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From the President
This handbook serves as a tool to assist you in becoming familiar with EGS, Inc. It is also designed to give you a quick reference to necessary information about working with our company.

We would like you to take the time to acquaint yourself with EGS, Inc.’s goals and understand how you fit into our business.

The secret behind the success of EGS, Inc. is our service-oriented, hardworking, dedicated and loyal employees. I want to take this time to thank you for becoming a member of our team.

President

EGS, Inc.
IMPORTANT

THIS HANDBOOK IS DESIGNED TO ACQUAINT EMPLOYEES WITH THE COMPANY AND SOME INFORMATION ABOUT WORKING HERE. THE HANDBOOK IS NOT ALL INCLUSIVE, BUT IS INTENDED TO PROVIDE EMPLOYEES WITH A SUMMARY OF SOME OF THE COMPANY’S GUIDELINES. THIS EDITION REPLACES ALL PREVIOUSLY ISSUED EDITIONS.

EMPLOYMENT WITH EGS, Inc. IS AT-WILL. EMPLOYEES HAVE THE RIGHT TO END THEIR WORK RELATIONSHIP WITH THE COMPANY, WITH OR WITHOUT ADVANCE NOTICE FOR ANY REASON. THE COMPANY HAS THE SAME RIGHT. THE LANGUAGE USED IN THIS HANDBOOK AND ANY VERBAL STATEMENTS MADE BY MANAGEMENT ARE NOT INTENDED TO CONSTITUTE A CONTRACT OF EMPLOYMENT, EITHER EXPRESS OR IMPLIED, NOR ARE THEY A GUARANTEE OF EMPLOYMENT FOR A SPECIFIC DURATION. NO REPRESENTATIVE OF EGS, Inc., OTHER THAN THE PRESIDENT OF THE COMPANY, HAS THE AUTHORITY TO ENTER INTO AN AGREEMENT OF EMPLOYMENT FOR ANY SPECIFIED PERIOD AND SUCH AGREEMENT MUST BE IN WRITING, SIGNED BY THE PRESIDENT AND THE EMPLOYEE.

NO EMPLOYEE HANDBOOK CAN ANTICIPATE EVERY CIRCUMSTANCE OR QUESTION. AFTER READING THE HANDBOOK, EMPLOYEES THAT HAVE QUESTIONS SHOULD TALK WITH THEIR IMMEDIATE SUPERVISOR OR THE HUMAN RESOURCES DEPARTMENT.  IN ADDITION, THE NEED MAY ARISE TO CHANGE THE GUIDELINES DESCRIBED IN THE HANDBOOK. EXCEPT FOR THE AT-WILL NATURE OF THE EMPLOYMENT, THE COMPANY THEREFORE RESERVE’S THE RIGHT TO INTERPRET THEM OR TO CHANGE THEM WITHOUT PRIOR NOTICE.

CLIENT RELATIONS

Although you are employees of EGS, you will be working at our clients’ governmental job sites. Our clients are very important to us. Every employee represents EGS to clients and the public. Our clients judge all of us by how we treat them. One of the highest priorities at EGS is to help any client or potential client. Nothing is more important than being courteous, friendly, prompt, and helpful to clients.

Your contacts with the public, your telephone manners, and any communications you send to clients reflect not just on you but also on the professionalism of EGS. Good client relations can build greater client loyalty and increased profits.

Equal Employment Opportunity

EEO/Harassment Policy
The Company is dedicated to the principles of equal employment opportunity. We prohibit unlawful discrimination against applicants or employees on the basis of age 40 and over, race, sex, color, religion, national origin, disability, genetic information, or any other applicable status protected by state or local law. 

ADA and Religious Accommodation
The Company will make reasonable accommodation for qualified individuals with known disabilities and employees whose work requirements interfere with a religious belief unless doing so would result in an undue hardship to the Company or a direct threat. Employees needing such accommodation are instructed to contact their supervisor or Human Resources immediately. 

EEO Harassment
The Company strives to maintain a work environment free of unlawful harassment. In doing so, the Company prohibits unlawful harassment because of age 40 and over, race, sex, color, religion, national origin, disability, genetic information, or any other applicable status protected by state or local law.

Unlawful harassment includes verbal or physical conduct that has the purpose or effect of substantially interfering with an individual’s work performance or creating an intimidating, hostile, or offensive work environment. Actions based on an individual’s age 40 and over, race, sex, color, religion, national origin, disability, genetic information, or any other applicable status protected by state or local law will not be tolerated. Prohibited behavior may include but is not limited to the following:

· Written form such as cartoons, e-mail, posters, drawings, or photographs.

· Verbal conduct such as epithets, derogatory comments, slurs, or jokes.

· Physical conduct such as assault, or blocking an individual’s movements.

This policy applies to all employees including managers, supervisors, co-workers, and non-employees such as customers, clients, vendors, consultants, etc.

Sexual Harassment
Because sexual harassment raises issues that are to some extent unique in comparison to other harassment, the Company believes it warrants separate emphasis.

The Company strongly opposes sexual harassment and inappropriate sexual conduct. Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature, when:

· Submission to such conduct is made explicitly or implicitly a term or condition of employment.

· Submission to or rejection of such conduct is used as the basis for decisions affecting an individual’s employment.

· Such conduct has the purpose or effect of substantially interfering with an individual’s work performance or creating an intimidating, hostile, or offensive work environment.

All employees are expected to conduct themselves in a professional and businesslike manner at all times. Conduct which may violate this policy includes, but is not limited to, sexually implicit or explicit communications whether in:

· Written form, such as cartoons, posters, calendars, notes, letters, e-mail.

· Verbal form, such as comments, jokes, foul or obscene language of a sexual nature, gossiping, or questions about another’s sex life, or repeated unwanted requests for dates.

· Physical gestures and other nonverbal behavior, such as unwelcome touching, grabbing, fondling, kissing, massaging, and brushing up against another’s body.

Complaint Procedure
If you believe there has been a violation of the EEO policy or harassment based on the protected classes outlined above, including sexual harassment, please use the following complaint procedure. The Company expects employees to make a timely complaint to enable the Company to investigate and correct any behavior that may be in violation of this policy.

The Company prohibits retaliation against an employee for filing a complaint under this policy or for assisting in a complaint investigation. If you perceive retaliation for making a complaint or your participation in the investigation, please follow the complaint procedure outlined above. The situation will be investigated.

If the Company determines that an employee’s behavior is in violation of this policy, disciplinary action will be taken, up to and including termination of employment. 
Problem Resolution
EGS encourages an open and frank atmosphere in which any problem, complaint, suggestion, or question receives a timely response from EGS.

EGS tries hard to ensure fair and honest treatment of all employees. We expect supervisors, managers, and employees to treat each other with mutual respect. We encourage employees to give positive and constructive criticism to each other.

If you disagree with EGS rules of conduct, policies, or practices, you can state your concerns through the problem resolution procedure described in this policy. You will not be penalized, formally or informally, for making a complaint as long as you do it in a reasonable, business-like manner. You will also not be penalized for using this problem resolution procedure.

If a situation occurs when you believe that a condition of employment or a decision that affects you is not fair, you are encouraged to use the following problem resolution steps. You may stop the procedure at any step.

1. You present the problem to EGS Compliance Officer, after the incident occurs.  If you believe it would be more appropriate to discuss it with another EGS manager, you may present the problem to any other member of EGS management.

2. EGS responds to the problem during discussion or after consulting with appropriate management, when necessary. EGS documents the discussion.

3. EGS counsels and advises you, helps you to put the problem in writing, visits with your jobsite contact, if necessary, and directs you to the President of EGS, for a review of the problem.

4. You present the problem to the President in writing.

5. The President reviews and considers the problem, informs you of the decision, and forwards a copy of the written response for your file. The president has full authority to make any adjustment that is determined to be appropriate to resolve the problem.

Not every problem can be resolved to everyone's total satisfaction. However, we believe that honest discussion and listening to each other will build confidence between employees and management and help make EGS a better place to work.

Business Ethics and Conduct

We expect EGS employees to be ethical in their conduct. It affects our reputation and success. EGS requires employees to carefully follow all laws and regulations, and have the highest standards of conduct and personal integrity.

As an organization, EGS will comply with all applicable laws and regulations. We expect all directors, officers, and employees to conduct business in accordance with the letter, spirit, and intent of all relevant laws and to not do anything that is illegal, dishonest, or unethical.

It is also the responsibility of every EGS employee to comply with the rules, regulations, policies, or any other directive of the Government facility to which you are assigned to work. These may include but are not limited to the general safety, privacy, security, sanitary requirements, pollution and noise control, traffic regulations, and parking. 

If you use good judgment and follow high ethical principles, you will make the right decisions. However, if you are not sure if an action is ethical or proper, you should discuss the matter openly with EGS and your work site contact. You should not hesitate to contact EGS’ Compliance Officer Traci Streifer with and questions or concerns. It is the responsibility of every EGS employee to comply with our policy of business ethics and conduct. Employees who ignore or do not comply with this standard of business ethics and conduct may be subject to disciplinary action, up to and including possible termination of employment
Immigration Law Compliance

EGS is committed to employing only people who are United States citizens or who are aliens legally authorized to work in the United States. We do not illegally discriminate because of a person's citizenship or national origin.

Every new employee at EGS is required to complete the Employment Eligibility Verification Form I-9 and show documents that prove identity and employment eligibility.

If you leave EGS and are rehired, you must complete another Form I-9 if the previous I-9 with EGS is more than three years old, or if the original I-9 is not accurate anymore, or if we no longer have the original I-9.

If you have questions or want information on the immigration laws, contact EGS.
Conflicts of Interest

EGS has guidelines to avoid real or potential conflicts of interest. It is your duty as an employee of EGS to follow the following guidelines about conflicts of interest. If this is not clear to you or if you have questions about conflicts of interest, contact EGS.

What is a conflict of interest? An actual or potential conflict of interest is when you are in a position to influence a decision or have business dealings on behalf of EGS that might result in a personal gain for you or for one of your relatives. For conflicts of interest, a relative is any person who is related to you by blood or marriage, or whose relationship with you is similar to being a relative even though they are not related by blood or marriage.

We do not automatically assume that there is a conflict of interest if you have a relationship with another company. However, if you have any influence on transactions involving purchases, contracts, or leases, you must inform EGS as soon as possible. By telling us that there is the possibility of an actual or potential conflict of interest, we can set up safeguards to protect everyone involved.

The possibility for personal gain is not limited to situations where you or your relative has a significant ownership in a firm with which EGS does business. Personal gains can also result from situations where you or your relative receives a kickback, bribe, substantial gift, or special consideration as a result of a transaction or business dealing involving EGS.
Non-Disclosure

It is very important to EGS that we protect our confidential business information and trade secrets. 

If you have access to confidential information, we may ask that you sign a non-disclosure agreement as a condition of your employment.

If you improperly use or disclose a trade secret or confidential business information, you will be subject to disciplinary action, up to and including termination of employment and legal action. This applies even if you do not get any benefit from releasing the information.
Personnel Data Changes

It is important that EGS have certain personal information about you in our records. You need to tell us as soon as there is a change to your mailing address, telephone numbers, marital status, dependents' information, educational accomplishments, and other possibly related information.  We also need to have information about who to contact in case of an emergency. To change your personal information, or if you have questions about what information is required please contact Office Manager at EGS.
Vacation

EGS full-time employees who are classified under the Service Contract Act (SCA) will accrue 2 weeks paid vacation after 1 year of service; 3 weeks after 5 years, 4 weeks after 15 years, and 5 weeks after 25 years. Length of service includes the whole span of continuous service with us, wherever employed, and with the predecessor contractors in the performance of similar work at the same Federal facility. (Reg. 29 CFR 4.173) Other non-SCA or private contractors will earn 80 hours of vacation, vesting on your anniversary date after 1 year of continuous employment with EGS, unless other terms are specifically set forth in an agreement with EGS.  If you are a part-time employee you will receive your work hours divided by 52 weeks in the year that you work.

In order to avoid disruption of our clients’ facilities, all EGS employees must request vacation time off in advance utilizing the EGS Vacation Request Form located on our website. The earlier you make vacation requests, the greater our ability to allow your requested time and take any needed action to minimize the disruption to our clients. No vacation time may be taken without receiving signed clearance from EGS and your jobsite contact. Any questions regarding vacation time or policies can be directed to Office Manager at EGS.  
Holidays

EGS gives time off to all SCA employees on the following holidays:

· New Year's Day (January 1)
· Martin Luther King Jr.’s Birthday (third Monday in January)

· President’s Day (third Monday in February) 

· Memorial Day (last Monday in May) 

· Independence Day (July 4) 

· Labor Day (first Monday in September) 

· Columbus Day (second Monday in October)

· Veteran’s Day (November 11)

· Thanksgiving (fourth Thursday in November) 

· Christmas (December 25) 

Eligible employees will be paid for holiday time off. If you are eligible, your holiday pay will be calculated at your straight-time pay rate as of that holiday multiplied by the number of hours you would normally have worked that day.

Generally holidays that fall on Saturday are observed on the previous Friday. Holidays that fall on Sunday are observed on the following Monday.

If you are eligible for paid holidays, you must also work both the last scheduled work day immediately before the holiday and the first scheduled day immediately after the holiday. 

If you are eligible for paid holidays and on the holiday you are on a paid absence, such as vacation leave, you will get holiday pay instead of the paid time off pay you would have received. 

If eligible nonexempt employees work on a recognized holiday, they will receive holiday pay plus their wages at their straight-time rate for the hours they worked on the holiday. 

We do not count holiday paid time off as hours worked when calculating overtime.

Government Facility Closure
When an unforeseen Government facility closure occurs on a scheduled day of work, do not report for work. No payment will be made by the Government, therefore, no payment made to you by EGS for any days during such facility closure. 
Workers' Compensation Insurance

EGS provides a comprehensive workers' compensation insurance program to our employees. This program does not cost you anything.

The workers' compensation program covers injuries or illnesses that might happen during the course of your employment that require medical, surgical, or hospital treatment. Subject to legal requirements, workers' compensation insurance begins after a short waiting period, or if you are hospitalized, the benefits begin immediately.

It is very important that you tell your supervisor immediately about any work-related injury or illness, regardless of how minor it might seem at the time. Prompt reporting helps to make sure that you qualify for coverage as quickly as possible and lets us investigate the matter promptly. 

Workers' compensation covers only work-related injuries and illnesses. Neither EGS nor its insurance carrier will pay workers' compensation benefits for injuries that might happen if you voluntarily participate in an off-duty recreational, social, or athletic activity that we might sponsor.
Bereavement Leave

EGS provides bereavement leave to employees who need to take time off because an immediate family member died. To ask for bereavement leave, please contact EGS. We will give you time off without pay to attend the funeral and make any necessary arrangements associated with the death.

We normally will give you bereavement leave unless there are business reasons that require you be at work. With your jobsite contact’s approval, you can use any available paid leave benefits you have, such as vacation, if you need more time off.

For bereavement leave, "immediate family" means your spouse, parent, child, brother, or sister; your spouse's parent, child, brother, or sister; your child's spouse; your grandparent or your grandchild. We will also consider requests for bereavement leave if someone dies who was as close to you as an immediate family member.
Jury Duty

EGS encourages you to fulfill your civic responsibilities by serving jury duty if you get a summons. You may request unpaid jury duty leave for the absence.  EGS will follow all state laws in accordance with jury duty in your state.
If you get a jury duty summons, contact EGS and show it to your jobsite contact as soon as possible. This will help us plan for your possible absence from work. We expect you to come to work whenever the court schedule permits.

Subject to the terms, conditions, and limitations of the applicable plans, EGS will continue to provide health insurance benefits for the full period of unpaid jury duty leave.
Benefits

A good benefits program is a solid investment in EGS employees.  EGS will periodically review the benefits program and will make modifications as appropriate to the company's condition. EGS reserves the right to modify, add or delete the benefits it offers.

A change in employment classification that would result in loss of eligibility to participate in the health insurance plan may qualify an employee for benefits continuation under the Consolidated Omnibus Budget Reconciliation Act (COBRA). Refer to the Benefits Continuation (COBRA) policy for more information.

Details of the health insurance plan are described below and on the EGS website. Information on cost of coverage will be provided in advance of enrollment to eligible employees. Contact Benefits Manager at EGS for more information about health insurance benefits.
Wells Fargo 401(k)  Quarter Entry - Enroll Today!
For more information visit www.wellsfargo401konline.com or call the Benefits Dept. at EGS, Inc. 866-730-6800.
Safety

Our workplace safety program is a top priority at EGS. We want all Government facilities and client jobsites where EGS employees work to be a safe and healthy place for employees, clients, and visitors. A successful safety program depends on everyone being alert and committed to safety.

You are expected to obey all safety rules and be careful at work. You must immediately report any unsafe condition to the appropriate jobsite supervisor and EGS. If you violate EGS or client safety standards, you may be subject to disciplinary action, up to and including termination of employment. Violations include causing a hazardous or dangerous situation, not reporting a hazardous or dangerous situation, and not correcting a problem even though you could have corrected it.

It is very important that you tell the appropriate jobsite supervisor immediately about any accident that causes an injury, no matter how minor it might seem at the time. Also report the incident to EGS. When you report it quickly, the accident can be investigated promptly .
As an employee of EGS you have certain rights regarding the use of hazardous materials in the workplace.  If applicable, EGS will provide you with information regarding the following:

1.  What chemicals are used in the workplace (MSD Sheets.)

2.  Where the chemicals are located.

3.  Physical and health hazards associated with the chemicals.

4.  Protection measures that must be taken to prevent exposure.

5.  What to do in case of exposure to the chemicals.

For additional information on hazardous materials in the workplace consult your supervisor.

Use of Telephones 

If you make personal calls on EGS or clients’ business phones, you may be required to pay for any charges.

Our telephone communications are an important reflection of our image to clients and the community. Always use proper telephone etiquette. The following are some examples of good telephone etiquette: use the approved greeting, speak courteously and professionally, repeat information back to the caller, and only hang up after the caller hangs up.
Overtime

It is our policy that no overtime can be worked without the pre-approval and authorization of the jobsite contact and EGS, we have to make sure that you have overtime available before it is worked. 

SCA employees will receive overtime pay in accordance with the federal and state wage and hour laws. Overtime pay is based on the actual hours worked. For this reason, time off for sick leave, vacation, and other paid or unpaid leaves of absence is not counted as hours worked when calculating overtime pay.

Business Travel Expenses

When you need to do travels for business please contact the Office Manager at EGS for the travel policy. 

Computer and Email Usage

To help you do your job, EGS our or clients may give you access to computers, computer files, the email system, and software. You should not use a password, access a file, or retrieve any stored communication without authorization. To make sure that all employees follow this policy, we may monitor computer and email usage.

We try hard to have a workplace that is free of harassment and sensitive to the diversity of our employees. Therefore, we do not allow employees to use computers and email in ways that are disruptive, offensive to others, or harmful to morale.

At EGS you may not display, download, or email sexually explicit images, messages, and cartoons. You also may not use computers and email for ethnic slurs, racial comments, off-color jokes, or anything that another person might take as harassment or disrespect. 

You may not use email to ask other people to contribute to or to tell them about businesses outside of EGS, religious or political causes, outside organizations, or any other nonbusiness matters. 

EGS and our clients buy and license computer software for business purposes. We do not own the copyright to this software or its documentation. Unless the software developer authorizes us, we do not have the right to use the software on more than one computer.

You may only use software on local area networks or on multiple machines according to the software license agreement. EGS prohibits the illegal duplication of software and its documentation.

If you know about any violations to this policy, notify EGS. Employees who violate this policy are subject to disciplinary action, up to and including termination of employment.

Internet Usage

EGS or our clients may provide you with Internet access to help you do your job. This policy explains our guidelines for using the Internet.

All Internet data that is written, sent, or received through the computer systems of EGS or our clients is part of official records. That means that we can be legally required to show that information to law enforcement or other parties. Therefore, you should always make sure that the business information contained in Internet email messages and other transmissions is accurate, appropriate, ethical, and legal. 

The equipment, services, and technology that you use to access the Internet are the property of EGS or our clients. Therefore, we reserve the right to monitor how you use the Internet. We also reserve the right to find and read any data that you write, send, or receive through our online connections or is stored in our computer systems.

You may not write, send, read, or receive data through the Internet that contains content that could be considered discriminatory, offensive, obscene, threatening, harassing, intimidating, or disruptive to any employee or other person.

Examples of unacceptable content include (but are not limited to) sexual comments or images, racial slurs, gender-specific comments, or other comments or images that could reasonably offend someone on the basis of race, age, sex, religious or political beliefs, national origin, disability, sexual orientation, or any other characteristic protected by law. 

EGS does not allow the unauthorized use, installation, copying, or distribution of copyrighted, trademarked, or patented material on the Internet. As a general rule, if you did not create the material, do not own the rights to it, or have not received authorization for its use, you may not put the material on the Internet. You are also responsible for making sure that anyone who sends you material over the Internet has the appropriate distribution rights.

If you use the Internet in a way that violates the law or EGS policies, you will be subject to disciplinary action, up to and including termination of employment. You may also be held personally liable for violating this policy.

Workplace Monitoring

EGS may conduct workplace monitoring to help ensure quality control, employee safety, security, and client satisfaction. 

Employees who regularly communicate with the public may have their telephone conversations monitored or recorded. Telephone monitoring helps us to identify training needs and performance problems. 

All computer equipment, services, or technology that are furnished to you are the property of EGS or our clients. We reserve the right to monitor computer activities and data that is stored in our computer systems. We also reserve the right to find and read any data that you write, send, or receive by computer. 

We may perform video surveillance of non-private workplace areas. We use video monitoring to identify safety concerns, maintain quality control, detect theft and misconduct, and discourage and prevent harassment and workplace violence.

Because we are sensitive to employees' legitimate privacy rights, we will make every effort to guarantee that workplace monitoring is always done ethically and with respect.

Personal Automobile Use

EGS is not responsible for damage to your personal automobile when you are using it for Company business.  The Company will reimburse you based upon actual miles driven times the rate established by the Company.  This must totally compensate you for all gasoline mileage, wear and tear, and insurance costs associated with the business use of the vehicle.

It is required by EGS that if you use your automobile for business purposes, that you possess a valid driver’s license and your state’s minimum insurance coverage for the vehicle.

First Aid

In the event of a life threatening emergency, call 911.  If an accident or illness should occur, no matter how slight, notify your jobsite contact immediately so that appropriate medical treatment can be administered. As soon as possible thereafter, contact EGS to report the details of the incident. With the number of reported cases of AIDS and other blood borne pathogens continuing to rise, it is imperative that employees take extreme care in case of an accident, both on and off the job.  The transfer of any body fluid (blood, saliva, urine, etc.) may pass on a blood borne pathogen.  Use caution to avoid contact with these body fluids.  On the job injuries will be handled in accordance with Workers’ Compensation laws.  Any employee who is injured while on the job must notify EGS immediately to be eligible for coverage provided under our Workers’ Compensation policy.  As part of our Drug Free Work Place program, you may also be required to submit to drug testing if you are injured on the job.

Military Leave

EGS will grant a military leave of absence if you are absent from work because you are serving in the U.S. uniformed services in accordance with the Uniformed Services Employment and Reemployment Rights Act (USERRA). You must give your supervisor advance notice of upcoming military service, unless military necessity prevents advance notice or it is otherwise impossible or unreasonable.

You will not be paid for military leave. However, you may use any available accrued paid time off, such to help pay for the leave. 

Continuation of health insurance benefits is available as required by USERRA based on the length of the leave and subject to the terms, conditions and limitations of the applicable plans for which you are otherwise eligible.

If you are on military leave for up to 30 days, you must return to work on the first regularly scheduled work period after your service ends (allowing for reasonable travel time). If you are on military leave for more than 30 days, you must apply for reinstatement in accordance with USERRA and applicable state laws.

When you return from military leave (depending on the length of your military service in accordance with USERRA), you will be placed either in the position you would have attained if you had stayed continuously employed or in a comparable position. For the purpose of determining benefits that are based on length of service, you will be treated as if you had been continuously employed.

If you have questions about military leave, contact EGS for more information.

Employee Conduct and Work Rules

We expect you to follow certain work rules and conduct yourself in ways that protect the interests and safety of all employees and EGS.

Drug and Alcohol Use

EGS is committed to a drug-free, healthful, and safe workplace. You are required to come to work in a mental and physical condition that will allow you to perform your job satisfactorily.

EGS employees may not use, possess, distribute, sell, or be under the influence of alcohol or illegal drugs while on EGS premises or while conducting any business-related activity away from EGS premises. You may use legally prescribed drugs on the job only if they do not impair your ability to perform the essential functions of your job effectively and safely without endangering yourself or others.

If you violate this policy, it may lead to disciplinary action, up to and including immediate termination of your employment. We may also require that you participate in a substance abuse rehabilitation or treatment program. If you violate this policy, there could also be legal consequences. 

If you have questions about this policy or issues related to drug or alcohol use at work, you can raise your concerns with EGS without fear of reprisal.

Attendance and Punctuality

We expect EGS employees to be reliable and punctual. You should report for work on time and as scheduled. EGS recognizes that unforeseen circumstances may require you to miss time from work. When practical, you must contact EGS prior to your absence with sufficient notice to avoid disruption at your worksite. If such notice is not possible, you should contact EGS and your worksite supervisor immediately to advise them of the circumstances of your absence and expected duration. 
Unplanned absences can disrupt work, inconvenience other employees, and affect productivity. If you have a poor attendance record or excessive lateness, you may be subject to disciplinary action, up to and including termination of employment.

Personal Appearance

Personal appearance means how you dress, how neat you are, and your personal cleanliness standards. Your personal appearance can influence what clients and visitors think about EGS. Personal appearance can also impact the morale of your co-workers.

During business hours or whenever you represent EGS, you should be clean, well groomed, and wear appropriate clothes. This is particularly important if your job involves dealing with clients or visitors in person.

If your jobsite contact finds that your personal appearance is inappropriate, you may be asked to leave work and return properly dressed and groomed. If you are asked to leave, you will not be paid for the time you are away from work. Contact EGS if you are not sure about the correct clothing standards for your job.

Where necessary, EGS may make a reasonable accommodation to this policy for a person with a disability.

Return of Property

EGS or our clients may loan you property, materials or written information to help you do your job. You are responsible for protecting and controlling any property we loan you. If any property or contractor ID badges are lost or stolen, you must immediately notify such occurrence to EGS and report it to your jobsite contact in writing.
You must also return it promptly if we ask. If you stop working at EGS, you must return all EGS or clients’ property immediately. 

Security Inspections

EGS wants to have a work environment that is free of illegal drugs, alcohol, firearms, explosives, or other improper materials. We prohibit the possession, transfer, sale, or use of these materials on any to which you are assigned to work.

You may be provided with desks, lockers, and other storage devices for your convenience but these are always the sole property of EGS or our clients. Because they are not your property, you must allow our representative or authorized agents to inspect them at any time, either with or without advance notice to you. We may also inspect any items that we find inside them. 

We also want to discourage theft and the unauthorized possession of property that belongs to our employees, EGS, visitors, and clients. To help enforce this policy, we may require inspection of employees and other persons who enter or exit the job site as well as any packages or other belongings they carry with them. If you wish to avoid having your belongings inspected, the best thing is to not bring them to work.

Security Clearance
Some government facilities require a background check and security clearance before you are allowed to work at the job site. If the client or EGS determines that any item in your background check deems you unacceptable for your assigned position or that a security clearance will not be issued, this may result in the immediate termination of that employment position. Whether you are eligible for an alternate position is a determination to be made by EGS and/or the client, and remains in their sole discretion.
If, at any time during your employment with EGS, you are arrested after the initial clearance is granted, then you must immediately notify EGS of such an occurrence. 

Drug Testing

We are committed to making EGS a safe, efficient, and productive work environment for all employees. There can be serious safety and health risks if an employee uses or is under the influence of drugs on the job. We may ask job applicants and employees to provide body substance samples, such as urine and/or blood. We will use the samples to check for the illegal or illicit use of drugs. If you refuse to be tested for drugs, you may be subject to disciplinary action, up to and including termination of employment. 

We will provide copies of the drug testing policy to all employees. If you have questions about our drug testing policy or its administration, contact EGS.

 Personal Property

EGS cannot be responsible for losses of personal property that is lost, damaged or stolen.  If you bring personal property/items/belongings into the office or company property, you are responsible to keep track of them.

If you do bring personal property, you need to understand that it will not be covered under EGS’ insurance and because of limitations on personal homeowners' policies with business property away from the home premises, it may not be covered under your homeowner’s coverage either.

Also EGS prohibits any items on the premises or worksite that are sexually suggestive, offensive, or demeaning to specific individuals or groups, along with firearms or other weapons.  Employees should understand that all personal property brought onto the employer's premises may be inspected for purposes of enforcing the organization's policies and to protect against theft.

EMPLOYEE ACKNOWLEDGEMENT FORM

The employee handbook describes important information about EGS. I understand that I should consult EGS if I have any questions that are not answered in the handbook. 

I became an employee at EGS voluntarily. I understand and acknowledge that there is no specified length to my employment at EGS and that my employment is at will. I understand and acknowledge that "at will" means that I may terminate my employment at any time, with or without cause or advance notice. I also understand and acknowledge that "at will" means that EGS may terminate my employment at any time, with or without cause or advance notice, as long as they do not violate federal or state laws.

I understand and acknowledge that there may be changes to the information, policies, and benefits in the handbook. The only exception is that EGS will not change or cancel its employment-at-will policy. I understand that EGS may add new policies to the handbook as well as replace, change, or cancel existing policies. I understand that handbook changes can only be authorized by the chief executive officer of EGS.

I understand and acknowledge that this handbook is not a contract of employment or a legal document. I have received the handbook and I understand that it is my responsibility to read and follow the policies contained in this handbook and any changes made to it.

EMPLOYEE'S NAME (printed): _______________________________________________

EMPLOYEE'S SIGNATURE: _________________________________________________

DATE: __________________________________
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