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Buscomonzefi.com

Employee Manual

This booklet is designed to give you general information about Buscomonzefi.com and your working environment. Should you need further information on any topic covered in this handbook, please contact the Human Resources Department.
POLICY STATEMENT REGARDING SEXUAL HARASSMENT AND OTHER FORMS OF DISCRIMINATORY HARASSMENT.xe "Sexual  Harassment  Policy"
It is the policy of Buscomonzefi.com to promote and maintain a work environment in which all employees are treated with respect and decency. No form of discriminatory or disrespectful conduct by or toward any employee will be tolerated. Sexual harassment is among the forms of prohibited conduct.

Sexual harassment is illegal.  Unwelcome sexual advances, requests for sexual favors or other verbal or physical conduct of a sexual nature, and any harassing conduct directed toward an individual because of the individual’s gender constitute unlawful harassment when:  (1) submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment; (2) submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual; or (3)  when such conduct is sufficiently severe or pervasive that a reasonable person of the same gender in the same position as the individual would consider the work environment to be intimidating, hostile or offensive.  Such conduct is prohibited whether it occurs in the workplace or outside the workplace, including, for example, at off-site business-related functions.

Any form of discriminatory harassment in violation of this policy including, but not limited to, harassment on account of race, age, national origin or disability, is an extremely serious matter and may constitute cause for termination.  An employee who feels that he or she is a victim of sexual harassment or any other form of discriminatory harassment should bring this matter to the immediate attention of Fatjona Coti, Vice President- Senior Management-Human Resources Department.  An investigation will promptly be conducted into all allegations of discriminatory harassment in as confidential a manner as possible.  Appropriate remedial and disciplinary action will promptly be taken if warranted.

Retaliatory conduct toward any employee who presents a complaint of discriminatory harassment is absolutely prohibited and any employee who engages in such retaliatory conduct will face severe disciplinary action up to and including termination.

If you have any questions regarding interpretation of this policy or wish to clarify your rights, please contact Fatjona Coti, Vice President- Senior Management-Human Resources Department.

Vacation

AS A FULL TIME (NON-EXEMPT) EMPLOYEE:  
TWO WEEKS
- (80 hours) of vacation. For new employees hired between January and June, the first 40 hours of vacation will be paid after the completion of six months of service and you will be eligible for 80 hours in January of the following year.  Employees hired between July and December will get 40 hours of vacation after six months of service and the second forty after 12 months of service, with 80 hours the following January.
THREE WEEKS 
- (120 Hours) of vacation annually after five years of service.
FOUR WEEKS 
- (160 Hours) of vacation annually after fifteen years of service.
AS A FULL TIME (EXEMPT/NON-OFFICER) EMPLOYEE:
First year of employment:
Hired in the 1st  quarter  
=  
3 weeks (120 HOURS)  after 6 months
Hired in the 2nd quarter  
=    
2 weeks (80 HOURS) after 6 months
Hired in the  3rd quarter  
=
0 week


Hired in the  4th  quarter
=
0 weeks
Second year of employment:
to 15 years


=
3 weeks (120 HOURS)
FOUR WEEKS 
– (160 HOURS) after fifteen years of service.
AS AN OFFICER UP TO THE LEVEL OF SENIOR VICE PRESIDENT:
First Year of employment:
Hired in the  1st  quarter  
=  
4 weeks (first of the month after 30 days)
Hired in the  2nd quarter  
=    
3 weeks (first of the month after 30 days)
Hired in the  3rd quarter  
=
1 week
 (first of the month after 30 days)
Hired in the  4th  quarter
=
0 weeks
Second year of employment: =
4 weeks (160 HOURS)
to 24 years
FIVE WEEKS (200 HOURS)
after 25 years of service



AS A SENIOR VICE PRESIDENT AND ABOVE:
First Year of employment:
Hired in the 1st quarter
=
5 weeks
Hired in the 2nd quarter
=
3 weeks
Hired in the 3rd quarter
=
2 weeks
Hired in the 4th quarter
=
0 weeks       
Second year of employment: =
5 weeks (200 HOURS)
Part-time employees averaging 17 ½ hours or more per week will be entitled to vacation according to the above weekly schedule for non-exempt employees. However, the number of vacation hours credited will be based on the average number of hours worked in the previous year.

We ask that:


(a)  All vacation be taken during the year in which it  was earned

(b)  Each employee takes at least five (5) consecutive working days of vacation in each calendar year

(c)  Your vacation request is submitted in advance to your supervisor for approval. Every attempt will be made to grant your vacation at the time you want, subject to the convenience of Buscomonzefi.com.

Holidaysxe "Holidays"
Buscomonzefi.com celebrates those holidays which the Governor of the State of New Jersey declares. Full-time, five-day workweek employees are paid for these days if they fall on a weekday. Holidays that fall on a Sunday are celebrated on Monday. Customarily celebrated holidays are New Year's Day, Martin Luther King Jr.'s Birthday, Presidents' Day, Memorial Day, Independence Day, Labor Day, Columbus Day, Veterans' Day, Thanksgiving Day and Christmas Day. (If you are a full-time employee assigned to a schedule other than a five day workweek, see your supervisor for your workweek holidays.)

Paid Sick Leavexe "Paid Sick Leave"
Paid sick leave is provided by Buscomonzefi.com to full-time employees to afford protection against loss of income in the event of disability or illness.

Full-time employees are entitled to paid sick leave according to the following schedule:

	Number of Paid Sick Hours

	
	
	
	
	

	Term of Employment
	5 Day/40 Hour Workweek
	4 Day/40 Hour Workweek
	9 Day/80 Hour Workweek
	

	
	
	
	
	

	6 months up to 1 year 
	8
	10
	10
	

	
	
	
	
	

	1 year of service
	24
	30
	26
	

	
	
	
	
	

	2 years of service
	40
	50
	48
	

	
	
	
	
	

	3 years of service
	56
	70
	68
	

	
	
	
	
	

	4 years of service
	56
	70
	68
	

	
	
	
	
	

	5 years of service
	80
	80
	80
	

	
	
	
	
	

	 Over 5  years 
	80
	80
	80
	


Disability
In the event your absence due to illness is seven or more consecutive days, Buscomonzefi.com provides supplementary disability and temporary disability benefits. Contact Human Resources for more information and to file for disability.
For absences due to sickness that extend beyond two consecutive workdays, you must submit a doctor's note to your supervisor covering the nature of your illness, how long you expect to be out and your doctor's approval to return to work.  The Human Resources Department must be notified if an employee is out more than 3 days.  A 3% or higher absentee ratio may be cause for a warning and possible disciplinary action.  
Leaves of absencexe "Leaves of Absences"
Buscomonzefi.com grants leaves of absences for personal reasons, family reasons, medical reasons, including pregnancy and military service.

Talk with your supervisor if you need a leave of absence. All leaves require departmental and Human Resources approvals.
TYPES OF LEAVES 

Personal Leave of Absence

A leave of absence without pay for purposes other than illness, disability, family or pregnancy may be granted to full time employees in the sole discretion of Buscomonzefi.com where sufficient justification, in the judgment of management, is shown.
In addition, full time employees must be on the payroll for six months or more; have exhausted all personal and vacation leave and be performing at or above a satisfactory level. The maximum duration of such leave is ninety (90) days. Extensions may be granted for good cause but in no case shall a personal leave of absence be permitted for a period in excess of six (6) months.
Procedure for Securing a Personal Leave of Absence
Permission for an excused absence from work or a leave of absence must be obtained by submitting a written application to the employee's supervisor, Department Head or Department of Human Resources at least two (2) weeks in advance, where possible, indicating the date on which the employee desires to commence leave and the expected date of return to work. Buscomonzefi.com retains sole discretion to granting requests for excused absences for Personal leaves of absence.
Personal Leave of Absence

If a personal leave of absence is approved for more than 30 days, Buscomonzefi.com will not continue its contributions on behalf of the employee to existing insurance plans. The employee may, however, continue health or health, dental and vision benefits by making regular monthly payments to the insurance provider through the provisions of COBRA. No personal or vacation time is accrued during this leave of absence. Length of service does not continue to accrue under the Pension and Savings and Investment Plans. The employer-employee contributions to the SIP Plan cease during the leave of absence.

Any earnings distribution (ED) is computed on an employee's active service with Buscomonzefi.com during the ED year; time on leave of absence does not count towards ED earned. An employee on this leave of absence is not entitled to an ED in the event one is granted while the employee is on leave.
RE-EMPLOYMENT POLICY FOLLOWING PERSONAL LEAVE

While an employee is on a leave of absence, the employee's job will not be permanently filled during such leave unless the job is of such a nature that it must be filled and can only be filled by a permanent replacement. If the job is filled permanently, then upon the employee's return Buscomonzefi.com will offer the employee a position requiring similar or comparable skills or abilities together with all rights and benefits the employee enjoyed before leave was taken. If no position of similar or comparable skills or ability is available when the employee is ready to return, Buscomonzefi.com will offer the employee the first available job opening requiring such similar or comparable skills or abilities and the employee shall be entitled to all rights and benefits previously enjoyed.

Nothing in this policy shall be construed to prohibit Buscomonzefi.com in its proper business discretion from permanently abolishing the position or job classification held by the employee before, during or after the employee takes leave. If the employee's job has been so permanently abolished, Buscomonzefi.com may offer similar or comparable employment on the same terms and conditions as if the employee's job had been permanently filled. Should a position of comparable or similar skills or abilities be made available to the employee upon the employee’s return to work or thereafter, the employee must notify Buscomonzefi.com of his or her intentions regarding such position within one week after such offer. Failure to notify Buscomonzefi.com terminates Buscomonzefi.com's responsibilities to the employee and the employee will be terminated from Buscomonzefi.com. Employees on leaves of absence must give at least three weeks notice in advance of the employee's intention to return. In the event an employee is unable to return to work upon the expiration of a leave of absence, the employee will be terminated from Buscomonzefi.com.

FAMILY AND MEDICAL LEAVE

When required by either the Federal Family and Medical Leave Act or the New Jersey Family Leave Act, Buscomonzefi.com will grant an employee a family and/or medical leave of absence without pay.  The purpose of this policy is to summarize your rights and obligations under these laws.  Whether you are eligible for family and/or medical leave will be determined on an individual basis in accordance with all applicable laws.  If there are any differences between the applicable laws and the summary below, the applicable laws will govern.  If you have any questions about your family and/or medical leave rights, please contact the Human Resources Department.

1.
Types of Leave

Family and Medical Leave Entitlement 

An eligible employee is entitled to take leave under both the federal and state laws to provide care to his/her child after birth or placement for adoption, or to provide care to a family member who has a serious health condition (as defined on the next page). Leave may be taken under the Federal Law for the employee’s own serious health condition, as defined on the next page. In addition, the federal law provides for leave upon the placement of a child for foster care.

A family member is an employee’s child (who is either under age 18 or incapable of self-care because of a disability), spouse or parent.  The state law includes civil union partner in the definition of “family member” and parents-in-law in the definition of “parent.”

Military Family Leave Entitlement
Military active duty leave may be taken under the federal law for a qualifying exigency arising out of the fact that the employee’s spouse, child, or parent is on active duty or called to active duty in the Armed Forces in support of a contingency operation.  A “qualifying exigency” will be defined by the Department of Labor and may include such matters as making arrangements for childcare; attending pre-deployment briefings and family support sessions; attending seeing off and welcome back ceremonies; making legal arrangements; and tending to affairs caused by the service member’s death while on active duty.

An employee may also be eligible for up to 26 weeks of unpaid leave in a single 12-month period (which begins on the first day an eligible employee takes military caregiver leave and ends 12 months after that date) to care for a spouse, child (of any age), parent or next of kin who is a current member of the Armed Forces, including the National Guard or Reserves, who is undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is on the temporary disability retired list, for a serious injury or illness, or is a veteran who was discharged or released under conditions other than dishonorable at any time during the five-year period prior to the first date the eligible employee takes FMLA leave to care for the covered veteran, and who is undergoing medical treatment, recuperation, or therapy for a serious illness or injury. A covered service member incurs a serious illness or injury for purposes of this section when he or she is medically unfit to perform the duties of his or her office, grade, rank or rating. 
The leave entitlement described in this section applies on a per-covered service member, per-injury basis.  However, no more than 26 weeks of leave may be taken within a single 12-month period by any covered employee. Even in circumstances where an employee takes other leave covered by the federal FMLA, the combined leave shall not exceed 26 weeks during that 12-month period. 

Definitions

A “serious health condition” is an illness, injury, impairment, or physical or mental condition that involves:


(a)
inpatient care (i.e., an overnight stay) in a hospital or other medical care facility (including any period of incapacity or any subsequent treatment in connection with such in-patient care);


(b)
a period of incapacity of more than three (3) consecutive full calendar days, and any subsequent treatment or period of incapacity relating to the same condition that also involves (i) treatment two (2) or more times by a health care provider or under the supervision of a health care provider within 30 days of the start of the incapacity, or (ii) treatment by a health care provider on at least one (1) occasion within seven (7) days of the start of the incapacity which results in a regimen of continuing treatment under the supervision of a health care provider;


(c)
any period of incapacity due to pregnancy, or for prenatal care;

(d)
any period of incapacity due to a chronic serious health condition requiring periodic visits of at least twice a year for treatment by a health care provider;


(e)
a period of incapacity which is permanent or long-term due to a condition for which treatment may not be effective, during which the employee (or family member) must be under the continuing supervision of, but need not be receiving active treatment by, a health care provider; or


(f)
any period of absence to receive multiple treatments by a health care provider or under the supervision of a health care provider, with for restorative surgery after an accident or other injury, or for a condition that will likely result in a period of incapacity of more than three (3) consecutive calendar days in the absence of medical intervention or treatment.
A “qualifying exigency” for purposes of military active duty leave above refers to the following circumstances:


(a)
Short-notice deployment:  to address issues arising when the notification of a call or order to active duty is seven (7) days or less;


(b)
Military events and related activities:  to attend official military events or family assistance programs or briefings;


(c)
Childcare and school activities: for qualifying childcare and school related reasons for a child, legal ward or stepchild of a covered military member;


(d)
Financial and legal arrangements: to make or update financial or legal affairs to address the absence of a covered military member;


(e)
Counseling: to attend counseling provided by someone other than a health care provider for oneself, for the covered military member, or child, legal ward, or stepchild of the covered military member;


(f)
Rest and recuperation:  to spend up to five (5) days for each period in which a covered military member is on a short-term rest leave during a period of deployment;


(g)
Post-deployment activities:  to attend official ceremonies or programs sponsored by the military for up to 90 days after a covered military member’s active duty terminates or to address issues arising from the death of a covered military member while on active duty;


(h)
Additional activities:  for other events where the Company and the employee agree on the time and duration of the leave.

2.
Employee Eligibility
To qualify for leave under the state law, an employee must have been employed in New Jersey by Buscomonzefi.com for at least 12 months and must have worked at least 1,000 base hours during the year preceding the leave.  To qualify for leave under the federal law, an employee must have been employed by Buscomonzefi.com for at least 12 months, have at least 1,250 hours of service during the year immediately preceding the first day of leave, and must be employed at a worksite within 75 miles of 50 or more employees. 
An employee may meet the eligibility requirements of one of these two laws but not the other, or may meet the requirements of both but take a leave for a purpose which is available under only one of them.  In either such case, the leave will be subject to the provisions of the particular law under which it is taken.  
On the other hand, when a leave is taken which is available under both laws, the leave will be counted against the employee’s entitlement under both laws and, if there is a difference, the employee will be entitled to the benefits of the more favorable of the two laws.

3.
Requesting Leave
If the need for family or medical leave is foreseeable, an employee must request leave at least 30 days before the leave is to begin.  If the need for leave is unforeseeable, or if an employee is not able to provide 30 days notice, an employee must request leave as soon as practicable under the circumstances.  Such notice shall be given to Fatjona Coti, Vice President-Senior Management, Human Resources. If an employee fails to give the required notice for foreseeable leave with no reasonable excuse, he or she may be denied the taking of the leave until he or she provides adequate notice of need for the leave.  

4.
Continuous, Intermittent and Reduced Schedule Leaves; Commencement and Extension of Leave
Family or medical leave must be taken in a continuous period when it is taken to provide care to a child upon birth or placement and must commence within 12 months from the date of birth or placement.  Otherwise, the leave may be continuous, intermittent, or in the form of a reduced work schedule. 
Intermittent or reduced schedule leave also may be available for an eligible employee’s serious health condition or such employee’s immediate family member’s serious health condition.  Intermittent or reduced schedule leave for the birth of a child or placement of a child for adoption or foster care may be taken only with approval from Human Resources.  Medical leave, military caregiver leave or active duty leave may be taken intermittently or on a reduced leave schedule when medically necessary.  If taking intermittent leave, an employee must follow Buscomonzefi.com’s standard call-in procedures absent unusual circumstances.
If, because of a change in circumstances occurring during a leave, an employee needs either a longer or shorter period of leave than was originally anticipated, the duration of the leave may be changed accordingly, provided notification is given to the Human Resources Department within 2 business days after the occurrence of the changed circumstances, where the change was foreseeable; otherwise as soon as practicable.  Buscomonzefi.com may require the employee to provide information concerning the changed circumstances.
5.
Documentation Supporting a Request For Leave
An employee eligible for leave must provide a completed Certification of Health Care Provider form supporting the need for the leave.  A request for reasonable documentation of family relationship verifying the legitimacy of a Leave may also be required.  An employee’s request for active duty leave must be supported by the Certification of Qualifying Exigency for Military Family Leave form as well as appropriate documentation, including the covered military member’s active duty orders.  A request for military caregiver leave must be supported by the Certification for Serious Injury or Illness of Covered Service member form as well as any necessary supporting documentation.

An employee will have fifteen (15) days in which to return a completed Certification following receipt of the Certification from Buscomonzefi.com.  If an employee fails to provide timely Certification after being required to do so, he or she may be denied the taking of the leave. If the Certification is incomplete or insufficient, the employee will be given written notification of the information needed and will have seven (7) days after receiving such written notice to provide the necessary information.  If the employee fails to cure the specified deficiencies, he or she may be denied leave.  

If there is reason to doubt the validity of a medical Certification, a second opinion, at the expense of Buscomonzefi.com, may be required. If the original Certification and the second opinion differ, a third opinion, at the expense of Buscomonzefi.com, may be required. The opinion of the third health care provider, which Buscomonzefi.com and the employee jointly select, will be the final and binding decision. 

6.
Recertification 
Under certain circumstances as provided by law, including (but not limited to) situations in which the need or nature of the approved leave changes, Buscomonzefi.com may, in its sole discretion, require recertification of an employee’s serious health condition.  Buscomonzefi.com may also request recertification every year in which FMLA Leave is taken for any serious health condition that lasts longer than one (1) year.  In these situations, the employee will have fifteen (15) days in which to provide, at the employee’s expense, a completed certification form.

7.
Duration of Leave
The maximum amount of leave allowed by the federal law is 12 weeks in a 12-month period, counting all leaves taken under that law, including leaves taken for an employee’s own serious health condition.  However, an employee who takes military caregiver leave is entitled to a combined total of 26 weeks of all types of family and medical leave under the federal law in a 12-month period. The maximum amount of leave allowed under the state law is 12 weeks in a 24-month period for all leaves which are available under that law. 
If an employee takes two or more leaves in the same 12-month period and all of them are available to him/her under both the federal and state laws, the aggregate amount of leave may not exceed 12 weeks.  However, if the first leave which is taken is available to the employee under only one of the two laws, up to 12 weeks more can be taken in the same 12-month period for a leave which is available to him/her under the other law.
The 12-month period in the federal law is the year beginning on the date that FMLA leave is first taken by an employee; the next and subsequent 12-month periods would begin the first time that FMLA leave is taken after the conclusion of any previous 12-month period.  The 24-month period in the state law is similarly calculated.

8.
Benefits During Leave
During the period of the leave which is required by law, currently up to 12 weeks, Buscomonzefi.com will continue the group health insurance of a covered employee on the same terms and conditions as before the leave, provided the employee continues to pay his/her share of the cost.  With some exceptions; an employee does not return to work and continue in employment for at least 30 calendar days, who will become obligated to repay the amount of the premiums which Buscomonzefi.com paid on his/her behalf.

9.
Return To Work
Upon timely notice of intent to return to work, the employee (if still qualified) will be restored to the position he or she left or to an equivalent position unless, during the leave, Buscomonzefi.com experienced a reduction in force which would have resulted in the employee’s layoff or loss of employment had the employee not been on leave of absence.  Certain high-salaried employees under some circumstances may be denied reinstatement.

Where leave is taken in a continuous period, failure to return to work at its conclusion may result in discharge.  If it is taken as an intermittent leave or as a reduced work schedule, failure to return to and observe normal and regular working hours at the conclusion of the leave may result in discharge.
As a condition of restoring an employee whose leave was occasioned by his or her own serious health condition that made the employee unable to perform the employee’s job, Buscomonzefi.com will require the employee to present certification from his or her health care provider that the employee is able to resume work.
Family Temporary Disability Insurance 

An employee who takes leave to care for a new born child, a newly adopted child, or a family member with a serious health condition may be eligible for Family Temporary Disability Insurance (FTDI) benefits.  FTDI benefits are intended to compensate employees for wage loss suffered while taking Family Leave.  Employees absent on Family Leave will be eligible to receive 2/3 of their average weekly wage (to allowable maximums) for a maximum of 6 weeks per 12 month period.

Buscomonzefi.com requires employees to utilize up to two weeks of accrued vacation time prior to receiving FTDI benefits.  Receipt of FTDI benefits does not extend the period of protected Family Leave, if any, to which one may otherwise be entitled under the NJFLA or FMLA.

While FTDI benefits can be collected during the time an employee is on a leave of absence under the federal Family Medical Leave Act (FMLA) or the New Jersey Family Leave Act the law itself does not provide for the right to a job-protected leave of absence.  This is an insurance law which provides for income continuation during a period an employee is unable to work due to their responsibilities in caring for an ill family member (defined as spouse, civil union partner, domestic partner, parent or child), to care for a newborn (within 12 months of birth) or to care for a newly adopted child (within 12 months of placement.)
Military Service Leave
Employees who leave Buscomonzefi.com for service in one of the uniformed services
 shall be entitled to reemployment upon the completion of their service pursuant to the provisions of the Uniformed Services Employment and Reemployment Rights Act of 1994 ("USERRA"). Service in the uniformed services means the performance of duty on a voluntary or involuntary basis in a uniformed service. Service in the uniformed services includes active duty, active and inactive duty for training, National Guard duty under Federal statute, and a period for which a person is absent from a position of employment for an examination to determine the fitness of the person to perform such duty.
Employees must provide advance written or verbal notice to his or her immediate supervisor that the employee will be leaving the job for military service or training. Such notice should be given at least 30 days in advance where feasible, or as far in advance as is reasonable under the circumstances. Notice may also be provided by an appropriate officer of the uniformed service in which military service is performed. 

Employees will be granted leave as required to fulfill their military obligations. In general, military leave shall be limited to a cumulative period of five (5) years, which may be extended as required by law.

Employees on leave for military service may elect to continue coverage for themselves and their dependents under Buscomonzefi.com health plan for up to 24 months. This continuation coverage will be discontinued if the employee fails to apply for or return to employment. The employee must pay the premiums for this coverage if the employee chooses to continue coverage under Buscomonzefi.com group health plan while on military leave. If the employee is in military service for fewer than 31 days, the employee is only required to pay the same employee share of the premium that he or she paid as an active employee. If the employee is in military service for more than 31 days, the employee must pay 102 percent of the full premium under the plan.

An employee who is absent for military service is also entitled to those benefits, not based on seniority, which are provided to other Buscomonzefi.com employees on leave of absence with similar seniority, status and pay. Employees must pay the employee cost of benefits provided while the employee is on military leave to the same extent that other employees on furlough or leave of absence are required to pay. Employees who fail to pay the employee cost do not have to be provided with benefits.

Buscomonzefi.com will promptly restore an employee who returns from military leave to the position the employee would have attained if continuously employed or a position of like seniority, status, and pay, the duties of which the employee is qualified to perform, provided the employee receives a satisfactory discharge and returns to or reapplies for work within the time period required by law. For periods of military leave of fewer than 31 days the employee must report for work at the beginning of the first full regularly scheduled shift on the first full calendar day following the 
employee's completion of military service and expiration of time for safe transportation back to his or her residence plus eight hours. If the period of military service is more than 30 days but fewer than 181 days, the employee must submit an application for reemployment no later than 14 days following completion of military service. If the period of military service was for more than 180 days, the employee must submit an application for reemployment no later than 90 days after the completion of military service. All of the above limits must be extended by a period of up to two years if an employee is hospitalized or convalescing from an illness or injury incurred in, or aggravated during, the performance of military service.
Upon reemployment, an employee shall be entitled to the seniority and other seniority-based benefits that the employee would have attained had he or she remained continuously employed upon reemployment.
Buscomonzefi.com will credit time spent in military service as service with Buscomonzefi.com for purposes of vesting and benefit accrual under Buscomonzefi.com's Pension Plan. Buscomonzefi.com will contribute to the Pension Plan on behalf of the reemployed employee to the same extent that it would have if the employee had been present. A reemployed employee who is enrolled in a contributory plan shall be allowed to make up his or her missed contributions or elective deferrals.   

       _________________________________________________________________

The uniformed services are the United States Army, Navy, Marine Corps, Air Force, Coast Guard, Army Reserve, Naval Reserve, Marine Corps Reserve, Air Force Reserve, Coast Guard Reserve, Army National Guard, Air National Guard, or the commissioned corps of the Public Health Service.
Paid Time Offxe "Paid Time Off"
Full-time employees are eligible for:

Personal Leavexe "Personal  Leave"
Buscomonzefi.com grants personal hours to allow you time off to attend to personal matters that cannot be handled during non-working hours. Full-time employees are entitled to paid personal leave according to the following schedule:

	Number of Paid Personal Hours

	Term of Employment
	5 Day/40 Hour Workweek
	4 Day/40 Hour Workweek
	
	9 Day/80 

Hour Workweek

	On the payroll full-time for 3 months by January 1 and/or April 1
	16
	15
	
	15.5

	
	
	
	
	

	On the payroll full-time for 3 months by 

July 1 and/or October 1
	8
	7.5
	
	7.75


Jury Dutyxe "Jury Duty"
You will be paid your regular compensation while on jury duty. When called for jury duty you must submit a copy of the notice to your supervisor as soon as possible. If relieved from jury duty, you must report back to work.

Death in the Immediate Familyxe "Death in the Immediate Family"
If there is a death in your immediate family, i.e. spouse, child, stepchild, parent, sibling, grandparent or grandchild, or the death of someone of a comparably close relationship, i.e. mother-in-law or father-in-law or an aunt  who raised you, inform your supervisor immediately. Your supervisor may grant up to three days off with pay.

Employee Benefitsxe "Employee Benefits"
Break Schedules and Employee Lounge Facilitiesxe "Break Schedules and Employee Lounge Facilities"
Each of our offices provides a lounge for your convenience at lunch and during break. The time for you to take your fifteen minute break and have lunch will be assigned to you by your supervisor.
Wedding Giftsxe "Wedding Gifts"
Employees receive an American Express gift check of $50.00 along with Buscomonzefi.com's best wishes on the occasion of their marriage.
Flu Shotsxe "Flu Shots"
Buscomonzefi.com provides flu shots, usually in the fall, for those employees who are interested. Your supervisor will advise you when and where the shots will be given.
Accidents on the Jobxe "Accidents on the Job"
Keeping working conditions safe and healthful is everyone's responsibility; however, if you should suffer an accident while at work, report the incident to your supervisor immediately, who must notify the Human Resources Department as soon as possible. Your supervisor must prepare a report on this occurrence and has only twenty-four hours to do so. Your cooperation helps us comply with the requirements of the Workers' Compensation Law.
Automobile Accident Reimbursementxe "Automobile Accident Reimbursement"
If, while using your car on approved Buscomonzefi.com business, you are involved in an automobile accident, Buscomonzefi.com will reimburse you up to $500 for material damage loss to your car. In order to be reimbursed, you must:


• Submit a copy of your automobile insurance coverage.


• Submit an estimate of repair costs.


• Submit a statement that no other payment was received for this loss.                 

Mileage Reimbursementxe "Mileage Reimbursement"
Buscomonzefi.com reimburses employees when using their own privately owned automobile on approved Buscomonzefi.com business. The mileage reimbursement rate is published annually.
Our Working Guidelinesxe "Our Working Guidelines"
Job Postingxe "Job Posting"
Generally all job vacancies are posted on Buscomonzefi.com’s Intranet/Human Resources Section - Careers. Job requirements, skills and abilities are outlined in the posting with instructions on how to apply for the opened position.  A Job Posting application must be completed by the employee and signed by their manager before being forwarded to Human Resources.  Certain jobs will also require an attached current resume to go along with the Job Posting application.
In most cases an employee should be in their present position for at least one year before they are eligible to apply for a new position.  Management has the right to make exceptions to this rule when deemed to be in the best interest of Buscomonzefi.com.

Buscomonzefi.com seeks to promote from within, where appropriate, but reserves the right to recruit and select candidates for any position from outside Buscomonzefi.com when, in its opinion, it is in the best interests of Buscomonzefi.com to do so. 

Confidentialityxe "Confidentiality"
Buscomonzefi.com has established stringent practices to protect the interests and privacy of our employees and our customers. Any information of a personal or private nature is treated with utmost privacy and security. 
We are extremely selective about the information we make available to outsiders concerning current or former employees. Employees should never discuss personal or private information with another employee, and if such information is requested from someone in or outside of Buscomonzefi.com, please refer such request to their supervisor or to the Human Resources Department.  Never let anyone review or discuss such information without your supervisor's approval. Your supervisor will explain in detail Buscomonzefi.com 's Privacy Policy.
Conflict of Interestxe "Conflict of Interest"
Employees are to avoid situations which might make it difficult for them to act in the best interest of Buscomonzefi.com. "Conflict of Interest" exists whenever any transactions occur involving Buscomonzefi.com and persons or organizations with which the employee or his/her family has any significant connection or financial interest. 
Reference Checksxe "Reference Checks"
Buscomonzefi.com has strict standards for releasing information about present and past employees. 
This is done for the individual's protection and privacy. Requests for information on present and past employees, whether to employees, supervisors or managers should immediately be referred to the Department of Human Resources.

Dress Codexe "Dress Code"
Your appearance reflects the image of Buscomonzefi.com. You are expected to dress in a professional, business-like manner. Clothes intended for such activities as leisure, sports, parties, etc. such as shorts, jeans, sweatshirts, sneakers and tank tops, should not be worn to work. Clothing should not be tight and must appropriately cover you. Ask your supervisor if you are uncertain about your attire.

Business Casual dress has been approved for employees working in Administrative, non-customer facing areas.  The full policy has been provided to you at orientation and is explained in the Personnel Manual.
Hiring of Relativesxe "Hiring of Relatives"
Buscomonzefi.com does not hire members of the immediate family of any active employee. Immediate family is defined as parents, children, siblings and spouses. In the event two active employees marry, their employment relationship may continue; however, under no circumstances may persons related by blood or by marriage work in the same unit in a supervisory/subordinate relationship. With respect to temporary employment, Buscomonzefi.com does not hire relatives of active employees.
Ethics Policyxe "Ethics Policy"
Employees may not accept gifts valued at $25 or more from customers, vendors or other persons dealing with Buscomonzefi.com. Any gift you receive must be reported to your supervisor. Only gifts of nominal value may be kept. It is extremely important to avoid any situation that could suggest a conflict of interest between you and Buscomonzefi.com or our customers.
Guidelines for Staff Membersxe "Guidelines  for  Staff  Members"
Buscomonzefi.com strives to maintain a pleasant yet professional working environment for its employees. In order to preserve this positive environment, all employees are expected to perform their job duties in a satisfactory manner and to conduct themselves courteously and professionally at all times.

Change of Name, Address or Family Statusxe "Change of  Name, Address or Family Status"
Changes in relevant personal information should be given to your Department Head and reported to the Department of Human Resources as soon as possible. Your correct telephone number and the person to be notified in case of an emergency are particularly important items to keep current.

Attendance Requirementsxe "Attendance Requirements"
Your supervisor will advise you of the time you should be at your workstation. If you are going to be late or absent unexpectedly, you must call your supervisor within thirty minutes of the beginning of your workday.

Satisfactory attendance means that you can be depended upon to be at your job. If you cannot be relied upon to be at work when needed, you may be subject to termination, even if your work performance is otherwise satisfactory.  A 3% or higher absentee ratio may be cause for a warning and possible disciplinary action.
Your supervisor will review attendance standards with you as may be necessary.
Disciplinary Procedurexe "Disciplinary Procedure"
Normally when an employee's conduct or job performance requires disciplinary action the following guidelines apply:

1.  A verbal or written warning is issued.
2.  If no improvement is noted, the employee receives a written probation usually specifying a period of time in which to improve.

3.  And, if there is no improvement noted in either the employee’s conduct or job performance, the employee will be dismissed.

Of course, where a situation is deemed by Buscomonzefi.com to be sufficiently serious, the employee involved may receive a written warning or be dismissed immediately. If dismissal occurs, an exit interview will be conducted to cover benefits, pay and other pertinent details. Buscomonzefi.com in its discretion may depart from these guidelines. Failure to follow these guidelines shall not affect the validity of the action taken.

Dispute Resolution:
Buscomonzefi.com encourages employees and supervisors to communicate effectively at all times.  However, from time to time disputes do arise.  Dispute resolution is designed to help you solve job-related problems.  Your supervisor is in the best position to solve any issues and should be the first person contacted with any concerns you may have.  If resolution does not occur at this level, you and your supervisor should contact Fatjona Coti in the Human Resources Department.

Performance Appraisalsxe "Performance Appraisals"
You will normally have a formal appraisal once a year. This appraisal will cover your progress over the preceding twelve months as well as set standards for you in the coming year. In addition, your supervisor may also discuss your performance with you on other occasions. You are encouraged to discuss these standards with your supervisor and understand the difference outstanding performance can mean to you and your career with Buscomonzefi.com.
Open Line Policyxe "Open Line Policy"
The Open Line program is designed to help you solve job-related problems. Your supervisor is in the best position to solve most such problems and Open Line is meant to reinforce, not undermine, your relationship with your supervisor. At the same time, the program makes allowances for situations and problems you cannot constructively discuss or resolve with your own supervisor. You may take your problem to a higher level up to your managing officer. Lastly, if necessary, the Vice President-Senior Management of Human Resources will discuss the facts and findings with Senior Management for a final decision.
Pay Policyxe "Pay Policy"
Compensation Programxe "Compensation Program"
Buscomonzefi.com 's salary structure is designed to be externally competitive and internally equitable. There are currently 3 types of increase potential for our employees: Introductory, Merit and Promotional. More details will be provided by an employee’s supervisor when needed.
Pay Week
Definitions – for our recording processes the basic work week begins at 12:01 AM Saturday and ends at 12:00 Midnight Friday, consisting of five working days totaling forty hours. For payroll purposes the standard pay period will consist of two work weeks composed of ten working days ending on a Friday.  
The Work Day is defined as the scheduled hours officially posted in each office.  Arriving early or leaving late for the employee’s own convenience is not included in working time provided the employee performs no duties for Buscomonzefi.com during such intervals.  Overtime will only be accepted when authorized by management.

Falsifying time records is a serious violation and may result in disciplinary action including termination of employment.

Full time employees are paid to date for two weeks of regular hours effective with each pay date.  In other words, full time employees are paid their regular hours for the week of the payroll as well as the preceding week.  Pay for overtime, adjustments for vacation, sick leave, LWOP, etc., are paid one week behind.  All hours for part time employees, including regular hours, are one week behind.
Exempt and Non-Exempt Employeesxe "Exempt and Non-Exempt Employees"
All staff members are classified as either exempt or non-exempt. These terms pertain to the Fair Labor Standards Act, which describes who is eligible for overtime pay.

Non-exempt means you are not exempt from the overtime requirements of the law and qualify for overtime pay. Most non-supervisory staff are non-exempt. Employees with supervisory, executive or administrative duties are usually classified as exempt.

Biweekly Time Recordsxe "Biweekly Time Records"
Non-Exempt Employeesxe "Full-Time Non-Exempt Employees"
All non-exempt employees must complete bi-weekly time cards for each pay period in the EZ Labor Time and Attendance system by logging into ADP Workforce Now.  (All employees have access to this website.)  Upon entering their user ID and password they will be brought to their electronic time card.  They must enter each day’s working hours as follows:  enter the time they arrive at work, enter the time they leave for a lunch break, enter the time they return from a lunch break and enter the time they leave for the day.  Any absences in hours or days must be entered with an applicable absence code from the system.  In the event of authorized absences of less than one work day due to sickness, personal, holiday, vacation, etc., enter hours for the day or that part of the daily hours that equals the assigned hours for that day(s).  The system will automatically calculate total hours worked and any regular overtime hours.  If full time employees work on a Saturday or Sunday, they must enter the appropriate code for OT for those hours worked.
Exempt Employees
Exempt employees are not required to enter daily or weekly hours worked into the system.  However, they are required to enter any absences using the applicable absence codes from the system.  If an exempt employee works on a Saturday or Sunday and is entitled to overtime pay for those hours they must enter the hours into the system using the applicable codes from the system.  Any Branch or Regional Manager working on a Saturday or Sunday will be given one day off in the following work period and should indicate in the EZ Labor system the day they have taken off as a “Comp Sal” day.  
Non-exempt employees are not eligible for compensatory time off and must be paid overtime.  If an exempt employee works an unusual amount of overtime, a manager can consider granting compensatory time off if warranted.
Part-Time Employeesxe "Part-Time Employees"
Part-time employees complete this card by reporting the hours worked. Part-time employees are always one week behind in the payment of their hours. Both you and your supervisor are responsible for the accuracy of these entries.
Part-time employees asked by management to work a full time schedule will be granted the same lunch period (unpaid) and break period (paid) as those of full time employees.

Part-time employees working less than a regular daily schedule are not entitled to a lunch or break unless more than four consecutive hours are worked.  If more than four consecutive hours are worked, the employee is entitled to one fifteen minute break (paid.)
On Call Time
Exempt Employees who are called back to work will receive a minimum of three hours straight pay or three hours compensatory time off.  If the exempt employee works beyond three hours (s)he will be paid for or receive compensatory time off for the actual hours worked.
Non-Exempt employees who are called back to work will receive a minimum of two hours at the pay rate of time and one half.  If the non-exempt employee works beyond the two hours, (s)he will be paid at the overtime rate for the actual hours worked.  All overtime hours will be offset by LWOP if any LWOP occurs during the work week.

There will be no reimbursement for mileage to and from on call work.
Workweekxe "Workweek"
Begins at 12:01AM Saturday and ends 12:00 midnight Friday and consists of forty hours with a break for lunch and one fifteen minute break daily.
REGULAR SCHEDULE

Buscomonzefi.com’s regular work week of forty hours will include the following daily exceptions:

· A lunch period (non-paid)

· One fifteen minute break (paid); however, no pay is given for breaks periods not taken.
Pay Daysxe "Pay Days" 

Employees are paid every other Friday. On payday your supervisor will give you a pay stub or a paycheck if you have opted to not go “paperless.” The stub will show the amount of net pay that is being deposited into your checking or savings account or is being paid to you by check.  Payroll records are available on line for all employees in the ADP Workforce Now website.
Gross Payxe "Gross Pay" 

This is the amount of money you earn before deductions.

Net Payxe "Net Pay" 

This is your gross pay minus all deductions. It is the actual amount you receive on payday.
Deductionsxe "Deductions" 

These are the amounts withheld for required deductions such as federal and state taxes and Social Security as well as voluntary deductions such as the 401(k) plan. Federal and State law require the following deductions:

Federal Withholding Taxxe "Federal Withholding Tax"- Buscomonzefi.com deducts from your salary each week an amount equivalent to the exemptions listed on your W-4 form. Shortly after the end of the year, you will be furnished with a statement of earnings (usually a W-2) showing your gross taxable income and the amount of taxes withheld.

New Jersey State Income Taxxe "New Jersey State Income Tax"- Buscomonzefi.com deducts from your salary the required withholding based on your earnings and the exemptions filed on your W-4 form for federal income tax purposes or on your NJ W-4. Shortly after the end of the year, you will receive a statement of earnings showing your gross taxable income and the amount of taxes withheld.

FICA  (Federal Insurance Contribution Actxe "FICA  (Federal Insurance Contribution Act")- You and Buscomonzefi.com pay an equal amount to finance Social Security and Medicare. The rate for this tax is set by Congress and can change from year to year.

State Unemployment Taxxe "State Unemployment Tax"- Your contribution to New Jersey State Unemployment Insurance at the rate currently provided by law is deducted from your salary.
Overtimexe "Overtime" 

The Fair Labor Standards Act and the New Jersey Wage and Hour Law require Buscomonzefi.com to maintain an accurate record of hours worked by non-exempt employees and to pay overtime at a rate of one and one half times the regular hourly rate to every non-exempt employee who works more than forty hours in one work week.

Based on these requirements, overtime rates for non-exempt employees will be applied after forty hours in any work week period.  Hours worked on a sixth or seventh day, reduced by LWOP occurring during that week, will only be paid at the rate of time and one half for non-exempt, full time employees and for exempt employees below the level of Senior Vice President if they work over forty hours in a work week period.  

All overtime hours worked must be authorized by management.  For Full Time and Part Time employees overtime will be paid only on completion of forty hours in a given work week including work performed on a sixth/seventh day.  Overtime will be paid on the exact time worked (ex. One hour and twenty minutes = 1.33 O/T pay.
Securityxe "Security"
Security plays a vital role in the daily operations of Buscomonzefi.com. We employ cameras, security alarms and other systems to protect you and our assets. Your supervisor will meet with you from time to time to keep you up to date on security procedures and changes as they occur.

Solicitationxe "Solicitation"
Solicitation (for example, the selling of merchandise to fellow employees) and the distribution of literature by employees are prohibited during working time. The distribution of literature by employees is prohibited at all times in work areas.

Terminationsxe "Terminations"
If you decide to leave Buscomonzefi.com at least two full weeks of notice is expected.  If a resigning employee does not provide two weeks notice there may be an effect on any final prorated vacation pay entitlement for that employee. If an employee is terminated from Buscomonzefi.com there will be no entitlement for unused vacation pay.  
Give your supervisor your written notice of termination including the date you plan to go and the reason for your termination.

Upon termination, an exit interview may be held. In the event an exit interview is held, it will usually take place within your last week of work and will cover:

1.  The termination date of your insurance benefits as well as conversion privileges for these policies.

2.  Pension/401(k) benefits, if any 

3.  Your experiences with Buscomonzefi.com, and

4.  Notification of when you will receive your final pay.
Severance Policyxe "Severance Policy"
When conditions arise which necessitate the dismissal (without cause) of an employee or a decrease in work force Buscomonzefi.com will provide severance payments to those eligible employees. Severance service will be determined by the eligible employee's continuous length of service beginning with the most recent hire date.

	Severance Allowance

	
	

	Service
	Severance Payment

	
	

	Less than six months
	0

	
	

	Six months but less than one year
	One week’s base pay

	
	

	One or more years
	One week’s base pay times number of full years 

of service or part thereof. Maximum payment of 

26 weeks.


Personal Use of the Telephonexe "Personal Use of The Telephone"
Because of the great volume of business conducted over our telephones, personal calls on Buscomonzefi.com's phones are discouraged. In the event you need to make a necessary personal call, ask your supervisor for permission. Incoming personal telephone calls should be restricted to emergencies and are directed to your supervisor who will notify you of the message.

When answering the phone in your department, please identify yourself and your department. Remember, a good telephone manner projects a favorable image of Buscomonzefi.com. 

If you need additional explanations on the features the telephone system offers, ask your supervisor to arrange a training session for you.

Cell Phone Usage
The use of cell phones is prohibited during work hours.  However, if your cell phone is necessary in the case of an emergency, please keep the ringer off and do not use a cell phone while working with a customer or co-worker.
Computer Usage

Each employee will be given a full copy of Buscomonzefi.com’s Computer Usage Policy at orientation and will sign off that they had read and understand Buscomonzefi.com’s policy on computer usage during working hours.

“Whistleblower Act” (Conscientious Employee Protection Act)
Each employee will be given a copy of the notice that is placed on all bulletin boards and distributed annually to employees regarding their rights under the Conscientious Employee Protection Act.  

Weather Emergenciesxe "Weather Emergencies"
You are expected to report to work at the usual time unless you hear otherwise in advance. If Buscomonzefi.com stays open despite inclement weather, allow plenty of extra time to get there, and if you drive, drive carefully. It is important to remember, however, that Buscomonzefi.com is officially open for business regardless of weather conditions unless the President of Buscomonzefi.com designates otherwise. Employees not reporting to work in a reasonably timely basis, or at all, will only be compensated for hours actually worked.

If hazardous weather conditions develop during the working day and the President officially decides to close the entire office early, employees who are at work or have been scheduled to work are paid for this early close time.

Drug-Free Workplace Policy Statementxe "Drug-Free Workplace Policy Statement"
Buscomonzefi.com is committed to maintaining a drug-free environment. It is our policy that the unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance is prohibited in the workplace. We consider violation of this policy an extremely serious matter.

Safety Policyxe "Safety Policy"
Buscomonzefi.com is committed to providing a workplace free from recognized health and safety hazards. Buscomonzefi.com, also, expects all employees to practice work habits that support and promote safe and healthful work conditions. Talk to your supervisor if you have any questions about this matter.
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