704
ATTENDANCE AND PUNCTUALITY

Absenteeism and tardiness place a burden on other employees and on Miller’s Surplus.  In rare instances when employees cannot avoid being late to work or are unable to work as scheduled, they should notify their administrative office as soon as possible in advance of the anticipated tardiness or absence.  Telephone numbers are available as follows:



Justin Miller

570-527-5319



Miller Solutions 



Corporate Offices
570-385-3811








Miller’s Surplus
570-345-8982 – Pine Grove





610-266-1922 – Catasauqua






570-824-9007 – Wilkes Barre






717-766-9772 – Mechanicsburg

Poor attendance, failure to report your absence within 24 hours and excessive tardiness are disruptive.  Any may lead to disciplinary action up to and including termination of employment.

705
PERSONAL APPEARANCE

Dress, grooming and personal cleanliness standards contribute to the morale of all employees and effect the business image Miller’s Surplus presents to customers and visitors.  During business hours, employees are expected to present a clean and neat appearance and to dress according to the requirements of their position.  Additionally, the following clothing is NOT ACCEPTABLE:  spandex, bare feet, pants, shorts or skirts worn below the waistline, sexually provocative clothing, clothing of any kind promoting competitor products, clothing with profanity, nude or semi-nude pictures, sexually suggestive slogans, cartons, drawings, the observable lack of undergarments and exposed undergarments.  Hooded sweat shirts must have the hood down at all times for safety reasons.

Supervisors are responsible for ensuring their departmental personnel are in compliance.  Supervisors reserve the right to send any person home to change clothing who violates any part of the dress code policy.  The time spent away from work for this reason will follow Attendance Policy guidelines.  Where an employee’s clothing is questionable, the Supervisor has first discretion and will follow the normal chain of command.  If you observe a non compliance of the dress code policy, report it to your supervisor.

Even though we trust your good judgment, it is always necessary to establish disciplinary criteria.  In the event there are violations of this policy, the following actions may occur:

	1st Violation
	Verbal Warning

	2nd Violation
	Written Warning

	3rd Violation
	Termination of employment


These lists are provided for illustrative purposes only and not for the purpose of limitation.  The list is based upon Miller’s Surplus’ safety concerns and strong desire to increase productivity as well as maintain an atmosphere which is free of harassment of any kind.  In periods of winter or extreme weather, the wearing of jeans and boots is acceptable.

	Acceptable
	Unacceptable

	Dress pants, Dockers, Corduroy, Nice jeans, shorts in warm weather
	Worn jeans, Shorts, Cotton or Nylon Sweatpants, Athletic Attire



	Pullovers, Dress Shirts, Sweater with Collared Shirt, Miller’s T Shirt or Sweatshirt
	Non-Miller’s Sweatshirts or T Shirts, Sleeveless Shirts

	Loafers, boat/deck shoes, work boots or athletic shoes (where applicable)
	Flip flops, moccasins, crocs

	Basic personal hygiene including but not limited to use of deodorant, appropriate well kept facial hair, piercing (other than ears) should have all jewelry removed.  No gang affiliated dress will be permitted.
	Tattoos are permitted, however, if any tattoos are in any way offensive, management will request they be covered.


Under no circumstances are employees to sell, give or loan the company supplied clothing to anyone not employed by Miller’s Surplus.

Consult your supervisor or department head if you have a question as to what constitutes appropriate attire.

SECTION VII – EMPLOYEE CONDUCT
701
UNSATISFACTORY CONDUCT OR PERFORMANCE IN THE WORKPLACE

The purpose of this policy is to state Miller’s Surplus’ position on administrating equitable and consistent notification and/or discipline for unsatisfactory performance and/or conduct in the workplace.  Miller’s Surplus’ own best interest lies in ensuring treatment for all employees and in making certain that personal management actions are prompt, uniform and impartial.  The major purpose of any disciplinary action is to correct the problem, prevent recurrence and prepare the employee for satisfactory service in the future.

To ensure orderly operations and provide the best possible work environment, Miller’s Surplus expects employees to follow rules of conduct that will protect the interests and safety of all employees and the organization.

It is not possible to list all the forms of behavior that are considered unacceptable in the workplace.  The following are examples of infractions of rules of conduct that may result in disciplinary action up to and including termination of employment:

· Theft or inappropriate removal or possession of property

· Falsification of time keeping records

· Working under the influence of alcohol or illegal drugs

· Possession, distribution, sale, transfer or use of alcohol or illegal drugs in the workplace, while on duty or while operating employer-owned vehicles or equipment

· Fighting or threatening violence in the workplace

· Boisterous or disruptive activity in the workplace

· Negligence or improper conduct leading to damage to employer-owned or customer-owned property

· Insubordination or other disrespectful conduct

· Violation of safety or health rules

· Smoking in prohibited areas

· Sexual or other unlawful or unwelcome harassment

· Possession of dangerous or unauthorized materials such as explosives or firearms in the workplace

· Excessive absenteeism or any absence of three (3) consecutive days without notice

· Unauthorized absence from work during the workday

· Unauthorized use of telephone or other employer-owned property

· Violation of personnel policies

· Unsatisfactory performance or conduct

When management recognizes a deficiency in an employee’s job performance or conduct the following progressive actions will generally be followed:

	
	ACTION
	DESCRIPTION

	STEP 1
	Verbal Warning
	The problem is discussed verbally between supervisor and employee.

	STEP 2
	Written Warning
	If the conduct or the performance issue is not corrected, the problem is documented in writing.  The supervisor and employee meet to discuss the issue(s) and develop a success plan.  The success plan includes actions to be taken to resolve the problem, training or other skill development required and timelines of success.

	STEP 3
	Suspension with or without pay
	Employees with recurring unsatisfactory conduct or serious behavior related problems are sometimes suspended with or without pay for a period of one to three working days.

	STEP 4
	Termination of employment
	If the behavior does not change or the employee is incapable of meeting the required performance standards, the employment relationship is terminated and the employee is discharged.


Depending on the nature and severity of the problem and/or number of occurrences, there may be circumstances when one or more steps are bypassed.  For instance, an employee who commits a serious behavior related problem may be suspended or discharged upon the first occurrence.  Likewise, employees with job performance deficiencies generally are taken through Step 1 and Step 2.  If their performance does not improve, Miller’s Surplus will skip Step 3 and more directly to termination of employment.

By using progressive discipline we hope that most employee problems can be corrected at an early stage, benefiting both the employee and Miller’s Surplus.

Although employment with Miller’s Surplus is based on mutual consent and both the employee and Miller’s Surplus have the right to terminate employment at will, with or without cause or advance notice, Miller’s Surplus may use progressive discipline at its discretion.

702
DRUG AND ALCOHOL USE

It is Miller’s Surplus’ desire to provide a drug-free, healthful and safe workplace.  To promote this goal employees are required to report to work in appropriate mental and physical condition to perform their job duties in a satisfactory manner.

While on Miller’s Surplus’ premises and while conducting business related activities off Miller’s Surplus’ premises, no employee may manufacture, use, possess, distribute, sell or be under the influence of alcohol or illegal drugs.

Any employee taking an legal drug which could effect job safety or performance is responsible for notifying his/her supervisor without disclosing the identity of the substance and providing a physician’s certificate stating the substance does not adversely effect the employee’s job duties and/or provide any work restrictions.  This certificate must be provided to the employee’s supervisor prior to the employee reporting to his/her work area.  The employee is not permitted to work until the following determinations have been made:

· If Miller’s Surplus and the employee’s physician have determined that the substance does not adversely affect the employee’s ability to safely and efficiently perform the employee’s job duties, the employee may commence work.

· If Miller’s Surplus and the employee’s physician determine a reasonable accommodation can be made, the employee may commence work only after the accommodation is in place.

Violation of this policy may lead to disciplinary action up to and including immediate termination of employment.  Furthermore, any employee who violates this policy or who voluntarily seeks assistance may be required in connection with or in lieu of disciplinary action to participate in and successfully complete a Miller’s Surplus approved drug and/or alcohol assistance or rehabilitation program as a condition of continued employment.  Miller’s Surplus assures that any information concerning an individual’s drug and/or alcohol use will remain confidential.

Miller’s Surplus maintains a policy of non-discrimination and reasonable accommodations with respect to recovering addicts and alcoholics and those having a medical history reflecting treatment for substance abuse conditions.  We encourage employees to seek assistance before their drug and/or alcohol use renders them unable to perform essential functions of their jobs or jeopardizes the health and safety of themselves or others.  Miller’s Surplus will attempt to assist its employees through referrals to employee assistance programs, appropriate leaves of absence and other measures to the extent that these measures do not impose undue hardship on Miller’s Surplus and/or jeopardize the employee’s health and safety or that of co-workers or others.

Miller’s Surplus further reserves the right to take any and all appropriate and lawful actions necessary to enforce this substance abuse policy including, but not limited to, the inspection of desks or other suspected areas of concealment as well as the employee’s personal property when Miller’s Surplus has reasonable suspicion to believe the employee has violated this substance abuse policy.  (See policy 710 Security Inspection)

This policy represents management’s guidelines only and should not be interpreted as a contract of employment.

703
SEXUAL AND OTHER UNLAWFUL HARRASSMENT

Miller’s Surplus is committed to providing a work environment that is free of discrimination and unlawful harassment.  Miller’s Surplus will not tolerate any type of harassment in the workplace.  Harassment, both overt and subtle, is a form of employee misconduct that is demeaning to another person, undermines the integrity of the employment relationship and is strictly prohibited.  It is not easy to define precisely what sexual and other unlawful harassment is but for purpose of policy it includes:

· Actions, words, jokes, slurs, threats or comments based on an individual’s sex, race, ethnicity, age, religion, medical condition, political condition, disability or any other legally protected characteristic.

· Unwelcome sexual advances, requests for sexual favors and/or verbal or physical conduct of a sexual nature.

· Sexually explicit drawings picture or images.

· Sexually related jokes, teasing, uninvited touching or other sexual related comments.

The following procedures should be followed to abolish workplace harassment:

· Any employee who wants to report an incident of sexual or other unlawful harassment should promptly report the matter to his/her supervisor.  If the supervisor is unavailable or the employee believes it would be inappropriate to contact that person, the employee should immediately contact the Executive Assistant or office Manager or any other member of management.

· Any supervisor or manager who becomes aware of possible sexual or other harassment should immediately advise the Executive Assistant or Office Manager.  Miller’s Surplus management will investigate all reported incidents in a timely and confidential manner.  Miller’s Surplus recognizes that every investigation requires a determination based on all the facts in the matter.  Miller’s Surplus also recognizes the serious impact a false accusation can have.  We trust all employees to act responsibly.

· Anyone engaging in sexual or other unlawful harassment and the employee participating in the investigation has the assurance of Miller’s Surplus that no reprisal will be taken as a result of the harassment complaint.  Miller’s Surplus encourages discussion of the matter to help protect others from being subjected to similar inappropriate behavior.

· If a customer is engaged in harassing behaviors toward you, simply state “My manager can better serve you” and promptly contact your supervisor or any other management personnel in the premises to deal with the situation.

505
SMOKING

In keeping with Miller’s Surplus’ intent to provide a safe and healthy work environment, smoking anywhere in the workplace (all buildings) is prohibited.  Anyone wishing to smoke must do so outside.

506
USE OF PHONE SYSTEMS

Our company phones are very busy.  Therefore, all outgoing personal calls must be held to a minimum and made during break times.

When answering the phone, speak in a courteous and professional manner. Please confirm information received from the caller and hang up only after the caller has done so.

507 
MEAL PERIODS

All employees who work an eight hour workday are provided one meal period of 1 hour in length.  All employees must notify their supervisor as to when they will take lunch each workday to accommodate operating requirements.  Employees will be relieved of all active responsibilities and restrictions during meal periods.  You must punch out and will not be compensated for that time.  Each employee is required to take a minimum ½ hour lunch or break daily.

510
VISITORS IN THE WORKPLACE
To provide for the safety and security of employees and the facilities at Miller’s Surplus, only authorized visitors are allowed in the facilities.  Restricting unauthorized visitors helps maintain safety standards, protect against theft, ensures security of equipment, protects confidential information, safeguards employee welfare and avoids potential distractions and disturbances.

All visitors should enter Miller’s Surplus at the main entrance.  Authorized visitors will receive directions or be escorted to their destination.  Employees are responsible for the conduct and safety of their visitors.

If an unauthorized individual is observed on Miller’s surplus premises, employees should immediately notify their supervisor or, if necessary, direct the individual to the main entrance.

307
WORKER’S COMPENSATION INSURANCE

Miller’s Surplus provides a comprehensive worker’s compensation insurance program at no cost to employees.  This program covers any injury or illness sustained in the course of employment that requires medical, surgical, or hospital treatment.  Subject to applicable legal requirements worker’s compensation insurance provides benefits after a short waiting period or if the employee is hospitalized immediately.

Employees who sustain work related injuries or illnesses should inform their supervisor immediately.  No matter how minor an on-the-job injury may appear it is important that it be reported immediately.  This will enable an eligible employee to qualify for coverage as quickly as possible.  A list of the approved physicians is available in the office for any worker’s compensation claim.

710
KEEPING MILLER’S SURPLUS CLEAN

Employees are expected to help keep the premises clean.  Some employees have specific custodial responsibilities and perform the major cleaning, however, Miller’s Surplus asks all employees to do whatever they can to keep their area of operation professional looking and the premises clean and comfortable for one another and our customers.

SECTION VIII – OTHER INFORMATION
Our most important goal is customer satisfaction.  Customers are the most important people in the world.  Let’s face it – without them we would not be here.  Therefore, let’s observe the following 10 commandments:

1. A CUSTOMER is the most important person in our business.

2. A CUSTOMER is not dependant on us; we are dependent on him/her.

3. A CUSTOMER is not an interruption of work; he/she is the purpose for it.

4. A CUSTOMER favors us with his/her patronage.  We are not doing him/her a favor by serving him/her.

5. A CUSTOMER is our business; not an outsider.

6. A CUSTOMER is not a cold statistic; he/she is a human being with feelings and emotions like our own.

7. A CUSTOMER is not someone to argue or match wits with.

8. A CUSTOMER is a person who brings us his wants.  It is our job to fill these wants.

9. A CUSTOMER is deserving of the most courteous and attentive treatment we can give him/her.

10. A CUSTOMER is the life blood of our business.

EMPLOYEE ACKNOWLEDGEMENT FORM

The employee handbook describes information about Miller’s Surplus Home Center (herein referred to as Miller’s Surplus) and I understand that I should consult my supervisor or Executive Assistant regarding any questions not answered in the handbook.  I have entered into my employment relationship with Miller’s Surplus voluntarily and acknowledge that there is not a specified length of employment.  Accordingly, either I or Miller’s Surplus can terminate the relationship at will with or without cause at any time so long as there is no violation of applicable federal or state law.

Since the information, policies and benefits described here are necessary subject to change, I acknowledge that revisions to the handbook may occur, except to Miller’s Surplus’ policy of employment at will.  All such changes will be communicated through official notices and I understand that revised information may supersede, modify or eliminate existing policies.  Only the President of Miller’s Surplus has the ability to adopt any revisions to the policies in this handbook.

Furthermore, I acknowledge that this handbook is neither a contract of employment nor a legal document.  I have received the handbook and I understand that it is my responsibility to read and comply with the policies contained in this handbook and any revisions made to it.

In the event either I or Miller’s Surplus should terminate our employment relationship, I hereby authorize Miller’s Surplus to deduct any monies owed from my final paycheck for any products and services purchased but not paid in full at the time of termination, for any outstanding balance left unpaid on my employee account, for unpaid contributions to my employee benefits program per the employer-employee split at the time of termination, and for any monies owed Miller’s Surplus as described by the termination procedure in this handbook.  (See Section 405 Employment Termination)

Employee handbooks are the property of Miller’s Surplus and must be returned upon termination.

________________





_________________


Date







Date

_______________________________________________________________


Employee’s Signature



Manager’s Signature

________________________________________________________________


Employee’s Name – Printed


Manager’s Name – Printed

*A copy of this signed acknowledgement for will be placed in your personnel file.

