	
	





[bookmark: _Toc496692031][bookmark: _Toc499046457][bookmark: _GoBack]Section 2 – Compensation Policies
[bookmark: _Toc496692032][bookmark: _Toc499046458]General
The goal of Company|variable=Company’s compensation policy is to pay wages that are competitive with those in the community and the industry, recognizing individual effort and contribution to the company’s overall success.
All salaries are strictly confidential. Discussion of any employee’s salary with anyone, including but not limited to, other employees may result in immediate termination.
[bookmark: _Toc499046459][bookmark: _Toc496692033]Flexible Work Arrangements
There are several work arrangements that may be available for some positions to allow a better work/life balance.
Alternate Work Schedules – Some jobs may allow early or late start time or working longer hours on fewer days.
Telework – Some jobs may allow employees to work at home or another location during normal work hours instead of commuting to the main worksite. The most common telework arrangement is one to two days per pay period.
Job Sharing – Some jobs may allow an arrangement where two workers share the responsibilities of one full-time job. Employees may split each day or week, split the pay period, or work alternate days, as long as each employee is scheduled to work 40 hours each pay period. Beneﬁts (such as leave and holidays) are prorated between the two employees.
[bookmark: _Toc499046460]Overtime
Overtime may be required as necessary to satisfy the needs of our customers or the requirements of our business. Overtime is paid to hourly/nonexempt only. All overtime must be approved in advance by your supervisor|variable=supervisor and noted on the time reporting system. Holidays, personal leave, and other personal absences will not be counted as working hours when computing overtime pay. Overtime compensation will be one and one-half (1 ½) times the employee's regular pay rate and will not include any special form of compensation or bonuses.
[bookmark: _Toc499046461]Records of Time Worked
All hourly employees must keep accurate records of their work time by scanning in the time clock system provided by company. This means that you should clock in at the start of your shift, clock out at the beginning of a meal break or whenever you leave work for personal business, clock in when you return from your meal break or personal business, and clock out at the end of your shift. Employees are not permitted to work before their scheduled start time, unless a supervisor|variable=supervisor has approved it in advance.
Employees must never punch in or out for another employee. Any employee who falsifies his or her own time or who punches in or out for another employee will be subject to discipline up to and including immediate termination. If you make an error on your own time or mistakenly scan for another employee, contact your supervisor|variable=supervisor immediately.
Employees are not allowed to work additional hours unless a supervisor|variable=supervisor has approved it in advance. Each employee’s time record should be accurately recorded to reflect all time worked. Under no circumstances should an employee work off the clock, and any such request from a supervisor|variable=supervisor should be reported to human resources|variable=human resources immediately.
P&D drivers are expected to maintain manifests that accurately reflect the hours they work. When required under federal regulations, Line drivers, and P&D drivers are expected to also maintain logbooks to accurately reflect the hours worked and miles driven.
[bookmark: _Toc496692034][bookmark: _Toc499046462]Pay Periods and Payroll Deductions
All Company|variable=Company employees are paid on Friday|variable=Payday. Payroll is one week in arrears for processing purposes. If you are absent on payday, your paycheck will be held for you. If payday falls on a holiday, the following schedule will be followed:
	Holiday
	Payday for All Employees

	Thursday
	Friday following holiday

	Friday
	Thursday preceding holiday

	Thursday and Friday
	Wednesday preceding holiday



The company will deduct amounts required by law, such as those for federal income tax and Social Security (FICA), or those ordered by a court, such as garnishment of wages. The company will also deduct amounts authorized by you in writing, such as for insurance costs, charitable deductions, employee purchases, and other fees. The company cannot authorize advances on paychecks or loans to employees.
The company recommends and encourages its employees to utilize the convenience of direct deposit of paychecks, which allows an employee immediate access to those funds. The company will deposit your paycheck into one to three checking and/or savings accounts of your choice. Direct deposit will begin approximately 2 – 3 pay periods after receipt of the authorization form. If depositing in multiple checking accounts, a new Direct Deposit form is required for each account.
If a paycheck is lost or stolen, notify human resources|variable=human resources immediately. The company may ask the employee to wait a reasonable amount of time to see if the check clears the bank. If it does not, the company will issue a new check.
[bookmark: _Toc499046463][bookmark: _Toc496692035]Performance Reviews and Pay Increases
Performance reviews and planning sessions are designed for the supervisor|variable=supervisor and the employee to discuss his/her current job tasks, encourage and recognize attributes, and discuss positive, purposeful approaches for meeting work-related goals. Together, employee and supervisor|variable=supervisor discuss ways in which the employee can accomplish goals or learn new skills. The planning sessions are designed for the employee and his/her supervisor|variable=supervisor to make and agree on new goals, skills, and areas for improvement.
Supervisors|variable=supervisor conduct performance reviews on an annual basis. Supervisors|variable=supervisor may conduct informal performance reviews and planning sessions more often if they choose. Supervisors|variable=supervisor conduct reviews of probationary employees at the end of their probationary period.
Merit increases are dependent on both employee and company performance, and are within the company’s sole discretion. 
If you receive a promotion, it may result in a change in your performance pay increase.
A special or annual evaluation for an employee may result in the supervisor|variable=supervisor requiring a performance plan, and/or an additional probationary period due to deficiencies in that employee’s performance. Such a performance plan will be in writing, setting forth certain standards and goals that the employee will be expected to meet, and will specify the length of time for the additional probationary period. Both the supervisor|variable=supervisor and the employee will sign the performance plan before it is implemented.
[bookmark: _Toc499046464]Compensatory Time
Compensatory time is defined as time off granted to an employee during one pay period in consideration for time worked and "banked" in another pay period. Company|variable=Company does not grant compensatory time to exempt or non-exempt employees. 



