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This Employee Manual is an important document intended to help you become acquainted with BiznessOnline.com, Inc.  This manual will serve as a guide; it is not the final word in all cases.  Individual circumstances may call for individual attention.  The Company retains the right to change or modify all policies and practices without prior notice to you, although contents of this manual may be changed at any time at the discretion of the Company.  We will make every effort to keep you informed of these changes.  No changes in any benefit, policy or rule will be made without due consideration of the mutual advantages, disadvantages, benefits and responsibilities such changes will have on you as an employee and on the Company.
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I have received and read a copy of the BiznessOnline.com, Inc. Employee Manual.  I understand that the policies, rules and benefits described in it are subject to change at the sole discretion of the Company at any time and that the latest policies and procedures govern and override any inconsistencies contained in the Employee Handbook or elsewhere in the Company.
I further understand that my employment is terminable at will, either by the Company or by me, regardless of the length of my employment or the granting of benefits of any kind.  I understand that no contract of employment other than “at will” has been expressed or implied, and that no circumstances arising out of my employment will alter my “at will” employment relationship unless expressed in writing, with the understanding specifically signed by the President of the Company.

I am aware that during the course of my employment confidential information may be made available to me, such as customer lists, pricing policies and other proprietary information.  I understand that this information is critical to the success of the Company and must not be disseminated or used outside of the Company’s premises.  In the event of termination of employment, whether voluntary or involuntary, I agree not to utilize or exploit this information with any other individual or company.

I understand that, should the content of this manual be changed in any way, the Company may require an additional signature from me to indicate that I am aware of and understand any new policies.

I understand that my signature below indicates that I have read and understand the above statements and have received a copy of the BiznessOnline.com, Inc. Employee Manual.

___________________________


_________________________
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___________________________


_______________

Employee’s Signature




Date

Welcome to BiznessOnline.com, Inc.

BiznessOnline.com, Inc. is fast becoming an industry leader in the Internet Service Provider marketplace and we have always emphasized that our outstanding employee family is one of the keys to our success.  We strive to create a workplace environment in which all our people may reach their full potential as productive and contributing employees so that the Company may reach its full potential.  The Company expects dedicated hard work and commitment from all of its employees.

 As a Company employee, you will be expected to carry out your job responsibilities in a professional manner, being ever mindful that we are a service business and that our customers are of paramount importance.


This Employee Handbook is designed to help familiarize you with the Company's operation.  It is also intended to summarize some of the Company’s employment practices and benefits provided to its employees. 
Given Company needs and evolution as well as the continuing changes in the law, the Company retains the right to change or modify all policies and practices without prior notice to employees, although we will make every effort to keep you informed of these changes through suitable means of communications, including the Company bulletin boards, e-mail and mail sent to your home.  The latest policies and procedures govern and override any inconsistencies contained in the Employee Handbook or elsewhere in the Company.

The Company adheres to the general policy of employment-at-will, which permits you or the Company to terminate the employment relationship at any time for any reason.

This Employee Handbook is informational only.  It is not intended to create any contractual or other legal rights.
If you have any questions about the contents of this Employee Handbook, please bring them to the attention of your manager.

     
Best wishes to you, and thank you for familiarizing yourself with the contents of this Employee Handbook.  It is an important step in becoming a valuable member of BiznessOnline.com, Inc.
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COMPANY OVERVIEW
POLICIES, PRACTICES AND BENEFITS
Our policies, practices and benefits are continuously reviewed for improvements, clarification, and changes in the law, and accordingly, we expect them to change from time to time.  Therefore, whenever a question arises, you should check with your supervisor for the most up-to-date information and standards.  These changes may apply retroactively as well as prospectively.


The Company’s benefit plans are set forth in detailed documents such as insurance contracts, official plan texts and trust agreements.  If a question arises about the nature and/or extent of plan benefits or if there is conflicting language between the formal plan documents and this handbook, or any other document, the plan documents govern the matter.  Plan documents are available in the Human Resource office for your review.

ETHICAL STANDARDS

The Company has a superb reputation for conducting its business with the highest degree of integrity and professionalism.  As an employee of the Company, you enjoy the benefits of that reputation, and therefore, you are expected to act accordingly in order to uphold and further it.  If you are ever in doubt as to whether an issue may put these standards in question, please discuss it with your supervisor immediately.

OPEN DOOR POLICY/SUGGESTIONS


Our employees are encouraged to share their work-related concerns, seek information to 

help them do a better job and provide input as to how to improve the Company operations through the Company management team.

EMPLOYMENT POLICIES

EQUAL EMPLOYMENT OPPORTUNITY POLICY


It is the policy of the Company to select, place, train and promote the best qualified individuals based upon relevant factors such as ability, work quality, attitude and experience, so as to provide equal employment opportunity to all people in all aspects of employer/employee relations without regard to non-work related factors such as race, color, religion, creed, sex, national origin, age ancestry, marital status, sexual orientation, mental or physical disability or veteran's status.  This policy applies to all Company activities including, but not limited to, recruiting, hiring, training, transfers, promotions, benefits, disciplining action, educational opportunities and any other personnel policies and practices.  It is further the policy of the Company to comply with the letter and spirit of applicable local, state, and federal laws concerning equal employment opportunity.

AMERICANS WITH DISABILITY ACT (ADA) POLICY


The Company will offer equal employment opportunities for qualified individuals who may have a physical or mental disability, but can still perform the essential functions of the job. The Company will provide reasonable accommodations to those employees protected by the ADA, if the accommodation does not cause the Company an undue hardship as defined by law. Employees who qualify as disabled under the ADA should discuss the need for a possible accommodation with their supervisor, if such an accommodation is necessary to maintain acceptable job performance.

Intimidation, Threats and Violent Acts


The Company can best perform its business when employees, management and customers co-exist in a climate that supports the free exchange of ideas and utilizes constructive methods of conflict resolution.  The Company is committed to creating and maintaining an environment that is free from intimidation, threats and violent acts. 



Threats, intimidation and acts of violence will not be ignored, condoned or tolerated.  The Company defines these behaviors as any and all acts of intimidation, threats or acts of violence will be considered serious misconduct and will be the basis of disciplinary action, up to and including dismissal.  These acts will be referred, when appropriate, to legal authorities.


Assurance of a safe working environment is important to everyone.  It is your responsibility to report any occurrence of intimidation, threat or violence to your supervisor or your Human Resources representative.

HARASSMENT

One of the Company’s fundamental policies is that the workplace is for work.  Accordingly, one of our major goals is to provide our employees with a workplace environment free from any type of illegal discrimination.

Harassment is verbal or physical conduct that denigrates or shows hostility or aversion toward an individual because of that person's race, skin color, religion, gender, national origin, age, sexual preference, marital status or disability.  Harassment can also occur if conduct is directed toward a person's relatives, friends, or associates.  Harassment does one or more of the following:


1.
Has the purpose or effect of creating an intimidating, hostile, or offensive work environment;


2.
Has the purpose or effect of unreasonably interfering with an individual's work performance; or


3.
Otherwise adversely affects an individual's employment opportunities.


Harassing conduct includes:


1.
Epithets, slurs, negative stereotyping or threatening, intimidating, or hostile acts that relate to race, color, religion, gender, national origin, age, sexual preference, marital status or disability (including jokes or pranks that are hostile or demeaning with regard to race, color, religion, gender national origin, age, or disability), and/or


2.
Written or graphic material that denigrates or shows hostility or aversion toward an individual or group because of race, color, religion, gender, national origin, age, or disability and that is displayed on walls, bulletin boards, or other locations or circulated in the workplace. 

Sexual harassment is defined as: 

1.
Making submission to unwelcome sexual advances or requests for sexual favors a term or condition of employment;

2.
Basing an employment decision on submission or rejection by an employee of unwelcome sexual advances, requests for sexual favors or verbal or physical contact of a sexual nature; 

3.
Creating an intimidating, hostile or offensive working environment or atmosphere either by 

a) verbal actions, including calling employees by terms of endearment; using vulgar, kidding or demeaning language; or

b) physical conduct which interferes with an employee's work performance.


The Company does encourage healthy fraternization among our employees.  However, employees, especially management and supervisory employees, must be sensitive to acts of conduct that may be considered offensive by fellow employees and must refrain from engaging in such conduct.

Examples of sexual harassment may include such things as: 

*
Continued or repeated sexual jokes, language, epitaphs or flirtation; 

*
Verbal abuse of a sexual nature; 

*
Graphic verbal commentaries about an individual's body, sexual prowess, or sexual deficiencies; 

*
Sexually degrading or vulgar words to describe an individual; 

*
Name calling, relating stories, gossip, comments or jokes about sex; 

*
Asking questions about sexual conduct; 

*
Insulting, or obscene sexual comments or gestures; 

*
Overly repetitive or suggestive compliments on one's appearance; 

*
The display in the workplace of sexually suggestive objects, pictures, posters, cartoons or graffiti; 

*
Physical interference with normal work or movement; 

*
Whistling, leering or stalking; 

*
Grabbing, touching, pinching, or brushing up against the body; 

*
Unwelcome sexual touching or advances; and 

*
Requests for sexual favors. 
  Harassment, including sexual harassment, is specifically prohibited.  It is a violation of state and federal law and against the Company’s policy.  In addition, the Company is responsible for taking action against harassing conduct.  The Company will take action regardless of whether the specific acts complained of were sanctioned or specifically forbidden, and whether the Company knew, or should have known, of their occurrence.  Any employee found to have engaged in such conduct will be subject to immediate discipline up to and including discharge.     



It is also, expressly prohibited for the Company or any employee to retaliate against employees who bring harassment charges or assist in investigating charges.  No employee will be discriminated against, or discharged, because of bringing or assisting in the investigation of a complaint of harassment.  Retaliation is a violation of this policy and may result in discipline, up to and including termination.

Complaints of Harassment


If you believe that you have been subjected to harassment, you have the right to file a complaint with the Company.  This may be done in writing or orally.  If you would like to file a complaint, you may do so by contacting your supervisor or other appropriate supervisory person.  In addition, Human Resources is available to discuss any concerns you may have and to provide you information about the Company’s policy on harassment and the complaint process. 

Harassment Investigation

When the Company receives a complaint we will promptly investigate the allegation in a 

fair and expeditious manner.  The investigation will be conducted in such a way as to maintain 

confidentiality to the extent practicable under the circumstances.  The Company’s investigation 

will include a private interview with the person filing the complaint and with witnesses.  We will 

also interview the person alleged to have committed sexual harassment.  When we have 

completed our investigation we will, to the extent appropriate, inform the person filing the

complaint and the person alleged to have committed the conduct of the results of that 

      investigation.  If it is determined that inappropriate conduct has occurred, we will act promptly to eliminate the offending conduct and, where it is appropriate, we will also impose disciplinary action.

WORKPLACE PRIVACY
MONITORING

Your work output, whether it is paperwork, computer files, products, customer calls or customer interaction, belongs to the Company.  As such, that work output is always subject to review by the Company, whether it is stored electronically, on paper or in any other form.  In addition, all business equipment, including computers, desks and lockers belong to the Company and are subject to search or investigation.

E-MAIL AND COMPUTERS

E-mail and other computer files provided by the Company are to be used for business purposes only.  The Company reserves the right to enter, search and monitor the your computer files or e-mail, without advance notice, for business purposes such as investigating theft, disclosure of confidential business or proprietary information, personal abuse of the system or monitoring workflow or productivity.

USE OF COMPANY PROPERTY

The Company will provide you with the necessary equipment to do your job.  None of this equipment should be used for personal use, nor removed from the physical confines of the Company unless your supervisor approves it and your job specifically requires use of it outside the physical facility of the Company. 

Computer equipment, including laptops, may not be used for personal use.  This includes word processing and computing functions.  All computer pass codes must be available to the Company at all times.  You are forbidden from installing non-Company programs on a Company computer without the written permission of your supervisor.  These programs include, but are not limited to, games, online services, screen savers, etc.  Copying programs that are installed on the Company computers are not allowed unless you are specifically directed to do so in writing by your supervisor. 

The telephone lines at the Company must remain open for business calls and to service our customers.  You are requested to discourage any personal calls - incoming and outgoing - with the exception of emergency calls.  No long distance calls are to be made on the Company phones that are not strictly business related.
EMPLOYEE DEFINITIONS

REGULAR EMPLOYEES


At-will employees who are scheduled for continuous full time employment in an established position working forty (40) hours per week are considered regular employees.
PART-TIME EMPLOYEES
At-will employees who are regularly employed on a continuing work schedule of less than forty (40) hours per week are considered part-time.  Part-time employees are not eligible for benefits described in this Employee Handbook, except as granted on occasion, or to the extent required by state and federal laws.

TEMPORARY EMPLOYEES


At-will employees, retained in positions that will continue for less than four (4) months, are considered temporary employees.  The Company has the option of extending the time period or any particular assignment under appropriate circumstances.

NON-EXEMPT EMPLOYEES


At-will employees who are covered by provisions of the Fair Labor Standards Act will be compensated for additional pay for overtime work in accordance with the Company’s overtime policies.

EXEMPT EMPLOYEES


At-will employees who hold executive, administrative or professional positions are not generally eligible for overtime pay.

EVALUATION PERIOD


All employees are considered to be in a special evaluation status during the first ninety (90) days of employment. This period enables both you and the Company to evaluate your progress in order to determine whether your skills, abilities and interest match the requirements of the job.


This evaluation period is an important time for the employee and the Company.  It gives the new employee time to become familiar with the Company and to demonstrate skills, while giving the Company the opportunity to evaluate the employee’s performance, interests and abilities.


Employees whose work is deemed unsatisfactory for the position will be released during the evaluation period or at its conclusion.  You may also decide to terminate the employment relationship at any time during the evaluation period or employment relationship.

You may be evaluated prior to the end of this ninety (90) day period.  The ninety-day period may be extended at the Company’s option if, under the circumstances, the Company determines that an extended evaluation period is necessary.  After satisfactorily completing the evaluation period, your employment status will be changed to the appropriate employee category.


Employees are eligible for accrual and receipt of employee benefits during the evaluation period; however, accrued vacation and sick time may not be used during this period.

An evaluation period may also be attached to promotions, transfers, reinstatements or other special situations.  At the end of the evaluation period, the successful employee may be assigned to the new function.

COMPENSATION POLICIES


PAY PERIOD


The standard pay period for all employees is bi-weekly.  The payroll week runs from Monday to Sunday of each week.  You will be paid every other Friday following the completion of the workweek.  When a scheduled payday falls on a holiday, paychecks will be distributed on the last working day prior to the holiday.  Your check will reflect your compensation for the prior two workweeks less legally and authorized required payroll deductions.


Checks will be given to those persons whose name appears on the check.  If an employee cannot pick up a check, it can be issued to another person if the employee makes this request in writing.  If notification is given, checks can be mailed as instructed.

PAYROLL DEDUCTIONS


Your earnings and payroll deductions are itemized on a voucher, which accompanies your bi-weekly paycheck.  Deductions required by law or authorized in writing by you are shown on the pay voucher.


The Company has available to its employees a direct deposit program.  More information about this program is available from Human Resources.  If you elect direct deposit for all or any portion of your pay, please be aware that there is no guarantee that the funds will be deposited to your account(s) prior to Friday mornings.  Any questions about your paycheck should be directed to your supervisor or the payroll department.
OVERTIME

All overtime must be approved in advance by the appropriate supervisor.

Overtime work (work during times other than the normal work schedule) occurs periodically during peak periods or whenever schedules make extra work necessary.  When this happens, you may be required to work overtime in assisting the Company to meet these demands.


Only non-exempt hourly and salaried employees are eligible for overtime pay.  All hours of work in excess of forty (40) in one week shall be paid at the rate of one and one-half times the non-exempt employee’s regularly hourly rate.  Holidays, vacation days and earned sick days will count as hours worked.  Time for unearned sick leave and excused absences is not counted as time worked.

Non-exempt employees who work on Sunday or Holidays will be paid at the rate of two (2) times the employee's regular hourly rate.  An employee must work 40 hours during the work week in order to be eligible for double time.


COMPANY RULES AND REGULATIONS
OVERVIEW


Successful organizations generally have certain guidelines, which are developed to reflect good business practices.  In establishing rules of conduct, the Company has no intention of restricting the personal rights of any individual.  Rather, we wish to define the guidelines that protect the rights of all employees and ensure maximum understanding and cooperation. Therefore employees are expected to be:

· On time and alert when scheduled to be at work

· Careful and conscientious in performance of duties

· Thoughtful and considerate of other people

· Courteous and helpful, when dealing with customers, suppliers, and other employees

WORK SCHEDULE


The standard workweek is five days: Monday morning to Friday evening.  Employees work hours will be set by their supervisor.  The hours for technical support persons will vary depending on demand.

ABSENTEEISM AND TARDINESS


Attendance is an essential function of your job.  The Company expects all employees to be at work on time according to their work schedule and to work a full shift.  An employee who will be absent from or late for work for any reason must call his/her supervisor within thirty (30) minutes of the start time of that day.  


When you are more than fifteen minutes late, you are expected to explain the situation to your supervisor and the supervisor is expected to take the time to review the matter carefully.  If the reason for being late is acceptable, the supervisor should also state and excuse the tardiness.  
Unauthorized or excessive absences or tardiness will not be tolerated and may result in disciplinary action, up to and including termination.  Any employee who is absent from work for three consecutive days without notification to the Company will be considered terminated and removed from the payroll.


SAFETY


The Company expects its employees to conduct themselves in a safe manner.  Please use good judgment and common sense in matters of safety, observe any safety rules posted in various areas around the Company and follow all OSHA and state safety regulations.


You are expected to follow all safety practices related to your work.  If you observe unsafe conditions, such information should be reported to your supervisor or any member of management.

FIRE

*  Use extreme care when handling flammable material or any type of electrical equipment.

*  Dispose of smoking materials carefully.

*  Know the locations of all fire extinguishers and fire exits.  To report a fire or call police, dial 911.       

GENERAL

Do not operate defective equipment.  Report defective or hazardous equipment to your supervisor.

Never start any job without being completely familiar with the safety-techniques, which apply to it.  Check with your supervisor if in doubt.

Put tools and equipment away when they are not in use.

Do not lift items that are too bulky or heavy to be handled by one person.  Ask for assistance.  Keep your work area, machinery and all Company facilities that you use, clean and neat.  Do not participate in horseplay, or tease, or otherwise distract fellow employees.  Do not run on Company premises -- always walk.  Never take chances, if you are unsure, ask your supervisor.  Let good common sense be your guide.

STORAGE

Keep all aisles, stairways and exits clear of boxes, equipment and spillage.  Do not place equipment and materials so as to block emergency exit routes, sprinkler shut off, machine or electrical control panels, or fire extinguishers.  Stack all material neatly and make sure piles are stable.

DRUG AND ALCOHOL POLICY

 
The Company has adopted a policy of maintaining a workplace free of drugs and alcohol

to help ensure a safe, healthy and productive work environment, protect Company property and ensure efficient operations

Individuals under the influence of drugs and alcohol on the job pose serious safety and health risks not only to themselves, but also to all those who surround or come into contact with the user.  Therefore, possessing, using, consuming, purchasing, distributing, manufacturing, dispensing or selling alcohol or controlled substances, or having alcohol or controlled substances in your system without medical authorization during your work hours, on the Company premises or while on duty will result in disciplinary action up to and including immediate termination.

CONSIDERATION FOR SMOKERS AND NON-SMOKERS


The Company is a non-smoking Company. 

SMOKING POLICY

· Smoking will be allowed during breaks only. 

· Smoking will be allowed in designated areas only.  

· Violations of these rules will result in disciplinary action according to the policies' manual.

· All employees share in the responsibility for adhering to and enforcing this policy.

DRESS CODE


What we wear to work is a reflection of the pride we have in the Company.  In order to favorably impress our customers, members of the public and industry representatives, it is important for all employees to present a professional and business-like appearance.  Clothing must not constitute a safety hazard.  All employees should practice common sense rules of neatness, good taste, comfort and professionalism.  Revealing or inappropriate clothing is prohibited.  Tank tops, tee shirts, shorts, jogging suits, tennis shoes, thongs, and similar apparel are not permitted. 

OUTSIDE EMPLOYMENT     



The Company does not limit an employee’s activities during non-working hours unless those activities interfere with, or are in conflict with, the performance of his/her job, or create a conflict of interest such as being an officer or owner of a company supplying services to the Company, working for a customer of the Company or working for a competitor.  If there is any doubt, obtain pre-approval from your supervisor and Human Resources manager.

PERFORMANCE EVALUATIONS


The Company is committed to offering each individual the fullest possibilities of growth potential in terms of both advancement within the Company and personal growth.  As part of obtaining this goal, all employees will have their performance and salary formally evaluated at or near the end of the calendar year.


Your supervisor has the responsibility of appraising your performance.  This is a formal opportunity for you to discuss your present level of performance, your long-range plans, and the ways in which both of you can work toward your future advancement.  Strengths and areas requiring improvement will be discussed at the time of the evaluation.

DISCIPLINARY PROCEDURES 


Generally, an employee will be given a verbal or written warning by the supervisor for failing to perform at acceptable productivity and quality standards, or for violation of the Company rules and policies.


If improvement is not shown, a subsequent written warning is given after additional discussion with the individual.  Termination will occur for the third offense.  This procedure may be waived or accelerated if the Company deems it appropriate.


The Company’s disciplinary procedures are designed to provide a mechanism for improvement of employee job performance.  Nothing in this section should be understood to change the fact that each employee is an employee “at will” whose employment may be terminated with or without cause or reason by the employee or the Company at any time, in compliance with all applicable State and Federal regulations

Serious instances of misconduct which could result in immediate dismissal include, (but are not limited to):


- Theft of the Company or another employees property


- Willful damage or destruction of property of the Company, or of another employee


- Falsifying Company records


- Gross insubordination or disobedience

- Possession, use of, or being under the influence of alcoholic beverages or controlled    

  substances at work    


- Reporting for work under the influence of intoxicants or controlled substances


- Bringing firearms or dangerous weapons of any kind onto the premises


- Misrepresentation, omission of facts in obtaining employment, or falsification of 

              employment records

- Use of profane, abusive or threatening language toward fellow employees or       supervisory personnel  


- Horseplay or any conduct which endangers or interferes with other employees


- Assault or battery on a fellow employee


- Defrauding or attempting to defraud the Company


- Disclosure of confidential Company material to unauthorized persons


- Conviction of a major crime

Other instances of misconduct which could lead to disciplinary action include, (but are not limited to):


- Careless or improper use of Company property


- Sleeping on the job


- Refusal to follow supervisor’s instructions


- Failure to comply with an order, rule or regulation of the Company


- Excessive absenteeism or tardiness


- Poor quality work


- Safety violations


- Unacceptable productivity


- Gambling


- Leaving work area without permission


- Smoking in no smoking areas


- Other conduct detrimental to the Company in carrying out it business,

              or to the welfare of fellow employees


- Carrying a gun or weapon

PROMOTIONS AND TRANSFERS



The Company considers promotion from within whenever a qualified employee is available.  Decisions as to eligibility will be made on the basis of the qualifications and demonstrated abilities of the qualified employee.

During the first six months of employment, employees will not be eligible to respond to newly posted openings or request a transfer until they have completed training, or unless permitted by their supervisor.  Promotions and transfers will be posted on the Company bulletin board and sent out via e-mail.  Requests for transfer forms may be submitted at any time through your supervisor.  Such transfer requests will be considered on an individual basis.  Since the Company must maintain internal stability, a transfer request will be honored when it can be shown to benefit both the Company and the individual.  It is expected that an employee who is selected for a posted opening, or who transfers to a new position, will not be considered for a future posted opening or transfer for at least six months.
TERMINATION


We hope to retain good employees.  However, employment at the Company is for no specified time, regardless of length of service.  Just as you are free to leave for any reason, the Company reserves the same right to end our relationship with you at any time, with or without notice, for any reason not prohibited by law.


When an employee wishes to resign because of illness or for personal reasons, the possibility of a leave of absence may be explored.


Whenever practicable, you are expected to give at least two weeks notice before voluntarily terminating employment.  This notice should be in writing, and a copy given to the Human Resources department.  
An exit interview will be conducted by the Human Resource Manager before or on the last day of employment.  At this time any keys or other Company property must be returned to the Company.

PROPRIETARY INFORMATION / CONFIDENTIALITY


The Company requires you to sign a confidentiality agreement as a condition of employment.  During your employment, you may be privy to information that is confidential and/or intended for Company use only including, but not limited to, the development of certain proprietary products and processes that are unique to the Company. All employees are required to maintain such information in strict confidence.  This policy benefits you, as an employee, by protecting the interests of the Company in safeguarding its confidential, unique, and valuable information from competitors and others.  The Company protects proprietary information, in part by restricting employee and visitor access to certain designated Company areas to only those who have business there.


All employees must keep our technology secure and not to divulge confidential information to those outside the Company.  An employee who divulges confidential information or otherwise compromises the Company security, as determined by the Company, may be immediately terminated.
PATENTS & INVENTIONS


A patent agreement is a necessary requirement for employment in a technologically based organization.  Your particular position may require that you sign a patent agreement as a condition of employment.  This patent agreement applies to inventions and improvements which you may conceive which are within the scope of the work and research of the Company.

PROTECTION OF COMPANY AND EMPLOYEE PROPERTY


Respect and protection of Company property and employee personal property is everyone’s concern.  If you find property missing or damaged, report it to your supervisor immediately.

PERSONNEL FILES


The Company maintains up-to-date personnel files on all employees.  It is important to keep your records timely because this information is used for, among other things, benefits administration, continued insurance notices under COBRA, notification in case of an emergency, and the like.  Accordingly, contact your supervisor if there are any changes in your home address, telephone number, emergency contact, marital status, number of dependents and/or military status.  You may review your personnel file by contacting Human Resources and arranging a convenient time to do so.

RELEASE OF INFORMATION


We respect your right to have the information contained in your records treated confidentially.  Except for records and information that we are legally required to provide to government agencies, no information about you will be released unless there is a signed authorization form from you on file and the request for the information is in writing.



BULLETIN BOARD


The Company uses a bulletin board to communicate important information such as safety rules and management memos.  Each employee has the responsibility to regularly read the information that is posted.  Employees may post material on the bulletin board without management approval, however, discretion is advised.  Messages, which may be considered obscene, discriminatory, or otherwise inappropriate, should not be posted.  Posting of these types of messages will lead to disciplinary actions.

POLITICAL ACTIVITIES


The Company respects and encourages employee participation in political activities, but not on behalf of, or as a representative of, the Company or on Company time.

SOLICITATIONS AND DISTRIBUTIONS


During periods of your workday when you are engaged in or required to be performing your work tasks, you may not engage in the solicitation of other employees or the distribution of literature for any purpose.  During periods in another employee’s workday when he/she is engaged in or required to be performing his or her work tasks, you may not solicit the other employee for any purpose.  Distribution of literature of any kind may not be made in the work areas of the premises at any time.  Persons not employed by the Company are not permitted to solicit or distribute literature on the Company premises.

VISITORS


All visitors, including employees relatives and friends, must be met in the reception area, where they must sign the Visitor’s Register.  A BiznessOnline employee should accompany all visitors at all times. Visitors must always be escorted and not permitted to enter unauthorized areas.  Visitors’ safety is the responsibility of the Company escort in case of fire, or any other hazardous conditions.  If you see someone in the building unescorted that you question, please let your supervisor know.

LEAVING DURING WORK HOURS


You should not leave the building for any reason during work hours without first notifying your supervisor (excluding lunch). 

MEDICAL TREATMENT


First Aid supplies for treating minor injuries are available in the building.  All employees should locate the first aid kit nearest to their work area and become familiar with its contents.

For injuries requiring more extensive treatment, the employee and the supervisor should make arrangements to go to the medical facility or doctor of the employee’s choice.  In extreme emergencies, for ambulance, fire or police, dial 911.

BENEFITS


The following is a list of employee benefits provided by the Company at the time of publication of this handbook.  Any of these benefits may be changed, deleted or expanded, without prior notice and prospectively as well as retroactively.

VACATIONS   





All regular full-time employees who are actively employed earn vacation time.  The benefit year is from January 1st through December 31st.  Vacation accruals are as follows:


Length of Service

Days of Vacation

Maximum Days
             Annually                                     Accrued Monthly

    Accrued
      0 months -59 months

         1



       10


        

      60 months -119 months

         1 1/2


       15

     120 months and over

         2



       20


All vacation should be taken in the benefit year in which it was earned.  Any vacation leave which is unused in the year it was earned cannot be carried over to the next year.  Temporary and part-time employees are not eligible for paid vacation days.  It is the responsibility of the supervisors to schedule vacations in cooperation with their employees to ensure that there is adequate coverage of the work to be done.


Vacations are intended to be a period of rest and relaxation away from the daily work routine.  Cash payment will not be given for vacation days that are not taken.  To receive vacation pay prior to taking the vacation, a request should be turned in to the Payroll office at least 2 weeks in advance.  The appropriate supervisor should sign this request.  You will be paid all unused, accrued vacation on the termination of your employment with the Company.

HOLIDAYS


Full-time employees shall receive their regular compensation for the following holidays:



New Year’s Day


Presidents’ Day



Memorial Day



Independence Day



Labor Day



Columbus Day 






Thanksgiving & the day after

Christmas Day (2 days)





An employee shall forfeit his/her right to payment for any holiday if they have an unexcused absence on the last regular workday preceding a holiday or on the next regular workday following the holiday.


Guidelines should be the same as vacation days, i.e., forfeiture of paid holiday time if there is an unexcused absence on the last regular workday preceding the holiday, or on the next regular workday after the holiday.

SICK LEAVE  


Sick Leave may be taken for the illness of the employee or a dependent.  All full-time hourly employees will be compensated for 3 days of Sick Leave per calendar year.  Sick pay will be received after the first ninety (90) days of service.  Two sick days may be used as personal days with advance notice and approval of your supervisor.  Unused sick days may not be carried over to the following year. 

LEAVE OF ABSENCE


“Leave of Absence” shall be defined as an approved absence from work, without pay, for a period in excess of five working days.  Requests for leave should be made in writing to your supervisor, stating the reason leave is requested, the duration of the leave and your intention to return.


Your supervisor, the department head and the President of the Company will review requests for LOA.  Written authorization must be received before the leave may start. 


Eligibility for vacations, paid holidays, sick days and other benefits will be suspended for the duration of the leave if such leave is more than 30 days.  When an employee returns to work after a leave, service time for benefits, promotions, etc., will be computed on the basis of the time accrued up to the beginning of the leave.


An employee on an authorized Personal Leave of Absence will have insurance coverage extended up to two weeks.  Continuation of coverage during a leave of more than two weeks should be discussed with Human Resources.

Any employee granted a Leave of Absence who fails to return by the date specified will be considered voluntarily terminated as of the last day worked.

PERSONAL LEAVE OF ABSENCE


Consideration is given to reasonable requests for Personal Leaves of Absence; these requests are granted according to the merits of each situation and the Company’s work requirements.  An employee must be actively at work and have completed three months of continuous employment to be eligible for consideration for a leave of absence.


All eligible vacation and sick leave hours are to be exhausted prior to the granting of a personal leave of absence.  An employee on personal leave of absence status does not accrue additional vacation.


In cases of Personal Leaves of more than thirty (30) days, the Company does not guarantee that the same, or similar, position will be available at the time an employee wishes to return to work.  

FAMILY AND MEDICAL LEAVE ACT


The Company has a Family and Medical Leave Policy that is in compliance with The Family and Medical Leave Act of 1993 (FMLA), which is unpaid leave absence.  (See the full Family and Medical Leave Act Policy attached to this Employee Handbook.)

MILITARY LEAVE     


An employee who is a member of the Armed Forces Reserve or the National Guard and who is required to attend annual active duty for training or other short term Reserve or Guard duty (i.e. forest fire fighting, police duty for natural disaster, etc.)  is eligible for a Military Leave of absence.  Such time off will not be considered vacation time.  A request for Military Leave and a copy of the military orders should be presented to the employee’s supervisor as soon as the training schedule is received.


A request for Military Leave will also be granted to employees who enter active military service or who are ordered for an initial period of actual duty for training in the Reserves or National Guard.  Employees who return to work after an absence because of such service are eligible for reinstatement in accordance with applicable law.  

JURY DUTY


Employees who are summoned to jury duty will be excused from work for the duration of that service.  The employee will be reimbursed for the difference between the regular daily rate of pay and the daily amount paid by the state for service.  Absence due to jury duty is counted as time worked.  To be reimbursed, you must present a court voucher and proof of actual jury duty service.  Please contact your supervisor promptly after receiving notification of your obligation to appear for jury duty.

WITNESS DUTY


The Company is aware that employees may be subpoenaed to appear as witnesses in trials.  In these cases, the Company will grant time off with pay not to exceed two days per benefit year.  After two days, time off will be given as needed without pay or be given with pay if required by law.

BEREAVEMENT LEAVE


In the event of a death in your immediate family, you may have up to three consecutive working days, with pay, to see to family affairs and to attend the funeral.


“Immediate family” is defined as father, mother, sister, brother, spouse, child, stepchild, stepparent, mother-in-law, father-in-law, grandparents, grandchildren, nieces, nephews, sisters and brothers-in-law, and domestic partners.

WORKERS’ COMPENSATION


If you are injured on the job, no matter how minor the accident, be certain your supervisor is notified immediately so that proper records can be maintained and corrective action is taken to ensure the maintenance of a healthy and safe work environment.  An injured employee may be eligible to receive benefits through workers’ compensation.


The Company and its insurance carriers shall not be responsible for the payment of workers’ compensation benefits for any injury which arises out of an employee’s voluntary participation in any off-duty recreational, social or athletic activity which is not part of the employee’s work related duties.  The Company and its insurance carrier shall be responsible for the payment of workers’ compensation benefits when the injury is a result of any recreational, social or athletic activity either required or reasonably expected by the Company.  There are currently no such activities for which employee participation is expected or required.
VOTING


The Company’s policy is to encourage its employees to participate in the election of government leaders.  Therefore, adequate time off is allowed from the beginning or end of the workday to exercise your voting right.  If the employee will otherwise be unable to vote, he/she may wish to inquire about the possibility of voting by absentee ballot.

Please be sure to schedule time off for voting with your supervisor to ensure proper coverage of your workstation.

GROUP INSURANCE


MEDICAL AND DENTAL INSURANCE


All full time employees and their eligible dependents are eligible for medical and dental insurance.  Temporary and part-time employees are not eligible for either medical or dental insurance under the Company’s plan.  Insurance benefits begin on the first regular workday following a thirty (30) day waiting period.


The specific coverage of the Company’s medical and dental plans as well as information regarding any required employee contributions is available from your supervisor as

well as the Human Resource office.

LIFE INSURANCE


Basic life insurance is provided to all full-time employees.  See your supervisor for details.





TUITION REIMBURSEMENT


Continuing education is important and necessary for the future growth of the Company and its employees.  The tuition reimbursement is available to employees only after successful completion of the 90-day evaluation period.  The Company will reimburse the employees for tuition paid on courses successfully completed with a “B” grade or better.  Laboratory fees and books are included in your reimbursement.  Each employee will be eligible for up to $2,500.00 tuition reimbursement per calendar year.


All courses must be relevant to the employee’s current position and/or future career path opportunities at the Company.



Applications for tuition reimbursement can be obtained from Human Resources and should be submitted for approval by the employee’s supervisor and Human Resources before registration in order to determine eligible courses.  Upon completion, please present a record of your payment and final grade for reimbursement to Human Resources.


Individuals who are pursuing degree programs must submit in writing a detailed explanation of the program they are pursuing.  This will include proposed timing and degree courses required.  Once written approval of a degree program has been given, the employee will then submit individual courses through the normal tuition reimbursement application process.  


An employee, who voluntarily resigns employment or is terminated prior to completion of course(s), forfeits eligibility for reimbursement.

PENSION AND PROFIT SHARING

The Company currently offers all full-time employees the opportunity to participate in a 401(K) pension program.  There is a twelve (12) month waiting period after date of hire before an employee is eligible to participate in the program.  Full vestment (100%) occurs after the one year waiting period.










































APPENDIX A:  FAMILY MEDICAL LEAVE ACT POLICY

The Company has a Family and Medical Leave Policy that is in compliance with The Family and Medical Leave Act of 1993 (FMLA), which is unpaid leave absence.  Nothing in this policy will affect the rights of any employee under the Americans with Disabilities Act or applicable state law.  Eligible employees must be employed by the Company at least twelve (12) months (but this period need not be consecutive) and have worked at least 1250 hours of service during the twelve month period prior to the request.  Forms for leave requests are available from your Human Resource representative. 

Under the Leave Policy a total of up to twelve (12) weeks unpaid leave of absence during any twelve (12) month period commencing on the first day of the leave is available to eligible employees under the following circumstances: 

*
The birth of a child, but only within the first twelve months of the birth.

*
The placement of a child for adoption or other legal placement, within the first twelve months of the adoption or placement. 

*
The need to care for a dependent, spouse, parent, mother-in-law, or father-in-law who has a serious medical condition. 

*
The serious health condition of the requesting employee, which renders the employee unable to perform the functions of his/her position. 

During the unpaid leave, employees retain the same medical and dental coverage and must still contribute the same amount toward medical benefits as he/she paid before the leave began. (See benefits exception below)  Upon return to the Company at the end of the leave, the employee will be restored to his/her former position with the same rights, benefits, pay and other terms and conditions which existed prior to the leave; or to an equivalent position with equivalent rights, benefits, pay and other terms and conditions of employment. 

Employees will be required to use all accrued vacation and floating holidays prior to being granted unpaid leave as outlined above for the birth or placement of a child, or to care for a seriously ill family member.  If the employee requests the leave due to his/her own serious health condition, the employee may also be eligible for sick leave pay or short term disability payments if the condition of the leave meets the qualifications of those plans. 

Employees requesting leave for their own or an eligible family member's serious health condition, will be required to provide medical certification.  Medical certification must be provided thirty (30) days in advance of the request for leave when possible. 

The Company may, at its discretion, require a second medical opinion on the health condition and periodic re-certifications at the Company's expense. 

Other exceptions/provisions: 

*
Intermittent or reduced leave may be taken in case of a serious health condition, either an employee's own or that of a child, spouse, parent, mother-in-law or father-in-law when medically necessary.  

*
The birth or placement of a child does not qualify for intermittent or reduced leave. 

*
Employees out on unpaid leave will be required to contact their supervisors, at least every four (4) weeks, to report on their status and intention to return to work at the end of their leave. 

*
Benefits based on an accrual basis (e.g. vacation, sick leave, floating holidays, etc.) will not accrue during unpaid leave under this policy. 

*
While on unpaid leave, an employee will not accrue service time for eligibility for a performance review, salary review, salary review, adjustment or bonus.  Employment benefits which are accrued prior to the unpaid leave will not be lost. 

*
As previously stated, group health insurance will continue on the same basis as prior to the leave, as long as the employee continues to pay his/her contribution as required before the unpaid leave. 

*
An employee on leave for his/her own serious health condition, will be required to provide certification from his/her health care provider that the employee is able to return to work and perform all of the functions of the job to which the employee is returning.

Receipt and Acknowledgement

Of BiznessOnline.com, Inc.

Employee Manual

This Employee Manual is an important document intended to help you become acquainted with BiznessOnline.com, Inc.  This manual will serve as a guide; it is not the final word in all cases.  Individual circumstances may call for individual attention.  The Company retains the right to change or modify all policies and practices without prior notice to you, although contents of this manual may be changed at any time at the discretion of the Company.  We will make every effort to keep you informed of these changes.  No changes in any benefit, policy or rule will be made without due consideration of the mutual advantages, disadvantages, benefits and responsibilities such changes will have on you as an employee and on the Company.

Please read the following statements and sign below to indicate your receipt and acknowledgement of the BiznessOnline.com, Inc. Employee Manual.

I have received and read a copy of the BiznessOnline.com, Inc. Employee Manual.  I understand that the policies, rules and benefits described in it are subject to change at the sole discretion of the Company at any time and that the latest policies and procedures govern and override any inconsistencies contained in the Employee Handbook or elsewhere in the Company.

I further understand that my employment is terminable at will, either by the Company or by me, regardless of the length of my employment or the granting of benefits of any kind.  I understand that no contract of employment other than “at will” has been expressed or implied, and that no circumstances arising out of my employment will alter my “at will” employment relationship unless expressed in writing, with the understanding specifically signed by the President of the Company.

I am aware that during the course of my employment confidential information may be made available to me, such as customer lists, pricing policies and other proprietary information.  I understand that this information is critical to the success of the Company and must not be disseminated or used outside of the Company’s premises.  In the event of termination of employment, whether voluntary or involuntary, I agree not to utilize or exploit this information with any other individual or company.

I understand that, should the content of this manual be changed in any way, the Company may require an additional signature from me to indicate that I am aware of and understand any new policies.

I understand that my signature below indicates that I have read and understand the above statements and have received a copy of the BiznessOnline.com, Inc. Employee Manual.

___________________________


_________________________

Employee’s Printed Name



Job Title

___________________________


_______________

Employee’s Signature




Date
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