Handbook) who have 
worked continuously for at least 12 months prior to the date of application.  
 
The Company will pay for or reimburse the cost of tuition for your successful enrollment in and 
completion of a trade specific class, seminar or other educational event relevant to furthering and 
enhancing your skills in the completion of your job responsibilities under the following conditions: 
 

● Pre-approval prior to enrollment is required.  
● Classes may not interfere with your job responsibilities/duties and must be arranged around 

work schedules.   
● If you resign or are terminated from the Company before completing a class, you will not be 

eligible for reimbursement benefits or the cost of such expense will be deducted from your 
final paycheck 

● If you resign or are terminated from the Company within 6 months after successfully 
completing a class, you will reimburse the Company 100% of expenses paid. 

● The completion of a course of study does not obligate the Company to reward such 
completion by promotion, transfer, reassignment and/or salary increase. 

Company Auto Policy  
The use of a Synergy company vehicle is a benefit given to team members based on vehicle availability, 
responsibility, job function and need. This benefit is a privilege, not a right, and can be revoked at any 
time. It is not possible to create a policy to cover every situation, and Synergy expects you to use good 
judgment with respect to the use of company vehicles. 

The Company has defined the traits needed to demonstrate responsibility in earning (and retaining) the 
benefit of using a company truck or vehicle as: 
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● Dependability: you must be on time to work (within 5 minutes of start time) and must not be 
late to work more than twice per month 

● Organized: you must keep the job site(s) you have responsibility for organized as defined in 
the job site rules 

● Cleanliness: you must keep company vehicle clean (interior and exterior) and organized 
 

If you are assigned a company vehicle, the signed copy of this Handbook Acknowledgement is agreement 
to this policy. Failure to adhere to this policy may result in loss of driving privileges and/or other 
disciplinary action.  

Driving Records 

Synergy encourages all team members to drive safely on company time as well as personal time. We 
require all team members who drive for the company to: 

 
● Use seat belts 
● Avoid distracted driving 
● Abide by all traffic laws 
● Heed all traffic signs and signals 
● Maintain good driving records 

 
Your driving is a direct reflection on you and the Company. Our insurance company may not allow you to 
drive a company vehicle (or drive your own vehicle while on company business) if you have a poor driving 
record. Our insurance rates are impacted by your driving record. 

The Company considers an acceptable driving record to be no more than two (2) violations within the last 
3 years. We do not differentiate between violations occurring during working and nonworking hours, or 
whether the violation occurred before your employment with the company. You are responsible for any 
fines or other penalties assessed against you.  

Drivers of Company vehicles must report all arrests and traffic convictions to the company. Repeated 
traffic convictions or failure to report traffic accidents or convictions may result in revoking of company 
vehicle use and/or disciplinary action. 

The Company may request to check driving records at any time. Any driver with three (3) or more 
violations within the last 3 years will be subject to disciplinary actions. Receiving a Driving While 
Intoxicated (DWI) or Driving Under the Influence (DUI) violation may lead to immediate dismissal. We 
expect all team members to drive responsibly and to follow basic rules of defensive and non-distracted 
driving for the protection of yourselves, other motorists and the Company when it affects your ability to 
travel to/from work.  

Seat Belts 

It is state law and company policy that seat belts must be worn at all times. No exceptions. 

Cell Phones/Texting 

See Part 2 - Our Policies and Procedures, “Cell Phone Use When Driving” 
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Smoking 

Smoking is not permitted in company vehicles at any time.  

Security 

Unattended vehicles must be locked (doors, sunroof, truck bed if applicable) at all times to prevent theft 
of company and/or personal property. You are expected to take reasonable precautionary measures to 
avoid theft. Company property such as work laptops, tablets or other devices must be stored out of sight 
if left in the company vehicle. In the event that your vehicle is vandalized during working hours, you will 
be reimbursed for the cost of your equipment provided that: 

 
● Your vehicle was locked 
● The theft was reported immediately to your Supervisor 

 
Theft of personal equipment and other personal items left in a vehicle after working hours is your 
responsibility on your homeowner’s insurance company. 

If you leave the vehicle at the Synergy Office overnight, it may be parked in the rear lot and locked. 
Company devices should be removed from the company vehicle and left with the Office Manager. 

Personal Use 

The purpose of our vehicles is to provide service to our clients and to advertise those services to potential 
clients. Personal use of your company vehicle is strictly prohibited without prior authorization from your 
Supervisor. You will be charged for any miles driven for non-business-related purposes. In general, non-
employee passengers should not be allowed to ride in the vehicle. However, Synergy recognizes there 
may be an occasional need for use, such as dropping a family member off to/from school, to a medical 
appointment en route to work or in emergency situations. Such circumstances are permitted so long as 
they are within reason and usage is not abused.  

Please be aware that when you are driving a company vehicle, you are representing the company. It is a 
job requirement your conduct be courteous and professional at all times and should not conflict with the 
ethical standards of the Company. 

Maintenance 

Maintain the company vehicle as if it were your own personal auto. These guidelines apply to those team 
members who drive company-owned vehicles: 

 

● It is the responsibility of the driver to ensure the vehicle is equipped with proof of insurance, 
current registration, state inspection, toll tag (EZ-Pass), and (if applicable) gas card. These 
items are issued to the vehicle, not the driver, and must not be removed under any 
circumstances. 

● Gas cards (if applicable) should be placed in the visor holder of the vehicle. Toll E-Passes are 
placed in the windshield. If the gas card or toll tag is not in the vehicle, the last driver 
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assigned to that vehicle will be charged a replacement fee, as permitted under applicable 
law. Therefore, it is in your best interest to always check that these items are in their place. 

● If you are going on vacation or will be off work for any length of time, it is your responsibility 
to make arrangements to park your vehicle at the workplace. It is likely that we will use this 
time to service your vehicle. Company devices should be removed from the vehicle and left 
with the Office Manager. 

● To avoid unexpected downtime and more costly repairs, we require you to check all fluids 
(oil, water, transmission and brake fluid, etc.), belts, and tires at least once per quarter. 

● Inspection reports are sent to all drivers on a quarterly basis. You are required to complete 
the report, indicating specific areas on your vehicle that need attention. We make every 
effort to have your vehicle repaired on a timely basis. However, circumstances beyond our 
control may prevent this. We apologize for any inconvenience this may cause. The Inspection 
Report will be sent to you by the Office Manager. A copy is available from the Office 
Manager.  

● We encourage you to keep clean the outside, inside and back of your vehicle. All tools and 
other materials must be properly strapped down and organized. Trucks are inspected 
regularly for cleanliness. 
 

Gasoline Purchases 

Gas cards or Company credit cards are provided as a convenience to all drivers of company vehicles. 
Gasoline is to be purchased and used in company vehicles only. Anyone violating this policy will be subject 
to disciplinary action. 

The monthly statement from the gas or credit card company is audited by the Office Manager. If 
discrepancies are found, you will be expected to provide verification of use and purchase.  

Truck Stock and Parts Manuals 

It is against the policy of the Company for you to use, sell, discard or damage any company owned items 
within vehicle or parts manuals etc. without written prior authorization from the Office Manager or COO. 
Parts and/or manuals damaged or worn out from use will be replaced by the company free of charge, 
provided there is no evidence of abuse or carelessness. 

All special-order parts not installed must be returned to the Office Manager in a timely manner. Please 
keep all parts in their original packaging since this is a vendor requirement for any returns. 

We require you to become knowledgeable about your vehicle stock and to maintain the parts in their 
proper location to prevent damage and to facilitate taking physical inventories. We reserve the right to 
take a physical inventory at any time without prior notification and to charge you for any discrepancies in 
the stock inventory. 

Resignation & Termination 

Upon resignation or termination, the company vehicle, all keys/key fobs, fuel cards/credit cards, 
manuals and parts must be returned to the COO.  
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Reporting Vehicle Accidents and Injuries 

All work-related accidents and injuries, no matter how minor, should be reported to your Supervisor 
immediately. This is for your protection in case medical attention is necessary or in the event of some 
future complication caused by the accident. 

It is the policy of the Company to require you submit to a drug and alcohol test after an on-the-job accident 
or injury, particularly when a vehicle is involved. The Company will pay for the tests and the results will 
be kept strictly confidential. 

Please refer to Workers Compensation Insurance section above for information.  

If you are involved in a vehicle accident, we require that you: 

 
● Take immediate action to prevent further damage or injury at the scene of the accident. Pull 

over onto shoulder or side of road. Actuate four-way flashers and place warning signs (if 
available) promptly and properly 

● Call the police. If someone is injured, request medical assistance 
● The vehicle should not be left unattended except in extreme emergencies 
● Exchange “Traffic Accident Exchange Information” forms with other driver(s). The Synergy 

driver should give identifying information to the other party involved, but make no comment 
about responsibility 

● Obtain all information relating to the accident in a professional manner, including the names 
and addresses of any witnesses. If there are no witnesses, the name and address of the first 
person to arrive on the scene should be obtained 

● Do not negotiate the settlement of any claim, promise payment for any injury or damage, or 
admit liability 
 

You must complete a written vehicle accident report for all accidents and injuries as soon as possible. 
Forms are available from the Office Manager. Completed accident reports provide necessary information 
to the Office Manager and COO to allow the processing of claims with our or other motorists’ insurance 
companies. Any damage to your vehicle, no matter how slight, must be noted on the accident report. 
Failure to complete an accident report may make the cost of all damage your responsibility. 

Mileage Reimbursement  

Please refer to Mileage Reimbursement section. 

Personal Auto Policy  
Team members may be required to use their personal vehicle for business purposes. As with Company 
vehicle use, you are expected to: 
 

● Use seat belts in accordance with state law 
● Avoid distracted driving 
● Abide by all traffic laws 
● Heed all traffic signs and signals 
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● Maintain good driving records 
 

Please also refer to the Notification of Convictions and Mileage Reimbursement sections. 

Part 6 – Vacation, Holidays and Other Leave 

Vacation 
Vacations are established on a calendar-year basis.  Because the Company believes it is in the best 
interest of both the Company and our team members that you take vacation time each year, the 
Company does not grant pay in lieu of time off.  
 
Vacation time accrues at an hourly rate per pay period up to a total of ten (10) days of vacation time 
annually.  Vacation days increase to fifteen (15) days after five years of continuous employment with the 
Company and 20 days after 10 years of continuous employment. 
 
Vacation time may be taken in increments of one full day, but in all cases must be pre-scheduled and 
preapproved.  
 
Vacation pay is at your regular rate of pay, excluding overtime or holiday premiums. If your regular rate 
of pay varies from week to week, your vacation pay will equal the average weekly hours or scheduled 
hours in the previous calendar quarter not to exceed 40 hours. 
 
The Company does not provide paid vacation time for part-time employees. 
 
If you leave the Company, vacation will be calculated on a pro-rata basis for the time worked.  If you 
leave the Company but have taken more vacation time than you accrued, you will be obligated to pay 
back to the Company any vacation time taken but not earned.  The deduction will be made from your 
last paycheck. 

Procedure & Approval 
Requests for vacation time should be submitted to your Supervisor in writing (preferably via email) as 
soon as you know when you wish to schedule your vacation, but in no event less than two weeks prior 
to the time requested.  Your Immediate Supervisor has the right to approve or deny vacation requests.   
 
The Company will attempt to grant all team members vacation at the time they desire to take it. 
However, the Company must maintain adequate staffing at all times and there may be company-wide or 
department-specific “blackout dates,” as necessary. Therefore, vacations must be scheduled in advance 
and with prior written approval. 
 
In general, blackout dates pertain to the last week of any given project. Production schedules are 
developed well in advance of each project’s start and should be reviewed before scheduling your 
vacation. The last week of each project often requires our entire team to participate (punch out, clean-
up, turnover, client celebration, etc.), and therefore, vacation time may not be granted during this time. 
 



 

 

 
 

Page 41 of 48 

 

Vacation requests are granted on a first-come, first-served basis. Where conflicts develop, they will be 
resolved as fairly as possible.  

Vacation Roll Over 

The Company allows a maximum roll over of 5 days (40 hours) from one year to the next. The Company 
does not pay for unused vacation time over above this roll over amount. 

Leaving the Company 

If you resign or are terminated from the Company, you will be paid for any unused but accrued vacation 
time.  This applies to vacation time only, not personal/sick days, holidays or any other types of leave.  If, 
however, you have used personal time or vacation time in excess of the time actually accrued, this 
overpayment will be deducted from your final paycheck(s).   

Holiday Pay 
All team members are entitled to the following paid holidays: 
 

● New Year’s Eve 
● New Year's Day 
● Memorial Day  
● Independence Day 
● Labor Day 
● Thanksgiving Day 
● Friday following Thanksgiving Day 
● Christmas Eve 
● Christmas Day 

 
If a holiday falls on a Saturday, it will be observed on the preceding Friday. If the holiday falls on a 
Sunday, it will be observed on the following Monday. 
 
All full-time employees will receive holiday pay of eight hours at their regular rate, provided the 
following conditions are satisfied: 
 

1. Work a full shift on the last scheduled work shift prior to the paid holiday (except during 
an approved vacation). 

2. Work a full shift on the first scheduled work shift following the holiday (except during an 
approved vacation). 

3. Should you be unable to work either of these two days because of illness, proof of 
illness will be required in order to qualify for the paid holiday. 

 
Holiday pay will not be paid if: 
 

1. You have been on payroll for less than 90 days. 
2. You are on lay-off status. 
3. You are a temporary or seasonal employee. 
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4. You are on a leave of absence when the holiday occurs. 
 
If you request to work during a paid holiday (for example, a critical path item needs to be completed on 
a Client project), you will receive holiday pay plus regular pay only if this has been pre-approved by the 
COO. 
 
If a holiday occurs during your vacation, you will be paid for the holiday and not charged a vacation day. 
 
Holidays are not considered a day worked for purposes of calculating overtime unless work is actually 
performed. 
 
If you are hospitalized while on vacation, the time from the date of your hospitalization until your doctor 
releases you may, at your option, be charged against short-term disability benefits (if applicable), rather 
than your vacation time. If this happens, you must notify the Company. If you become ill while on 
vacation, but not hospitalized, your absence is charged against vacation time. 

Personal/Sick Days 
Full-time employees of the Company are entitled to (3) Personal/Sick Days per calendar year. 
 
In addition to illness, Personal Days may also be granted for medical, dental, optical examinations or 
when a member of your household requires your personal care and attention due to illness. 
 
Personal Day pay will be based on your base rate. Saturdays, Sundays, daily overtime hours, paid 
holidays and paid vacation time are excluded as time for which payment will be made under this policy. 
 
While the company pays you for authorized Personal Days, we expect you to be honest with us in taking 
days off only when you are actually ill.  Any abuse of this benefit will be taken into account in 
evaluations of your performance.  The Company reserves the right to require a statement from your 
doctor. 
 
When termination of employment occurs, no payment for Personal Days will be made. 

Notification Procedures 
When you are absent from work (if your absence has not been previously scheduled), you must 
personally notify your Immediate Supervisor as soon as you are aware you will be late or unable to 
report to work.  Leaving a voicemail, or a message with another staff member, does not qualify as 
notifying your Supervisor – you must personally speak or email with him or her. 

Religious Observance 
Federal and state equal opportunity laws generally require employers to accommodate the religious 
beliefs of employees, but do not require them to provide paid leave. The Company recognizes there may 
be religious holidays (other than those already designated as holidays) you would like to observe. It may 
be possible to arrange these holidays as scheduled days off, personal time off or authorized absences. 
Requests for time off to observe religious holidays must be pre-scheduled and pre-approved. 
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Personal Leave of Absence 
A personal leave of absence without pay may be granted at the discretion of the Company.  A personal 
leave of absence is defined as an absence of two weeks or longer.  It is not our general policy to grant 
personal leaves of absence and such leaves will be granted only under unusual circumstances.  A 
personal leave of absence is not available instead of medical leave. 
 
Granting of such a leave depends on the review of the merits of each case, including the effect your 
absence will have on the workload of the others.  You must have one year of continuous employment 
before such a leave will be considered.  Applications for leaves of absence may be granted or rejected as 
dictated by the judgment of the Leadership Team. 
 
Health insurance may be continued if you pay the full premium at the group rate.  Although you do not 
accrue benefits while on leave, those benefits accrued up to the time you started the leave will be 
retained. 
 
Your exact position or work area may not be guaranteed upon return from a personal leave of absence; 
however, all efforts will be made to place you in the first available similar job with similar pay.  Your date 
of initial employment will be adjusted to reflect the time spent on personal leave. 
 
It is your responsibility to return to work on the date the leave of absence expires.  Should you fail to 
return and fail to notify the Company of a request for an extension, we will assume you do not intend to 
rejoin the Company and will consider you resigned from employment.  A request for extension of a leave 
of absence must be in writing and must be received at least five working days prior to the expiration of a 
leave. 
 
When absence is due to illness, the Company reserves the right to require appropriate medical 
documentation.  Excessive absenteeism or tardiness can result in discipline, up to and including 
termination. (Also see the section on Family & Medical Leave for extended leave situations.) 
 
If you are absent because of an accident or longer than seven (7) days due to illness, compensation is 
paid under the benefits of the Company’s Short-Term Disability Plan (if applicable), provided you are 
eligible for and participate in that Plan. 

Bereavement Leave 
The purpose of bereavement leave is to provide you with time to attend the funeral of a member of 
your family and to handle personal affairs without disrupting your income.  Only permanent full-time 
employees are eligible for bereavement leave benefits. 
 
You may be granted up to a three-day leave (three working days) with pay in the event of the death of 
an immediate family member. You will be compensated for your scheduled work hours from which you 
are absent due to the bereavement leave, not exceeding eight hours each day, at your regular basic 
hourly rate. 
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The term immediate family member is defined as: brother, sister, child, husband, wife, father, father-in-
law, mother, mother-in-law, stepbrother, stepsister, stepchild, stepfather, stepmother, grandparent. 
  
The following points will be considered in determining whether you will receive pay for bereavement 
leave: 
 

● You have been continuously employed for 90 days prior to the death of someone in your 
immediate family 

● Bereavement leave will be granted from work for three days, including the day of the 
funeral, but limited to one day following the day of a funeral 

● Bereavement leave will be paid only for scheduled work time lost and will not be counted in 
computing overtime 

● No leave will be paid unless you give reasonable prior notice of intended absence from 
scheduled work and the time and date you intend to return to work. 

● No bereavement leave will be paid if you do not attend the funeral 
 
If you are not eligible for bereavement leave with pay, you may be given time off without pay in the case 
of a death in the family.  Time off without pay may be arranged to attend the funeral of a close friend.  
Each day off will be counted as an absence without pay. 
 
When you are granted bereavement leave benefits, it is for the purpose of attending the funeral of the 
relative for whom such leave was requested.  We reserve the right to ask you to supply the name and 
relationship of the deceased and the name of the funeral home that handled the arrangements. 

Military Service Leave 
The Company will grant a request for military leave of absence for 12 days per year to be used for 
military training, reserve duty, drills, maneuvers, etc.  In addition, if you should be called to active duty, 
you may take active duty leave for up to 52 weeks.  Military leave is only granted to the Company's 
permanent employees.  
 
Your employment rights will be preserved while you are on military leave.  Pay increases, vacations, and 
other benefits that would have accrued had you not been on military leave of absence will be given to 
you upon returning to the Company after the military leave is over.  
 
Unless circumstances at the Company change so drastically while you are on annual or active duty 
military leave that reinstatement is impossible or impractical when you return to the Company after 
military leave, you will either be reinstated to the position you held before taking military leave or be 
given a similar position with the same seniority, status and pay, if in either case the following conditions 
are met:  
 

1. Proof of honorable discharge from duty 
2. Proof of ability to resume the position 
3. Notice of intention to return is given 
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If you are unable to return to the same position after annual or active duty military leave, the Company 
will arrange for another position at the same seniority, status and pay. Notice of intention to return to 
work must reach the Company within seven days of your discharge from military duty. 
 
Annual military leave of absence is in addition to any annual vacation leave you are entitled to.  The 
Company will not make deductions from annual vacation leave for time spent on annual military leave. 

Family and Medical Leave (FMLA) 
The federal Family Medical Leave Act (FMLA) allows you to take up to 12 weeks per year for a serious 
health condition of you or a family member or for childbirth or adoption.  If you assume the role of 
caring for a child, you receive parental rights to family leave, regardless of the legal or biological 
relationship.  Either day-to-day care or financial support may establish a parental relationship when you 
intend to assume the responsibilities of a parent with regards to a child.  If you wish to use FMLA leave, 
you must give your supervisor 30-day advance notice of the need to take FMLA when the need is 
foreseeable and such notice is practicable. If the leave is foreseeable less than 30 days in advance, you 
must provide notice as soon as practicable - generally, either the same or next business day.  When the 
need for leave is not foreseeable, you must provide notice to the employer as soon as practical under 
the facts and circumstances of the particular case. Absent unusual circumstances, you must comply with 
Synergy’s usual and customary notice and procedural requirements for requesting leave. Your 
supervisor will guide you in completing appropriate forms for the leave.  Any paid leave you take is 
counted as part of your FMLA leave. 
 
You must provide sufficient information for the Company to determine whether FMLA may apply to the 
leave request. Depending on the situation, such information may include that you are incapacitated due 
to pregnancy, have been hospitalized overnight, are unable to perform the functions of the job and/or 
your qualifying family member is under the continuing care of a health provider. 
 
When you seek leave for a FMLA-qualifying reason for the first time, you need not expressly assert FMLA 
rights or even mention the FMLA. When you seek leave, however, due to a FMLA-qualifying reason for 
which Synergy has previously provided you FMLA-protected leave, you must specifically reference either 
the qualifying reason for the leave or the need for FMLA leave. 
 
Absent extenuating circumstances, Synergy will notify you within five (5) business days of learning the 
leave is being requested for a FMLA-qualifying reason of the approval of the request. 

Pregnancy/Maternity Leave 
To be eligible for a pregnancy leave of absence, you must be a non-temporary, full-time female 
employee. The maximum length of pregnancy leave allowed is 12 weeks.  If you need a longer leave due 
to medical complications, you should notify the Company as soon as possible.  The additional leave will 
be treated the same as any other medical or disability leave. 
 
A request for pregnancy leave is required at least 30-days in advance of the need to take FMLA when 
the need is foreseeable and such notice is practicable. If the leave is foreseeable less than 30 days in 
advance, you must provide notice as soon as practicable - generally, either the same or next business 
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day.  You must submit a written doctor's statement, indicating the anticipated delivery date.  You should 
inform the Company of the expected duration of the pregnancy leave so the Company may plan around 
the absence efficiently until your return.  
 
The Company provides for paid pregnancy leave for the period of one (1) week.   You may use any 
accumulated paid personal/sick days and/or paid vacation days to extend your pregnancy leave beyond 
the paid leave period.  You will be paid for those designated days. 
 
At your option, you may continue to work up to the delivery date, depending upon your medical 
circumstances and the nature of your job.  In the event you are physically incapable of performing 
regular job duties at any time during your pregnancy, you may request that you be placed on pregnancy 
leave.  An advance notice of a minimum of one (1) week should be given, accompanied by a statement 
from your physician attesting to your incapacitation. 
 
Synergy will consider requests for flexible and/or temporary part-time working arrangements to 
accommodate you during your requested leave duration or up to the time when 12 weeks of FMLA 
leave ends on a case-by-case basis. This is at the discretion of the Company, taking into consideration 
job function and responsibilities. A written request should be submitted to the Company by you 
requesting any change to previously agreed FMLA for consideration. 
 
While you are away from work on an approved pregnancy leave of absence, you continue to participate 
in the Company's benefit programs. The Company will endeavor to return you to the same or equal job 
you had before taking pregnancy leave.  Although the Company does not guarantee a return to the 
identical job, you will suffer no loss in seniority. 
 
The Company requests confirmation of your intent to return to work at least 2 weeks prior to your 
scheduled return to work date, whenever possible. This notification can be in the form of an email or 
phone call to your Supervisor or other Leadership Team member. If the Company has not heard from 
you within this notification period, your Supervisor or other Leadership Team member may contact you 
to confirm your intentions.   

Military Caregiver Leave 
FMLA allows any team member who is the spouse, son, daughter, parent or next of kin of a member of 
the Armed Forces or certain veterans with a serious illness or injury up to 26 weeks of unpaid leave 
within a twelve-month period to care for the injured or ill service member.  You may not, however, take 
more than 26 weeks of FMLA leave of all kinds in a single 12-month period.  (For example, if you take 6 
weeks of FMLA leave for your own illness or that of a family member, you may take no more than 20 
weeks to care for an ill or injured service member.)  Generally, you must give the Company at least 30 
days notice before the commencement of any military caregiver leave. 

Qualifying (Military) Exigency Leave 
FMLA now provides for up to 12 weeks of unpaid leave within a 12-month period when your spouse, 
son, daughter or parent is on active duty in the regular Armed Forces, National Guard or Reserves or has 
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been notified of a pending call to active duty.  This leave may be used to take care of such things as 
childcare or financial and legal arrangements necessitated by the deployment of the family member. 

Civic Duty Leave 
 
Jury Duty 
The Company encourages you to fulfill your civic duties. To that end, you will be allowed leave to serve 
on a jury, if summoned. We request you bring in a copy of your summons notice as soon as you receive 
it, so that we may keep it on file. If you are called during a particularly busy period, we may ask you to 
request a postponement. The Company will provide additional documentation in this regard, if 
necessary, to obtain such postponement. 
 
Jury duty can last from several days to several months or more. During this time, you will be considered 
on a leave of absence and will be entitled to continue to participate in insurance and other benefits as if 
you were working. While serving on jury duty, you are expected to call in to your Supervisor periodically 
to keep them apprised of your status.  
 
The Company will compensate full-time employees for the difference between jury duty compensation 
and your current daily pay for the first five days you serve as a juror (or in accordance with applicable 
law, if different). If additional time is required, it will be granted, but without pay.  
 
Appearance as a Witness 
Any team member called to appear as a witness will be permitted time off to appear, but without pay. 
You will be permitted to use accrued vacation time when appearing as witnesses. 
 
Voting 
The Company encourages all team members to vote. Most polling facilities for elections for public office 
are scheduled to accommodate working voters. The Company, therefore, requests that you schedule 
your voting for before or after their work shift, if possible. If you expect a conflict, however, should 
notify your Supervisor, in advance, so that schedules can be adjusted if necessary. 

Part 7 – Miscellaneous 

Leaving the Company 
If you wish to resign your employment with the Company, you are requested to notify your Supervisor 
of your anticipated departure date at least 10 business days in advance. This notice should be in the 
form of an email or letter.  Please refer to Vacation, Holidays and Other Leave section for information 
on accrued but unused vacation time.   
 
The Company asks all team members to participate in an exit interview with their Immediate Supervisor 
or a member of the Leadership Team prior to leaving the Company.  This provides an opportunity to 
better understand the reasons why you are leaving the Company to help us continuously improve the 
experience for others. As part of the exit process, you must return keys and other property and tie up 
any loose ends.   
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If you leave the Company in good standing, you may be considered for reemployment at a later date.  
However, in the case of rehiring, you may be considered a new employee with respect to vacation time, 
benefits and seniority. 


