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This employee handbook was prepared for your information. It introduces some of the key policies and practices of Documents, Inc. Please read it, as well as all accompanying documentation, completely and carefully. Once you have reviewed this material, you will be asked to sign a statement verifying your understanding and acceptance of it.
( Documents, Inc.
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Phone 123.456.7890 • Fax 123.456.7899
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Welcome to Documents, Inc.

Everyone at Documents, Inc. welcomes you to the fast-paced, high-energy field of content development. As the world’s leader in custom content development, we take great pride in our achievements and trust that you will, too. This handbook XE "handbook"  will help you get started with our great and growing company.

S

tarting a new job—and, more important, a new career—can be exhilarating and exhausting. Everyone at Documents, Inc. understands the feeling; after all, we were all “new hires” at one time or another. That’s why we have put together this Employee Handbook. It will give you some valuable insight into the company and explain some of the basic policies XE "policies"  we all must follow.

This handbook XE "handbook"  is actually the first volume in a three-volume set. Volume 2, Benefits XE "Employee Handbook Volume 2, Benefits" \t "See handbook" , explains all the wonderful benefits we offer our employees, including vacation, insurance, education, purchase programs, and more. Volume 3, Policies XE "Employee Handbook Volume 3, Policies" \t "See handbook" , provides an in-depth look at all the polices that Documents’ employees must follow;  including legal and ethical guidelines, international relations, detailed workflow, and much more. This handbook offers an overview of benefits and policies, starting on page 

As you get situated in your new role, questions will arise. Feel free to talk to your manager at any time, about any issue or concern you have. He or she may refer you to one of our Human Resources Department’s representatives; of course, you can call us whenever you like.

Tom Hillman, Director of HR and Facilities
ext. 1165

Mira Gonzalez, Benefits Coordinator
ext. 1167

Liz Pomeroy, HR Representative
ext. 1168

Rondall Washington, HR Representative
ext. 1169

During your first few days of employment, you can expect to attend several important meetings XE "meetings:employment and orientation" . An HR Representative will work with you to schedule these meetings XE "meetings:employment and orientation" . Remember: you must attend these conferences and complete all the forms provided by HR during your first 30 days of employment. Failure to do so may result in extension of your initial probationary period.

About Documents, Inc.

D

ocuments, Inc. is one of the world’s foremost developers of customized content. This means that our global team of creative talent can conceive, design, write, edit, publish and deliver virtually any kind of technical content for use in nearly every field of endeavor. Our clients include some of the world’s largest companies, who rely on us for the following types of content:

· Customer Documentation

· Sales and Marketing Content

· Internal and Process Documentation

· Web site, Intranet and Extranet Content

· Multimedia Content

· Printed and Online Help

· Publications Consulting

Our Services

Working in conjunction with our client’s subject-matter experts and editors, we can create printed and electronic documents of all types. Our individual services XE "services"  include:

· Project Management

· Outlining and Conceptualization

· Writing

· Editing

· Content Development

· Design for Print and/or Electronic Publishing

· Desktop Publishing

· Proofreading

· Indexing

· Online Help Authoring and Development

· HTML/XML/SGML Programming

· Translation

We can also arrange for additional services, such as printing and binding, full-service programming, disk duplication, warehousing and distribution. Clients can contract our services on an individual basis or in a packaged format. Each project team has a dedicated team leader who is responsible for managing team activities, interacting with the client, and assuring product quality and timeliness.

Our Locations XE "Locations" 
Documents, Inc. has offices in the following cities:

· New York

· Los Angeles

· Charlotte

· Mexico City

· London

· Paris

· Johannesburg

· Moscow

Our international staff totaled 2,150 XE "Total staff"  as of January 1, 2007.


[image: image1]
We encourage ongoing contact and collaboration among all our teams, in all locations. This means there are many opportunities to travel to other offices and participate in projects of all types.

In fact, many of our projects involve international collaboration, due to the wide-ranging expertise shared by the teams in our different locations. Nearly 40 percent of our custom content is translated into at least one other language, which in itself requires international collaboration.

Management Team

Our senior management team XE "senior management team"  includes:

· Charles Parker—Founder, President

· Eloise McVey—Vice President, Creative Services

· Rodney Pendergrass—Vice President, International Services

· Mercedes Lagal—Vice President, Sales and Marketing

· Juan Esteves—Vice President, Operations

· Edna Fipps—Vice President, Human Resources

· Daniel Pattenson—Vice President, Systems

The senior management team works and resides in Charlotte, North Carolina.

Each location is run by a team of local managers XE "local managers" :

· Director of Creative Services

· Director of Operations

· Director of Sales

· Director of Human Resources

· Director of Systems

Each local management team oversees all operations in its location, and reports to the senior management team in Charlotte. Within each location, all creative and administrative staff report to the appropriate director on the local team.

Organizational Structure

Operationally, Documents, Inc. attempts to maintain a “flat” organizational structure XE "organization" , with the fewest levels of management possible. Within each office, the staff is divided into teams.

Creative Teams XE "Creative Teams" \t "See Organization"  Each creative team includes all the talent required to handle a project of a given type, size, or priority. All teams are equal in size and structure. Each Creative Team’s members report to the Team Leader, who in turn reports to the Director of Creative Services for that location.

Administrative and Support Teams XE "Administrative and Support Teams" \t "See Organization"  Each of our company’s location includes one Administrative/Support Team, which provides supporting services to the creative teams. This team’s members report to the Director of Operations for that location.

Each location also has its own Sales and Marketing Staff, which reports to the local Director of Sales.

New Employee To-Do List XE "New Employee To-Do List" 
D

uring your first 30 days of employment at Documents, Inc., you need to do the following tasks. Remember: if you do not complete these tasks during your first 30 days, your probationary period may be extended. Please see your manager if you feel you cannot complete these tasks in 30 days.

Fill out your employment papers. This process takes about an hour, and is one of the first things you must do upon joining the staff.

Get a security card. All our offices are secured, meaning you need to use a personalized security card to enter the office and to move between secure areas of the building.

Make payment arrangements. You can choose to have your bi-weekly paycheck delivered to your desk or automatically deposited to your bank account.

Prepare Tax Forms. The Internal Revenue Service and state governments require a completed W-4 Form for every employee. You can use this form to designate withholdings and exemptions. Depending on your status, you may need to complete other forms, as well.

Select your insurance options. We offer a wide range of insurance benefits, including medical, dental, vision, mental health, life insurance, and others. You should start this process early in order to complete it within your first 30 days.

Learn about your benefits package. Our benefits package is very competitive, and includes a 401(k) plan, tax-exempt “Plus” accounts to save for medical, child-care, and education expenses, sabbaticals, family leave, and more. As with insurance, you will need to choose from a list of benefit options.

You will receive all your employment forms, insurance and benefits packages during your initial employment orientation meeting. During that meeting, you will have the opportunity to complete some forms and to ask questions about others. More complicated forms, such as the insurance and benefits forms, will be sent home with you so that you can review and complete them at your leisure.

Orientation XE "Orientation" 
A

s soon as possible following your initial employment meeting, you will participate in an orientation session. Because we are continually hiring new employees, orientations are scheduled to include as many new people as possible. During orientation, you will learn about the following issues:

Facilities. Your HR Representative will give you a tour or your location. Depending on the size of your location, you may also be given maps to help you find your way around. An overview of all our other facilities will also be provided.

Organization. You will receive an overview of the company’s overall organization, and a detailed review of your location’s organization. This includes reporting structures, working relationships, team organization, and other issues.

Policies. All employees are expected to adhere to certain policies XE "policies"  regarding workplace behavior, dress, and performance. Your HR Representative will explain these policies in detail. You will be asked to sign forms stating that you understand and will follow these policies, or risk disciplinary measures.

Legal and ethical standards. Our company is bound by certain legal and ethical standards. These standards apply to matters of employment, copyright, intellectual property, and more. All Documents, Inc. employees are expected to understand and adhere to these standards at all times.

Work schedules. We pride ourselves on offering flexible work schedules. During your orientation, you will be introduced to our standard work schedule and a variety of flexible options. For some employees, telecommuting is an option.

Compensation. While the orientation session will not cover the specifics of your pay package, it will cover general pay-related issues such as withholdings, payment schedules, our bonus plan, and other topics of interest.

Performance reviews. You will be introduced to our schedule of performance reviews. Unlike many companies, Documents, Inc. places a strong emphasis on timely, accurate reviews. These reviews play a key role in future compensation, promotions, relocations, and training. All employees are required to participate in the review program.

Important Policies at a Glance

L

ike any employer, Documents, Inc. has adopted a number of policies XE "policies"  that govern various aspects of the workplace. All employees are expected to understand and follow these policies. In fact, you will be required to sign a set of forms stating that you accept these policies as written and that you will adhere to them.

The following sections briefly introduce a number of essential policies XE "policies" . For more detailed information, background data, examples, and forms, please see Employee Handbook Volume 3, Policies XE "Employee Handbook Volume 3, Policies" \t "See handbook" .

Equal Opportunity

Documents, Inc. is an Equal Opportunity Employer. We extend equal opportunity to all individuals without regard for race, religion, color, sex, national origin, age, disability, handicaps or veterans status. Documents, Inc. is committed to the principles of fair employment and the elimination of any discriminatory practices that might exist. We encourage all employees to take advantage of opportunities for promotion as they occur.

Personnel Records

Documents, Inc. strives to maintain accurate personnel records. To facilitate this goal, every employee will be asked to review his or her personal, insurance, and benefits-related information annually. This review will be held on each anniversary of your hiring. At any time, you can notify your manager and your Human Resources Representative if any of your relevant personal information changes, including (but not limited to) your name, home address, telephone number, marital status and number of dependents.

Attendance

You are expected to arrive at your office before your scheduled start time and be productively engaged in company business by the scheduled start time. All time off must be requested in advance and in writing, including paid vacation days, personal days, and family leave days. This policy does not apply to sick leave.

Attendance is an important and measurable aspect of job performance. All unapproved absences will be noted in your personnel records. Excessive absenteeism (including excessive sick days) may result in disciplinary action, up to and including termination.

Use of Company Property and Systems

Documents, Inc. provides all employees with the necessary resources to do their jobs. These resources include, but may not be limited to, office space, a desk/workstation, telephone with personal extension, fax, desktop and/or portable computer system, access to the company network and the Internet, seating, office supplies and other equipment that may be needed to perform work-related tasks.

All equipment, office supplies, and other company-provided resources are the property of Documents, Inc. They should not be used for personal use, nor should they be removed from the Documents, Inc. facility unless removal is approved by your manager and your job requires use of company equipment outside the facility.

Telephone lines are intended for business calls. The company asks that all employees refrain from using company telephones and phone lines for personal calls (either incoming or outgoing ) with the exception of emergency calls. Employees may not use company telephones or phone lines to place long-distance calls, unless those calls are strictly business related.

Employees are prohibited from using computer equipment, including laptops, for personal reasons. This policy includes computing functions, all installed programs, and network/Internet access. It is forbidden to install any program of any type on a company computer without the written permission of the Director of Systems for the appropriate location.

Appropriate Use of Network Systems and the Internet

Documents, Inc. provides all employees with access to its private corporate network and the Internet. All network access is password-protected.

Employees are prohibited from using the company-provided network or Internet connection for personal use, at any time. These resources are intended for business purposes only, and all employees must restrict their usage of these resources to business-related tasks.

Employees are prohibited from using electronic mail (e-mail) to exchange personal messages, either within the company or with external parties. Employees are prohibited from downloading and/or viewing message attachments of any type.

Employees are prohibited from viewing Web sites, FTP archives, newsgroups, chat rooms, and other online resources that are not related to Documents business.

Employees are prohibited from downloading any programs via the Internet, or any online article that cannot be viewed within the native application for that Internet service (Web browser, newsreader, etc.).

Employees should note that Documents, Inc. has the means to monitor all network and Internet usage, and will do so at the discretion of supervising managers and systems personnel. Any employee who is found to be in violation of this “appropriate use” policy will be subject to disciplinary actions, up to and including termination.

Holidays

Documents, Inc. recognizes the following holidays as paid holidays in its U.S. locations:

	January
	February
	March

	New Year’s Day

Martin Luther King, Jr. Day
	President’s Day
	

	April
	May
	June

	
	Memorial Day
	

	July
	August
	September

	Fourth of July
	
	Labor Day

	October
	November
	December

	
	Thanksgiving

Day after Thanksgiving
	Christmas Day

New Years Eve


Figure A-Holiday schedule 

When a holiday falls on a weekend, the company designates the Friday preceding or Monday following as the observed holiday. All employees receive their full regular pay on these days. It is the express policy of this company not to ask any employee to work on any of these holidays.

Every employee has two (2) “floating” holidays, also known as “personal days,” which can be taken at any time after the employee’s first anniversary. Floating holidays are available annually, and may not be carried over from year to year. You must schedule floating holidays, in writing, with your manager at least two (2) weeks in advance, except in emergency situations.

Vacations

All employees, regardless of status, are entitled to vacation days. The vacation policy applies to all employees, whether full- or part-time, salaried or hourly.

Vacation time accumulates on an accrual basis, up to five days per year of employment. For the purposes of determining available vacation time, years of employment are based on your start-of-service date, not the calendar year. Therefore, during your first full year of employment, you have five (5) available vacation days; your second year, you have ten (10) days; and so on, up to a maximum of thirty (30) days per year.

Employees are paid their full regular salary or hourly wage during vacation time. It is the express policy of Documents, Inc. not to ask any employee to work during his or her scheduled vacation time.

Note that vacation days are available on a “use-it-or-lose-it” basis. That is, you must take all your available vacation days during the current year; vacation days cannot be carried over from year to year.

Insurance and Other Benefits

B

enefits such as medical insurance and retirement plans are too complex and detailed to cover here. For detailed information about the insurance plans and benefit options that are available to you, please see Employee Handbook Volume 2, Benefits. The following sections provide a very brief introduction to the major benefit options that you will be able to choose from.

Insurance

Medical Insurance. The company offers three choices of medical coverage: HMO, PPO, and a basic major medical plan. Each offers different levels of coverage and service, and each charges a different level of premium. The company pays for these plans, but you may be required to bear some of your own medical expenses (such as co-payments or out-of-network charges), based on the plan you select. Select carefully, and be sure to take your family’s needs into consideration. You can change your medical insurance options only once per year. If you wish, you may choose to participate in none of the company-sponsored health plans.

Life Insurance. The company offers life insurance, at no cost to you. The base benefit amount of this policy is equal to five (5) times your annual gross (base) compensation. If you wish to increase the coverage amount, you must pay a minimal premium. You may also purchase life insurance for family members, at competitive rates. You may opt out of this coverage, if you wish.

Disability Coverage. Short-term disability coverage is provided to all employees, at no cost to you. You may not opt out of this coverage. Long-term disability coverage is also available, at competitive group rates. Long-term care coverage is also available.

Benefits

401(k) Plan. Under this plan, you can elect to contribute a portion of your earnings to a retirement fund on a tax-deferred basis. The company will match one hundred (100) percent of your contributions, up to a maximum of six (6) percent of your gross (base) annual earnings. You can choose to invest in several dozen funds. Participation in the plan is optional.

Retirement Plan. The retirement plan is separate from the 401(k) plan. Under this plan, the company automatically contributes an amount equal to five (5) percent of your gross annual earnings into a tax-deferred savings fund. If you wish, you can contribute to the plan on a pre-tax basis. You may not opt out of the retirement plan, but you are not required to make contributions.

Savings Plans. By taking advantage of tax-deferred savings accounts, you can save money toward medical and dental expenses, educational expenses, and childcare expenses. You can contribute up to five (5) percent of your gross (base) annual pay to these accounts, and those contributions are not subject to income taxes. Participation is optional; the company does not match your contributions.

Purchase Plans. Documents, Inc. offers employees a number of purchase plans, which enable you to purchase products of all kinds at greatly reduced prices. These include computers, cars, home appliances, and others.

A Note About Intellectual Property

D

ocuments, Inc. is part of the creative community. Our mission is to develop original content that meets the needs of our clients. This means we either create new content from scratch, or we develop content that belongs to our clients.

In this environment, “content” means any piece of text, artwork, program code, photograph, music or other original work that has been created by the Documents, Inc. staff or one of its clients. These items are all examples of intellectual property, and they are all protected by one or more laws. These laws are designed to protect the rights of those who created and/or own those items.

You may never have considered a piece of writing or a drawing to be someone’s property, but they are. It is the company’s express policy to respect the rights of others to their own intellectual property, and to protect our rights to our own intellectual property.

(Copyright and intellectual property rights have been defined by Congress. The right to protect intellectual property from unauthorized use has been upheld in several important court cases, including Harris v. Jones and others.)

To our staff, this means the following:

· All original content you create for the completion of company-related business is the property of Documents, Inc.

· Any client-provided content is the property of the client, although Documents, Inc. may be allowed to duplicate, alter, or edit that content in order to best meet the client’s needs.

· Documents, Inc., its employees, and its clients are prohibited by law from using any content from a third-party source without that party’s express written consent. This applies to any type of content, in any format, whether in its original or altered form.

This company’s policies XE "policies"  regarding the treatment of intellectual property will be strictly enforced. If you have any questions or concerns about the use of any piece of content, feel free to consult with your manager.
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