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IMPORTANT NOTICE/EMPLOYEE ACKNOWLEDGEMENT

I ACKNOWLEDGE THAT I HAVE RECEIVED AND REVIEWED A COPY OF THE ROGERS AUTOMOTIVE EMPLOYEE HANDBOOK.  I UNDERSTAND THAT THE POLICIES CONTAINED IN THIS EMPLOYEE HANDBOOK SUPERCEDE AND REPLACE ALL PRIOR POLICIES OR PRACTICES OF ROGERS AUTOMOTIVE.

I UNDERSTAND THAT IT IS MY RESPONSIBILITY TO READ AND COMPLY WITH THE PROVISIONS OF THE EMPLOYEE HANDBOOK.

I ACKNOWLEDGE THAT I HAVE REVIEWED ROGERS AUTOMOTIVE’S ANTI-HARASSMENT POLICY.  I FURTHER ACKNOWLEDGE THAT THE POLICY HAS BEEN EXPLAINED TO ME, THAT I HAVE BEEN GIVEN AN OPPORTUNITY TO ASK ANY QUESTIONS I MAY HAVE, AND THAT I UNDERSTAND ITS TERMS AND PROVISIONS.

I ACKNOWLEDGE THAT THIS EMPLOYEE HANDBOOK IS MERELY A STATEMENT OF POLICIES AND DOES NOT CONSTITUTE A CONTRACT OF EMPLOYMENT, EXPRESS OR IMPLIED, BETWEEN ME AND ROGERS AUTOMOTIVE.  I UNDERSTAND THAT NOTHING CONTAINED IN THE HANDBOOK MAY BE CONSTRUED AS CREATING A PROMISE OF FUTURE BENEFITS OR A BINDING CONTRACT WITH ROGERS AUTOMOTIVE FOR BENEFITS OR FOR ANY OTHER PURPOSE.  I UNDERSTAND THAT ROGERS AUTOMOTIVE IS AN “AT-WILL” EMPLOYER AND AS SUCH, EMPLOYMENT WITH ROGERS AUTOMOTIVE IS NOT FOR A FIXED TERM OR DEFINITE PERIOD AND EITHER I OR ROGERS AUTOMOTIVE CAN TERMINATE THE EMPLOYMENT RELATIONSHIP AT ANY TIME, FOR ANY REASON NOT PROHIBITED BY LAW, WITH OR WITHOUT PRIOR NOTICE.  NO SUPERVISOR OR OTHER REPRESENTATIVE OF ROGERS AUTOMOTIVE HAS THE AUTHORITY TO ENTER INTO ANY AGREEMENT FOR EMPLOYMENT FOR ANY SPECIFIED PERIOD, OR TO MAKE ANY AGREEMENT CONTRARY TO THE ABOVE, UNLESS EXPRESSED IN WRITING, WITH THE UNDERSTANDING SPECIFICALLY SET FORTH AND SIGNED BY MYSELF AND THE PRESIDENT OF ROGERS AUTOMOTIVE.

I AGREE THAT IF THERE IS ANY POLICY OR PROVISION IN THE HANDBOOK THAT I DO NOT UNDERSTAND, I WILL SEEK CLARIFICATION FROM MY MANAGER OR HUMAN RESOURCES.  I UNDERSTAND THAT THIS HANDBOOK IS A GENERAL GUIDE TO ROGERS AUTOMOTIVE’S POLICIES AND PRACTICES.  I ALSO UNDERSTAND THAT THESE POLICIES AND PROCEDURES ARE CONTINUALLY EVALUATED, AND THAT ROGERS AUTOMOTIVE RESERVES THE RIGHT TO INTERPRET, AMEND, MODIFY OR TERMINATE THEM AT ANY TIME, WITH OR WITHOUT NOTICE.
NOTE:  Any employee who is covered by the terms of a collective bargaining agreement with a union will have their wages, benefits, working conditions and other specific matters addressed in that collective bargaining agreement governed by that agreement.
Issued September 1, 2007

Rogers Automotive Group

Employee Handbook
WELCOME TO ROGERS AUTOMOTIVE GROUP

Starting a new job is exciting, but at times can be overwhelming.  This employee handbook has been developed to help you get acquainted with our company and answer many of your initial questions.

As an employee of Rogers Automotive Group, the importance of your contribution cannot be overstated.  Our goal is to provide the finest-quality products and services to customers and do this more efficiently and economically than our competitors.  By satisfying our customers’ needs, they will continue to do business with us and will recommend us to others.  As a TEAM we will enjoy a highly productive and efficient workplace if each member supports and carries out these policies and strives for excellence.
You are an important part of this process for your work directly influences our company’s reputation and success.

It is important that you familiarize yourself with its contents because the handbook describes many of our personnel policies and benefits, and the specific opportunities and responsibilities that exist for you within our company.  One of our objectives is to provide a work environment that is conducive to both personal and professional growth.  In an effort to be responsive to the needs of a growing organization, changes or additions to this handbook will be made when necessary.  We will keep you informed when these changes are made.
We are glad you have joined us, and we hope you will find your work to be both challenging and rewarding.

Sincerely,

E. Pat Rogers                                                                  Aimee Rogers Thomas

This handbook supersedes any previous handbook that may have been issued.

CHANGES IN LAW
Many of the policies reflected in this Handbook are included in order to advise employees of their rights under existing state and federal law.  To the extent those underlying laws are amended, this Handbook shall be deemed to be modified to incorporate the necessary statutory amendments and law changes.
AT-WILL EMPLOYMENT

This handbook does not create any contractual obligation, express or implied, between Rogers Automotive Group and its employees.  Rogers Automotive Group is an “at-will” employer, which means both the employee and the employer may terminate their relationship at any time.  Employees may quit for any reason or no reason at all, or they may be terminated by the company at any time, with or without cause or notice.

EQUAL OPPORTUNITY

Rogers Automotive Group is an Equal Employment Opportunity Employer.  The Company provides equal employment and opportunity to all persons without regard to race, color, religion, sex, age, national origin, veteran’s statue and disability or any other characteristic protected by law.  Rogers Automotive Group continues to promote the full realization of human potential and equal employment through a continuing review of our policies and practices.

Equal opportunity will be afforded to all applicants and employees in personnel actions which include, but are not limited to, recruiting and hiring, selections for training, promotion, demotion, discipline, rates of pay or other compensation, transfer, termination, recalls and social and recreational programs.

Any violation of these equal opportunity policies by any manager, supervisor or other employee must be reported immediately to the General Manager or Vice President.

CHAIN OF COMMAND

Rogers Automotive Group
Start Here

Your Immediate Supervisor

Aimee Rogers Thomas

President
This is a chart of the Chain of Command for Rogers Automotive Group.  If you have questions regarding employment, workplace rules, and general questions that are not answered by this employee handbook, please refer to the Chain of Command for the steps in which you should take and whom to ask.  The Chain of Command has been established for professional reasons.  The Chain of Command should always be followed and upheld to maintain the standard of professionalism that our Company represents.

THE WAY WE WORK

A WORD ABOUT THIS HANDBOOK

The policies outlined in this booklet should be regarded as management guidelines only, which in a developing business will require changes from time to time.  The company retains the right to make decisions involving employment as needed in order to conduct its work in a manner that is beneficial to the employees and the company.  This handbook superseded and replaces any and all prior handbooks, policies, procedures and practices of the company.

This employee handbook also describes the current benefit plans maintained by the company.  Refer to the actual plan documents and summary plan descriptions if you have specific questions regarding the benefit plan.  Those documents are controlling.

The employee handbook and other plan documents are not contractual in nature and do not guarantee any continuation of benefits.

Our company abides by employment-at-will, which permits the company or the employee to terminate the employment relationship at any time, for any reason, with or without notice.  Neither the policies contained in this employee handbook, nor any other written or verbal communication, are intended to create a contract of employment for any specific period of time or a warranty of benefits.  The policies contained in this handbook may be added to, deleted, or changed by the company in its sole discretion, except that we will not modify our policy of employment-at-will in any case.

ROGERS AUTOMOTIVE GROUP
CORE VALUES

1

SERVE THE BRAND

2

SERVE THE CUSTOMER

3

SERVE THE EMPLOYEE

4

SERVE THE COMMUNITY

5

SERVE THE STOCKHOLDERS

ROGERS AUTOMOTIVE GROUP CORE VALUES
THE ROGERS BASICS

1. The core values are the principal belief of our Company.  It must be known and understood by all.
2. Our motto is “You’ll do better at Rogers” for the automotive group.

3. The Three steps of service:

1

A warm and sincere greeting.

Use our customers’ name whenever possible.

2

Compliance with our customers’ needs.

3

Fond farewell.

Give our customers warm good-byes and use their names whenever possible.

4. The three steps of service must be used in every interaction with all customers to ensure our 

customer’s satisfaction as well as their loyalty and retention.

5. All employees will maintain proper training certification for their appropriate positions.

6. Company objectives are communicated to all employees.  It is everyone’s responsibility to support them.

7. To create pride and joy in the workplace, all employees are encouraged to be involved in the planning of the work that affects them.

8. Each employee has the responsibility to notify management of defects throughout the facility.

9. It is the responsibility of each employee to create a work environment of teamwork and lateral service so that the needs of our customer and each other are met.

10. Each employee is empowered.  For example, when a customer has a problem or there is a special situation, you should break away from your regular duties to address and help solve the problem immediately.

11. Uncompromising levels of cleanliness are the responsibility of every employee.

12. Whoever receives a complaint-owns it.  It is your responsibility to ensure that the customer’s complaint is resolved and they are satisfied.  This is in order to maintain customer retention.

13. “Smile-we are on stage.”  Always maintain positive eye contact.  Use proper vocabulary with our customers and each other.  Use words, like, “Good Morning”, “Certainly,” “I’ll be happy to,” “Hold one moment please,” or “It was my pleasure.”

14. Be an ambassador of your dealership in and outside of the workplace.  Always spread positively.  Communicate any concerns to the appropriate person.

15. Escort customers rather than pointing our directions to another area of the store.

16. Use Rogers telephone etiquette.  Answer within three rings with a “smile.”  Use the customer’s name when possible.  When necessary ask the caller, “May I place you on hold?”  Adhere to voice mail standards.  Eliminate transferring calls to empty desks for voice mail to pick up without the customer’s knowledge.

17. Take pride and care in your personal appearance.  Everyone is responsible for conveying a professional image by adhering to uniform, clothing and grooming standards.

18. Think safety first.  Each employee is responsible for creating a safe, secure and accident free environment for all customers and each other.  Be aware of all fire and safety emergency procedures and report any security risks immediately.

19. Protecting the assets of the Rogers group is the responsibility of every employee.  Conserve energy, properly maintain equipment and treat our things as if they belonged to you personally.

AMERICANS WITH DISABILITIES ACT

Our company is committed to providing equal employment opportunities to otherwise qualified individuals with disabilities, which may include providing reasonable accommodation.  In general, it is your responsibility to notify the Vice President or CFO of the need for any accommodation.  Upon doing so, the Vice President or CFO may ask you for your input or the type of accommodation you believe may be necessary or the functional limitations caused by your disability.  Also, when appropriate, we may need your permission to obtain additional information from your physician or other medical or rehabilitation professionals.

AIDS IN THE WORKPLACE

We will not discriminate against any employee on the grounds that (s) he has AIDS, has tested positive for HIV or AIDS-related complex, or has been suspected or perceived of having AIDS.  Such discrimination is not permitted in hiring, firing, promoting, demoting, transferring, job assigning, compensating or any other employment-related decision.

In the event an AIDS-afflicted employee becomes his/her disease, (s) he will be treated consistently with our benefits policies.

A WORD ABOUT OUR EMPLOYEE RELATIONS PHILOSOPHY

We are committed to providing the best possible climate for maximum development and goal achievement for all employees.  Our policy is to treat each employee as an individual.  We seek to develop a spirit of teamwork, individuals working together to attain a common goal.

In order to maintain an atmosphere where these goals can be accomplished, we provide a comfortable and progressive workplace.  Most importantly, we have a workplace where communication is open and problems can be discussed and resolved in a mutually respectful atmosphere.  We take into account individual circumstances and the individual employee.

We firmly believe that with direct communication, we can continue to resolve any difficulties that may arise and develop a mutually beneficial relationship.

EMPLOYMENT
CATEGORIES OF EMPLOYMENT

INTRODUCTORY PERIOD:  Full-time and part-time employees are on an introductory period during their first 90 days of employment.

During this period of time, you will be able to determine if your new job is suitable for you, and your supervisor will have an opportunity to evaluate your work performance.  However, the completion of the introductory period does not guarantee employment for any period of time thereafter.  The initial 90 day period of employment may also be terminated at will (and at any time) by the employer.
FULL-TIME EMPLOYEES regularly work a 40-hour workweek and are eligible for our fringe benefits package in accordance with their position and length of employment.

PART-TIME, REGULAR EMPLOYEES regularly work 30 hours or more each week and are eligible for certain fringe benefits, based on their position and length of employment.

PART-TIME EMPLOYEES work less than 30 hours each week and are eligible for statutory benefits only.

SEASONAL EMPLOYEES are hired to perform a specific job for a specified period of time, normally less than one year.  These employees are eligible for statutory benefits only.

Statutory benefits are mandated by federal, state or local law and include Social Security, Workers’ Compensation insurance and unemployment compensation insurance.

In addition to the proceeding, employees are also categorized as “exempt” or “non-exempt”. 

NON-EXEMPT EMPLOYEES-Pursuant to the Fair Labor Standards Act (FLSA) and applicable state laws, non-exempt employees are entitled to overtime pay for all hours worked in excess of 40 hours per week.

EXEMPT EMPLOYEES- Pursuant to the Fair Labor standards Act (FSLA) and applicable state laws, exempt employees are those who have been exempted by law.  Exempt employees are not entitled to overtime pay, and are not subject to certain deductions to their weekly salary under the company’s policies.
Due to the nature of our business, all employees must have and maintain a valid driver’s license.

PAYROLL  DIRECT  DEPOSIT

Rogers Automotive Group’s payroll is done exclusively by direct deposit, and it is to be considered a condition of employment.  

Employees may designate any checking or savings account with the bank of their choice for deposit of their pay.   Further, employees may choose to split their net pay between two or three accounts.  For example, you may designate a set dollar amount to be deposited into a savings account with the balance deposited into a checking account. 

ATTENDANCE AND PUNCTUALITY

Regular and on-time attendance is essential to efficient operations.  Excessive absenteeism and tardiness are not only inconvenient but also a costly problem.  While it is recognized that occasional illness or extenuating personal circumstances cause unavoidable absence or tardiness from work, regular on-time attendance is required for continued employment.

YOU MUST NOTIFY THE COMPANY OF ANY ABSENCE OR TARDINESS.

Employees must directly notify their immediate supervisor if absent or late.  You are not permitted to leave a message with a receptionist or coworker.  You must advise your supervisor or Vice President of absences as possible, but no later than 30 minutes of the start of your workday.

Personal issues requiring time away from your work, such as doctor’s appointments or other matters, should be scheduled during your non-work hours if possible.  

If you are absent for three days without notifying the company, it is assumed that you have voluntarily abandoned your position with the company, without giving notice, and you will be removed from the payroll.

NOTICE OF RESIGNATION
In the event that you should decide to resign from your position with the company, we ask that you provide your supervisor with at least two weeks’ advance notice.  Your thoughtfulness is appreciated and will be noted favorably should you ever wish to reapply for employment with the company.

Employees who are rehired following a break in service in excess of three months, other than an approved leave of absence, must serve a new initial introductory period, whether or not such a period was previously completed.  Such employees are considered new employees from the effective date of their reemployment for all purposes, including the purposes of measuring benefits.

Our company does not provide a “letter of reference” to former employees.  Instead, upon request, we will confirm our employees’ dates of employment and job title.

Additionally, all resigning employees must complete a brief exit interview prior to leaving.  All company property such as customer file/records, company paperwork, forms and dealer tags and keys must be returned upon termination.  Final pay will be held until all company property is returned. The company may take further action to recoup any replacement costs and/or seek the return of company property through appropriate legal recourse if necessary.
You should notify the company if your address changes during the calendar year in which termination occurs so that your tax information will be sent to the proper address.

TIME CLOCK AND RECORDING YOUR TIME

All employees must record their hours on a time clock and on time sheets and give them to their supervisor by Thursday morning.  This includes punching in when you report to work, punching in and out and lunchtime and punching out when you finish work.

All employees are responsible for signing their time card and having their supervisor sign off on their time card as well.

It is a violation of Company policy for you to punch another employee’s time card, or to alter your time card or that of another employee.  Violation of this policy will result in disciplinary action, up to and including termination.

For payroll purposes, the work week starts on Sunday and ends on Saturday.
UNIFORMS

If you are provided uniforms, you must wear the complete uniform.  It is your responsibility to take proper care of your uniforms.  Do not wear badges, patches or other symbols on your uniforms unless authorized by your supervisor.  Remember to exercise good judgment and behavior standards when you are wearing your uniform because everything you do reflects on the Company.  

All uniforms, accessories or nametags issued by our company must be returned in good condition upon leaving our company and before you can receive your final paycheck.

Lost uniforms could result in a deduction from your final check.  
POLICIES AND PROCEDURES

ALCOHOL AND DRUG POLICY

In order to promote the safety of Rogers Automotive Group’s employees, and to provide a safe workplace, it is the policy of the Company that employees shall not be involved with the unlawful use, possession, sale or transfer of drugs or narcotics, and further, that employees shall not possess, consume or have any detectable amount of alcoholic beverages or drugs in their system while in the workplace.  The specific methods for maintaining a work environment free from the effects of drug and alcohol abuse are outlined below.

Policy Implementation

1. Employees are expected to report to work and remain at work in condition to perform assigned duties free from the effects of drugs and alcohol.

2. Any involvement with drugs or alcohol that affects an employee or the workplace will not be tolerated.

3. Absences directly or indirectly caused by the use of drugs or alcohol will not be excused.

4. Illegal drugs are drugs defined as illegal under federal, state or local laws which include but are not limited to:

a. Marijuana

b. Heroin

c. Opiates

d. Cocaine

e. Hallucinogens

f. Depressants, stimulants and other behavior modifying drugs which are not prescribed for current personal treatment by an accredited physician.

5. Employees taking prescription or non-prescription drugs must report this to 

appropriate supervisory personnel if such use may affect the employee’s ability to perform assigned duties in a safe manner.

Consequences of Drug or Alcohol Abuse

1. Drug Abuse:  The use, consumption, sale or personal possession of illegal drugs while on the job (including rest periods and meal periods) or while on Company property, will result in termination of employment.

2. Alcohol Abuse:  The use, consumption, or sale of alcohol during working hours (including rest periods or meal periods) will result in termination of employment.

3. Presence of Alcohol or Drugs in System:  Where there is no evidence of the use of illegal drugs or the consumption of alcohol during working hours or while on Company property, but it is reasonably suspected that the employee has any detectable amount of drugs or alcohol in their system, the following will apply:

a. Any employee, in any job, who is reasonably suspected of having any detectable amounts of drugs or alcohol in their system, will be immediately removed from service.  Management may take further disciplinary action based on medical information, past history or other relevant factors, such as performance, record of disciplinary actions, etc.

Special Action

In order to protect the interests of the Company, its employees and the public, the Company may take reasonable measures to find out if illegal drugs or alcohol are located on or being used or consumed on Company property or during working hours and/or any detectable amount of drugs or alcohol is in the employee’s system.  The measures taken are at the discretion of management, but shall not be limited to the following:

1. Testing of Applicants:  A drug testing procedure may be employed as a routine part of the post-offer/pre-employment process for all job applicants who have otherwise been approved for employment, but before hire.  If the drug testing procedure indicates the presence of illegal drugs, or if the applicant refuses to submit to the drug test, his or her offer will be rescinded.

2. Testing of Employees:  The Company reserves the right, as a condition of employment and continued employment, to require that individual employees or groups of employees submit to a breathalyzer test, urinalysis or other drug and alcohol tests in any one or more of the following circumstances.

a. Reasonable Suspicion Testing:  The company may require a drug and alcohol test of any employee who they reasonably suspect has any detectable amount of drugs and alcohol in their systems during working hours or while on Company property.  Factors which may establish reasonable suspicion include, but are not limited to:

i. Excessive absenteeism or tardiness

ii. Deterioration of job performance

iii. Significant changes in personality, dramatic mood swings, abusive behavior or insubordination

iv. Reliable reports from employees or other credible sources

v. Unexplained, frequent absences from normal work area

vi. Unusual, irrational or erratic behavior

vii. Difficulty in motor coordination, poor muscle control, unsteady walking, nervousness, slurred speech

viii. Direct observation of drug or alcohol use or discovery of evidence of drug or alcohol use in the employee’s vicinity

ix. Impaired short term memory or logical thinking

b. Post Accident Testing:  The Company may require a drug and alcohol test of any employee involved in an injury, accident or “near accident” (one in which safety procedures were violated and/or unusually careless acts were performed) giving rise to reasonable suspicion in the workplace or during working hours.
c. Periodic or Random Testing:  The Company may require employees to submit to drug and alcohol testing upon returning to work after illness or injury, as a follow up after a positive test result, or on a random basis in the Company’s sole discretion unless otherwise mandated by local or state law.

Employees are expected to abide by this testing policy.  If an employee refuses to participate in a requested test or where a confirmed positive test indicates illegal drug use or the presence of alcohol, the employee will be subject to termination of employment.

3. Searches and Inspections:  Reasonable searches of Company property, facilities or equipment may be conducted by authorized personnel.  If there is reason to suspect that violations of this policy are occurring, the Company may require employees, to submit to an inspection of any vehicle brought onto Company premises.  Refusal to submit to any requested search or inspection may result in disciplinary action, up to and including termination of employment.

COMPUTER AND E-MAIL USAGE

Computer, computer files, the e-mail system, and software furnished to employees are the dealership’s property and are intended for business use.  Employees should not use a password, access a file, or retrieve any stored communication without authorization.  To insure compliance with this policy, computer and e-mail usage may be monitored.  There is no right of Privacy in any e-mails or other electronic communication sent or received on the dealership’s equipment.  
This dealership strives to maintain a workplace free of harassment and that is sensitive to the diversity of its employees.  Therefore, it prohibits the use of computers and e-mail system in ways that are disruptive, offensive to others, or harmful to morale.  For example, the access, display or transmission of sexually explicit images, messages, and cartoons is not allowed.  Other such misuse includes, but is not limited to, ethnic slurs, racial comments, off-color jokes, or anything that may be construed as harassment or showing disrespect for others.

E-mail may not be used to solicit others for commercial ventures, religious or political causes, outside organizations or other non-business matters.

No software is to ever be downloaded other than what is necessary for one’s daily job duties.

CARE OF EQUIPMENT

Operators of Company vehicles are responsible for safe operation and cleanliness of the vehicle.

Accidents involving a company vehicle must re reported to the Vice President, President, CFO or Sales Manager immediately.

Employees are responsible for any moving and parking violations and fines which may result when operating a company vehicle.

Company vehicles may only be used for job-related travel.

The use of seat belts and/or helmets is mandatory for operators and passengers of company vehicles.

All employees operating company vehicles must have prior approval from their Supervisor and/or the Vice President.
DEMONSTRATION VEHICLES

The Vice President, CFO or President will review any demos that have been issued for cleanliness, damage and salability on an ongoing basis.

Employees may not store personal possessions in the vehicle.

Smoking or the consumption of alcoholic beverages in the demo is not permitted and will not be tolerated.  Demo privileges will be revoked should this occur.

Any employee convicted on any traffic violation while using the demo, whether a moving violation or not, will be responsible for any fines or other penalties.

Employees who operate demonstration vehicles will be required to submit a copy of their driving record from the DMV to be placed in their employment file, along with an authorization permitting routine checks.

Demos should not be used to transport pets at any time.

Employees are responsible to maintain their assigned demo in a ready and salable condition at all times, with sufficient gasoline for immediate test-drives.

The company vehicles that have been assigned to employees, whether they are new or used vehicles, should be operated by the employee only.  Spouses, children, other relatives or friends are not authorized and therefore should not be allowed to operate company vehicles.

Violations of this policy will result in disciplinary action, up to and including discharge.

If you have the privilege of a demo, you will be charged on EPV Incentives on your check according to State & Federal provisions for that benefit.

TEST DRIVES

A salesperson must always accompany a customer on a test drive of a new or used vehicle/motorcycle.  Prior to taking the test drive, the customer’s driver license must be photocopied and retained at the company.  Customers must have a valid motorcycle endorsement on their driver’s license before they may take a motorcycle for a test ride.  Customers for automotive test-drives must have a valid driver’s license before test driving a vehicle.  A demonstration plate must always be places on the vehicle before taking it off the lot.

In the event of a salesperson not going on the demo ride, the proper 96-hour permit must be completely filled out – 1 copy  to the customer and 1 copy with the company.

OPERATION OF CUSTOMER VEHICLES

Customer satisfaction is important to the success of our company.  When our customers bring in their vehicles for servicing and/or repair, it is very important that a customer’s vehicle is always handled with care and in a safe fashion.  If a customer’s vehicle/motorcycle is damaged, stolen or improperly used while on our premises, the company might be held responsible.

The following are a few simple rules regarding customer vehicles which should always be followed:

1. The radio should not be played or radio station changed except as may be necessary for repairs.

2. There should be no eating or smoking in a customer’s vehicle at any time.

3. Customer property should never be removed from the vehicle.

Operators of customer vehicles are responsible for the safe operation and cleanliness of the vehicle.

Employees are responsible for any moving violations and fines which may arise when operating a customer vehicle.

In the event of an accident, you must get a police report.

Accidents involving a customer vehicle must be immediately reported to your supervisor.

The use of customer vehicles should be limited and may only be used for job-related travel.

CONFIDENTIALITY

Do not divulge Dealership or customer information to outsiders, including the media or government representatives without approval of management.  You may never use customer information for any personal reason.  If governmental investigators (from OSHA, EEOC, etc) insist on interviewing an employee, the employee is obligated to promptly notify the Dealership prior to such interview.  You are prohibited from removing, or divulging to a third party, any documents, including pricing information, deal folders, customer account lists, credit information, materials or supplies from any part of the dealership without permission of your supervisor.  An employee who violates this policy will be subject to disciplinary action, up to and including prosecution.  Employees are strictly prohibited from having personal visitors in areas where the Company’s work is being performed.  Employee salaries are also considered confidential.  If you have questions about confidentiality, contact management.  We will also strive to maintain your personal information in confidence.
PROTECTING COMPANY INFORMATION

Protecting our company’s information is the responsibility of every employee and we all share a common interest in making sure it is not improperly or accidentally disclosed.  Do not discuss the company’s confidential business with anyone who does not work for us.

The company’s address shall not be used for the receipt of personal mail.

OUTSIDE EMPLOYMENT & CONFLICTS OF INTEREST

We hope that you will not find it necessary to seek additional outside employment.  However, if you are planning to accept an outside position, you must notify your supervisor in writing and get prior approval from Aimee Thomas.
Outside employment must not conflict in any way with your responsibilities within our company.  You may not work for competitors nor may you take an ownership position with a competitor.  Employees have an obligation to conduct business within guidelines that prohibit actual or potential conflicts of interest.  A conflict of interest can arise in dealings with anyone that Rogers Automotive Group transacts business with: owners, customers, buyers, suppliers, banks, insurance companies, and people in other organizations with whom we contact and make agreements.  An actual or potential conflict of interest occurs when an employee is in a position to influence a decision that may result in a personal gain for that employee or a relative as a result of Rogers Automotive business dealings.  Conflicts of interest must be avoided and include the following examples:

· Working for any of the above groups for personal gain

· Engaging in part-time activity for profit or gain in any field in which the Company is engaged

· Borrowing from, or lending money to, individuals representing organizations with who business dealings are conducted

WORKWEEK

Because of the nature of our business, your work schedule may vary depending on your job.  Our normal business hours are:

Automotive
Mon – Fri
Service/Parts – 8 a.m. to 6 p.m.



Sales – 8:30 a.m. to 7 p.m.

Saturday 
Sales – 8:30 a.m. to 6 p.m.



Service is closed on Saturday

MEAL TIME

A one-hour, unpaid meal break is allowed for each full-time regular employee to be taken each day.  Your supervisor is responsible for approving the scheduling of this time.

A 30 minute unpaid meal break is allowed for each employee working six straight hours for a day.

BREAKS

Two, 15-minute paid breaks will be scheduled by your supervisor each day for Full time regular employees.

PAGING SYSTEM

Please use professionalism when using the company-paging systems.  Please speak clearly and use first and last names, repeating page twice.  When requiring assistance from another employee or supervisor, use the following rule:

Mr. X, please REPORT to the Y Dept. – MEANS you need immediate assistance.

Mr. X, you are needed to the Y Dept. – MEANS the individual can finish what 


they are doing and get there ASAP.

CLEAN UP

At the end of each shift, five minutes are designated for cleaning the work area and washing up.  This time is paid.  Each employee is responsible for maintaining a clean and neat looking work area that has a minimal amount of personal items represented in it.  This greatly affects the streamlined look and professional appearance of our workplace.

CUSTOMER AND PUBLIC RELATIONS

Our company’s reputation is built on excellent service and quality work.  To maintain this reputation requires the active participation of every employee.

The opinions and attitudes that customers have toward our company may be determined for a long period of time by the actions of one employee.  It is sometimes easy to take a customer for granted, but when we do we run the risk of losing not only that customer, but his or her associates, friends or family who may also be customers or prospective customers.

Each employee must be sensitive to the importance of providing courteous treatment on all working relationships.

SOLICITATION AND DISTRIBUTION

In order to avoid un-necessary annoyances and interruption from your work, solicitation by an employee of another employee is prohibited while either person is on working time.

Employee distribution of literature, including handbills, in work areas is prohibited at all times.

Trespassing, soliciting or distribution of literature by non-employees on these premises is prohibited at all times.

OFF-DUTY SOCIAL AND RECREATIONAL ACTIVITIES

During the year, the Company may sponsor social or recreational activities for its employees.  Your attendance at such social activities, however, is completely voluntary and is not work-related.  Neither the Company nor its insurer will be liable for the payment of workman’s compensation benefits for any injury that arises out of an employee’s voluntary participation in any off-duty recreational, social, or athletic activity that is not part of the employee’s work-related duties.

CHANGES IN PERSONAL DATA
To aid you and/or your family in matters of personal emergency, we need to maintain up-to-date information.

Changes in name, address, telephone number, marital status, number of dependent or changes in next of kin and/or beneficiaries should be given to the Vice President.

CASH REPORTING

The Internal Revenue Service (IRS) has established cash reporting laws and regulations with which all employees must comply.  The cash reporting regulations require that a trade or business file form 8300 with the Internal Revenue Service when they receive $10,000 or more in cash from a customer.  Also, the company is responsible for providing a written statement to each person who has been identified on a form 8300 on or before January 31st of the following calendar year for which the return was filed.

The company prohibits employees from discussing cash reporting requirements with any customers.  If someone raises a question about these requirements, contact your supervisor for further assistance.  Employees are also prohibited from structuring any transaction with a customer as a means to avoid the IRS cash reporting requirements.  Structuring transactions to avoid the IRS’ requirements or taking money known to have been derived from illegal activities may constitute a violation of federal law and could result in criminal penalties, including fines and jail terms.

SEVERE WEATHER

Severe weather is to be expected during the winter months.  Although driving may at times be difficult, when caution is exercised, the roads are normally passable.  Except in cases of severe storms, we are all expected to work our regular hours.  Time taken off due to poor weather conditions while the business remains open is unpaid.

Exempt employees may be provided time off with pay when necessary to comply with state and federal wage and hour laws.

If extreme weather conditions require closing of the building, your supervisor will notify you.

PERSONAL TELEPHONE CALLS

It is important to keep our telephone lines free for customer calls.  Although the occasional use of the company’s telephones for a personal emergency may be necessary, routine personal calls are discouraged.
HARASSMENT POLICY

We prohibit harassment of one employee by another employee, supervisor or third party for any reason including, but not limited to: veteran statue, race, color, religion, marital statue, national origin, physical or mental disability and/or age.  Harassment of their parties by our employees is also prohibited.

In addition to the above, lawful uses of legal products outside the workplace during non-working hours, sickle cell trait and genetic testing or genetic information are protected classes in North Carolina.

The purpose of this policy is not to regulate the personal morality of employees.  It is to assure that in the workplace no employee harasses another for any reason.

While it is not easy to define precisely what harassment is, it includes: slurs, epithets, threats, derogatory comments, or visual depictions, unwelcome jokes and teasing.  

Any employee who feels that (s) he is a victim of such harassment should immediately report the matter to the Vice President or another member of management.  Our company will investigate all such reports as confidentially as possible.  Adverse action will not be taken against an employee who reports or participates in the investigation of a violation of this policy.  Violations of this policy are not permitted and may result in disciplinary action, up to and including discharge.

SEXUAL HARASSMENT

We firmly prohibit sexual harassment of any employee by another employee, supervisor or third party.  Harassment of third parties by our employees is also prohibited.  The purpose of this policy is not to regulate the morality of employees.  It is to assure that in the workplace, no employee is subject to sexual harassment.  While it is not easy to define precisely what sexual harassment is, it includes: unwelcome sexual advances, request for sexual favors and/or verbal or physical conduct of a sexual nature including, but not limited to sexually-related drawings, pictures, jokes, teasing, uninvited touching or other sexually-related comments.

Sexual harassment of an employee will not be tolerated.  Violations of this policy may result in disciplinary action, up to and including discharge.  There will be no adverse action taken against employees who report violations of this policy or participate in the investigation of such violations.

Harassment of employees in connection with their work by non-employees (auditors, customers, and sales persons) may also be a violation of this policy.  Any employee who becomes aware of any harassment of any employee by a non-employee should report such harassment to his or her supervisor.

1. Any employee who feels that (s) he is a victim of sexual harassment or retaliated against for complaining of sexual harassment, should report the act immediately to the Vice President.  If you prefer not to discuss the matter with the Vice President, you may contact any other member of management.

2. The company will investigate every reported incident immediately.  Any employee, supervisor or agent of the company who has been found to have sexually harassed another employee may be subject to appropriate disciplinary action, up to and including discharge.

3. The company will conduct all investigations in a discreet manner.  The company recognizes that every investigation requires a determination based on all the facts in the matter.  We also recognize the serious impact a false accusation can have.  We trust that all employees will continue to act responsibly.

4. The reporting employee and any employee participating in any investigation under this policy have the company’s assurance that no reprisals will be taken as a result of a sexual harassment complaint.  It is our policy to encourage discussion of the matter, to help protect others from being subjected to similar inappropriate behavior.

DRESS POLICY

Our customers’ satisfaction represents the most important and challenging aspect of our business.  Whether or not your job responsibilities place you in direct customer contact, you represent the company with your appearance as well as your actions.  The properly attired individual helps to create a favorable image for the company, to the public and fellow employees.

Acceptable attire is business casual.  For men, dress slacks with a Rogers Automotive Group shirt or dress shirt and tie are required.  No sneakers or flip flops are allowed for men or women.  For women, dress slacks, skirts or dresses are appropriate as long as the lengths of the skirt or dress are not inappropriate.  A Roger’s Automotive Group shirt or non-revealing shirt is appropriate.  Shorts are not deemed appropriate attire.  
In addition, if your department has name badges for customer-service purposes, please make an effort to wear it at all times while representing the Company.  Initial costs of name badges will be paid by the Company, however, if you lose the company issued badge (or other company issued item), you may be charged the replacement cost.  These items issued are each employee’s responsibility.

If you are unsure of what attire is appropriate please direct your questions to your supervisor.
PERSONAL HYGIENE

Just as it is important to be appropriately dressed for success, it is also important to promote proper hygiene.  Proper hygiene promotes professionalism within our company and a favorable image to our customers.
Each employee is expected to maintain the highest level of standards of personal cleanliness and present a neat, professional appearance at all times.

PARKING

Free parking facilities are available to employees.  You are required to park within the designated areas.  The company is not responsible for loss, damage or theft of your vehicle.  Therefore, we suggest that you lock your car doors.

BULLETIN BOARD

Information of interest and importance to you is regularly posted on our bulletin board.  We suggest that you look at it regularly.  This bulletin board is for administrative use only; employees may not post or remove any information.

YOUR PAY AND PROGRESS

PAYDAY

You will be paid weekly on Friday for the period which has ended on the previous Saturday.  When our payday is a holiday, you normally will be paid on the first working day after the holiday.

Please review your paycheck for errors.  If you find a mistake, report it to your supervisor immediately.  Your supervisor will assist you in taking the steps necessary to correct the error.
 PAYPLANS

All employees who receive any kind of commission or bonus compensation must have a signed pay plan on file with the payroll department.

It is the responsibility of department managers to provide the pay plan in writing for all new hires.  The payroll department will not be able to pay personnel that do not have a pay plan on file. 

PAYCHECK DEDUCTIONS

The company is required by law to make certain deductions from your paycheck each pay period.  Such deductions typically include federal and state taxes and Social Security.  Depending on the state in which you are employed and the benefits you chose, there might be additional deductions.  All deductions and the amount of the deductions are listed on your pay stub.  These deductions are totaled each year for your Form W-2, Wage and Tax Statement.
Exempt employees are subject to the following deductions:

1. Deductions from an executive or administrative employee’s salary are allowed if that employee is absent from work for one or more full days for personal reasons, other than sickness or disability.  Further, an employer cannot make deductions from pay for absences occasioned by jury duty, attendance as a witness or military leave.  However, the employer can offset any amounts received by the employee as jury fees, witness fees or military pay.

2. Deductions from pay may also be made for infractions of safety rules of major significance.

3. Salary deductions may also be made for instances where an employee has been suspended for infractions of workplace conduct rules.  

If you have any questions, please see your supervisor.

CHILD SUPPORT

It is now a standard practice for all states to require child supports payments to be made by payroll withholding.  We are required by state and federal regulations to comply with all child support orders, regardless of the issuing state.  Employers are obligated to withhold income in accordance with the laws of the state where the non-custodial parent is employed. 

North Carolina state law limits child support withholding to 40% of an employee’s disposable income* if only one order is in effect.  The withholding limit is 50% if more than one order is in effect.  As verified with the North Carolina Child Support Enforcement Agency, any and all income is subject to child support withholding.  This includes draws and commissions, as well as hourly wages or salaries.  

Our payroll department will comply with state and federal regulations for all child support withholding orders.  Draws will be garnished on a weekly basis, same as any other pay methods

*Disposable income is the amount of income that remains after deductions for federal, state and local taxes, Social Security, and involuntary retirement contributions.

PAY RAISES

Depending upon your performance and our company’s profitability, adjustments in your pay may be made when there has been an improvement in or sustainment of an already good performance during the review period.

OVERTIME

There will be times when you will need to work overtime so that we may successfully meet the needs of our customers.  Non-exempt employees must have all overtime approved in advance by their supervisor.
Non-exempt employees will be paid at a rate of time and one-half their regular hourly rate for hours worked over 40 in a week.

Only actual hours worked count toward computing weekly overtime.

COMMISSIONS

If your pay plan is set up for you to receive a commission check, your commission schedule will be included on your pay plan.  In the event you voluntarily resign during a month with no prior notice, all unpaid commissions for the month will be forfeited.
TIME AWAY FROM WORK AND OTHER BENEFITS

EMPLOYEE BENEFITS

Our company has developed a comprehensive set of employee benefit programs to supplement our employee’s regular wages.  Our benefits represent a hidden value of additional income to our employees.

This employee handbook describes the current benefit plans maintained by the company.  Refer to the actual plan documents and summary plan descriptions if you have specific questions regarding the benefit plan.  Those documents are controlling.

The company reserves the right to modify its benefits at any time.  We will keep you informed of any changes.

Rogers Automotive Group will contribute $110 towards the cost of your employee Health/Medical Insurance benefits.  Only full time employees that have been employed for longer than the 90-day probationary period that elect benefit coverage through the company are eligible for this benefit.  This does not apply to employees who have not completed the 90-day probationary period, who do not elect benefit coverage, or who elect to keep benefit coverage if their employment with Rogers Automotive Group ceases.

Retirement/Simple IRA Plan is available through Rogers Automotive Group.  The employee must be employed 1 year before they are eligible for this benefit.  Employee can contribute a percentage of their wages and the company will match up to 3%.  Complete details will be given at the one-year anniversary.

HOLIDAYS

Automotive:  Our Company normally observes four holidays during the year.  They are:


Fourth of July


Thanksgiving Day


Christmas Day


New Years Day
Full-time employees are eligible for paid holidays after completing their introductory period.  These Holidays are subject to change yearly.  Paid Holidays are not necessarily closed for business.

Exempt employees will receive holiday pay in compliance with state and federal wage and hour laws.

Eligible employees are paid for the holiday only if the holiday falls on their regularly scheduled workday.

Non-exempt employees must work their scheduled workday before and after the holiday in order to be paid for the holiday, unless they are absent with prior permission in writing from their supervisor.

VACATION

Full-time and part-time, regular employees are eligible for paid vacation time.

Vacation is calculated according to your anniversary date at one year and calendar year thereafter.
After one full year, and each year thereafter, you receive one week (five days) of paid vacation.  After five (5) full years, the employee will be eligible two weeks (10 days) of paid vacation.

Submit vacation requests in writing at least 30 days in advance to your supervisor.  When possible, vacation periods are granted, taking into account operating requirements.  Length of employment may determine priority in scheduling vacation times.  Vacation time cannot be carried over to the following year.  Vacation pay may be granted in lieu of taking the actual time off.  Employees may not use vacation time during major marketing weeks (verify with your supervisor).  Upon termination, eligible employees are not paid for any earned but unused vacation.

Personal Days:  After one full year of employment, said employee will receive five (5) personal days per year.  These days are not to be carried over to use the following year.

Vacation pay/time may not be carried into the following calendar year or cashed in. 
JURY DUTY

Full-time employees summoned for jury duty are paid the difference between their normal rate of pay and thejury duty pay for up to one week.  Thereafter, full-time employees summoned for jury duty are granted an unpaid leave in order to serve.

All other employees summoned for jury duty are granted an unpaid leave in order to serve.

Exempt employees may be provided time off with pay when necessary to comply with state and federal wage and hour laws.

Make arrangements with your supervisor as soon as you receive your summons.

We expect you to return to your job if you are excused from jury duty during your regular work hours.

BEREAVEMENT

Full-time and part-time, regular employees, who have completed their introductory period, are eligible for three paid days for the death of an immediate family member.  Members of the immediate family include spouses, parents, brothers, sisters, children, grandchildren, grandparents, and parents-in-law.

Full-time and part-time, regular employees, who have completed their introductory period, are eligible for two paid days to attend the funeral of aunts, uncles, nieces and nephews.

Part-time regular employees are eligible for bereavement pay in proportion to the number of hours they normally are scheduled to work.

Requests for bereavement leave should be made to your immediate supervisor as soon as possible.  Our company reserves the right to request written verification of an employee’s familial relationship to the deceased and his or her attendance at the funeral service as a condition of the bereavement pay.

DISABILITY LEAVE

Full-time and part-time, regular employees are eligible for an unpaid disability leave after completing their introductory period.  Disability leave due to non-occupation illness, injury or pregnancy-related disability is not to exceed eight weeks.

The granting of this leave prior to the completion of the eligibility period and/or beyond the maximum period as stated above may be required as a reasonable accommodation to an employee in accordance with the Americans with Disabilities Act.
Provide written notice of disability, including a doctor’s certificate stating the nature of the disability and the expected date of return to work.

When you are able to return to work, give us at least one week’s advance written notice.  Include a doctor’s certificate stating that you are medically able to return to your normal duties.

We will return you to the same or similar position you held prior to the disability leave, subject to our staffing and business requirements.  Your continued absence from work beyond your disability, as determined by your physician, will be deemed a voluntary termination of your employment.

This leave may run concurrently with any applicable state leave.

FAMILY AND MEDICAL LEAVE ACT (FMLA)

FMLA entitles eligible employees up to 12 weeks of unpaid, job-protected leave in a 12-month period for specified family and medical reasons.  To be eligible, employees must have worked for the employer for a total of 12 months, and at least 1,250 hours.

LEAVE ENTITLEMENT

Leave states that up to 12 work weeks of unpaid leave during any 12-month period can be taken for:

· For the birth and care of the newborn child of the employee;

· For the placement with the employee of a son or daughter for adoption or foster care;

· To care for an immediate family member (spouse, child, or parent) with a serious health condition;

Or

· To take medical leave when the employee is unable to work because of a serious heath condition.

Spouses employed by the same employer are jointly entitled to a combined total of 12 work weeks of family leave in the event that the leave is taken for birth and care of a newborn child, placement with the employee of a child for adoption or foster care, or to care for the parent of the employee.
MAINTENANCE OF HEALTH BENEFITS

Arrangements will need to be made for employees to pay their share of health insurance premiums while on leave.
NOTICE AND CERTIFICATION

Employees seeking to use FMLA leave are required to provide 30-day advance notice of the need to take FMLA leave when the need is foreseeable and such notice is practicable.  Employees are to also provide:

· Medical certification supporting the need for leave

· Possible second or third medical opinions

· Periodic reports during FMLA leave

WORKER’S COMPENSATION

On the job injuries are covered by our Workers’ Compensation Insurance Policy.  This insurance is provided at no cost to you.  If you are injured on the job, no matter how slightly, report the incident immediately to your supervisor or the Vice President.  Consistent with applicable state law, failure to report an injury within a reasonable period of time could jeopardize your claim.  We ask for you assistance in alerting management to any condition which could lead or contribute to an employee accident.  Additionally, the company will attempt to provide a reasonable accommodation which is feasible, medically necessary and does not impose an undue hardship on the company as prescribed by an applicable federal, state or local law.

Our company will abide by all requirements set forth by the State’s Worker’s Compensation law and any other applicable laws or regulations.  We will not take any adverse action against an employee in retaliation for filing a Worker’s Compensation claim.

The amount of the benefits payable to you and the duration of payment depend upon the nature of your injury or illness.  You will be taken to a nearby urgent care center or hospital if you cannot be treated adequately on the company premises.

SOCIAL SECURITY

During your employment, you and the company both contribute funds to the Federal government to support the Social Security Program.  This program is intended to provide you with retirement benefit payments and medical coverage once you reach retirement ago.

BONUS PLAN

Employees may receive bonuses from time to time.  These are based on individual merit, company’s profitability and any other factor deemed significant by the company.  The Vice-President will determine whether or not bonuses are granted.
COMPANY DISCOUNTS

After 90 days, full-time and part-time, regular employees may purchase merchandise and receive services at a reduced price, after completing three months of employment.  Any purchases made or service received on this discount program must be for your immediate family or your personal use.

Purchases made and services received are to be paid for on a cash or credit card basis only.

Automotive Discount:  Cost + 10% on parts.  No discount on labor.

Motorcycle purchases:  Based on market value – exempt from documentary/




  Administrative fee.  ONLY the GM, Vice President or 




  President can authorize a sale.  Vehicle must be purchased in




  the employee’s name.  If the manufacturer is offering any 




  incentives to the employees it is at the Vice President’s or 




  President’s discretion to offer the regular company discount,




  the manufacturer discount, or both.

Vehicle Purchases: 
  Based on market value: exempt from document fee.  ONLY 




  The GM, Vice President or President can authorize a sale.  

 Vehicle must be purchased in the    employee’s name.  If the  
  Manufacturer is offering any incentives to the employees it is at                           the Vice President’s or President’s discretion to offer the regular company discount, the manufacturer discount, or both.

*Purchases:  Receipt must be signed off by a manager at the time of sale.  No Exceptions!

SAFETY IN THE WORKPLACE

EACH EMPLOYEE’S RESPONSIBILTY

Safety can only be achieved through teamwork at Rogers Automotive Group.  Each employee, supervisor and manager must practice safety awareness by thinking defensively, anticipating unsafe situations and reporting unsafe conditions immediately.

Please observe the following precautions:

1. Notify your supervisor in any emergency situation.  If you are injured or become sick at work, no matter how slightly, you must inform your supervisor.

2. The unauthorized use of alcoholic beverages or illegal substance during the working hours will not be tolerated.  The possession of alcoholic beverages or illegal substances on the company’s property is forbidden.

3. Use, adjust and repair machines and equipment only if you are trained and qualified.

4. Get help when lifting or pushing heavy objects.

5. Understand your job fully and follow instructions.  If you are not sure of the safe procedure, don’t guess….ask your supervisor.

6. Know the locations, contents and use of first aid and fire fighting equipment.

7. Wear personal protective equipments in accordance with the job you are performing.

8. Comply with OSHA standards as written in our safety procedures manual.

A violation of a safety precaution is in itself an unsafe act.  A violation may lead to disciplinary action, up to and including discharge.

WORKPLACE SEARCHES

To protect the property and to ensure the safety of all employees, customers and the company, the company reserves the right to conduct personal searches consistent with state law, and to inspect any packages, parcels, purses, handbags, brief cases, lunch boxes or any other possessions or articles carried to and from the company’s property.  In addition, the company reserves the right to search any employee’s office, desk, files, lockers, equipment, took boxes or any other area or article on our premises.  In this regard, it should be noted that all offices, desks, files, lockers, equipment, etc are the property of the company and are issued for the use of employees only during their employment.  Inspection may be conducted at any time at the discretion of the company.
Persons entering the premises who refuse to cooperate in an inspection conducted pursuant to this policy may not be permitted to enter the premises.  Employees working on or entering or leaving the premises who refuse to cooperate in an inspection, as well as employees who after the inspection are believed to be in possession of a stolen property or illegal drugs, will be subject to disciplinary action, up to and including discharge, if upon investigation they are found to be in violation of the company’s security procedures or any other company rules and regulations.
WORKPLACE VIOLENCE

Violence by an employee or anyone else against an employee, supervisor or member of management will not be tolerated.  The purpose of this policy is to minimize the potential risk of personal injuries to employees at work and to reduce the possibility of damage of company property in the event someone, for whatever reason, may be unhappy with a company decision or action by an employee or member of management.

If you receive or overhear any threatening communications from an employee or outside third party, report it to your supervisor at once.  Do not engage in either physical or verbal confrontation with a potentially violent individual.  If you encounter an individual who is threatening immediate harm to an employee or visitor to our premises, contact an emergency agency (such as 911) immediately.

All reports or work-related threats will be kept confidential to the extent possible, investigated and documented.  Employees are encouraged to report and participate in an investigation of any suspected or actual cases of workplace violence.  Your failure to report or fully cooperate in the company’s investigation could result in discipline.

Violations of this policy will not be permitted and may result in disciplinary action, up to and including discharge.

GOOD HOUSEKEEPING

Good work habits and a neat place to work are essential for job safety and efficiency.  You are expected to keep your place of work organized and materials in good order at all times.  Report anything that needs repair or replacement to your supervisor.

Please remember to keep personal items to a minimum.

TOBACCO IN THE WORKPLACE

Our company is committed to providing a safe and healthy environment for employees and visitors.  To accomplish this, tobacco use is allowed only in designated areas.  This includes smokeless tobacco as well.
CONCEALED WEAPONS

Unauthorized possession, use or sale of weapons, firearms, or explosive on work premises is forbidden.  Violations of this policy may result in disciplinary action.

RECEIPT OF EMPLOYEE HANDBOOK AND POLICY AND PROCEDURE MANUAL
I have this day received a copy of the Rogers Automotive Group Employee Handbook and Policy and Procedure Manual, and I understand that I am responsible for reading the personnel policies and practices described within.  I understand that this handbook and policy manual replace any and all prior handbooks, policies and practices of the company.

I agree to abide by the policies and procedures contained therein.  I understand that the policies used and benefits contained in these documents may be added to, deleted or changed by the company at any time. Violation of company policy may result in disciplinary action, up to and including termination.  I understand that neither this manual nor any other written or verbal communication by a management representative is intended to, in any way, create a contract of employment for any specified period of time.  I also understand that the company abides by employment-at-will, which permits the company or the employee to terminate the employment relationship at any time, for any reason, with or without notice.  The company will not modify their policy of employment-at-will in any case.

If I have questions regarding this content or interpretation of this handbook or policies and procedure manual, I will bring them to the attention of my supervisor.

NAME_______________________________________________________________

DATE________________________________________________________________

EMPLOYEE SIGNATURE_____________________________________________
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