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WELCOME LETTER 

 
 
Welcome to Germfree Laboratories, Incorporated. 

 

We are delighted to have you as part of our organization and part of our team. 
 

We believe our people are the key to our success and the continued growth of our 
organization. All of the other elements -- machines, equipment and other resources -- 
are of little significance without the people to use them effectively. As you join us, it is 
important to understand your most important function is to become a contributing 
member of our team, aiding all of us in achieving our goals. 

 

Our goal is to provide our customers with the very best products and services available 
while maintaining a positive atmosphere for our employees. 

 

On behalf of the leadership team and myself, we welcome you and hope your 
relationship with us is a gratifying experience. 

 

Best regards, 
 

The Leadership Team 
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GERMFREE MISSION STATEMENT 

 
 

 
Creating Environments 

that Serve Life Science Innovation 

and Advance Global Health. 
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GERMFREE VISION STATEMENT 

 
 

 
Germfree’s focused research and development 

process delivers exceptional, reliable products 

and services. We provide a work environment 

that inspires our expert team to produce 

innovative solutions meeting our 

clients’critical requirements. 
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THE GERMFREE LABORATORIES, INCORPORATED STORY 

 

GERMFREE was founded in 1962 with the intent of providing products that were 
notably absent from our industry. As a fledgling company, we learned early on that 
providing our customers with quality equipment, reasonable prices, and on-time delivery 
would be the keys to our success. Over the years, we have forged strong bonds with 
our customers through mutual respect and by consistently exceeding their expectations. 

 

Since our inception, product innovation and customer focus have been cornerstones of 

GERMFREE ‘S culture.  These ideals have guided us on a product development 
journey from standard pharmacy equipment to highly-customized containment / isolation 
equipment into mobile laboratories and onto modular biotech facilities. We serve 
markets including hospitals, military, bio-containment, and biopharmaceutical 
production. 

 

In 2003, we moved the company from Miami to Ormond Beach, Florida which allowed 
us to expand our operations and double our capacity. We achieved another significant 
milestone in 2016 with the move to our current 173,000 square foot manufacturing 
facility. The combination of our increased manufacturing capabilities and our continued 
investment in talented, professional employees has us well positioned for the future. 

 

As we continue our growth in the coming years, we do so with the appreciation of our 
employees’ contributions. 
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PURPOSE OF THE EMPLOYEE HANDBOOK 

 

 
The purpose of the Employee Handbook is to help you get better acquainted with 
GERMFREE. You should become familiar with the contents of the handbook since it 
provides you with information regarding your employment, employee benefits and 
company policies. 

 

GERMFREE reserves the right to amend, add or change the policies, protocols, 
procedures and/or employee benefits listed or offered in the Employee Handbook. As 
information changes, additional pages will be distributed to you for updating your copy. 
If you have any questions about this handbook, please contact the Administrative 
Services Office. 

 

If at any time the information in your handbook differs from a more current company 
policy or benefit, the more current policy or benefit shall take precedent. Please note 
that only the management of GERMFREE may modify any policy in the handbook. 
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July 1, 2018 

 

DEFINITIONS 

 

 
For ease of reading, the following names and words are used. 

 

 “Member of management”, “management”, “leadership team” – these terms are 
used to describe any of the management personnel you may go to for questions, 
concerns or issues. In general, your first communication should be with your 
supervisor. They are best suited to answer questions in regards to your job. If 
you do not receive satisfaction from speaking to your supervisor, or would rather 
speak to someone else, any member of the management team (see Human 
Resources Manager for organization chart) will answer or ensure you receive an 
answer on any issue. 

 

 “Work” and “workplace” – refer to any of the company’s facilities, anytime you are 
being paid for conducting business for GERMFREE, or are otherwise 
representing GERMFREE in an official capacity. This extends to business trips, 
entertaining clients and co-workers, or anytime you are operating in an official 
capacity for GERMFREE. 

 

 “Employee Handbook”, “handbook”, “your handbook” is used interchangeably 
throughout the document. 
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NATURE OF EMPLOYMENT 

 

 
The Employee Handbook provides guidelines to be followed and is not an employee 
contract. None of the policies described in this manual should be construed as being a 
part of an employment contract. 

 

Since employment at GERMFREE is based on mutual consent, both the employee and 
the employer have a right to terminate the employment relationship at will, with or 
without cause, at any time. 

 

The Employee Handbook and its special policies, supplements and appendices 
supersede the provisions and policies of any earlier dated and distributed version of this 
handbook. 
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OPEN DOOR POLICY 

 
 
It is the philosophy of GERMFREE to provide open communication as an avenue by 
which employees can pursue answers to questions regarding their employment and 
benefits. The purpose is to ensure that employees may communicate their concerns, 
complaints or suggestions to all levels of management of GERMFREE. 

 

Most concerns will be resolved informally between you and your immediate supervisor 
and co-worker(s), if applicable. However, should the concern continue to exist, you are 
encouraged to communicate with the next level of management (see Director of Human 
Resources for organization chart). Please remember, GERMFREE cannot help you find 
a solution if we are not aware of a problem. 



203:1 

Germfree proprietary information 

 

 

 

 

EQUAL EMPLOYMENT OPPORTUNITY 

 

 
GERMFREE provides equal opportunity to all qualified employees, and applicants for 
employment, without regard to race, color, religion, sex, national origin, age, sexual 
orientation, gender identity, marital status, genetics, veteran status, handicap or 
disability. This includes, but is not limited to, the following: 

 

 Hiring, promoting, upgrading or transferring employees. 
 

 Pay and other forms of compensation. 
 

 Benefits, including GERMFREE-provided training, education, tuition assistance, 
social and recreational programs. 

 

 Making reasonable accommodation under the Americans with Disabilities Act 
(“ADA”). 

 

 Workforce reduction or termination. 
 

GERMFREE is fully committed to making any reasonable accommodation that would 
allow an otherwise qualified person to perform the essential functions of a job. Requests 
for reasonable accommodation should be made to management. All GERMFREE 
employees and applicants are protected from coercion, intimidation, discrimination and 
retaliation for making a report or participating in an investigation pertaining to these 
issues. Any employee who experiences such activity should report it immediately to a 
member of management. 
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EMPLOYMENT OF MINORS 

 
 
Due to increasingly stringent federal and state laws, employees must be 16 years of 
age in order to be employed by GERMFREE. If the position for which the minor is being 
hired requires working with or around heavy machinery, the age requirement is 18 years 
of age. 
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EMPLOYMENT OF RELATIVES 

 
 
GERMFREE believes in hiring the most qualified applicant for an open position, whether 
or not that person is related to an employee. To help ensure fair treatment of all 
employees, members of an employee’s immediate family will not be hired or transferred 
into positions where they would be directly, or indirectly, supervised by another family 
member without the knowledge and approval of management. 

 

“Immediate family” includes: spouses, children, step-children, siblings, parents, step- 
parents, mothers-in-law, fathers-in-law, and any person living in the same household as 
the employee. 

 

Prior to making an employment offer to an individual who is a relative of an employee, 
management will be consulted to ensure such employment does not create the potential 
for, or appearance of, a conflict of interest. 
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July 1, 2016 

 

EMPLOYMENT TYPES 

 
 
Employees are classified as full-time, part-time or temporary.  In addition, GERMFREE 
may supplement the regular workforce, as needed, with other forms of flexible staffing. 

 

Unless otherwise specified, benefits not mandated by law apply only to full-time or part- 
time employees. 

 

Full-Time Employee 
 

A full-time employee is an individual who normally works thirty (30) or more hours per 
week and is hired for an indefinite period. 

 

Part-Time Employee 
 

A part-time employee is an individual who normally works less than thirty (30) hours per 
week and is hired for an indefinite period. 

 

Temporary Employee 
 

A temporary employee is an individual who is hired either part-time or full-time for a 
specified, limited period. 
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Dec 1, 2017 

 

60-DAY INTRODUCTORY PERIOD 

 
 
It is the policy of GERMFREE that all new employees and all present employees who 
are transferred or promoted to a new job must enter into a 60-Day Introductory Period. 

 

During this period, your supervisor will be evaluating your work skills, productivity, 
attendance, behavior and teamwork. Simultaneously, you should be evaluating the 
position to determine whether the position meets with your expectations as well. 

 

At the conclusion of the 60-Day Introductory Period, your supervisor will prepare a 
written evaluation and review it with you. Wage increase should not be expected at this 
time. 

 

All supervisors who write reviews are expected to comply with this policy and to 
complete reviews (includes meeting with employee and submitting all properly signed 
forms to the Director of Human Resources) within 30 calendar days of the review date. 
Violation of this policy may result in disciplinary action. 

 

At any time during this introductory period, GERMFREE may terminate your 
employment if your job performance has been unsatisfactory. 

 

During this period, new employees will not accrue benefits described in this handbook, 
unless otherwise specified, or as required by law. 

 

Temporary status staff may occasionally be changed to full-time. When this occurs, the 
original date of employment as a temporary will become the official Date of Hire, 
provided that the employee has consistently worked a minimum of 30 hours per week 
during temporary status. 
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PERSONNEL RECORDS 

 

 
GERMFREE will attempt to maintain only the personnel information that is necessary in 
order to conduct its business or which is required by Federal, State or local law. 

 

The Director of Human Resources is responsible for overseeing recordkeeping for all 
personnel information. 
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May 10, 2007 

 

CHANGE IN PERSONAL INFORMATION 

 
 
In order to ensure proper reporting for payroll, benefits administration, and personnel 
purposes, employees must report changes in their name, address, phone number, 
marital status, number of dependents, person(s) to be notified in case of emergency, 
and other significant personal data to the Director of Human Resources as soon as 
possible. Such information will be maintained in a confidential manner. 
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PERSONNEL FILE REVIEW 

 
 
It is the policy of GERMFREE to allow employees who are currently employed to review 
their own personnel files. 

 

Please make arrangements, in advance, with the Director of Human Resources to set 
aside a convenient time to review your file. 
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December 1, 2017 

 

ANNUAL PERFORMANCE EVALUATIONS 

 
 
The evaluation and feedback of an employee’s performance is a daily ongoing process. 
The formal performance evaluation process provides an opportunity for the supervisor 
to discuss the employee’s overall performance and to communicate future expectations. 
The performance evaluation session is also a time when the supervisor will formally 
address any areas needing improvement and provide an action plan for future 
performance. 

 

This process is conducted during the annual performance review period (the first 
quarter of each year), if hired prior to November 1st of the previous year. 
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COMPENSATION ADMINISTRATION 

May 6, 2019 

 

It is the policy of the Company to pay compensation that is nondiscriminatory and 
competitive. However, all compensation policy decisions must take into consideration 
the company’s overall financial condition and competitive position. 

 

Compensation is reviewed annually by Human Resources, Finance, and Executive 
Management. Having your compensation reviewed does not necessarily mean that you 
will be given a pay increase. 

 

Overall compensation includes numerous benefits such as paid vacation, holidays and 
sick leave and employer contributions toward medical, dental and life insurance 
premiums as well as 401K contributions. 

 

Any wage increases, if awarded, will be made during the annual performance review 
process in the first quarter of each year. Any changes in pay will appear in the closest 
pay period after April 1 following receipt of the appropriate documentation by the 
Director of Human Resources and subsequent processing by Accounting. 

 

Wage and salary increases will be retroactive. 

 
 

Bonuses 
 

Company bonuses may be distributed periodically to all full-time employees based on 
the company’s profitability. Bonuses are not guaranteed. To be eligible for company 
bonuses, an employee must be employed at Germfree for seven months prior to the 
bonus pay date. An employee’s individual attendance, performance, and safety record 
will be considered in determining the final amount of their bonus. 
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JOB OPENINGS, PROMOTIONS AND TRANSFERS 

 
 
GERMFREE prefers to promote from within and may first consider current employees 
with the necessary qualifications and skills to fill vacancies, unless outside recruitment 
is considered to be in the company’s best interest. 

 

Employee eligibility for promotion will be determined by the requirements of the new job. 
In addition, to be considered, employees must have a satisfactory attendance and 
performance record. 

 

Job openings for which management solicits candidates from within the company 
normally will be posted on the employee bulletin board in break rooms and the Human 
Resources office until filled. However, as it considers appropriate, management may fill 
job openings or make promotions without posting notices. 

 

When opportunities are posted, interested employees must submit a completed 
application or resume, as required in the posting, in a sealed envelope, to the Director 
of Human Resources. 

 

Employee candidates for promotion will normally be screened and selected on the basis 
of skills, prior relevant experience, education, attendance and work records, 
performance appraisals, and job-related qualifications including, in some circumstances, 
aptitude or skills tests. 

 

Employees who are promoted or transferred within the Company are subject to the 
provisions of the 60-Day Introductory Period (Section 207:1 of this Handbook) in their 
new positions. 

 

In the event that the promotion or transfer expectations are not met, and employee may 
be reassigned to a former or different position and pay rate adjusted accordingly. 
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March 1, 2018 

 

TERMINATION OF EMPLOYMENT 

 
 
In the event you choose to resign your employment with us, we ask that you adhere to 
the following procedures: 

 

Proper Notice 
 

We request that you give at least two (2) weeks notice prior to your last day of work. 
This notice must be in writing and given to your immediate supervisor who then gives it 
the Director of Human Resources for processing and to schedule an exit interview. 

 
Return of Company Property 

 

You are required to return all company property, including but not limited to, the 
following: keys, tools, credit cards, cell phones, and computers. This must be 
coordinated with your supervisor in advance of your last day of employment. Also 
provide your supervisor with the website addresses, user IDs and passwords you use to 
conduct company business. 

 
Information Regarding Your Final Pay 

 

In your final pay, you will receive pay for all hours worked up through your last day of 
employment. 

 

If you are not set up for direct deposit, your final paycheck will be mailed to you no later 
than the following payday. 

 

Please make sure the Director of Human Resources has an accurate mailing address 
before your last day. 

 
 

 Policy on Sales Commission Upon Employee’s 
Voluntary or Involuntary Termination 

 

High Containment and Mobile/Modular Sales 
 

An employee whose total compensation plan includes sales commission and whose 
employment with GERMFREE is terminating may receive commission on specific Sales 
Orders as determined by the President of GERMFREE. To determine the percentage of 

 

 
(continued on next page) 
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TERMINATION OF EMPLOYMENT (continued) 

“total commission”1 to be received, if any, the following criteria will be evaluated for 

each applicable Sales Order: 

(a) Level and effectiveness of involvement; 

(b) Project complexity and duration; 

(c) Milestones already completed in the project process; and 

(d) Tasks remaining to be accomplished by others as a result of employee’s 

termination. 

 

 
Pharmacy Sales 

 

An employee whose total compensation plan includes sales commission and whose 

employment with GERMFREE is terminating may receive commission on specific Sales 

Orders as determined by the President of Germfree. To determine the percentage of 

“total commission”1 to be received, if any, the following guidelines will be used: 

(a) If a Sales Order has not been generated as of the employee’s termination date, 

0% of “total commission”1will be paid; 

(b) If a Sales Order has been generated as of the employee’s termination date, the 

employee will receive 100% of “total commission”1 due. 

 

 
1 “Total Commission” is based on the current Germfree Commission Structure and is paid on or about the 
15th of the month after payment of invoice. 
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REHIRING 

 

 
Individuals who are rehired as employees of GERMFREE are considered newly-hired 
employees for the purposes of the contents of this Employee Handbook and benefits 
eligibility. 
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EMPLOYEE REFERRAL BONUS PROGRAM 

 
 
Any active GERMFREE employee who refers a qualified candidate for a current open 
position, which results in the hiring of that individual, is eligible for the following referral 
bonus: 

 

$1,000 after successful completion of the one year anniversary. 
 

The employee who is making the referral must be named on the Germfree Application 
for Employment, or in the case of a resume, the Director of Human Resources must be 
advised prior to receipt of the resume. 
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May, 2012 
 
 

PRE-EMPLOYMENT SCREENINGS 

 

 
As of October, 2009, it is the policy of GERMFREE that applicants to whom a 
conditional offer of employment has been extended will be required to submit to and 
successfully pass the following screenings. 

 

1. Criminal background investigation (Release Form must be completed and signed 
by the applicant); 

 

2. Ten-panel drug screen (Chain of Custody Form must be used); 
 

3. Educational degree verification (Release Form must be completed and signed by 
the applicant); 

 

4. Verification of employee eligibility to remain permanently in and work in the 
United States (Form I-9 will be used); and 

 

5. Other screenings as may be required due to the nature of their job, including but 
not limited to, credit checks and driving record. 
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July 1, 2018 

 
 

DISCIPLINARY POLICY & PROCEDURES 

All employees are expected to comply with GERMFREE’s standards of behavior and 
policies, and any noncompliance with these standards or policies must be corrected. 

 

Under normal circumstances, GERMFREE endorses a policy of progressive discipline 
in which it attempts to provide employees with notice of deficiencies and an opportunity 
to improve. This policy does not modify the status of employees as employees-at-will or 
in any way restrict GERMFREE’s right to bypass the disciplinary procedures suggested. 

 

The progressive disciplinary procedure described below may be applied to an employee 
who is experiencing a series of unrelated problems involving job performance, behavior, 
or adherence to policies. 

 

The normal application of progressive discipline should be: 
 

(A) If an employee is not meeting GERMFREE standards of behavior or following 
company policies, the employee’s supervisor should take the following action: 

(i) Prepare an “Employee Warning Notice” including Authorizations; 
(ii) Meet with the employee together with the Director of Human 

Resources to discuss the matter; 
(iii) Inform the employee of the nature of the problem and the action 

necessary to correct it; 
(iv) Employee signs the form; 
(v) Forward “Employee Warning Notice” to the Director of Human 

Resources for inclusion in the employee’s personnel file. 

 

(B) If there is a second occurrence, the supervisor should take the following 
action: 

(i) Obtain the “Employee Warning Notice” with the first warning from 
the employee’s personnel file (request from Director of Human 
Resources); 

(ii) Prepare an “Employee Warning Notice” including Authorizations; 
(iii) Meet with the employee together with the Director of Human 

Resources to discuss the matter; 
(iv) Inform the employee of the nature of the problem and the action 

necessary to correct it; 
(v) Warn the employee that a third incident will result in more severe 

disciplinary action; 
(vi) Employee signs the form; 
(vii) Forward “Employee Warning Notice” to the Director of Human 

Resources for inclusion in the employee’s personnel file. 
(continued on next page) 
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DISCIPLINARY POLICY & PROCEDURES 

(continued) 

 
 
 

(C) If there are additional occurrences, the supervisor should take the following 
action, depending on the severity of the conduct: 

(i) Obtain prior “Employee Warning Notices” from the employee’s 
personnel file (request from the Director of Human Resources); 

(ii) Prepare a typed document or an “Employee Warning Notice” 
including information about what action you are taking and why; 

(iii) Employee’s supervisor, and the Director of Human Resources will 
meet with the employee to discuss the matter; 

(iv) the employee, supervisor and the Director of Human Resources 
sign the document; 

(v) Suspend the employee (with or without pay) for up to five working 
days; or terminate employment; and 

(vi) Provide employee with copies of documents. 

 

After taking an action under (C-v) above, the supervisor should bring original documents 
to the Director of Human Resources and discuss the action taken. 

 

If a disciplined employee works a full year without further disciplinary action, the next 
failure to meet company standards of behavior or policies may be treated as a first 
occurrence. However, GERMFREE may still consider all past disciplinary actions in 
evaluating the employee. 
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STANDARDS OF CONDUCT 

July 1, 2018 

 

Employees in any organization are expected to observe certain standards of job 
performance and acceptable conduct. While GERMFREE cannot list every possible 
area of unacceptable conduct, below are examples of conduct which would not be 
acceptable in the work environment, and in the case of gross misconduct, may result 
in immediate termination on the first offense. 

 

Unacceptable Conduct 
 

1. Below average work in quality or quantity. 
 

2. Excessive absenteeism or tardiness; failure to report a late arrival or absence. 
 

3. Sleeping during working hours. (moved from Gross Misconduct). 
 

4. Loitering around others’ work areas with non-business intent during an employee’s 
work time. 

 

5. Personal communication via phone, text, etc. with non-business intent during an 
employee’s work time. 

 

Gross Misconduct 
 

1. Engaging in an act of sabotage; willfully or with gross negligence causing the 
destruction or damage of company property, or the property of fellow 
employees, customers, suppliers, or visitors in any manner. 

 

2. Insubordination or refusing to obey instructions properly issued by your 
supervisor pertaining to your work; refusal to help out on a special assignment; 
obscene or abusive language toward any manager, employee, customer or 
visitor. 

 

3. Failure to follow safety policy or procedures. 
 

4. Dishonesty. 
 

5. Malicious gossip and/or spreading rumors; engaging in behavior designed to 
create discord and lack of harmony; willfully restricting work output or 
encouraging others to do the same. 

 

6. Rudeness or lack of cooperation with employees, customers, or vendors. 
 

7. Negligence or any careless action which endangers the life or safety of another 
person. 

 
(continued on next page) 
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8. Theft of company property or the personal property of others. 
 

9. Falsifying or altering GERMFREE’s records including employment application, 
time records or medical documents. 

 

10. Altercations, fighting, threatening, or intimidating others. 
 

11. Gambling on GERMFREE property or while conducting company business. 
 

12. Possessing a firearm or other dangerous weapon while on GERMFREE 
property or while conducting GERMFREE business, except as authorized by 
law. As per Florida Statute 790.251, legally owned firearms must be kept by 
the employee in a locked private vehicle in the GERMFREE parking lot. 

 

13. Being convicted of a crime that indicates unfitness for the job or raises a threat 
to the safety or well-being of GERMFREE employees. 

 

14. The United States Government has adopted a zero tolerance policy regarding 
trafficking in persons. As a federal contractor, Germfree complies with this 
policy. Employees shall not: 

 

(1) Engage in any form of trafficking in persons; 
 

(2) Procure commercial sex acts while representing Germfree; or 
 

(3) Use forced labor in the performance of a contract. 
 

The listing of possible areas of unacceptable conduct does not alter the “at-will” nature 
of employment. Either the employee or GERMFREE may terminate the employment 
relationship at any time, for any reason, with or without cause or prior notice. 
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PRODUCTIVE WORK ENVIRONMENT 

(HARASSMENT & SEXUAL HARASSMENT) 

This policy is now called Productive Work Environment (as opposed to Sexual 
Harassment Policy) to underscore the positive purpose behind the policy. GERMFREE 
is committed to providing a productive work environment that is free of all forms of 
unlawful harassment and discrimination, including sexual harassment. In keeping with 
this commitment, we maintain a strict policy prohibiting any conduct by any employee 
that harasses, disrupts or interferes with another’s work performance or that creates an 
intimidating, offensive or hostile environment. 

 

Unwelcome sexual advances, requests for sexual favors, and other verbal, written, 
physical or visual conduct of a sexual or harassing nature constitute unlawful 
harassment if: 

 

 Submission to such conduct is made an explicit or implicit term or condition of 
employment. 

 

 Submission to or rejection of such conduct is used as the basis for employment 
decisions affecting an individual, or; 

 

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

 

Examples of such conduct which violate this policy include, but are not limited to: 
 

 Offensive or unwelcome sexual flirtations, advances, touching or propositions. 
 

 Obscene or suggestive gifts. 
 

 Leering, whistling or gestures of a sexual nature. 
 

 Demeaning, insulting, intimidating, or sexually suggestive written, recorded, or 
electronically transmitted messages. 

 

 Verbal abuse of a sexual nature. 
 

 Crude and offensive language. 
 

continued on next page 
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PRODUCTIVE WORK ENVIRONMENT 

(HARASSMENT & SEXUAL HARASSMENT) (continued) 

 
 

 Graphic or verbal commentaries about an individual’s body. 
 

 Sexually degrading words used to describe an individual. 
 

 Sexually oriented jokes or offensive literature. 
 

Each supervisor or manager has a responsibility to keep the workplace free of any 
forms of harassment, and in particular, sexual harassment. 

 

GERMFREE will not tolerate sexual harassment or any other form of harassment or 
discrimination based on race, color, religion, sex, national origin, age, sexual 
orientation, marital status, genetics, gender identity, veteran status, handicap, or 
disability. 

 

Harassment or discrimination in the workplace by any employee will result in disciplinary 
action up to and including termination. 

 

Procedure: If you experience, observe or become aware of behavior which you believe 
to be harassing or discriminatory in nature, inappropriate or offensive, or which makes 
you or others uncomfortable, you have an obligation to report the behavior immediately 
to a member of management. Providing confidential information of this type will enable 
GERMFREE to take appropriate action to ensure that employees enjoy a productive 
work environment free from harassment. All information gathered under this policy will 
be kept as confidential as possible to protect you while allowing GERMFREE to fully 
investigate the matter. 

 

It is our policy to investigate any report of harassment promptly and in as impartial and 
confidential manner as possible. Employees are required to cooperate in any 
investigation. We will take whatever corrective action is deemed appropriate, including 
disciplinary action or termination of any individual who violates this policy. In addition, 
any individual who engages in conduct contrary to this policy may be personally liable in 
legal action brought against him or her. Resolution of each complaint should be 
communicated to the parties involved. 

 

You will be protected from retaliation for making a report or participating in an 
investigation under this policy. Any employee who retaliates against any other individual 
who seeks a review under this policy or cooperates during an investigation will be 
considered in violation of this policy and will be subject to corrective action up to and 
including termination. 
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May 23, 2011 

 
 

DRUGS, NARCOTICS AND ALCOHOL 

 

 
GERMFREE recognizes its responsibility in providing a safe and productive work 
environment for all employees. Toward this end, GERMFREE has a particular concern 
about substance abuse, since it can affect an employee’s productivity and efficiency, 
jeopardize the safety of others and impair the reputation of our organization. For these 
reasons, and in accordance with federal law, we have developed this policy. 

 

The possession, manufacture, purchase, transfer, sale, or use of an illegal drug on the 
premises of GERMFREE or while traveling for or conducting Germfree business off 
premises is prohibited. An “illegal drug” is a drug or controlled substance which is (1) 
not legally obtainable, or (2) legally obtainable, but not obtained or used in a lawful 
manner. The possession or consumption of alcohol on the premises of GERMFREE is 
prohibited. Furthermore, no employee shall be under the influence of alcohol or an 
illegal drug while operating equipment or while conducting business off GERMFREE 
premises. Management reserves the right to permit alcohol consumption for specific 
occasions. 

 

A ten-panel drug screening is required of all new hires as a pre-employment condition. 
A blood test, urinalysis or other drug/alcohol screening may be required of any 
employee where there is reason to believe that he or she may be using drugs, or may 
be under the influence of drugs or alcohol. “Reason to believe”, includes, an injury or 
accident at work where there is reason to believe that employee impairment may have 
been a factor or as part of occasional follow-up testing if the employee is found to have 
breached these policies but has been permitted to remain employed. 

 

An employee’s cooperation with such a drug or alcohol-screening test is required as a 
condition of employment. The employee’s refusal to cooperate with a request for testing 
and to provide a specimen may result in termination where there is reason to believe 
that the employee has violated this policy, and the employee’s refusal to cooperate has 
prevented a medical determination of his or her condition. 

 

Any violation of this policy may result in immediate termination. However, employees 
who take the initiative of advising their immediate supervisor or other member of 
management that they have a medical problem with regard to alcohol or drug use 
before any workplace problems arise, and who demonstrate a commitment to take the 
necessary remedial action, may be eligible for a medical leave of absence for such 
purpose and will not be subject to disciplinary action for taking such leave. Management 
may require proper documentation as proof of medical assistance received during the 
employee’s leave. 
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VIOLENCE IN THE WORKPLACE 

 
 
GERMFREE is committed to providing a safe and healthy work environment for 
employees, customers, and visitors. As a result violence in the workplace will not be 
tolerated. 

 

GERMFREE has a policy of zero tolerance for violence in the workplace. If you display 
any violence in the workplace or threaten violence in the workplace, you will be subject 
to disciplinary action up to and including termination. Talking of violence or joking about 
violence will not be tolerated. You are encouraged to confidentially report any potential 
or actual violent incident immediately to any member of management. 
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May 14, 2019 

 
 

 

ELECTRONIC DEVICES AND COMMUNICATIONS 

GERMFREE has established a policy regarding the use of electronic communications 
such as, facsimiles, computers, voice mail, Internet, e-mail, cell phones and telephones 
in an effort to make certain that employees utilize electronic communication devices in a 
legal, ethical, and appropriate manner. 

 

It may not be possible to identify every standard and rule applicable to the use of 
electronic communications devices. Employees are therefore encouraged to utilize 
sound judgment whenever using any feature of the above-mentioned communications 
systems. 

 

Shop employees are not permitted to use cell phones for any purpose during work time. 
This includes, but is not limited to the following: calls, emails, texts, photos, games, 
math, music, lighting, and internet access. They may be used only during breaks and 
lunch. 

 

For safety purposes, earbuds or headphones of any type are not permitted to be worn 
on the Shop floor. 

 

Office employees are not permitted to use headphones for non-business intent during 
work hours if part of their job is to routinely receive phone calls from internal or external 
customers. 

 

Passwords are confidential. Do not share them with anyone else. Always logon to any 
computer using your personal username and password. 

 

GERMFREE’s policy against unlawful harassment, including sexual harassment and 
discrimination extends to the use of and any component of these communication 
systems. 

 

Employees may not use any electronic communications device in a manner that violates 
the trademark, copyright, or license of any person, entity or organization. These also 
include infringement of proprietary, confidential or trade secret information. 

 

Employees may not use any electronic communications device for any purpose that is 
competitive, either directly or indirectly, with the interests of the company or for any 
purpose that creates an actual, potential, or apparent conflict of interest with 
GERMFREE. 

 

While computers and other electronic devices are made accessible to employees to 
assist them in performing their jobs and to promote the company’s interests, employees 
should not maintain any expectation of privacy relating to these devices. The company 

 
(continued on next page) 
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ELECTRONIC DEVICES AND COMMUNICATIONS (continued) 

retains the right to gain access to any information received by, transmitted by, or stored 
in any such electronic communications device, by and through its agents, employees, or 
representatives, at any time, either with or without an employee’s or third party 
knowledge, consent or approval. 

 

Employees who violate any aspect of this policy or who demonstrate poor judgment in 
the manner in which they use any electronic communications device will be subject to 
disciplinary action, up to and including immediate termination. 

 

To minimize security risks and maintain the integrity of the computer system, the official 
internet policy is: 

 
1. Internet use is restricted to business-related websites only. 

2. Downloading of any programs or unacceptable material will not be tolerated. 

3. Social media websites and personal email websites should not be accessed 

during an employee’s working hours, except during breaks and lunch. 

Employees traveling on company business and utilizing a company-provided 

wireless device may check their personal email, however, caution should be 

used opening any emails due to potential scams. 

4. Any sites visited may be monitored and the policy will be enforced. 
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May 23, 2011 

 
 

CONFIDENTIAL, INTELLECTUAL AND PROPRIETARY 
INFORMATION 

 

 
It is the policy of GERMFREE that the internal business affairs of the organization, 
particularly confidential information, trade secrets, intellectual or proprietary information, 
represent company assets that each employee has a continuing obligation to protect. 

 

Employees may develop, or have access to, confidential, intellectual or proprietary 
information during the course of their employment. This information includes, but is not 
limited to, such items as ideas, plans, procedures, research, software, computer 
programs, formulas, patterns, methods, models, techniques, processes, specifications, 
strategies, bids or proposals, financial information, lists of customers or suppliers, 
contracts and agreements, inventions or discoveries, projects, and drawings. All 
intellectual or proprietary information, including that developed by an employee 
during the course of employment, is the sole property of GERMFREE. Employees 
are prohibited from storing such information on personal computers or other 
electronic devices. 

 

Employees shall not remove or destroy any confidential, intellectual or proprietary 
information without the prior written consent of Keith Landy of GERMFREE. In 
consideration of employment with GERMFREE, employees shall not use confidential, 
intellectual or proprietary information of GERMFREE to the employee’s own advantage, 
or disclose such information to any person, unless such disclosure is necessary for the 
performance of the employee’s duties while employed by GERMFREE. 

 

In order to maintain the security of proprietary or confidential information, any office 
equipment that utilizes a hard drive for memory and is going to be sold or scrapped 
must have the hard drive erased prior to disposal or sale. This pertains to all computers 
along with applicable devices used for scanning or printing. 
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October 23, 2014 

 
 

 

CONFLICT OF INTEREST & CONFIDENTIALITY 

 
 
It is GERMFREE’s policy that all records and files of GERMFREE, regardless of type 
(electronic, paper, etc.), are considered confidential. No employee is authorized to copy 
or disclose any file, record, or any part thereof, for use outside of the normal job 
function. Confidential information includes, but is not limited to, all communication or 
any other information concerning transactions with customers, customer lists, payroll or 
personnel records of past or present employees, financial records, all records pertaining 
to purchases from vendor or suppliers, engineering drawings, correspondence and 
agreements with manufacturers or distributors and documents concerning operating 
procedures. 

 

All telephone calls, letters, e-mail or other requests for information about current or 
former employees should be immediately directed to the Director of Human Resources. 

 

GERMFREE at all times retains the right to access and search all paper files, 
databases, e-mail messages, voice mail messages and any other electronic 
transmissions contained in or used in conjunction with the computer, electronic and 
voice mail systems and equipment with no prior notice. This right applies both during 
employees’ employment and after separation regardless of whether the separation is 
voluntary or involuntary. 

 

It is the policy of GERMFREE to prohibit employees from engaging in any other 
business which competes with GERMFREE. Also, GERMFREE prohibits employees 
from having a financial interest in an outside concern which does business with or is a 
competitor of GERMFREE (except where such interest consists of holding securities of 
a publicly-owned corporation regularly traded on the public stock market). Rendering of 
managerial or consulting services to any outside concern which does business with, or 
is a competitor of GERMFREE, except with knowledge and written consent of Keith 
Landy of GERMFREE, is also prohibited. If you think that there is a possibility that you 
may have a conflict as described above, it is your responsibility to notify your immediate 
supervisor and obtain the appropriate approval in writing. 
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July 1, 2018 
 
 
 

PERSONAL APPEARANCE OF EMPLOYEES 

 

 
It is GERMFREE’s policy that each employee’s dress, grooming and personal hygiene 
should be appropriate to the work situation. Employees are expected at all times to 
present a professional, business-like image to customers, prospects, and the public. 
This means a neat, well-groomed appearance. Please avoid extremes in dress such as 
flashy or suggestive attire and other non-business-like clothing such as jeans with 
holes, shorts, or clothing with obscene pictures or words. No shorts are permitted. 

 

Shop Employees: 
 

1. are provided with short-sleeved shirts and are encouraged to 
wear them; additional or replacement shirts are available. 

 

2. must wear OSHA-approved footwear with impact resistant toe; 
 

3. must wear OSHA-approved safety glasses in the Shop; and 
 

4. should avoid wearing loose clothing that may get caught in 
machinery. 

 

Office Employees: 
 

1. must wear closed-toe and closed heel footwear when in the 
Shop; 

 

2. must wear OSHA-approved safety glasses in the Shop; 
 

3. should use caution with loose clothing when operating the office 
shredder or walking around in the Shop areas; and 

 

4. may wear jeans on Fridays or when working on a weekend or 
holiday. 

 

Any employee who does not comply with the standards of this policy may be asked to 
take corrective action (which may include leaving the premises), and may be subject to 
disciplinary action up to and including termination. 
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SOLICITATION 

 
 
In order to avoid any disruption of company operations, the following policy guidelines 
apply to solicitation and distribution of literature on company property. 

 

GERMFREE employees must use the bulletin board provided in the lunchroom in order 
to solicit other employees or distribute literature to them. Employees may not solicit 
during work time or in work areas. Postings on the bulletin board must be kept current 
and not be defaced. 

 

Individuals not employed by GERMFREE may not be present on company property at 
any time for purposes of solicitation or distribution of any sort of goods, materials or 
literature to employees except representatives of suppliers properly identified to a 
member of management. 
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SMOKING 

 
 
It is GERMFREE’s policy to comply with all applicable Federal, State and local 
regulations regarding smoking in the workplace. Therefore, smoking is restricted to 
those areas outside GERMFREE facilities that have been designated as authorized 
smoking areas. Please use the receptacles provided for extinguished smoking 
materials. 

 

In the spirit of this policy, vaping, e-cigarettes, Juuling, etc. is also included. 
 

Smoking is permitted in designated areas during an employee’s meal or work break. 
Employees who smoke are not entitled to extra breaks. 

 

Smoking is prohibited in company vehicles. 
 

Employees who violate this policy will be subject to disciplinary action up to and 
including termination. 
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USE OF COMPANY PROPERTY INCLUDING VEHICLES 

 
 
GERMFREE has made investments in facilities, vehicles and equipment to provide 
employees with a productive and safe environment in which to perform their jobs. 

 

It is every employee’s responsibility to take care of GERMFREE’s equipment, vehicles 
and facilities on a daily basis. Should company property need repair, replacement or 
appear defective, please notify your supervisor immediately. Your safety is our utmost 
concern. Anyone who is careless or deliberately damages or takes (without proper 
authorization) company property will be subject to disciplinary action up to and including 
termination. For the purposes of this policy, reference to “owned” Germfree facilities, 
vehicles and equipment includes those rented or leased. 

 

Tools, computer equipment, office and shop supplies may not be removed from 
company premises without express permission from your supervisor or other member of 
management. 

 

GERMFREE employees, whenever possible, should use a company vehicle when 
performing business-related tasks such as going to the post office, picking up parts or 
supplies, or moving stock between buildings. 

 

Any employee who wishes to operate a company vehicle or forklift must: 
 

1. obtain approval from management prior to using the equipment; 
 

2. have a valid driver’s license or have successfully completed forklift training; 
 

3. provide the Director of Human Resources with a photocopy of their valid 
driver’s license for insurance purposes prior to using a company vehicle; and 

 

4. have signed an “Authorization to Obtain Motor Vehicle Record” (usually done 
at the time of hire) prior to using a company vehicle. 

 

While using a company vehicle, an employee must exercise due diligence and obey all 
traffic laws; avoid distractions while driving including the use of electronic devices; 
maintain security of the vehicle and all its contents; and keep the vehicle clean and free 
of debris. 

 

Employees are responsible for driving infractions and fines that result from their driving 
and must report such incidents to the Director of Human Resources immediately. 
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ATTENDANCE AND PUNCTUALITY 

If you find it necessary to be late for or absent from work, you are required to adhere to 
the following procedures. 

 

 First, personally contact your supervisor within 60 minutes after your scheduled start 
time with a full explanation for your tardiness or absence and an estimated time for 
your return to work. If you are uncomfortable calling your supervisor because of a 
personal health problem, you may instead call another member of management. 

 

 Unless other arrangements have been made through your supervisor, you are 
required to call in each day during your absence. Failure to call on any day will be 
considered a serious breach of this policy. You may be asked by your supervisor to 
submit a doctor’s note to GERMFREE’s Director of Human Resources to verify your 
medical condition. 

 

 If you have an unscheduled absence (a day for which you have not requested 
approved time off), you must submit a Time Off Request through the online Paid 
Time Off (PTO) system. It is important to do this as soon as possible so that your 
payroll may be processed correctly. If a Time Off Request is not submitted, the time 
missed will be processed as “Unpaid Time Off.” The Time Off Request must always 
be made online. If there are no PTO hours remaining, select “Unpaid Time.” If you 
have any questions about this process please see the Director of Human 
Resources. 

 

If you find it necessary to leave work before your usual workday ends, you are required 
to obtain authorization from your supervisor. 

 

Employees who do not report for work on time, or who miss all or part of a day’s work, 
place an extra burden on their fellow employees, as well as our customers. In order to 
avoid an unfair burden on others, we will follow these guidelines regarding absences 
and tardiness for hourly employees: 

 

 Employees who are repeatedly tardy, and/or repeatedly absent may be subject to a 
verbal and/or written warning which will be documented in the employee’s personnel 
file. 

 

 Failure to show immediate and significant improvement after receiving a warning 
could lead to additional disciplinary action up to and including termination of 
employment. 

 

 A “no show, no call” for work, or any other serious attendance violations, may lead to 
immediate termination. Texting your supervisor is acceptable, however, if the 
employee does not receive a reply within 60 minutes, they must follow up with a 
phone call to their supervisor or the Director of Human Resources (may leave a 
voicemail). 
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CORPORATE TRAVEL 

It is the policy of GERMFREE that business travel must be approved by management, 
in advance, and should be engaged in and reimbursed according to the information that 
follows. 

 

Employees holding jobs that require extensive travel are expected to travel as a 
condition of employment. For all other jobs, travel is considered only an incidental 
function of the position, but may be required. 

 

Behavior and Attire 
 

Employees traveling on company business are representatives of GERMFREE and are 
expected to maintain a high level of professionalism and to follow all of the 
 company’s policies and rules. 

 

While traveling, employees should be dressed in business casual attire. At the work 
site, employees should be dressed in attire appropriate for the work situation and 
wearing, preferably, a Germfree-provided shirt. If an employee is on a job site 
performing repairs on equipment, jeans may be worn, however, they should be free of 
large holes or decoratives and be clean. Suggestive attire and other non-business-like 
clothing such as shorts or clothing with obscene pictures or words is not acceptable. 

 

Reservations and Itineraries 
 

All travel (Air, Hotel, and Rental Car) will be booked through American Express 
Business Travel. Training documents can be found on the server at 
G:\Administration\Travel\Axiom Training Toolkit. Management may make their own 
reservations and travel arrangements. It is the responsibility of Management to oversee 
and discuss arrangements for non-management employees. Under normal 
circumstances, employees should use the most appropriate form of transportation 
available, book the least expensive fares, and stay in and eat at moderately-priced 
establishments. 

 

Key employees who are traveling to the same destination should try to limit incidents 
that would be devastating to the company – accidents, terrorist risks, kidnapping – by 
using separate transportation and lodging. 

 

Employees must leave a copy of their itinerary with their supervisor or administrative 
assistant prior to leaving. Employees must check in with their supervisor each day. 

 

Car Rental 
 

It is the policy of GERMFREE to either provide or rent vehicles for business use. 
Employees may not use personal vehicles for company travel without the prior approval 
of their Department Manager (except for airport trips directly related to their business 
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CORPORATE TRAVEL – (continued) 

Car Rental  (continued) 
 

travel). If an employee has received approval to drive a personal vehicle for company 
business, all travel reimbursement guidelines must be reviewed with the Controller prior 
to the time of travel. 

 

If an employee uses their personal vehicle for company business travel (including 
airport trips directly related to their business travel), the employee is responsible for 
making sure their personal auto insurance will cover any physical damage to their 
personal vehicle. GERMFREE’s Commercial Auto policy will respond with liability 
coverage if its employee is at fault in an accident and there is a lawsuit. 

 

While operating any rental vehicle, an employee must exercise due diligence and obey 
all traffic laws; avoid distractions while driving including the use of electronic devices; 
maintain security of the vehicle and all its contents; and keep the vehicle clean and free 
of debris. Employees are responsible for driving infractions and fines that result from 
their driving and must report such incidents to Administrative Services immediately. 

 

Employees traveling on company business should generally take advantage of the least 
expensive rental available through American Express Business Travel for a “full size” or 
lower vehicle type. You should not purchase insurance from the car rental agency for 
domestic travel as we have full coverage through GERMFREE’s business auto 
insurance. If you have been authorized to rent a vehicle in a foreign country, you must 
purchase the insurance from the car rental agency as this will be the primary insurance 
coverage. Our commercial auto insurance will be secondary. 

 

Hotel Accommodations 
 

Hotel accommodations will be made through American Express Business Travel. 
Employees traveling for the purpose of a Trade Show event may reserve lodging in the 
hotel hosting the event. 

 

Reserving Booths for Trade Show Events 
 

Trade Show event deposits should be made with a company check rather than with a 
company credit card, except when approved by the Controller. 

 

Per Diem 
 

Hourly employees who travel for company business will receive a Per Diem for meals 
and incidentals during the period of travel. Per Diem rates will be paid according to the 
rates defined by the U.S. Department of State for travel to an international destination or 
the U.S. General Services Administration for travel within the continental United States. 

 
 

Continued on next page 
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CORPORATE TRAVEL – (continued) 

Per Diem (continued) 

 

Partial day Per Diem is as follows: (a) if outbound trip flight departs at 1:30 p.m. or later, 
you will be paid one-half the Per Diem; if return trip flight enables you to return home or 
to work by 1:30 p.m., you will be paid one-half the Per Diem. There is no Per Diem for 
one-day non air travel. 

 

Travel Bonus 
 

Travel bonuses above that of the Per Diem (maximum allowable meals and incidentals 
rate) will be determined on a case by case basis. The travel bonus will process through 
payroll (taxed) and the maximum allowable bonus for any travel will be $100 per day. 

 

Company Credit Cards 
 

All employees (hourly and salary) who travel for company business will use the 
appropriate company-issued credit card for all approved travel and/or other approved 
travel-related expenses. Employees must obtain detailed receipts for all expenditures. 

 

Upon travel completion, employees should return all credit cards to the Controller’s 
office. (DO NOT LEAVE THEM ON A DESK; HAND-DELIVER TO AN EMPLOYEE IN 
THE CONTROLLER’S OFFICE.) 

 

Expense Reporting Requirements 
 

A Company Credit Card Expense Report and/or an Expense Reimbursement Report 
must be completed for any and all expenses, depending on whether the employee used 
a company credit card or personal funds. Attach any detailed receipts and submit to 
your supervisor for review and approval within 2 business days of your return to the 
Main Office. No reimbursements will be made to employees without proper receipts. 

 

Employees must not use the company credit card for personal purchases. Examples of 
usual and customary approved travel expenses include transportation, meals, lodging 
and limited incidental expenses. Any travel-related expenses considered unreasonable 
under the circumstances will not be paid or reimbursed and are the employee’s 
personal responsibility. If these unreasonable expenses were paid by company credit 
card, the employee will reimburse the company at the same time the Company Credit 
Card Expense Report is submitted. 

 
 
 

 
Continued on next page 
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CORPORATE TRAVEL – (continued) 

Auto Reimbursements 
 

Airport Parking: If the trip is in excess of 48 hours, long term parking should be used. 
Reimbursement per day for long term parking will be the current rate for the Park and 
Ride or Economy Lot at the airport. 

 

If the trip is under 48 hours, Non-Valet short term parking may be used. Obtain receipts 
(even if using a company credit card). 

 

Tolls: obtain receipts for all tolls (even if using a company credit card). 
 

Airport Round Trip: Orlando International Airport $75.00; Jacksonville International 
Airport $90.00; Daytona Beach International Airport $12.00. A “Round Trip” to the 
airport is the trip for the employee only to and from the airport in their personal 
automobile and is measured from the Germfree Ormond Beach plant to the airport, not 
from your individual residence to the airport.  Trips to other airports will be converted 
into trips to the above-listed airports, e.g., round trip to Miami International Airport is 533 
miles. That would equal two round trips to Jacksonville ($180) plus 5 round trips to 
Daytona ($60), so the reimbursement would be $240.00 for a round trip to Miami 
International Airport. 

 

Maximum Paid Work Hours (Hourly Employees) 
 

Travel-Only Day: Under normal circumstances, you will be paid 10 hours maximum on 
a travel-only day when traveling domestically or internationally, including travel to/from 
airports. 

 

Work/Travel Day: Under normal circumstances, you will be paid 12 hours maximum on 
a work/travel day when traveling domestically or internationally, including travel to/from 
airports. 

 

Non-Scheduled Work Day: Under normal circumstances, you will be paid 5 hours 
maximum on a non-scheduled work day where you are considered “On Call” away from 
the job site. This covers both domestic and international travel. 

 

If circumstances are such that you will exceed the maximum paid work hours, you are 
authorized to use your company-issued credit card to stay overnight in a hotel. In 
special circumstances you may also need to change your flight reservation. 

 
 
 

 
Continued on next page 



314:5 

Germfree proprietary information 

 

 

 
 

 

CORPORATE TRAVEL – (continued) 

 
 

Work/Travel Maximum Hours and Safety 
 

Your safety while traveling for company business is very important. The guidelines 
below apply to hourly as well as salary employees on business travel. 

 

 Do not attempt to drive if you are tired or will exceed the maximum hours allowed 
for a Travel-Only Day [10] or Work/Travel Day [12]. 

 

 Working or traveling for an excessive amount of time puts both the employee and 
the company in jeopardy.  An employee may be trying to save time and money 
for the employer, however, the end result may actually be devastating and costly. 
Always consider your safety first. 

 
 

Corporate Business Travel Accident Insurance 
 

GERMFREE has purchased a commercial worldwide travel insurance policy that covers 
an employee while traveling on company business 24 hours a day. 

 

This policy will provide certain benefits in the event of death or dismemberment caused 
by an accident while the employee is on business travel. It will also provide travel and 
medical coordination services for employees while on temporary business travel over 
100 miles from home. 

 

If you will be traveling domestically or internationally for GERMFREE business, please 
contact Administrative Services to obtain both a EUROP ASSISTANCE coordination 
services card and an Identity Theft 911 coordination services card. These cards list toll- 
free telephone access numbers for a worldwide services Network. Coordinators are 
available 24 hours a day, 365 days a year to assist you. 

 

EUROP ASSISTANCE provides coordination services only. Please make sure 
you travel with your group health and dental insurance cards. 

 

Some of the assistance services EUROP ASSISTANCE provides are: worldwide medical and 
dental referrals; monitoring of emergency medical evacuations; multilingual translation 
assistance; emergency transfer of funds; and assistance with lost or stolen travel documents. 
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EXPENSE REIMBURSEMENT 

 

 
If an employee has occasion to incur an approved company expense with their personal 
funds, they must complete an Expense Reimbursement Report, attach any receipts, 
and submit to their supervisor for review and approval no later than 10 business days 
after the conclusion of the business trip. The approved Form and receipts will be 
forwarded to Accounting for processing. Any monies owed an employee will be 
reimbursed within 10 work days of receipt of the approved Expense Reimbursement 
Report by Accounting. 

 

Where feasible, employees will use the appropriate company-issued credit card for all 
approved travel. See Section 314, “Corporate Travel”, for details. 
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SAFETY AND HEALTH 

It is the intention of GERMFREE to provide safe and healthy working conditions and to 
establish and insist upon safe practices at all times by all employees by following all 
safety policies and programs. Should any employee be found not observing safety 
policies or programs, they will be subject to disciplinary action, up to and including 
termination. 

 

Shop employees are required to purchase and wear OSHA-approved footwear with 
impact resistant toe. The company will reimburse an employee up to $100.00 annually 
for a pair of safety shoes upon completion, approval, and processing of an Expense 
Reimbursement Report with receipt of purchase. 

 

Office employees, subcontractors, and visitors must wear closed-toe and closed-heel 
footwear when in the Shop. 

 

Safety glasses must be worn by all employees, subcontractors, and visitors when in the 
Shop. Shop employees who wear prescription glasses may be reimbursed up to $100 
for a pair of OSHA approved prescription safety glasses (frames and lenses), after 
successful completion of the 60-Day Introductory Period. A completed and approved 
Expense Reimbursement Report, along with receipt of purchase must be submitted to 
the Accounting Office. Every second service anniversary thereafter, an employee will 
be reimbursed up to $75 for safety lens replacement (timing exceptions will be 
considered on a case-by-case basis). A completed and approved Expense 
Reimbursement Report, along with receipt of purchase must be submitted to the 
Accounting Office. 

 

Supervisors are responsible for reviewing general safety guidelines with new employees 
or their invited guests. The Safety Department is responsible for conducting formal 
Safety Training for new employees and providing general safety guidelines for 
subcontractors. The Accounting Office must be provided with a Certificate of Insurance 
for any subcontractor on Germfree property. 

 

Employees should report to their supervisor any observed safety or health violations, or 
potentially unsafe conditions or equipment. 

 

Any accidents resulting in injuries to employees or visitors must be reported 
immediately. See Section 317 of this handbook, “Workers Compensation/Injury 
Reporting” for step-by-step instructions. 

 

Employees are encouraged to submit suggestions to management concerning safety 
and health matters. If you have a suggestion, please fill out a Safety & Health 
Suggestion Form (available from the Director of Human Resources) and submit to the 
Safety Officer for review. Corrective action will be taken as necessary and as quickly as 
possible. You will be advised as to the status of your suggestion by the Safety Officer. 

 
(continued on next page) 
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SAFETY AND HEALTH (continued) 

 
 
Be reminded that working while under the influence of drugs and/or intoxicating 
beverages is prohibited. You may be tested for drugs and/or alcohol should you be 
injured on the job or cause others to be injured, and taken to the designated medical 
facility for treatment. 
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WORKERS’ COMPENSATION / INJURY REPORTING 

All GERMFREE employees are provided workers’ compensation insurance in 
accordance with applicable state or federal law. GERMFREE pays the cost of the 
insurance plan. Workers’ compensation insurance covers employee injuries or illnesses 
arising out of, and in the course of, employment. 

 

The insurance carrier will determine whether the injury or illness is covered under the 
provisions of applicable law and the insurance policy. 

 

Any employee who is injured, or becomes ill, on the job must do the following: 
 

STEP 1: immediately notify his/her supervisor or other member of 
management. 

 

This ensures that GERMFREE can assist in obtaining appropriate medical 
treatment. Failure to follow this procedure may result in the appropriate 
workers’ compensation report not being filed in accordance with the law, 
which may jeopardize a claim for benefits in connection with the injury or 
illness. 

 

STEP 2: complete a “First Report of Injury or Illness” form which may 
be obtained in the Director of Human Resources. 

 

This form must be completed no later than the next scheduled workday. If the 
employee is unable to fill out the form due to the nature of an injury or illness, 
the employee’s supervisor or other member of management will assist the 
employee. 

 

STEP 3: complete an “Authorization for Medical Treatment” form which 
may be obtained in the Director of Human Resources. This must be 
signed by a member of management. 

 

STEP 4: management will request an employee to drive the injured 
employee for medical treatment to one of the two medical facilities 
listed on the Notice entitled “IF YOU ARE INJURED AT WORK” which is 
posted on the Shop bulletin board. Be sure the injured employee brings 
the original “First Report of Injury or Illness” and “Authorization for Medical 
Treatment” forms with them. Advise the employee to obtain a “Return to 
Work” note from the doctor listing any restrictions, etc. 

 

STEP 5: Notify the Director of Human Resources of the injury no later 
than the next scheduled workday, and provide copies of the “First 
Report of Injury or Illness” and “Authorization for Medical Treatment” 
forms. 
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MAINTENANCE OF WORK AREAS 

 

 
Employees are responsible for: 

 

- maintaining their work areas in a clean and orderly fashion; 
 

- cleaning and storing all tools and equipment at the end of the workday; 
 

- keeping aisles and floors free of debris or unnecessary items; 
 

- proper disposal of trash, waste, scrap and recyclables; and 
 

- consuming food and beverages in employee break rooms or designated 
outside areas so that Shop areas are kept free of food and related litter. 
Beverages are permitted in the Shop in spill-proof containers only. 
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ORIENTATION AND TRAINING 

It is the policy of GERMFREE to provide orientation programs for new employees and to 
conduct or provide support training programs that it determines to be appropriate. 

 

ORIENTATION FOR NEW HIRES 
 

The Director of Human Resources is responsible for basic review of the Employee 
Handbook, Organization Chart, and fulfillment of required paperwork. 

 

Each supervisor is responsible for introducing the new employee to the specific job 
responsibilities, fellow employees, and providing a tour of the facility as well as review of 
general safety guidelines. The Safety Department is responsible for conducting formal 
Safety Training for new employees and maintaining associated records. 

 

In addition, a supervisor may also assign a coworker to facilitate the new employee’s 
transition. 

 

SUPPORT TRAINING PROGRAMS 
 

Training Goals and Benefits 
 

GERMFREE supports an environment of continuous learning. Training goals will focus 
on improving operations, product quality, and employee safety, knowledge, skills and 
morale. Both the employee and GERMFREE benefit by improving knowledge and skills 
in an existing job, cross-training employees to work in teams, and learning new or 
unfamiliar job functions. 

 

Before a training program is offered, the supervisor, together with Human Resources 
and the trainer, will develop a set of desired objectives that will be used to measure the 
degree of learning individual participants achieved and to determine the overall 
effectiveness of a training program. These objectives may be measured through simple 
written, oral, or skill tests taken by the participants to see whether the participants can 
perform the tasks they were taught. Tests may be administered by Human Resources 
or the trainer both before and after the training to measure proficiency or degree of 
learning. Company-sponsored or –conducted training programs may be reviewed 
periodically to evaluate the quality of the instruction, the content, and the results. 

 

Opportunities for Training 
 

Supervisors are responsible for recommending employees for special training programs 
(in-house or external), for providing on-the-job training, and for arranging outside 
trainers. Training opportunities will be offered in a non-discriminatory manner and 

 
 

continued on next page 
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ORIENTATION AND TRAINING (continued) 

based on objective criteria such as job function, an individual employee’s current work 
performance standards, Company need, scheduling, budget, classroom size, and 
trainer availability. 

 

Supervisors, together with the Director of Human Resources and a member of 
Executive Management, may approve employee participation in continuing education 
and/or training programs when that instruction is regarded as beneficial or considered 
necessary for satisfactory job performance. In some cases, employees may be 
required to enroll in and complete a program satisfactorily in order to communicate that 
improvement is necessary to avoid disciplinary action. Additionally, some training may 
be required by law. 

 

When Training is Considered Paid Work Time 
 

Training will normally be conducted during regular working hours and, according to 
Department of Labor regulations, will be counted as paid working time. Employees 
must sign attendance sheets as each formal training session begins. 

 

If a training session attended by an employee is voluntary (not required by 
GERMFREE), outside of work hours, not directly related to their job, or the employee 
does not perform any productive work while attending, the training hours will not be 
counted as paid working time. 

 

Training Expenses 
 

GERMFREE will pay all approved expenses for any required training. 
 

Certificates of Completion 
 

Certificates of Completion for Company-approved or –sponsored training and 
educational programs may be provided. These certificates are a form of recognition of 
participation and do not measure proficiency or degree of learning. 

 

Training Records 
 

The Director of Human Resources will maintain records of all non-safety training 
programs completed by each employee in their respective personnel file. 

 

The Director of Human Resources will also maintain records regarding each specific 
training program such as the program outline and objectives, trainer’s name and 
qualifications, dates conducted, and employee attendance sheets. 
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QUALITY POLICY STATEMENT 

 

 
Germfree’s prime quality objective is to achieve total customer satisfaction through 

confidence in the design, manufacture, sales and service of its complete product line of 

biological safety equipment and scientific laboratories. 

Quality must be designed and built into a product. The Quality Manual, of which this 

Statement is a part, provides the framework to ensure all activities are performed right 

the first time, the delivery schedule is met, and that our products represent outstanding 

value. 

Providing a quality product includes recognizing and understanding the needs and 

expectations of our customers and end users while satisfying the requirements of 

Statutory and Regulatory Authorities. The involvement of all levels of Staff contributes 

in recording, analyzing and acting upon these needs and expectations. 

The Management and Staff of Germfree are committed to our Quality Management 

System and to continually improving its effectiveness. It is the responsibility of each 

employee to understand and carry out the Quality procedures applicable to his/her work 

area. 
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July 1, 2018 

 

Germfree is committed to providing a safe and secure work environment for all staff and 
visitors. All employees are expected to follow guidance provided in this policy so that all 
reasonable steps are taken to ensure the security of all staff and visitors. 

 

Germfree ensures the safety and security of staff and visitors by implementing a variety 
of security measures. 

 

The outside premises are monitored via a CCTV security system. 
 

Entry to the premises is through the Main Reception Desk where all visitors must sign in 
when arriving and sign out when leaving. The Receptionist calls the employee being 
visited to announce the arrival of a visitor. Only authorized guests may go beyond the 
Reception area and must be escorted by an employee within the facility. 

 

Employees are advised to lock car doors. 
 

The Maintenance Department will close and lock all gates and all exterior doors (except 
front lobby door) by 5:30 p.m. The last office employee to leave each evening must 
close and lock the front lobby door. 

 

Any theft or damage to the premises will be reported to a member of the Leadership 
Team who will take further action such as contacting police. 

 

Data Security 

GERMFREE maintains an environment that safeguards data from threats to personal, 
professional, and corporate interests and has established a comprehensive data 
security program. This program is also designed to establish processes for ensuring 
the security and confidentiality of confidential information and to establish 
administrative, technical, and physical safeguards to protect against unauthorized 
access or use of this information and includes at a minimum the following: 

 

- secure user authentication protocols; 

- control of data security passwords; 

- restricting access to active Users; 

- block access to user identification after multiple unsuccessful attempts to 

gain access; 

- restrict access to records and files containing confidential information to 

those who need such information to perform their job duties; 

- reasonable monitoring of systems for unauthorized use; 
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Data Security (continued) 

 
- reasonably up-to-date versions of system security agent software which 

includes malware protection, is able to be supported, and is set to receive 

the most current security updates on a regular basis; and 

- education and training of employees on the proper use of the computer 

system and the importance of data security. 
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WORK SCHEDULES 

 
 
Non-Production Employees 

 

In general, the normal work week for non-production employees is Monday through 
Friday, with one-half hour unpaid time taken for the lunch break. 

 

Production Employees 
 

The normal work week for production employees is Monday – Friday, 8 hours a day. 
 

Employees required to work more than 10 hours in any workday will be allowed a 
second unpaid meal break. 

 

Work Schedules are established by the Department Head. Any questions regarding the 
work schedules should be discussed with your supervisor. 

 

Work from Home Policy 
 

GERMFREE has a limited Work from Home policy due to the need for clients/customers 
to be able to reach a “live voice” point of contact readily and without leaving a voicemail. 

 

Depending on your job, work from home may be occasionally available to you. 
 

 The employee’s supervisor must approve. 

 The employee must be at work during core days and hours, to be 

determined by each Department Head. 

 The employee must be accessible to peers and customers via phone and 

email during designated business hours. 

 Timely response to all communications is required. 

 The employee will have monitored availability while working from home. 

 A work from home day must be scheduled in advance minimum 24 hours. 

 Frequency of work from home is at the Department Head’s discretion. 

Work from home days are not to be used in lieu of Personal Time Off. 

Department Heads will apply the same criteria to each employee determining the 
feasibility to work from home. 
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October 29, 2012 

 

OVERTIME 

 
 
General Requirements 

 

When operating requirements or other needs cannot be met during regular working 
hours, employees may be scheduled to work overtime. 

 

Overtime may be a requirement of your job position. 
 

If an hourly employee believes it is necessary to work overtime, they must receive 
approval from their immediate supervisor prior to working the overtime. Failure to 
obtain proper approval may result in disciplinary action, even though you will be paid for 
the overtime hours in accordance with the law. 

 

Hours of paid absence which are not actually worked (i.e., vacation, holiday or 
personal/sick time) will not be considered as “hours worked” for purposes of calculating 
weekly overtime compensation. 

 

GERMFREE requires all hourly employees to clock in and out in the appropriate work 
areas. 

 
 

Overtime Classifications 
 

Employees are classified for the purposes of overtime compensation as either Exempt 
or Non-Exempt. 

 

Non-Exempt employees, typically paid on an hourly basis, are eligible to be paid 
overtime calculated at 1½ times your regular hourly rate of pay for all hours worked over 
40 hours in a normal workweek. 

 

Exempt employees classified as Executive, Administrative or Professional and paid on a 
salary basis are not entitled to overtime pay. 
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MEAL BREAKS 

 
 
GERMFREE employees are required to take an unpaid 30-minute lunch break during 
any full, 8-hour workday. 

 

Employees required to work more than 10 hours in any workday will be allowed a 
second meal break. 

 

Meal breaks are not intended to be a time to make up lost work time or as a method of 
logging overtime. 

 

Hourly employees must use the time clock system to record time out for a meal break 
and time in from a meal break. 
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WORK BREAKS 

 
 
GERMFREE employees are allowed two paid breaks per day for 15 minutes. These 
breaks should be used for smoking, making personal phone calls, checking personal 
email and other personal items. Work breaks are not intended to be a time to make up 
lost work time or as a method of logging overtime. Hourly employees will not use the 
time clock system to record work breaks as this is paid time. 

 

The status of work-in-progress may dictate when a break can occur. Coordination of 
breaks should be done through your supervisor. 
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REPORTING TIME WORKED 

 
 
Accurate recording of time worked and absence from work is the responsibility of every 
employee. All hourly GERMFREE employees must use the time clock system to record 
their starting time, time out for lunch, time in from lunch and quitting time. If it is 
necessary to make corrections or modifications to the time worked, the employee must 
notify their supervisor, who will make the changes. 

 

Supervisors are responsible for the accuracy and timeliness of all work time reported by 
their employees. 

 

Tampering, altering or falsifying your own or another employee’s time 
information will result in disciplinary action, up to and including termination. 
Employees can only enter their own time information, and must never do so on 
behalf of another employee. 
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PAY PERIODS 

 
 
Hourly: 

 

Hourly employees are paid weekly on Fridays, for the previous week’s work. 

The weekly pay period runs from 12:00 a.m. Monday to 11:59 p.m. Sunday. 

Overtime is calculated on each seven-day period. 

If a payday falls on a holiday, pay will be distributed on the preceding workday. 

 
 

Salary: 
 

Salaried employees are paid semi-monthly, on the 15th and on the last business day of 
the month for the current month’s work. 

 

If the payroll falls on a weekend or holiday, it will pay the last business day prior to the 
scheduled payroll date. The Accounting Office will inform you if there is a difference in 
the pay date. 
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PROBLEMS WITH PAY 

 

 
Every effort is made to avoid errors in your pay. If you believe an error has been made, 
please report it to the Accounting Office, and the necessary steps to research and 
correct a problem will be taken promptly. 



408:1 

Germfree proprietary information 

 

 

 

PAYROLL DEDUCTIONS 

 
 
GERMFREE is required to make certain deductions from your earnings. Amounts 
withheld may vary according to how much you earn and your designated W-4 
withholding allowances. Mandated withholdings include such things as federal income 
tax, social security tax, and Medicare tax. 

 

In addition to standard payroll deductions, GERMFREE is required by law to comply 
with certain court orders, liens, or wage assignments and to make payroll deductions 
pursuant to those orders. 

 

Other deductions may include voluntary contributions for benefits such as savings, 
medical, dental, and 401(k). 

 

It is important for you to review your payroll deductions and if there is an error, 
immediately notify the Accounting Office. 
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DIRECT DEPOSIT OF PAY 

 
 
GERMFREE is pleased to offer you the convenience of direct deposit of your pay into 
an account at a financial institution of your choice. 

 

This benefit enables GERMFREE employees to have their pay deposited directly into 
their checking and/or savings account each payday. You are eligible to participate in 
this benefit immediately. 
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SUSPENDED WORKDAY 

 
 
GERMFREE recognizes that certain emergencies such as severe weather conditions, 
flood or fire may occur and disrupt employees’ work schedules. The most important 
consideration in an emergency is the safety of GERMFREE employees. 

 

Management will do their best to communicate plant status. In the event of a facility 
closure, due to unsafe conditions, employees will not be paid unless they request the 
use of any earned but unused vacation or sick/personal time to be applied to hours not 
worked during the closure. 



501:1 

Germfree proprietary information 

 

 

 

JURY DUTY 

 

 
GERMFREE encourages employees to fulfill their civic duties by serving as a juror 
(which constitutes being summoned as well as actually serving on a jury). Employees 
need to notify their supervisor immediately if they have received a jury duty summons 
as well as provide a copy of the summons. 

 

GERMFREE requires the employee to use earned but unused vacation or sick/personal 
time for the first three days of jury duty. An employee who serves more than three days 
will be paid by the state for the fourth day and each day thereafter at a rate determined 
by state law. 

 

Authorized days off for jury duty will not be considered as working time for calculating 
weekly overtime compensation. 

 

Florida law states that an employee cannot be dismissed from employment for any 
cause because of the nature or length of jury duty service. 

 

If an employee is required to attend a legal proceeding on behalf of GERMFREE, the 
employee will be reimbursed at their regular hourly rate of pay unless overtime pay is 
warranted based on employee classification and total hours worked in that work week. 
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BEREAVEMENT LEAVE 

 
 
In the event of death in the immediate family, full-time and part-time employees are 
eligible for up to three consecutive working days to make necessary arrangements and 
attend the funeral. 

 

An employee’s immediate family is defined to include the following: spouse, child, 
father, mother, sister or brother, mother-in-law, father-in-law, grandparents or 
grandchildren. 

 

Employees will be paid at their regular hourly rate of pay during this absence. 
Authorized days off for bereavement leave will not be considered as working time for 
calculating weekly overtime compensation. 

 

Should additional time or exceptional circumstances exist, you may request a personal 
leave with your supervisor’s approval. 
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FAMILY & MEDICAL LEAVE OF ABSENCE (FMLA) 

FMLA applies to employers who employ 50 or more employees, in 20 or more 
work weeks, and all public agencies and schools. 

 

Employees who have completed at least twelve (12) months of employment, not 
necessarily consecutively, and who have worked at least 1,250 hours in the last twelve 
months, in addition to any other eligibility requirement established by federal law, are 
entitled to up to 12 weeks of unpaid, job-protected family medical leave of absence 
(FMLA) during any 12-month period measured backward from any date family or 
medical leave is taken. Reasons for granting such leave include: to care for an 
employee’s newborn child or upon the placement of a child with an employee for 
adoption or foster care; an employee’s own serious health condition; or a serious health 
condition that requires an employee to care for a spouse, child or parent; or because of 
a “qualifying exigency” arising out of the fact that a parent, spouse or child who is in the 
National Guard or Reserve is on active duty or is called to active duty. In addition, the 
FMLA allows eligible employees to take up to 26 weeks of unpaid leave in a single 12- 
month period to care for a parent, spouse, child or next of kin who is a covered military 
service member with a serious illness or injury incurred in the line of active duty. A 
“serious health condition” includes any illness, injury, impairment, or physical or mental 
condition that involves either inpatient care or “continuing treatment” by a health care 
provider. A “serious illness or injury” means an injury or illness incurred by the member 
in the line of duty while on active duty that may render the member medically unfit to 
perform the duties of the member’s office, grade, rank, or rating. 

 

You must provide at least 30 days advance notice to GERMFREE of your need for a 
leave. In the case of an unforeseen circumstance in which 30 days advance notice is 
not possible, you must provide as much advance notice as is possible. Failure to 
comply with these notice requirements is grounds for, and may result in, deferral of the 
requested leave until you comply with this notice policy. Any request for a medical 
leave must be accompanied by a medical certification form (available from the Human 
Resources Manager) and be acceptable to GERMFREE. 

 

Under certain circumstances, employees may be eligible for leave on an intermittent or 
reduced work schedule basis. Employees who satisfy all the conditions of the policy 
and who return to work immediately following the expiration of an approved family care 
leave will be restored to their former position (or equivalent), provided such a job would 
still be available had they not taken a leave. 

 
continued on next page 
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FAMILY & MEDICAL LEAVE OF ABSENCE (FMLA) (continued) 

Time spent on FMLA leave of absence will not be used for computing benefits. 
 

During a FMLA leave of absence, you can keep your insurance benefits in effect for up 
to twelve (12) weeks by continuing to pay any share of the premium that you normally 
pay when working. It is important to make arrangements with GERMFREE’s Human 
Resources Manager to determine the timing and payment amount required in order to 
prevent a lapse in coverage. Under some circumstances, if the employee does not 
return to work at the expiration of the leave, the employee may be required to reimburse 
GERMFREE for its share of the premium paid during the leave. After the expiration of 
the twelve-week leave, an employee who has not returned to work may elect to 
continue his or her insurance coverage consistent with COBRA by paying the entire 
cost of the insurance premium. Arrangements must be made with GERMFREE’s 
Human Resources Manager to initiate COBRA coverage. 

 

Failure to report to work as scheduled following a leave of absence may result in 
termination of employment. 

 

There are a number of factors, which can affect the amount of unpaid medical leave for 
which you are eligible. An employee’s combined family and medical leave may not 
exceed twelve (12) weeks in a twelve (12) month period. 

 

Employees must use all earned but unused vacation and/or sick/personal time 
concurrent with their FMLA leave. 

 

You should speak directly with your immediate supervisor and the Human Resources 
Manager prior to taking leave to insure understanding of all your rights and obligations 
while on leave. Failure to comply may substantially affect your rights. 

 

All employees are required to continue paying the “employee portion” towards their 
group health benefits. 

 

Remember, the duration of the leave, the availability of insurance benefits, opportunity 
for reinstatement, and other privileges associated with the leave are limited to the 
requirements of federal law. No express or implied contractual rights should be inferred 
from this policy. 
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PERSONAL LEAVE OF ABSENCE 

 
 
A full-time employee with one year of continuous service may request a personal leave 
of absence, without pay, for up to a maximum of 30 days. An extension beyond 30 days 
may be considered on an individual basis. 

 

If you are granted a personal leave of absence without pay, you must use all earned but 
unused vacation and sick/personal time benefits before being placed on unpaid status. 

 

Your supervisor must approve a personal leave of absence in advance. 
 

You will be responsible for paying the entire cost of your monthly insurance premiums 
for yourself and any dependents for any group insurance plans in which you are 
participating. 

 

Time spent on a personal leave of absence will not be used for computing benefits. 
 

Failure to report to work following the ending date of the personal leave may result in 
disciplinary action, including termination of employment. 
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MILITARY LEAVE 

 
 
An employee who enters or is called up for active duty as a member of the Uniformed 
Services of the United States as defined in the Uniformed Services Employment and 
Reemployment Rights Act (USERRA) will be granted a leave of absence, without pay, 
for up to five years. 

 

Group health and dental insurance continuation of benefits (COBRA) may be elected by 
the employee in accordance with federal laws for up to 24 months. 

 

Upon completion of military service, the employee will be promptly reinstated with full 
seniority to his/her former position or to a comparable position, provided he/she meets 
the law’s eligibility criteria. 
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ANNUAL MILITARY RESERVIST LEAVE 

 
 
If you are a member in the military reserves of the United States and are required to 
attend annual military training, you will be granted a leave of absence, without pay, for 
up to 10 working days annually to fulfill that military obligation. Employees must notify 
their supervisor and provide copies of their military orders prior to their leave. 
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GROUP INSURANCES 

Group insurances are available to Full-Time employees (an individual who normally 
works thirty or more hours per week and is hired for an indefinite period) on the first of 
the month following successful completion of the 60-Day Introductory Period following 
successful completion of the 60-Day Introductory Period. 

 

The Director of Human Resources will coordinate with newly-eligible employees before 
the end of their 60-Day Introductory Period and detailed information will be provided 
regarding group insurances available and eligibility requirements. 

 
 
 
 

COBRA (Consolidated Omnibus Reconciliation Act) 
 

Pursuant to the Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA), 
eligible employees and their dependents may be entitled to continue insurance 
coverage after employment with GERMFREE ceases. 
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PAID HOLIDAYS 

All employees are eligible for holiday pay after completion of the 60-day Introductory 
Period. GERMFREE recognizes the following eight days as company-paid holidays: 

 

New Year’s Day 

Memorial Day 

Independence Day (Fourth of July) 

Labor Day 

Thanksgiving Day 

Day after Thanksgiving 

Christmas Day 

One Floating Holiday to be determined each year 
 

The holiday schedule will be posted in break rooms and by time clocks in early January 
each year. 

 

Holiday pay is paid at your regular hourly rate of pay. Full-time hourly employees will be 
paid for 8 hours. Part-time hourly employees will be paid for the number of hours 
worked in your regularly-scheduled work week divided by the number of days you work 
in a regularly-scheduled work week. 

 

Authorized holiday time will not be considered as “hours worked” for purposes of 
calculating weekly overtime compensation. 

 

Hourly employees asked to work on a recognized holiday will be paid at their regular 
hourly rate of pay for both hours actually worked and the total observed hours for the 
holiday. Actual hours worked will be used to calculate weekly overtime. 

 

In order to receive holiday pay, an employee must work their regularly-scheduled work 
days immediately before and after the holiday unless prior arrangements have been 
made with their supervisor and an approved Time Off Request has been submitted 
through the online PTO system before the holiday. 

 

If a holiday occurs during an employee’s pre-approved vacation, holiday pay will be 
provided in place of vacation hours. 
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401K RETIREMENT PROGRAM 

 
 
Participation in the 401K Retirement Program is available at any time following 
successful completion of the 60-Day Introductory Period. This benefit is for both Full- 
Time and Part-Time employees who have attained the age of 21. 

 

The Director of Human Resources will meet with newly-eligible employees before the 
end of their 60-Day Introductory Period and provide detailed information regarding the 
Company 401K Retirement Program and eligibility requirements. 
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PAID VACATION TIME 

 
 
It is GERMFREE’s policy to grant annual vacations with pay as one of the many ways in 
which the company shows its appreciation for loyal and continued service. 

 

Eligibility 
 

Paid vacation time is not incrementally accrued, but rather earned in full as of your 
employment anniversary date. 

 

The amount of paid vacation time for Full Time employees is based on length of service 
as outlined in the Paid Vacation Earning Schedule below. The amount of paid vacation 
time for Part Time employees is based on length of service and the number of hours 
worked in your regularly-scheduled work week divided by the number of days you work 
in a regularly-scheduled work week. 

 
Paid Vacation Earning Schedule for Full Time Employees 

 

 NON-EXEMPT 
(Hourly) 

EXEMPT 
(Salary) 

Service Period Vacation Hours 
Earned 

Vacation Hours 
Earned 

During Service Year 1 0 40 

On 1st Service Anniversary 40 80 

On Service Anniversary 2-4 80 80 

On Service Anniversary 5 
and Over 

120 120 

 

 
Administration 

 

Every effort will be made to grant your vacation at the time you desire, however, 
vacations cannot interfere with your department’s operation. Therefore, your immediate 
supervisor must approve all vacation time in advance. Time off must be requested 
through our online Paid Time Off (PTO) system. 

 
 

continued on next page 
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PAID VACATION TIME (continued) 

 
 
Vacation requests must be submitted to your supervisor a minimum of one week in 
advance of the requested time off. 

 

Generally, vacations are granted on a first-come, first-served basis as approved by your 
supervisor. If any conflicts arise with requests for time off, decisions will be made at 
your supervisor’s discretion. 

 

Hourly employees are paid your regular hourly rate of pay. 
 

Vacation time may be used in full day increments only. If an employee has used all of 
their earned personal time, a half day vacation will be allowed on a case by case basis. 

 

If a company-paid holiday falls during your pre-approved vacation period, you will be 
paid for the holiday as opposed to using an earned vacation day. 

 

Authorized vacation time will not be considered as “hours worked” for purposes of 
calculating weekly overtime compensation. 

 

Vacation hours are not paid in advance. All vacation pay is paid within the employee’s 
normal pay period after the vacation time has been taken. 

 

If you are eligible for two or more weeks of vacation, you may take only one week at a 
time unless you receive written approval from your supervisor. 

 

The purpose of a vacation is to provide you with time to rest and relax. Therefore, no 
additional wages or salary will be paid to you in lieu of earned vacation time. A 
maximum of 40 hours of vacation time may be carried over until your next Service 
Anniversary Date. 

 

Upon voluntary resignation or involuntary termination, an employee will not be paid for 
any earned but unused vacation. 
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May 14, 2019 

 

PAID SICK/PERSONAL TIME 

 
 

Eligibility 
 

All employees are eligible to begin earning paid sick/personal time from Date of Hire. 
The amount of paid sick/personal time is based on length of service (see Earning 
Schedule below). 

 

Time taken off before completion of the 60-day Introductory Period will be without pay. 

 
 

Paid Sick/Personal Time Earning Schedule for All Employees 
 

Service Period 
for All 

Employees 

Paid Sick / 
Personal Time 

Earned 

After 3 Months of 
Employment 

8 HOURS 

After 6 Months of 
Employment 

16 HOURS 

After 9 Months of 
Employment 

24 HOURS 

On Date of 1st Service 
Anniversary and Over 

32 HOURS 

 
continued on next page 
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PAID SICK/PERSONAL TIME (continued) 

 
 

 
Administration 

 

Your immediate supervisor must approve all paid sick/personal time (in advance, when 
possible). Time off must be requested through our online Paid Time Off (PTO) 
system. 

 

GERMFREE reserves the right to require a doctor’s note for any illness or non-work- 
related injury that requires an employee to be absent from work for three days or more. 

 

Generally, personal time is granted on a first-come, first-served basis as approved by 
your supervisor when requested in advance. If any conflicts arise with requests for time 
off, decisions will be made at your supervisor’s discretion. 

 

If you must be absent from work due to personal reasons or illness, you will receive 
your regular hourly rate of pay for any earned sick/personal time taken. 

 

Authorized sick/personal time will not be considered as “hours worked” for purposes of 
calculating weekly overtime compensation. 

 

Sick/personal paid days may be used in half or full day increments only. 
 

Sick/personal time is not paid in advance. All earned sick/personal time is paid within 
the employee’s normal pay period after the sick/personal time has been taken. 

 

Earned sick/personal time should not be used for vacation. 
 

Earned but Unused Sick/Personal Time 
 

Employees may not carry over earned but unused Sick/Personal days. 
 

Upon voluntary resignation or involuntary termination, an employee will not be paid for 
any earned but unused sick/personal time. 
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RECEIPT OF EMPLOYEE HANDBOOK ACKNOWLEDGEMENT 

 
 
I,  , (employee’s printed name) 
acknowledge receipt of my GERMFREE Employee Handbook and understand that I am 
responsible for reading and understanding its contents and keeping it updated with any 
revisions provided to me. 

 

Should I have questions regarding the contents of the handbook, I will seek clarification 
from the Director of Human Resources. 

 

I further understand that my employment is at-will and that this handbook does not 
create a contract with the company for any purpose, and that the provisions of this 
handbook may be modified or eliminated at any time. 

 
 
 

 
Employee Signature:     

 
 
 

Date:     


