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FACILITY SERVICES MANAGEMENT, INC. Welcomes You!

It is a pleasure to welcome you to Facility Services Management, Inc.  We sincerely hope that our association will be an experience that will allow you every opportunity to use your talents, skills and abilities and to grow with our Company.

The key to our success is the quality of our personnel and their outstanding performance of duties.  We are a people-oriented Company dedicated to providing the best possible working conditions along with competitive wages and benefits.

We wish you success in all of your endeavors and look forward to a long and lasting relationship.  We trust your employment with Facility Services Management, Inc. will be a rewarding experience.

Sincerely,

[image: image1.emf]
Carolyn N. Hamby
President

AT-WILL DISCLAIMER

No policy or provision in this handbook is intended to create a contract binding the employee or the employer to an agreement of employment for a specific period of time.  Either the employee or the employer can terminate a worker’s employment at any time, for any reason, with or without notice.

PERSONNEL HANDBOOK STATEMENT

This handbook highlights Facility Services Management, Inc. (hereinafter referred to as “FSI” or “Company”) policies, practices and benefits for your information and guidance, but should not be construed as a legal document or as constituting any contractual obligation on the part of FSI.  As circumstances warrant, policies, practices, and benefits described in this handbook will change; consequently, FSI reserves the right to amend, supplement, or rescind any provision contained in this handbook at any time.  From site to site, contractual obligations of the Company may alter these general company policies.
HARASSMENT POLICY

Facility Services Management, Inc. policy is to assure that all employees have a right to work in an environment free of harassment and intimidation in any form, including harassment because of sex, race, ethnicity, religion, national origin, sexual preference, disability, or any other protected status.

Each FSI employee is responsible for creating an atmosphere free of discrimination and harassment, sexual or otherwise.  Further, employees are responsible for respecting the rights of their co-workers.  All employees are to be treated with dignity and respect.  Unbusinesslike conduct that could be considered offensive or intimidating will not be tolerated.
It is illegal and against the policies of FSI for any employee, male or female, to harass another employee.  The company does not tolerate harassment in any form by any of its employees, visitors, vendors, and other individuals conducting business with, but not employed by FSI.  Harassment and prohibited conduct includes, but is not limited to the following:

(  Making unwelcome sexual advances or requests for sexual favors or other verbal or                                                                       physical conduct of a sexual nature, a condition of an employee’s employment.

(  Making slurs or other verbal comments or physical gestures relating to an individual’s race, color, religion, sex, sexual orientation, pregnancy, national origin, ancestry, age, disability, marital status, or any other status protected by applicable federal state or local law.


(  Persistent or repeated unwelcome flirting, sexual comments or touching.


(  Making submission to or rejection of such conduct the basis for employment decisions


affecting the employee.


(  Creating an intimidating, hostile or offensive work environment by such conduct.

(  Suggestive jokes, gestures or sounds directed toward another or degrading comments about another relating to an individual’s race, color, religion, sex, sexual orientation, pregnancy, national origin, ancestry, age, disability, marital status or any other status protected by applicable federal state or local law.

The company’s policy assures employees that all claims of harassment will be investigated.  Confidentiality will be maintained to the extent possible and remedial action will be taken, when appropriate.  This policy also prohibits coercion, intimidation, interference, or retaliation in any form against any employee who reports illegal harassment or who assists in the investigation of such charges.

All FSI employees are responsible for helping ensure that we prevent harassing behavior by reporting policy violations and cooperating in investigations.  An employee who believes he/she witnessed harassment or is being harassed should immediately take the following action:

1. Report the incident or complaint to your supervisor.  This is where you will find the simplest quickest solution.  However, if the supervisor does not resolve the problem to your satisfaction, or is the subject of the complaint, report it to the Project Manager.

2. If you do not wish to report the complaint to your Project Manager, or if you are not satisfied with how your complaint has been handled, you can contact the Human Resources Manager by phone at (931) 552.7044, or in writing at Facility Services Management, Inc., 1031 Progress Drive, Clarksville, TN 37040.  Based on the nature of your complaint, the Human Resources Manager will undertake an investigation of the charge.  The investigation will include discussions with you and the person you charged, as well as any other individuals who are a party to, or may have relevant information to the maximum extent possible.

3. Upon completion of the investigation, the Human Resources Department will examine the evidence and decide what course of action to take.  If it is determined that an employee has discriminated or is discriminating against or harassing another employee, appropriate disciplinary action will be taken, up to and including discharge.

Do not assume that FSI is aware of your problems. Do not assume that FSI knows that certain facts make you feel harassed. It is your responsibility to bring your complaints and concerns about facts to our attention and to tell us that you consider the facts in violation of this policy, so we can help resolve the situation. 
SUBSTANCE ABUSE

FACILITY SERVICES MANAGEMENT, INC. is concerned about the health and safety of its employees and customers.  An employee under the influence of illegal drugs or alcohol poses serious risks not only to themselves but also to fellow employees.  The possession, use or sale of an illegal drug or alcohol in the workplace is dangerous to our employees and contrary to our business interest.  In this spirit the Company has established the following Substance Abuse Policy and will administer it with fairness and respect to each employee.

Scope:

The provisions of this policy apply to each salaried and hourly employee of FSI, subject to applicable federal, state, and local laws.  All employees, at time of employment, must sign a Drug Free Awareness Statement.

Policy:

1. The Company prohibits the use, sale, possession, distribution, transfer, or manufacture of illegal drugs on Company or Customer premises and from working under the influence during working hours.  Because the use of illegal drugs is against the law and can impair an employees’ ability to perform his/her job, or affect the Company’s reputation, or that of its customer, employees must also refrain from the sale, use or possession of any illegal drug during nonworking hours.  Employees who may be impaired because of taking medication prescribed by a physician are expected to notify their supervisor before commencing work that day.

2. Any consumption of alcoholic beverages, which impairs FSI employees’ work performance, will not be tolerated.  Employees found to be intoxicated by use of alcohol on FSI, or client premises, or other workplace, will be sent home immediately and are subject to disciplinary action.  Possession of opened (seal broken) alcoholic beverage containers at any FSI project, office, Company or client vehicle is strictly prohibited.  Employees found in violation of any of the previously mentioned prohibitions will be subject to disciplinary action, up to and including termination of employment.  If an employee has driven himself to work, and is judged to be intoxicated, local management will be responsible for arranging alternate transportation for the employee so as to assure the employee does not endanger themselves or others.

3.
Subject to applicable federal, state and local laws, the Company retains the right to require urinalysis or other drug test of any employee at any time.
4.
A violation of this substance abuse policy will subject the employee to disciplinary                       action, which may include discharge.  In such event, employees who work in positions involving access to classified information, national security, or where the health and safety of others is involved, may be removed from such positions.

5.
An employee who is arrested for violation of any criminal drug statute, including misdemeanors and violations for offenses occurring on Company or customer property or during nonworking time, shall be required, as a condition of continued employment, to notify their supervisor or Project Manager within five (5) days of the date of conviction.  A conviction includes any finding of guilty by a jury or a judge, a plea of guilty, or a plea of no contest and/or any imposition of a fine, jail sentence or other penalty.  In such even, and employee will be subject to disciplinary action which may include discharge

6.
Use or history of medical assistance does not preclude action deemed appropriate by the Company.  The Company retains full and final discretion on whether, when and under what circumstances an employee may in the future be employed or re-employed after a violation of this policy.

EQUAL EMPLOYMENT OPPORTUNITY

Facility Services Management, Inc. is an equal opportunity employer and has a policy of equal treatment of all employees and prospective employees. This means we are dedicated to the principle of equal employment without regard to applicants or employee’s race, sex, color, creed, religion, national origin, age, handicap, or veteran status.  We support this policy in all employment decisions including, but not limited to, recruiting, hiring, transfer, promotion, reassignment, training, compensation, termination, layoff, recall and employee benefits, in compliance with Government regulations and as a matter of corporate policy.

1.
The Project Manager, unless otherwise designated, is the EEO Officer on site and is responsible for implementation of Affirmative Action.  However, all management personnel share responsibility for achieving affirmative action and in assuring that equal employment opportunity is being practiced in each department and office.  FSI is committed to creating the highest quality-working environment possible for all employees.

2.
FSI will not discriminate against any employee or applicant because of physical or mental handicap, with regard to any position for which the employee or applicant is qualified.  FSI fully supports the Americans with Disabilities Act, which prohibits employers from discriminating against qualified applicants and employees on the basis of disability.  If you have a handicap and would like to be considered under the Affirmative Action Program, it is requested that you complete form FSI-45 (Invitation to Self-Identify) or in confidence inform the Human Resources Manger at the Corporate Office.

AFFIRMATIVE ACTION
It is the policy of Facility Services Management, Inc., to recruit, hire, train, discipline, and promote all persons without regard to race, color, creed, national origin, religion, age, sex, disability or veteran status.  It is further Company policy that Affirmative Action will be a basic principle of all employment practices including, but without limitation, compensation, benefits, transfers, training and all other Company-offered programs.

It has been and will continue to be the policy of this Company that it shall be an Equal Opportunity Employer.  To assure full implementation of this policy, the Company shall act affirmatively to assure that it will:

1. Recruit, hire and promote for all job classifications without regard to race, color, creed, national origin, religion, age, sex, disability or veteran status.

2. Base hiring decisions solely upon an individual applicant’s qualifications for the position and interest in the position being filled.

3. Make promotion, demotion and transfer decisions solely on the individual employee’s qualifications as they relate to the requirements of the position for which the employee is being considered, without regard to race, color, creed, national origin, religion, age, sex, disability or veteran status.

4. Ensure that all other personnel actions, including, but without limitation, compensation, benefits, layoff, return from layoff and leaves of absence, will be administered without regard to race, color, creed, national origin, religion, age, sex, disability or veteran status.

In keeping with the above policy, the Company will periodically conduct analyses of all personnel actions to ensure equal opportunity under the law.

We ask all employees of FSI to continue to add their full support to achieving the Company’s objectives in Equal Opportunity Employment.

This Company is a Government Contractor subject to Section 503 of the Rehabilitation Act of 1973 and to Section 402 of the Vietnam Era Veterans Readjustment Assistance Act of 1974, which require Government Contractors to take affirmative actions to employ and advance in employment qualified handicapped individuals, disabled veterans and veterans of the Vietnam Era.

It is the policy of the Company that it will not discriminate against any employee or applicant for employment with regard to any position for which the employee or applicant for employment is qualified because of any physical or mental disability of the individual or because he or she is a disabled veteran or veteran of the Vietnam Era.

The Company shall take Affirmative Action to employ, advance in employment and otherwise treat qualified disabled individuals and covered veterans without discrimination based upon their physical or mental handicap, disability, or veteran status in all employment practices including, but without limitation, the following:  employment, upgrading, demotion, transfer, recruitment, advertising, layoff, termination, rates of pay, compensation benefits, and training.

The company shall make reasonable accommodations to disabled employees and applicants for employment, except where such accommodations impose an undue hardship on the Company.  In offering employment or promotions to disabled individuals and covered veterans, the Company shall not reduce the amount of compensation offered because of any disability income, pension, or other benefits the applicant or employee receives from another source.

The Company shall comply with all rules, regulations and relevant orders of the Secretary of Labor issued pursuant to the Rehabilitation Act of 1973 and the Vietnam Era Veterans Readjustment Assistance Act of 1974.  In accordance therewith, employees and applicants for employment are protected from coercion, intimidation, interference or discrimination for filing a complaint or assisting in an investigation under said Acts.

AMERICANS WITH DISABILITIES POLICY

The Americans with Disabilities Act (ADA), Title I, prohibits employers from discriminating against qualified applicants and employees on the basis of disability.  The ADA’s requirements, as of July 26, 1994, apply to employers with 15 or more employees, including part-time employees, working for 20 or more calendar weeks in the current or preceding calendar year.  The ADA’s definition of “employee” includes U. S. citizens who work for American companies, their subsidiaries, or firms controlled by an American Company outside the USA.  However, the Act provides and exemption from coverage for any action in compliance with the ADA, which would violate the law of the foreign country in which a workplace is located.

1.
The definition of “employer” includes persons who are “agents” for the employer, such as managers, supervisors, foremen, or others who act for the employer, such as agencies used to conduct background checks on candidates.  Therefore, the employer is responsible for actions of such persons that may violate the law.

2.
The ADA prohibits employment discrimination against “qualified individuals with disabilities”.  A qualified individual with a disability is:


an individual with a disability who meets the skill, experience, education, and other job-related requirements of a position held or desired, and who, with or without reasonable accommodation, can perform the essential functions of a job.

3.
The ADA definition of an individual with a disability is very specific.  A person with a “Disability” is an individual who:

(  has a physical or mental impairment that substantially limits one or more of
his/her major life activities;



(  has a record of such an impairment; or



(  is regarded as having such impairment
The ADA specifically states that its provisions do not protect certain individuals:
(  Persons who currently use drugs illegally:  This includes people who use prescription drugs illegally as well as those who use illegal drugs.  However, people who have been rehabilitated and do not currently use drugs illegally, or who are in the process of completing a rehabilitation program, may be protected by the ADA.

(  Other specific exclusions:  The Act states that homosexuality and bisexuality are not impairments and therefore are not disabilities under the ADA.  In addition, the Act specifically excludes a number of behavior disorders from the definition of “individual with a disability”.

4.
An employer must make a reasonable accommodation to the known physical or mental limitations of a qualified applicant or employee with a disability unless it can show that the accommodation would cause an undue hardship on the operation of its business.

5.
The Americans with Disabilities Act requires all employers to prominently display the law’s provisions to employees at each work site.  This notice is posted on the bulletin board at each job site.

BENEFITS

1.
Wages

Each contract normally has a Department of Labor (DOL) Wage Determination, which covers base wage and fringe benefits for all job classifications.  When the DOL wage rates are revised, they will become effective when incorporated into the contract by modification.  A copy of the current wage determination will be posted on the company bulletin board at each contract site.

2.
Health and Welfare

It is FSI’s policy to provide each employee Health & Welfare benefits equal to the dollar amount specified in the DOL wage determination. Except where the contract dictates otherwise, all full time employees (those who average 34 hours or more per week) will be provided with a single health insurance plan and the balance of their health and welfare benefit will be deposited in a 401K plan in their name. These employees may elect to provide health care coverage for their spouse and/or children and the employee will be responsible for any costs which are over and above their health and welfare benefit. Part time employees (those who average less than 34 hours per week) will have their health and welfare benefit deposited in a 401K plan in their name.
3.
Leaves of Absence

A.
Vacation

The applicable DOL wage determination accompanying a particular contract governs the vacation benefits for that contract.

After one year of service, exempt employees will be entitled to 10 working days per year.  After 5 years of service, exempt employees will be entitled to 15 working days per year.  For non-exempt employees, vacation time will accrue in accordance with the applicable contract requirement (i.e. Service Contract Act, Davis Bacon Act, etc.)


Under normal circumstances, requests for vacation will be submitted in writing, on an Application for Leave of Absence form available at the job site.  Vacation may be taken in not less than 4-hour increments.  FSI reserves the right to disapprove vacations based on mission requirements.  However, every effort will be made to allow employees with vacation time as requested. 

Vacation or Holiday Pay for temporary and part-time employees working an irregular schedule of hours will be discharged by paying a proportion of holiday or vacation benefits based on the number of hours each such employee worked in the workweek prior to the workweek in which the holiday occurs, or with respect to vacations, the number of hours which the employee worked in the year preceding the employee’s anniversary date of employment.

FSI requires that accrued vacation be used for all or any part of a leave for personal, sick, health conditions of a family member or the employee, prior to leave of absence without pay.  

B.
Military Leave


FSI supports the Military Reserve Program, Selective Service Act and Veterans Re-employment Act.  Employees are required to notify their supervisor immediately upon receiving military notification for active duty training or other obligations requiring a military leave of absence.  As copy of the orders, along with an Application for Leave of Absence form will be provided to the supervisor.

Administrative leave will be granted for active duty training up to two weeks 
(ten working days) each calendar year.  Administrative leave may be without 
pay, or as a paid portion of earned vacation time, at the employee’s discretion.

In the event of a national emergency, causing an employee to be called to active duty for an extended period of time, the employee will have re-employment rights to the position last held or one comparable.


C.
Medical Leave

After accrued vacation is used, medical leave of absence, without pay, may be granted for the treatment of any illness, injury or disability.  An Application for Leave of Absence form must be submitted to the supervisor, along with a physician’s statement listing the nature of the illness, injury or disability, the amount of time off needed and the expected return date.  Any medical absence of three (3) days or more requires a release to work from the attending physician.

If any employee is released for only partial or light duty, return to work will be at the discretion of the Project Manager, depending on the availability of light duty for the employee.


D.
Bereavement Leave

FSI will grant time off for a death in the immediate family.  Immediate family is defined as a spouse, child, brother, sister, parent and parent-in-law.  Maximum time off is not to exceed three (3) working days.  The employee is required to notify his/her supervisor of the purpose of the absence no later than the start of the workday of the first day of such absence.  Bereavement leave may be without pay, or as a paid portion of earned vacation time, at the employee’s discretion.

E.
Inclement Weather and Emergency Conditions

In the event of heavy snow or any emergency that warrants closing or a change of opening and/or closing hours, Facility Services Management, Inc. employees will follow rules for government and private industry workers at the assigned work site.  The government or private industry will provide data to local radio stations for broadcast.  Employees not reporting to work may request to be paid from earned vacation.  Employees must notify their supervisor if they are unable to report for work due to inclement weather or other emergency conditions.  All branch locations will operate under this policy except that notification of closing will be performed by the Branch Manager via telephone.

F.   
Jury Duty

Time off for Jury Duty will be allowed without pay, as appropriate.  As much advance notice as possible (two weeks preferably), in writing, must be given to the employer’s supervisor.  The employee must submit evidence of actual jury duty to the Project Manager.

G.
Reporting Time

An employee unable to report for duty must notify his/her immediate supervisor no later than the start of the next working day, and keep the supervisor advised on his/her status.  The supervisor is responsible for the assigned work and must be able to manage the work force based on the availability of the employees.  
If an employee leaves their employment with the Company for an undetermined amount of time, that employee will be removed from payroll records and shall be considered to have voluntarily terminated their employment with the Company.  However, that employee may be considered for reinstatement, at the sole discretion of the Company.

4.
Holidays

The following holidays will be observed each year:

· New Years Day
· Martin Luther King Day

· Presidents’ Day

· Memorial Day

· Independence Day

· Labor Day

· Columbus Day

· Veterans Day

· Thanksgiving Day

· Christmas Day

5.
Workers Compensation

Workers Compensation is provided for employees who receive an on-the-job injury or occupational disease arising during the course of employment.  If an injury or disease is determined to be job-related, the employee will receive pay and medical expenses through the Company’s Worker Compensation Insurance carrier.  Employees must notify the supervisor in writing or in person as to their status during their absence.  The Project Manager will establish specifics as to the frequency and information required from the attending physician. 

WORK REGULATIONS

1.
Employment Classification

A.
All hourly employees will be classified in accordance with duties and wage rates established by the prevailing DOL Wage Determination for the particular contract under which they are employed. FSI classifies “full time’ employees as those who average 34 or more hours per week and “part time” employees are those who average less than 34 hours per week.
B.
Regular employment shall have a scheduled amount of hours per day and days per week.  Work hours vary at each project or office and are established by the project manager or functional area supervisors.  The times and length of break periods and meal periods will be established at each site.  Project Managers must prepare and distribute work schedules as far in advance as is practical.  Changes in work-hour assignments should be communicated to the employee at least 24 hours in advance when possible.  Meal periods are not optional and must always be shown on time cards.  Employees are not paid for meal breaks.

C.
Seasonal and/or temporary employment shall serve as temporary additions or replacement for regular employees for a specified period of time.

D.
Probationary period for each employee shall be for a period of ninety (90) days following the hire date.  At any time during the probationary period, either FSI or the employee can terminate the employment relationship without advance notice.

2.
Termination

A.
Regular and part-time employees, except as noted above, are requested to submit written notification of intent to terminate employment to their supervisor, two weeks in advance of the termination date.

B.
Involuntary terminations may be required for disciplinary measures or 
layoff/reduction in workforce (RIF)


C.
FSI shall remove from the site any individual whose continued employment is deemed by the contract to be incompetent, careless, contrary to the public interest, inconsistent with the best interests of National Security, or otherwise objectionable.

3.      
Discipline

It is important that penalties imposed for violations of Company work rules are consistent with the severity of the offense and the prior record of the offender.  Determining the appropriate punishment becomes a matter of judgment and reason on the part of the manager or supervisor.  For that reason, discipline is usually administered in steps ranging from an oral warning, to written reprimand, to suspensions without pay, to discharge.  Some cases may involve behavior or conduct so unacceptable that immediate 
termination is the only recourse; for example, proven theft of customer, government or Company property.

A.
Discipline will be fair, timely, appropriate, and in most cases progressive.  Corrective discipline provides discipline in proportion to the offense and a measure of due process.  Most performance and job conduct problems will be handled with a program of progressive discipline.  Employees will be made aware of the problem or deficiency, apprised of expectations for improvement, and warned of potential further discipline should they not meet expectations.  Except for extenuating circumstances, cases dealt with through progressive discipline will proceed as follows:



Step 1.
    First Written Reprimand



Step 2.    Second Written Reprimand



Step 3.    Termination (when the 3rd written reprimand is issued within 365
   days of receipt of the 1st written reprimand)

B.
Not all offenses are appropriately covered by a progressive discipline system; for some major offenses, employees may be immediately discharged.  A partial list of such offenses follows:

1) Theft

2) Falsification of Company documents/records

3) Threats, fighting or other violent conduct

4) Un-excused absences

5) Insubordination

6) Sleeping on the job

7) Endangering the safety of employees

8) Use or sale of drugs/alcohol on Company or Government property

9) Supervisory malfeasance

10)  Harassment or Discrimination

11)  Violating Code of Business Ethics Policy

4.        Clearance of Terminated Employees

At the termination of employment, employees are required to turn in all FSI and/or Government property in their possession, including keys, credit cards, books, manuals, office supplies and equipment used by FSI for use in the performance of assigned duties.  An Employee Clearance Checklist will be completed for each applicable section, given to the employee’s supervisor for verification, signature and forwarding to payroll.

5.
Driving Privileges

A.
Each employee is responsible for registering his/her privately owned (POV) in accordance with the procedures of the facility or Government installation where he/she works.

B.
Employees required to drive Company or Government owned vehicles shall possess a valid state driver’s license as well as a driver’s license issued by the Government, if appropriate.

C.
Employees shall abide by all traffic regulations while driving on a Government installation.


D. 
Company or Government owned vehicles shall not be used for personal use.

6.
Dress Code
Employees are expected to dress appropriately based on assigned duties.  Shirts and shoes must be worn at all times.  Examples of appropriate dress would be pants or jeans for warehousing, mechanical, crafts or laborer-type duties.  In some instances, uniforms will be required at specific job sites.  Management and office personnel are expected to dress appropriately depending upon contact with the public and Government personnel. Employees shall be physically able to do their assigned work and shall be neat and clean as possible in their person and attire at all times while performing their duties.

7. 
Individual Craft Tool Policy

Unless prohibited by collective bargaining agreements, personnel hired for trade and craft positions such as carpenters, mechanics, or plumbers are required to provide tools common to their trade.  The immediate supervisor will verify that he or she does, in fact, have the required tools.  The employee must be advised that FSI will not be responsible for misplaced, damaged, or stolen personal tools and that the employee should have private insurance to cover such losses.

8.
Drug-Free Work Place Policy

A.
Drugs are defined as controlled substances.  The term “illegal drugs” is defined as a controlled substance for which a valid prescription is not authorized or available.

B.
It is our policy to maintain a Drug-Free Workforce and a Drug-Free Work Place.  Project Managers and Supervisor at all job sites are responsible for enforcing the Company awareness program in order to promote a drug-free workforce.  Our Substance Abuse Policy is included in this Handbook.

C.
Procedures for new employees:

1)
New employees are hired under the condition that they agree to voluntarily submit to drug screening at the discretion of the Company.  Drug screening may be conducted on a random basis or otherwise, as deemed appropriate. Agreement to voluntarily submit to drug screening is a condition of employment.  All employees will submit to a drug screening prior to being hired.  The applicant will pay the cost of the screening.  Applicant will be reimbursed by FSI if drug test results are negative.  No reimbursement will be given for positive drug test results and the applicant will not be employed.

2)
The new employee is advised of the dangers and penalties of drug abuse in the work place, and that it is unlawful to manufacture, distribute, dispense, possess or use a controlled substance in the work place.  They are advised that violating the Drug-Free Work Place program by manufacturing, distributing, dispensing, possessing or using a controlled substance in the work place will be cause for immediate dismissal.

3)
New employees are responsible for reading the Substance Abuse Policy and the Drug Free Awareness Statement upon processing in for a job.  The Statement should be signed and dated, indicating that the employee has read and understands the program.  The statement is included in this Handbook for completion and submission to the supervisor. 

4)
New employees are advised that they must notify FSI, in writing, if arrested under a criminal drug statute for a violation.

Facility Services Management, Inc. will notify the Contracting Officer at the job site, in writing, after receiving notice of an employee’s conviction under a criminal drug statute for a drug violation in the work place.  The notice shall include the employee’s name, position title and date of termination.

SECURITY

These procedures establish uniform practices within the corporate structure of FSI and provide guidance to comply with security requirements prescribed in the Department of Defense (DOD) Industrial Security Manual (ISM) for Safeguarding Classified Information.

1.
Personnel Security Clearances

A.
The need for a security clearance is based on the contractual requirements at each job site.  Once it is determined that an employee will require a security clearance to perform their assigned duties, the employee must complete the Personnel Security Questionnaire and submit it to the Project Manager for review and appropriate action.

B.
Verification of U. S. citizenship must be witnessed by a designated FSI employee and recorded in the individual’s Security File.  Fingerprints will be taken, if applicable.  The designated FSI employee will forward the Personnel Security Questionnaire package to the corporate office for submission to the Defense Industry Security Office (DISCO) for investigation and issue of the clearance.

C.
No employee or representative of the company will be admitted to the site of work unless he furnishes satisfactory proof that he/she is in compliance with the contract requirements.

2.
Briefing/Debriefing

A. 
Each employee will be briefed on security requirements and procedures before being afforded access to classified information.

B.
Each employee will be debriefed on security matters as part of the clearance procedures when terminating employment. 

3.
Control and Handling of Classified Information

A.
Employees will be responsible for protecting classified material in their possession in accordance with applicable security regulations.  Material will have a protective cover, will not be left unattended and will be returned to the appropriate storage container when not in use.

B.
All markings, wrappings, reproduction, transmission and destruction will be accomplished by the designated FSI employee in accordance with applicable security regulations.

C.
Employees who violate security regulations are subject to disciplinary action appropriate to the offense.  Disciplinary action could result in written reprimand and/or dismissal.

4.
Identification Badges and Passes

A.
It is a Company policy to provide each employee a Company-owned identification badge.  The badge will be worn at all times while on duty.  Badges will be returned upon termination of employment as part of the clearance requirements.

B.
Many Government job sites require a special pass or badge to enter the installation and/or specific areas within the installation.  A designated FSI employee will arrange for obtaining passes or badges, as appropriate.  Any loss or damage to the security badge or pass will be reported to the supervisor immediately, who will arrange for a temporary pass or a replacement.

5.
Key Control

A.
Keys will be issued and turned in to the designated FSI employee at each job site.

B.
All keys must be turned in as a part of the clearance procedure when the employee’s duties no longer require keys or when the employee is terminating employee.

SAFETY

1.
Health and Safety

A.
Employees are required to abide by the health and safety standards established by OSHA and the applicable Government installation.

B.
FSI’s policy is to provide each employee a safe work environment.  Threats or threatening conduct to supervisors, customers, visitors, vendors, and associates will not be tolerated.  If you witness any conduct that you feel is threatening to either yourself or someone else, please report it immediately to your Project Manager, or contact the Human Resources Manager at the Corporate Office.   

C.
The Safety Officer at each job site will determine who will be required to wear personal protective equipment (shoes, hand gear, eyewear, headgear and clothing) based on the assigned duties.

D.
Unless otherwise specifically assigned, the Project Manager at each job site is the designated Safety Officer for that site.

2.
Work-Related Injuries

A.
All accidents will be reported immediately to the supervisor and/or Safety Officer.

B.
The Supervisor or Safety Officer will assure that an injured 
employee receives the necessary medical attention and that he/she is transported to the designated emergency room or treatment facility.  Employees are not to be treated without approval by a designated FSI representative.  Exceptions will be made if the attending physician determines that it is a life or death situation.

C.
All accidents should be reported immediately to the Human Resources Manager at the Corporate Office.

D.
A first report of injury form should be completed and faxed to the Corporate Office.

ADMINISTRATIVE PROCEDURES

1.
Employee Records

A.
Employee personnel files will be maintained at the Corporate Office, and a copy of the file may be available at the job site, if such files can be secured.  The personnel file will contain confidential records, including job application and personal references, employee hire package, record of reassignments, promotions, demotions, W-4 forms, I-9 Form,  (with 2 required forms of identification), insurance forms, direct deposit forms, company policy forms, and any other personal data deemed appropriate.

B. 
Personnel Status Change Form should be completed and turned in to the supervisor for the following changes:

(  Change in Address and Phone Number

(  Change of person to be notified in case of accident

(  Change of legal name

(  Change in marital status

(  Change in number of income tax exemptions

2.
Time and Attendance Records

A.
Time and attendance sheets/cards shall be completed/punched daily by each employee for each day of duty and turned in to the supervisor.  All manual entries will be completed in black or blue ink.  Any corrections will have a single line drawn through the incorrect entry and will be initialed by the employee and the supervisor.

B.
Each employee shall accurately record and report all hours to the nearest quarter hour for specific and valid job numbers and accounting numbers, as appropriate.  For recording of overtime, time clocks shall be set to round to the next quarter-hour when eleven of the fifteen minutes have expired.

C.
Employees shall record, on their time sheets or cards, all hours spent on paid leave, holiday, bereavement leave, military reserve leave, jury duty, or leave without pay.  Time sheets provide the necessary data for both internal management reports and preparation of Government vouchers.  It is essential that FSI’s timekeeping policy conform to the Defense Contract Audit Agency (DCAA) standards for continued voucher processing.

D.
Additional specific instructions concerning time and attendance sheets will be provided at each job site.

3.
Overtime

Employees may occasionally be asked to work beyond the normally scheduled hours.  Overtime pay is based on hours worked in excess of 40 hours per week in accordance with the DOL Fair Labor Standards Act, state laws and the Company’s compensation policies. Overtime premiums will not be paid more than once for the same hours worked.  Paid non-worked hours for holidays, vacation, or any leave of absence will not be considered as time worked in computing overtime pay.  In order to receive overtime pay, prior approval must be given by the Supervisor or Project Manager.

4.
Pay Periods and Pay Days

( Salaried, weekly salaried and hourly workers in office classifications:  Pay periods and paydays will normally be bi-weekly on Friday.

(  Hourly laborers, carpenters, and other construction classifications:  Pay periods and paydays will normally be bi-weekly or weekly on Friday, as appropriate to the job, and in accordance with the wage determination in effect.

(  If a payday (Friday) falls on a holiday, payroll will be issued the day before the holiday.

(  Payroll is disbursed through direct deposit.  Each new employee will complete the necessary forms upon being hired.

5.
Employee Incentive Awards

In an effort to retain highly qualified employees, FSI has developed incentive programs to reward employees for superior and safe performance.  FSI currently has three incentive programs in place for all employees.  Our incentive programs are as follows:


A. 
Safety Award Program

Annual safety awards will be presented to all FSI employees who have completed a year of employment without having a reportable or lost-time accident.  An additional award of a Company furnished Christmas dinner for employees and their spouses or guests will be given for each job site that completes a year of service without a lost-time accident.

B.
Suggestion Program

The suggestion program is designed to encourage employees to recommend cost-effective or safer ways to provide services to our customers.  All employee suggestions should be sent to the Human Resources Manager at the Corporate Office.  The suggestion will be logged in and forwarded to the appropriate department for evaluation.  An evaluation will be provided to the employee within 10 working days.  The evaluation determines the feasibility of implementation and the savings resulting from the suggestion.  The savings may be monetary or personal, such as health or welfare improvements.  If the suggestion is implemented, the employee will receive a minimum of $50.00 and a certificate of appreciation.



C.  
Employee of the Year Award
This award will be given at each job site based upon nominations from each Project Manager.  The Employee of the Year at each site will be awarded $100.00 and a letter of appreciation.  From the job site nominees, a company wide Employee of the Year will be chosen.  The Company-wide Employee of the Year will be awarded $500.00 and a letter of appreciation.  The site will maintain a plaque with the names of the employees of the year attached.  The home office will maintain the Company-wide employee of the year and Manager of the Year Award plaques at the Corporate Office.

WORK RULES AND EMPLOYEE CONDUCT

Regulations for acceptable conduct by employees are necessary for the orderly operation of any business and for the benefit and protection of the rights and safety of all employees.  The following are some of the common rules of personal conduct that employees are expected to observe at all times.  These rules are not all-inclusive and are not intended to limit FSI’s right to take such other disciplinary action it deems necessary when conduct not specifically prohibited by these rules and which it considers contrary to its best interest or to those of other employees is brought to its attention.

1.
Employment Standards 

Many of our projects are located on our customers’ property; therefore, all FSI employees must comply with the standards of decorum established by each individual contract.  The standards described herein are the minimum, and project managers may establish more restrictive policies when necessary.

2.
Personal Calls & Personal Business 

Company or government telephones are not to be used to receive or make personal calls, except in an emergency.  Employees are not to use Company equipment or materials for personal reasons, unless given permission.  Employees are not to conduct personal business while at work.  Personal mail, phone calls and visitors should be directed to an employee’s home.

3.
Technology 
Company or government furnished computers are to be utilized for business purposes only.  Personal use of internet or email services is prohibited.   

4.
Legal Affairs  

If the service of summonses, complaints, petitions or other legal pleadings related to litigation are accepted in any matter related to the Company, the employee must immediately call the FSI Corporate Office at (931) 552-7044 and advise of receipt. 

5.
Employee Conduct 
All employees of FSI shall conduct themselves in a proper, efficient, courteous and business-like manner at all times.  

ATTENDANCE POLICY

1.
Employees must maintain a satisfactory record for both absence and tardiness.  Employees are expected to start work at their regular starting time and to continue work until their assigned break periods, meal periods, and quitting time.  Lack of transportation is not an acceptable excuse for absence.

2.
Time off for authorized absences such as vacation and personal days must be requested and approved in advance.  Each Project Manager is responsible for clarifying what constitutes “advance” notice for authorizing vacation and personal days, and communicating this information to their employees.  In case of unexpected absence because of illness or emergency, employees should make every effort to telephone or inform their supervisor within one hour of the scheduled start time on the day of the absence, giving the reason for the absence and the date expected to return.  When it is necessary to inform someone other than the immediate supervisor, a secretary for example, the employee is expected to obtain the name of the person notified.

3.
Any employee who is absent from work, without notification, for three consecutively scheduled workdays, or an employee who fails to return to work at the expiration of a leave of absence, or upon recall from layoff, will be considered to have resigned.

OPEN DOOR POLICY

1.
FSI has an “open door” policy to provide an objective review of any employee’s problems in an effective and expeditious manner.  Although we feel this policy is beneficial in all circumstances, many union collective bargaining agreements prohibit such discussions without the presence of a union official.

2.
Employees who feel that discipline has been unfairly applied may initiate formal complaint proceedings by submitting a written notice to his or her immediate supervisor.  The supervisor is required to meet with the employee and attempt to resolve the problem within three working days of receiving the complaint.  If the employee is not satisfied with the answer, he or she may forward the complaint to the Project Manager.  The request should briefly state the nature of the problem and that the matter has already been discussed with the appropriate supervisor.

3.
The Project Manager will meet with the employee as soon as possible to discuss the matter in question.  A written response will be provided to the employee no later than five working days after meeting with the employee.

4.
If the employee does not feel that the complaint has been satisfactorily resolved at this second level, he or she has the right to appeal the decision to the FSI Human Resources Manager, who will review the situation and will provide a written response within fifteen working days of receipt.

5.
If the employee still is not satisfied that the complaint has been satisfactorily resolved, he or she has the right to appeal to the FSI President, who will again review the circumstances and provide a written response within fifteen working days of receipt.  This response will be the final review by the Company and all other appeals will be rejected.

Facility Services Management, Inc.
Code of Business Ethics and Employee Conduct
The Policy

This Code of Business Ethics and Employee Conduct (the "Code") applies to all officers and employees of Facility Services Management Inc. (hereinafter "FSI” or the "Company"), and to consultants engaged to act on behalf of the Company.  The Code provides a guide to ethical practices in working with customers, suppliers, the general public, and each other.  The Code sets forth the standards that all employees, agents and representatives of the Company are expected to follow when carrying out their responsibilities for or on behalf of the Company.  In addition to those standards, federal and state laws may impose legal requirements regulating your conduct and behavior on behalf of the Company.  You should keep in mind that statements of policy, laws, and regulations cannot cover every ethical question that may arise.  Your own personal integrity, common sense, and good judgment are the best guides to ethical and responsible conduct.


As a public contractor, we have a special obligation to comply with Federal, state and local procurement laws and regulations.  We are involved in managing the expenditure of taxpayer funds, and thus have a special duty to understand and live up to the standards of conduct set forth in this Code.  We shall continue to meet this duty and comply with all applicable legal and ethical requirements imposed both by the U.S. Government, as well as by the state and local jurisdictions in which the Company conducts its business.


As a responsible member of the business community and the community at large, we shall participate in and contribute to the betterment of society.  We shall behave as law-abiding citizens and be alert to the responsibilities that accompany good citizenship.


As an employer, the Company shall provide a fair, professional, and collegial work environment for all.  We seek to encourage individual accomplishment and personal satisfaction in the fulfillment of your responsibilities to the Company.


As an employer concerned about the well-being of its employees and committed to upholding the standards set forth in this Code, FSI has appointed an Ethics Compliance Director who is available to answer questions and provide guidance regarding ethical matters.  The Ethics Compliance Director is also available to employees who wish to express concerns regarding the Company's business practices.  Employees who bring their concerns to the Ethics Compliance Director may do so in complete confidentiality and without fear of retaliation. 


As an equal opportunity employer, we shall comply with all applicable employment laws and regulations.  This policy embraces all aspects of the employment relationship, including application and initial employment; promotion and transfer; selection for training opportunities; wage and salary administration; and the application of service, retirement, seniority, and employee benefit plan policies.  

As a cohesive organization, each and every employee and representative of FSI shall conduct his or her work in compliance with this Code and shall report ( without fear of retaliation for reporting ( any potential or actual violation of the Code, intentional or otherwise, to his or her supervisor or the Ethics Compliance Director.

Company Relations With the Government

No employee or representative of the Company shall, in connection with any transaction with any agency or instrumentality of the United States Government, or any other governmental entity at the state or local level, engage in any conduct in violation of law or otherwise inconsistent with the Company Code.  To further this goal, each employee or Company representative involved in work for or on behalf of Federal, state or local Government agencies, either directly or as a subcontractor, shall follow the policies set forth below.


Representatives of the Company and Company employees shall comply with the letter and spirit of contract laws, regulations and the terms and conditions of contracts with the Government.  We will deliver services to our customers at fair and reasonable prices.  We will administer and perform our contracts in a manner that satisfies both legal obligations and our own high standards.  The Company will not tolerate improprieties, and a breach of these standards will be dealt with swiftly and harshly.


Employees will take added care in their compliance with common contract requirements regarding:


(1)
The recording, allocation and charging of costs.


Employees required to fill out timesheets or timecards, shall pay particular care to ensure that they are properly completed.  Employees shall ensure that all hours are accurately recorded and charged to the appropriate task, and any changes to timekeeping records are adequately documented, explained, and approved.


(2)
Time card reporting.


Employees who submit time cards or timesheets must be particularly careful to do so in a complete, accurate, and timely manner.  It is the individual responsibility of each employee to insure the accuracy of each entry.  Employees must record their time truthfully and accurately based on work and type of craft actually performed.  Charge numbers and hours must be accurate, and all hours worked shall be shown.  Overtime must be approved in advance in accordance with Company procedures.  Any falsification of time charges is strictly prohibited, and constitutes a serious violation of this Code and possibly a violation of criminal law.


(3)
Meeting Customer Requirements.


It is FSI’s policy to strictly comply with all contractually specified requirements for the services provided to our customers.  Deviations from customer specifications are permitted only with proper customer authorization and approval.  All deviation requests and customer approvals shall be in writing.  No services deviating from contract requirements may be furnished without first having obtained and documented customer approval for the deviation(s).


While the above categories are clearly not an exhaustive listing of the many areas in which compliance with Government procurement regulations is necessary, these areas are included here to amplify the seriousness of compliance with all laws, regulations, and contract provisions applicable to the Company when dealing with agencies of the Government or Government prime contractors.  Any employee with knowledge of a violation of any Government requirement, either statutory or contractual, must report it immediately to his or her superior or FSI’s Ethics Compliance Director.

Company Relations With Our Suppliers

The Company shall procure all materials, supplies, equipment, consulting, and other services from qualified suppliers at the lowest overall cost available within the requirements for quality performance and the vendor's ability to meet delivery schedules.


As a Company and as individuals, we will always employ the highest ethical business practices in source selection, negotiations, determinations of award, and administration of purchasing activities so as to assure the continued confidence of our customers, suppliers and vendors.  Procurement actions will be based on fair and impartial selection of capable and responsible sources of supply, maximum use of competition where practicable, and conducted in conformance with all applicable laws, regulations, and contractual obligations.


If, at any time, an employee feels pressured to make a decision contrary to these standards, he or she should bring that problem to the attention of his or her supervisor or the Ethics Compliance Director.  If an employee suspects a fellow employee is seeking or has asked for a kickback from a potential supplier or vendor, or that a supplier has offered a kickback, the employee shall immediately notify the Ethics Compliance Director.  Under the Anti-Kickback Act of 1986, the Company is obligated to report promptly to the Government all suspected kickback violations. 

Company Relations With the Community

The Company desires to help promote the well-being of the communities in which it maintains operations.  To that end, FSI employees have an obligation to obey all local, state, and Federal laws and to behave in a responsible and ethical manner.


The Company is also committed to the protection of the environment and the conservation of natural resources.  The Company shall fully comply with environmental laws and regulations and closely monitor manufacturing processes to ensure that the methods by which products are produced conform to those laws and regulations.


Employees are also encouraged to take an active role in civic and community activities of an educational, charitable, religious, or social nature, providing it does not interfere with their work assignments.

Governmental Reporting Requirements

Providing timely and accurate reports, where such reports are required, is one of the keys to maintaining the cooperative working relationships that the Company has developed over time with its customers.  The Company shall comply with all applicable reporting requirements, taking care to ensure that the information and data provided are responsive, current and complete.


It is essential that a copy of every report filed on behalf of FSI be retained in the files of the unit within the Company that prepared the report.  Copies of all such documents shall be retained by the Company until destroyed in accordance with established records disposition procedures.

Conflict of Interest

Representatives of the Company and Company employees have an obligation of loyalty to FSI.  We expect Company representatives and employees to avoid any activity that might detract from or conflict with the Company's interest.  Examples of potential conflicts of interest are:


(1)
Employment by a competitor while employed by the Company;

(2)
Acting as an officer or director for another company while employed by the    Company;


(3)
Acting as a consultant to our customers or suppliers;


(4)
Employment of relatives of our customers or suppliers.


Conflicts of interest arise when a person is involved in a private interest that can affect, in any way, the decisions he or she is responsible for making as an employee of the Company or a representative of the Company.  Certain situations are particularly sensitive because perceptions of conflicts can sometimes be as damaging as real conflicts.  Therefore, we must be careful to avoid even the appearance of a conflict of interest.  The Company expects all Company representatives and employees to avoid any outside business or financial interest or other activity, which may interfere with the proper performance of his or her responsibilities to the Company.


Any Company representative or employee who feels he or she may have knowledge of a conflict situation, actual or potential, should report all pertinent facts to the Ethics Compliance Officer.

Procurement Integrity


Contacts with Government officials during the course of a Federal procurement are controlled by and subject to Federal statute and regulation.  The “procurement integrity” statute does not prohibit the Company from contacting a Government official to discuss possible employment in connection with a particular procurement action.  The Government official must, however, report the contact and disqualify himself or herself from any further involvement with the procurement.  Any contact with a Government official concerning employment with FSI must be approved in advance by the Company’s President.   FSI’s policy is to ask the Government official if he or she has had any involvement with the procurement, and to condition any discussions with the official upon compliance with the law and Agency regulations that apply to these discussions.  Under no circumstances will FSI request or use a resume from a Government official in a proposal without assurance from the Government official that he or she has complied with the “procurement integrity” law and regulations.


The “procurement integrity” law generally prohibits the Company or individuals acting on behalf of the Company from obtaining information regarding a competitor’s bid or proposal or “source selection” information before contract award.  “Source selection” information includes source selection plans, cost and technical evaluations, rankings of proposals and competitive range determinations.  FSI seeks no unfair competitive advantage and competes on the basis of its own experience and capabilities.  Employees and agents acting on behalf of FSI are strictly prohibited from obtaining or attempting to obtain “source selection” information.  Violators will be terminated. 

Gratuities

Payments, gratuities, gifts, or favors provided to any Government prime contractor or subcontractor employee for the purpose of improperly obtaining or rewarding favorable treatment in connection with a Government contract or subcontract are violations of the Anti-Kickback Act of 1986, and are strictly prohibited.  Any employee or Company representative with knowledge of a suspected violation of this law shall report it immediately to the Ethics Compliance Director.  The giving or exchange of gratuities not subject to the prohibitions in the Anti-Kickback Act of 1986, are covered by the following policies:


(1)
Government Personnel

Local, state, and federal government agencies each have strict rules describing when their employees can and cannot accept entertainment, meals, transportation, gifts and other things of value from companies and people they regulate or with whom they do business.  For some agencies, nothing of value may be accepted by their employees.  This Company's policy is very simple and straightforward ( employees, agents and representatives of the Company may not give, or offer to give, to Government employees any item, service, entertainment, meal, gift, or form of transportation.    


At all times, Company representatives are strictly prohibited from giving government employees gratuities in the form of cash or investment interests such as stocks, bonds, and/or certificates of deposit.  


Similarly, personnel may not make loans, guarantee loans, or make payments to or on behalf of any local, Federal or state government employee.


Company personnel may entertain relatives or personal friends employed by Government agencies.  It should be made clear, however, that this entertainment is social in nature and not related to the Company's business.  No expenditure for such social entertainment is reimbursable by the Company.


(2)
Commercial Customers and Suppliers

Providing meals, refreshments, and modest entertainment while discussing business with non-government personnel is a commonly accepted business practice.  These practices are permitted by the Company provided the cost is reasonable.  However, they should be avoided if they might create even the appearance of impropriety or cause embarrassment to the Company.


Personnel should also make sure that furnishing meals, refreshments, or entertainment does not violate the standards of conduct of the recipient's company or organization.  If you have any doubts about what these standards are, be sure to ask your customer or supplier.


Likewise, all expenditures for business meals, refreshments, or entertainment must be:



•
reasonable in nature



•
reasonable in amount



•
made in the proper course of business


All approved expenditures for meals, refreshments and entertainment must be fully documented.


Employees of the Company may also accept an appropriate social amenity from commercial clients, such as a ticket to a sporting event, provided that it is clear to all concerned that acceptance of such an amenity in no way affects the employee's business decisions.  However, gifts or favors should not be solicited by any Company employee from any individual or any organization that does business with the Company, or seeks to do so.


(3)
Gratuities to foreign officials

No employee or Company representative shall promise, offer, or make any pay​ments in money, products, or services to any foreign official in exchange for, or in order to induce, favorable business treatment for Government decisions.  The Foreign Corrupt Practices Act ("FCPA") and other U.S. laws prohibit the payment of any money or anything of value to a foreign offi​cial, political party, or any candidate for foreign political office for purposes of obtaining, retaining, or directing business.  The FCPA also contains provisions on recordkeeping and internal accounting controls which require the maintenance of accurate books and records and a system of internal accounting controls sufficient to provide reasonable assur​ances as to the proper execution and recording of transac​tions and the protection of assets.


Any employee or Company representative with knowledge of a violation of these policies should report them immediately to the Ethics Compliance Director.

Confidential and Proprietary Information

The importance of preventing disclosure of any Company information that could be of value to competitors cannot be overstated.  Employees and Company representatives are responsible for protecting both confidential and proprietary information and preventing any unauthorized disclosure of such information.  Confidential or proprietary information includes information acquired while employed by the Company or while engaged as a consultant to the Company that relates to decisions, operations, procedures, earnings, competitive bids, and characteristics of equipment, supplies, products, or materials.


Disclosure of confidential or proprietary information to customers, suppliers or other members of the public community is prohibited without proper authorization by management pursuant to established policy and procedures.  In addition, employees and Company representatives are strictly prohibited from obtaining, directly or indirectly, written or oral information concerning competitors' proprietary information or offers, and source selection information prohibited from release or disclosure by the Procurement Integrity Act or other laws or regulations.


Any employee or Company representative, who suspects a compromise of confidential or proprietary information, or improper access to a competitor's proprietary data or Government source selection data, should report it immediately to the Ethics Compliance Director.

Political Activities

Participation in political activities should be in your role as a private citizen and not on behalf of the Company.  This includes contributions to any political party, politician, candidate for public office, or political action committee.  Payments to government officials and personnel designed to influence any governmental decision that may affect the company are forbidden.


No Company funds, assets, or facilities may be used, directly or indirectly, for the support or opposition of any political party and candidate.  This prohibition includes reimbursement from Company funds for personal contributions, including the purchase of tickets to fundraising events.


No employee shall be either favored or prejudiced in any condition of employment or promotion as a result of making or failing to make any such contribution.

Competition and Antitrust

The Company shall comply fully with all applicable antitrust and trade regulation laws.  These laws foster fair competition and prevent artificial restraints on the economic system of this country.  Employees and Company representatives shall not participate in collusive bidding, nor shall they discuss or exchange information with a competitor on prices, terms, or conditions of sales or services, nor shall they discuss or exchange any other competitive information or engage in any other conduct in violation of antitrust laws.

Equal Employment Opportunity

As an equal opportunity employer, FSI complies with all applicable rules and employment laws.  It is the policy of the Company not to discriminate against applicants or employees because of race, color, religion, sex, marital status, age, national origin, ancestry, sexual preference, military discharge status, physical or mental handicap, status as a disabled veteran or Vietnam-era veteran, or any other factor which the United States Government has determined to be discriminatory.  This policy applies to recruiting, hiring, placement, promotion, discipline, demotion, rate of pay or other compensation, employee benefits, and employment termination.

Reports of Violations

FSI employees must recognize that, in the area of ethics, legality and propriety, each employee has an obligation to the Company that transcends a normal reporting relationship.  Employees are required to report all known or suspected violations of this Code.  Employees may report suspected violations to their supervisor or the Ethics Compliance Director.  Company representatives may report suspected violations to the Ethics Compliance Director.  All reports of suspected Code violations will be treated in confidence, will be investigated, and where possible, the source of the report will be notified of the results of the investigation.


Disciplinary actions for violations of the Code will be based upon the overall seriousness of the matter.  Such action may include reprimand, probation, suspension, reduction in salary, demotion, or dismissal.  Disciplinary action may also be taken against supervisors or Company managers who knowingly instruct, condone or permit illegal or unethical conduct by those reporting to them and do not take corrective action.  Disciplinary actions for violations of certain laws or regulations can include criminal prosecution of individuals by the Government with conviction resulting in probation, fines, or imprisonment.
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Acknowledgment of Receipt and Understanding of Facility Services Management Inc.’s Code of Business Ethics and Employee Conduct
I, __________________________________________, an employee of Facility Services 

Management, Inc. has received FSI’s Ethics Training.  I have reviewed and understand FSI’s Code of Business Ethics and Employee Conduct Policy, and agree to adhere to the Code.

Received:

_________________________

Date

_______________________________________  

Employee Signature
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APPLICATION FOR LEAVE OF ABSENCE

Date_________________________________________

Name_________________________________________

Request for:

_____Leave without Pay

_____Vacation: _____Hours (minimum of 4 hours)



      _____Days

_____Military Leave:  Please attach a copy of your orders

_____Medical Leave:  Please attach a physician’s statement listing the nature of 
the illness, injury or disability, the amount of time off needed and the expected return date

*Leave Beginning Date ________________________


*Leave Ending Date __________________________

*Return to work on ___________________________

*Facility Services Management, Inc. reserves the right to disapprove a leave of absence based on mission requirements.  However, every effort will be made to allow employees leave time as requested.

_________________________________         ________________________                                                                    

Signature of Employee




 Date

_________________________________         ________________________
Signature of Supervisor




Date
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DRUG FREE AWARENESS STATEMENT

I, ___________________________, have read and understand the Drug Free Work Policy and Drug Free Awareness Program.

I understand that it is unlawful to manufacture, distribute, dispense, possess, or use a controlled substance, which is prohibited in the work place.

I understand that certain penalties can be imposed, to include being terminated from employment if I violate the Drug Free Work Place Policy.

I further understand and agree to voluntarily submit to drug screening as a condition to employment.  Drug testing may be further implemented:


(  When there is a reasonable suspicion that I may be using illegal drugs


(  If I am involved in an accident or unsafe practice

(  As part of or as a follow-up to counseling or rehabilitation for illegal drug 

    use

I agree to:

(  Abide by the terms of Facility Services Management, Inc. Drug Free Work Place Policy

(   Notify Facility Services in writing if I am ever arrested under a criminal 

     drug statute for a drug violation                                                                           

Received:

_____________________  

Date

___________________________________




Employee Signature
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Acknowledgment of Receipt and Understanding of Facility Services Management Inc.’s Policy Prohibiting Sexual, Racial and Other Unlawful Harassment

I, (please print name) ______________________________, hereby acknowledge  receipt of a copy of Facility Services Management, Inc.’s Harassment Policy, which prohibits sexual, racial and other unlawful harassment.  I have read and familiarized myself with the contents of this policy and have had an opportunity to ask questions regarding the policy.  I further understand my responsibility for adhering to the terms of the policy, and I agree to abide by Facility Services Management, Inc.’s rules and procedures as outlined in the policy, including reporting any conduct that might violate the policy.  I understand that, as long as I act in good faith, I will not be penalized in any way for reporting conduct that I believe is forbidden by this policy.

Received:

_______________________________  

Date

_______________________________________________

Employee Signature
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EMPLOYEE STATEMENT

I hereby acknowledge that I have been furnished a Personnel Policy Handbook and that I have read and understand the contents.

I agree to abide by all company policies.  I understand that the Company has the right to make any policy changes unilaterally, but that I will be advised of all changes, as appropriate, as soon as possible.

I acknowledge awareness of the conduct of background checks and authorize such checks to be performed by Facility Services Management, Inc. through local and state police, and the National Crime Information Computer (NCIC). 

I further agree that any sensitive or proprietary information obtained by me during my employment with Facility Services shall not be given to any subsequent employer or any other company.

This personnel handbook does not create or constitute a contract, either expressed or implied, between an employee and Facility Services.  Either the employee or Facility Services have the right to terminate employment at any time.  I hereby acknowledge that my employment by Facility Services is terminable at will, with our without cause, in the discretion of said Employer.

_______________________








Date

___________________________________








Employee Signature








________________________








Social Security Number
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