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Mission Statement 
 
 
JLC’s purpose is to provide expert environmental information and solutions to 
our clients.  We utilize innovation, user friendly and accurate reports, 
responsiveness and customer service to build strong relationships while 
serving our client’s needs and helping to make the environment safer.   
 
 
 
JLC Core Values 
 

 Honesty/integrity 
 Consistency 
 Teamwork 
 Professionalism 
 Trust 
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Dear Employee: 
 
Welcome to JLC! It brings me great pleasure to have you working as part of JLC’s family.  
All of us are very proud of the work that we do here at JLC.  Our growth is proof that we 
are all devoted members of a superb team. 
 
As a new employee, you no doubt will have may questions about your benefits and our 
policies and procedures.  You will want to know what we expect from you and what you 
can expect from us.  This handbook will help answer many of those questions and will 
serve as a valuable reference for information throughout your employment. 
 
A handbook, however, cannot anticipate all of your questions. So I urge you to bring any 
unanswered questions to the Office Manager.  Our policies are regularly reviewed and 
revised and we will keep you posted of any changes. 
 
The information contained in this handbook serves only as a guide to JLC’s general 
policies and procedures.  No provision of this handbook is to be construed as an express 
or implied contract of employment, a promise of employment for any specified time, or 
guarantee of benefits or working conditions between any employee and JLC.  Although we 
hope that your employment relationship with us will be long-term, either you or JLC may 
terminate this relationship at any time, for any reason, without cause or notice. 
 
I am happy you decided to join us and look forward to long and satisfying relationship 
together.  I am very excited about our future prospects.  We have accomplished a 
tremendous amount to date and the future beckons with continued success in store. 
 
Please acknowledge receipt of the JLC Environmental Consultants, Inc. handbook by 
signing the Employee Acknowledgement attached to the end of this handbook. 
 
 
Sincerely, 
 
 
 
Jennifer L. Carey 
President/CEO
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I. INTRODUCTION 
 
I-1 About This Handbook 
 
The handbook was prepared to present in summary form JLC’s compensation and 
benefits program and to acquaint you with many of the Company’s personnel and 
office policies, practices and procedures.  It will also state a few of the simple but 
fundamental rules which exist to guide your conduct her.  JLC does not intend to 
create by way of this handbook any contractual obligations – express or implied – 
on the part of the Company.  Either you or JLC may terminate the employment 
relationship at any time, with or without cause or notice.  This is known as 
employment “at-will” and cannot be changed except by subsequent written 
agreement signed by the President of JLC. 
 
Some employees at JLC have a specific written contract concerning the duration of 
their employment.   To the extent these contracts are inconsistent with any of the 
handbook provisions, the employment contract will be controlling. 
 
The Company reserves its right to interpret, apply, revise or revoke all or part of the 
material in this handbook at any time, with or without notice, and any such action 
will apply to current as well as future employees, unless otherwise specifically 
indicated. 
 
Should the handbook leave you with any unanswered questions, we encourage you 
to raise them with the Office Manager, who will see to it that you are provided timely 
answers. 
 
I-2 About This Company 
 
JLC Environmental Consultants was founded in August of 1987.  When hiring the 
first employees, JLC management realized they must maintain flexibility to meet the 
business demands of its clients.  Consideration is also given to the feedback, 
creative ideas and suggestions of our employees and clients.  Based on this input, 
JLC’s top managers will be able to focus on the most important facets of running a 
high quality organization. 
 
Though JLC maintained a small yet efficient staff in the first few years of its growth, 
it has expanded the staff size to maximize its available opportunities. We hope this 
internal growth will, in turn, increase JLC’s overall fiscal value. 
 
JLC looks forward to satisfying the professional and intellectual needs of its 
employees while remaining profitable.  Teamwork brought JLC to this point, 
continued cooperation, motivation and devotion to the Company and fulfilling it’s 
mission will ensure JLC a place among other great organizations. 
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I-3 General Expectations 
 
At JLC, we strive to maintain a mutually beneficial employment relationship.  JLC 
contributes, you contribute and, working cooperatively as a team, everyone 
benefits.  JLC expects its employees to conduct themselves in a responsible, 
professional manner to insure a productive, safe, pleasant and efficient working 
environment.  As a JLC employee you are expected to: 
 
 Perform your duties in a competent, efficient and professional manner; 
 Apply yourself to the best of your ability; 
 Be honest, courteous, cooperative and maintain a positive attitude; and 
 Seek out responsibility and leadership through personal action and example. 
 
 

II. GENERAL PERSONNEL PRACTICES AND PROCEDURES 
 
II-1 Introductory Period 
 
The first three (3) months of employment are considered an Introductory Period, 
giving new employees the opportunity to demonstrate their ability to achieve a 
satisfactory level of performance and to determine whether the position meets their 
expectations.  It allows JLC the opportunity to evaluate employee capabilities, work 
habits and overall performance.  During this period, new employees receive no 
benefits other than those required by law.  The period may be extended if the 
Company determines it needs additional time to evaluate any employee’s 
performance. 
 

 II-2 Employee Status 
 
Regular Full-Time Employees 
  
Regular full-time employees are those employed to work a full schedule on a 
regular basis.  All regular full-time employees are eligible for benefits after 
completing three (3) months of full-time employment.  Eligibility for medical 
insurance benefits and participation in the company 401(k) plan, however, 
commences after completing six (6) months of employment. 
 
Regular Part-time Employees 
 
Regular part-time employees are those employed to work less than thirty (30) hours 
per week on a regular basis.  No benefits will be paid to regular part-time 
employees. 
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Casual Employees 
 
Persons employed solely for a specified period or for a special project, or on any 
basis other than regular full or part time, are casual employees.  Casual employees 
may work any number of hours in accordance with their understanding with the 
Company.  No benefits will be paid to casual employees. 
 

 II-3 I-9 Requirements 
 
Under federal immigration law, each employee hired after November 6, 1986 must 
provide documentation and complete and “I-9” form demonstrating that he/she is 
authorized to work in the United States.  Failure to provide such documentation in a 
timely manner will require discharge of the employee. 
 
Should an employee hired after November 6, 1986 subsequently become 
unauthorized to work, the law requires that he/she be discharged pending receipt of 
additional documentation demonstrating an extension of the authorization to work in 
the United States. 
 
Employees with questions concerning documentation or completing the I-9 form are 
encouraged to contact the Office Manager.  Employees may raise questions or 
complaints without fear of reprisal. 
 

 II-4 Work Hours 
 
JLC’s office hours are from 8:30 a.m. to 5:30 p.m.  Regular full-time employees 
normally work eight (8) hours each day, plus a 30-minute unpaid period for lunch. 
 
The hours employees are actually scheduled to work, however, will depend on the 
nature of their job requirements.  Meeting the Company’s objectives may require 
overtime work from time to time, as more fully described in Section II-6 of this 
handbook.  Regular work hours may be changed periodically to better meet the 
needs of our customers or to work ore efficiently as a team. 
 
Time records for office employees are maintained by a time clock punch in 
procedure.  Time cards are punched and records actual time of each employee’s 
arrival and departure.  Employees are responsible for ensuring they punch in and 
out upon arrival and departure from the office. 
 
Field employees are required to record the actual time spent working at each job 
site.  They are responsible for submitting field sheets to their Project Manager on a 
daily basis for billing and review. 
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II-5 Lunch Periods 
 
All employees who work a six hour shift in a day are required to take a thirty (30) 
minute lunch period in accordance with New York State law.  This lunch period is 
unpaid.  In order to ensure adequate coverage, Department Heads may assign and 
stagger lunch periods.  Employees are expected to be back on time.  If additional 
time is needed during your lunch period for any reason it should be cleared with 
your Department Head. 
 
II-6 Overtime 
 
JLC’s policy is to keep additional work requirements and overtime to a minimum 
where practical, but full cooperation of all employees is expected and required when 
additional work or overtime is necessary. 
 
Overtime compensation is paid to all nonexempt employees in accordance with the 
law.  Overtime pay is based on actual hours worked; time off on sick leave, vacation 
or any other leave of absence will not be considered hours worked for purposes of 
overtime calculation. 
 
All overtime must be approved in advance by your Department Head. 
 
II-7 Absences, Punctuality And Call-In Procedure 
 
JLC maintains a high standard of quality and service.  Regular attendance and 
punctuality are vital to this goal.  Lateness or absence interferes with the daily 
running of our business and places an extra workload on your fellow employees.  All 
employees are expected to report for work at their scheduled starting times each 
workday unless ill, absent with prior approval or otherwise unavoidably absent.  
Please make every effort to schedule personal business, medical, dental or other 
appointments so they do not conflict with your work schedule.  If you know in 
advance that you will be out of the office for any reason, you must inform your 
Department Head so that adequate coverage can be arranged. 
 
Unsatisfactory Attendance 
 
Employees with excessive absences are subject to disciplinary action.  Excessive 
absence may lead to an unsatisfactory performance evaluation, and standing alone, 
may be the basis for dismissal. 
 
Should you be absent from work for two (2) or more consecutive work days, you 
may be required to provide a physician’s certificate and/or other documentation or 
information requested by the Company with regard to any claimed illness.  If JLC 
requests a second medical opinion, you may be required to be examined by a 
physician selected by JLC at JLC’s expense. 
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Poor Punctuality 
 
Employees who repeatedly report to work late are subject to disciplinary action.  In 
certain instances, lateness is unavoidable.  Employees should attempt to anticipate 
irregularities in the public transportation system and allow sufficient time in order to 
arrive to work punctually.  Excessive lateness may lead to an unsatisfactory 
performance evaluation, and, standing alone, may be the basis for dismissal. 
 
Call-In Procedure 
 
If you expect to be absent or delayed, you must notify your Department Head or the 
Office Manager by telephone within the first half-hour of your normal starting time 
and advise him or her of the reasons for he lateness or absence, the expected time 
or arrival or day of return to work and any incomplete or urgent work that needs to 
be performed in your absence.   In exceptional circumstances as where a telephone 
is not immediately available, the time to call in may be extended up to two hours of 
your normal starting time.  If your Department head or the Office Manager is not 
available, you must leave a telephone number where you may be reached and they 
will return the call as soon as possible.  You may also discuss with your department 
head alternative methods of contact (i.e. text messages and email) but these will 
only be acceptable if approved by your department head. 
 
When an employee is absent due to illness or injury, JLC expects the employee to 
call in each day. 
 
Communicating an absence to a co-worker other than your Department Head or 
office Manager will not be considered adequate notice.  Failure to call in daily may 
result in disciplinary action, up to and including discharge.  If you are absent for 
three (3) or more days without contacting your Department Head or the Office 
Manager, you may be considered as having abandoned your employment, unless 
you have a compelling reason for failing to call. 
 
II-8 Performance Evaluations 
 
The Company recognizes good performance and provides appropriate suggestions 
for improvement when necessary.  Performance is evaluated on an ongoing basis, 
and you will generally receive a written performance evaluation twice a year by your 
Department Head. Department Heads will be evaluated by a JLC Officer.  Your 
Department Head will meet with you to discuss the evaluation and give you the 
opportunity to comment on it in writing.  In addition to the regular performance 
evaluations, supplemental written performance evaluations may be conducted at 
any time. 
 
All performance reviews are based on several factors, including, but not limited to, 
overall performance of job responsibilities, conduct, adherence to Company rules 
and standards, and attendance and punctuality. 
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II-9 Employment Reference Checks And Verification 
 
To ensure that individuals who join JLC are well qualified and have a strong 
potential to be productive and successful, it is JLC’s policy to check the employment 
references of all applicants.  The making of false statements on job application or in 
connection with the hiring process is grounds for termination. 
 
Where reference requests are made concerning former employees of JLC, the 
Office Manager will respond to such inquiries by confirming only names, dates of 
employment and positions(s) held. 
 
II-10 Safety And Accidents 
 
The safety of all employees at JLC is extremely important.  All employees should 
take an active role in looking out for everyone’s personal safety.  The Company 
maintains a first aid kit located in the laboratory. 
 
If an accident does occur while at work, you are required to promptly notify your 
Department Head and Office Manager and assist in completing an Accident/Illness 
Report (C-2).  Any employee who is injured and or/loses time from work because of 
a job-related injury or illness will be compensated in accordance with the Workers’ 
Compensation Law (III-16). 
 
II-11 No Solicitation 
 
Employees may not solicit on the premises for any purpose during working time and 
the posting of unauthorized notices not related to JLC activities anywhere on the 
premises is prohibited.  Employees may not distribute literature for any purposes 
unrelated to JLC during working time or at any time in working areas. 
 
“Working time” means when the soliciting employee or the employee being solicited 
is not on lunch or on an authorized break.  “Working areas” means any area of the 
premises other than restrooms and other areas where no work is conducted. 
 
II-12 Personal Appearance 
 
All employees represent JLC and, therefore, are expected to exercise good 
judgment in dress and appearance.  This helps to create a businesslike atmosphere 
and reflect a good image of both you and JLC.  A neat appearance and personal 
hygiene are required regardless of whether you work at the office or in field. 
 
Field Attire 
 
Casual attire is permitted in the field.  Sneakers, open-toed footwear, shorts, tee-
shirts and tank tops are prohibited.  JLC colored “polo” shirts are the recommended 
attire for field work.  More formal attire may be requested on a per event basis to 
accommodate client meetings or other events.  If your job requires you to wear a 
respirator, beards are prohibited. 
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Office Attire 
 
Due to its setting, office attire is necessarily more formal than field attire.  Therefore, 
business-suits, shirt and tie, dresses, pants suits and appropriate shoes are 
expected.  Sweatpants and shorts are strictly prohibited.  Men must be clean-
shaven or have a neatly trimmed beard or mustache.   
 
II-13 Business-Like Conduct 
 
You should conduct yourself in a business-like manner during working hours.  
Please refrain from using loud or abusive language or language that could be 
considered loud or abusive or from using any physical or verbal abuse around other 
employees, visitors and clients.  Violation of this policy may result in discipline, up to 
and including discharge. 
 
II-14 Gifts and Gratuities and Entertainment 
 
Employees may not accept a gift or gratuity in excess of $20 in value from a client, 
supplier or vendor representative or give gifts to clients, suppliers or vendors in 
excess of $20 without advance approval from approval from a JLC Officer. 
 
II-15 Business Expenses 
 
Business expenses should be kept to a minimum.  All bonuses and other 
compensation are based on the profitability of the Company.  Lavish business 
expenses, therefore, work against all employees. 
 
To be reimbursed for an authorized business expense, you must list expenses on 
your timesheet, attach all receipts, and submit it to the Department head.  On the 
form, you must list the date and the client(s) and/or consultant(s) in attendance.  
Expense checks will be distributed every two weeks corresponding with payroll.   
 
If you use your own vehicle for Company business, JLC will pay $.40 per mile and 
any associated tolls.  If you use a Company-owned vehicle, you will be reimbursed 
for the gas purchased and tolls.  You must attach all receipts and note the number 
of miles traveled while conducting JLC-related business on your time and expense 
sheet. 
 
If you are unsure whether a purchase or other expense qualifies as a business 
expense, you should check with the Finance Department before spending the 
money.  
 
II-16  Housekeeping 
 
Each employee is responsible for the neatness and good order of his/her work area.  
All personal should cooperate in maintaining the entire workplace in the best 
possible manner.   
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II-17 Personal Use of Office Equipment, Telephone, Computers and Supplies 
 
Proper care and use of office equipment will ensure its efficient operation. 
 
JLC’s supplies, copy equipment, computers, delivery services, postage meter, pens 
and stationery supplies are for company business only and should never be used 
for personal reasons. 
 
Incoming and outgoing personal phone calls and emails during working hours 
should be confined to those, which are absolutely necessary and should be kept to 
a minimum.   
 
Excessive personal use of the phone and computers and/or receipt of personal 
phone calls, emails and instant messages during working hours is strictly forbidden 
and is subject to disciplinary action, up to and including discharge. 
 
All personal long-distance toll calls, whether made during working or non-working 
hours, must be charged to your home phone or credit card.  If, in an emergency, 
you are unable to personally charge a toll call, you must report the call to the Office 
Manager as soon as possible.  Failure to report personal toll calls will result in 
disciplinary action. 
 
E-mail, Voice Mail and Facsimiles 

 
There should be no expectations of privacy in the creation or use of the e-mail, 
voice mail or facsimile systems.  Since these systems are JLC’s property and are to 
be used for JLC’s purposes only, JLC reserves the right to monitor, print out and 
save electronically the messages and attachments utilizing these systems in order 
to assure its property is being used for appropriate business purposes only. 
 
Voicemail and email are provided to employees for business purposes only.  
Nothing should be sent via email or placed on the voicemail system without a 
business purpose. 
 
As all of JLC’s and our client’s information is confidential, no information should be 
disseminated via e-mail , voicemail, or fax to parties inside or outside the firm who 
do not have a legitimate business reason to know the information. 
 
While JLC will retain information in accordance with various legal and compliance 
requirements for these systems, space constraints may require deletion of e-mail, e-
mail attachments and voice mail from your system.   
 
You should regularly review your e-mail and voice mail.  You have the responsibility 
to save any important and relevant and to delete extraneous material on a regular 
basis.  It is your responsibility to review and delete irrelevant messages on a regular 
basis. 
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JLC will take corrective action up to and including termination, if it discovers that 
fax, voice, or email systems are being misused or are being for a non business 
purpose. 
 
 
II-18 Smoking 
 
Smoking is prohibited in all areas of JLC’s office.  Employees smoking in violation of 
this policy may be subject to a fine by governmental authorities in addition to 
disciplinary action by the Company. 
 
II-19 Change in Status 
 
It is extremely important to keep your personnel records current by notifying the 
Office Manager, preferably in writing, of any changes in status, such as change in 
name, address, telephone number, marital status or number of dependents. 
 
II-20 Employee Suggestions 
 
There is always room for improvement.  We know from experience that one of the 
best sources of ideas for improvement is our employees. 
 
If you have any suggestions as to how to improve our operation, save time, cut 
waste or make a job more pleasant and more satisfying, bring them to the attention 
of your Department Head or any manager or Officer. 
 
II-21 Equal Employment Opportunity (“EEO”) Policy 
 
JLC affords equal opportunity in employment to all qualified employees and 
qualified applicants for employment on a non-segregated basis and without regard 
to race, color, religion, sex national origin, citizenship, alienage, age marital status, 
sexual orientation, disability or veteran status. 
 
The Company will make reasonable accommodations for qualified individuals with 
known disabilities unless doing so would result in an undue hardship. 
 
This policy governs all personnel related actions including, but not limited to, those 
relating to recruitment, selection, training, compensation, benefits, promotion, 
transfer, discipline, termination, Company sponsored social and recreational 
activities and the use of Company facilities. 
 
JLC expects the full support of each employee in the maintenance of a 
discrimination free workplace.  Any employee with questions or concerns about any 
type of discrimination in the workplace is encouraged to bring these issues to the 
attention of any Department Head or the Office Manager.  Employees can raise 
concerns and make reports without fear of reprisal or retaliation. 
 
Anyone found to be engaging of any type of unlawful discrimination or retaliation will 
be subject to disciplinary action, up to and including termination of employment. 
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II-22 Sexual Harassment  
 
Policy 
 
JLC prohibits sexual harassment of its employees, applicants for employment and 
visitors and is committed to enforcing this policy at all levels with the Company. 
 
Sexual harassment is unlawful and has no legitimate business purpose.  It exposes 
the Company and offending individuals to significant liability under the law.  
Whether verbal, physical or environmental, it is unacceptable and will not be 
tolerated, whether committed by a manager, supervisor, client, vendor, co-
employee, contractor or visitor. 
 
Prohibited Conduct 
 
Our employees are entitled to work in a workplace free from sexual harassment.  As 
defined by the United States Equal Employment Opportunity Commission, sexual 
harassment includes: 
 
Unwelcome sexual advances, request for sexual favors and other verbal or physical 
conduct of a sexual nature, when: 
 
i. submission to such conduct is made, explicitly or implicitly, a term or 

condition of employment; 
 
ii. submission to or rejection of such conduct is used as a basis for  

employment decisions; or 
 

iii. such conduct has the purpose or effecting of unreasonably interfering with an 
individual’s work performance or creating an intimidating, hostile or offensive 
working environment. 

 
Sexual harassment may take various forms:  women may be harassed by men and 
vice versa; both men and women may be harassed by members of the same sex, or 
because of their sexual orientation. 
 
Depending on the circumstances, sexual harassment may include, but is not limited 
to, unwelcome conduct involving: 
 
i. physical or attempted assaults of a sexual nature, such as rape, sexual 

battery or molestation; 
 

ii. intentional physical conduct which is sexual in nature, such as  
touching, pinching, patting, grabbing, brushing against or poking 
another employee’s body; 
 

iii. sexual flirtations, advances or propositions; 
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iv. verbal abuse of a sexual nature; 
 

v. sexually degrading comments about an individual or individual’s body; the 
display or circulation of sexually suggestive objects or pictures. 

 
Experience has shown that not everyone who engages in sexual harassment is 
aware the conduct is offensive.  The Company suggests that any employee who is 
subjected to sexual harassment make it clear to the person committing the 
harassment that the conduct is unwelcome. 
 
Complaint Procedure for Harassment   
 
Any employee who has been subject to sexual harassment may file a complaint 
under this policy with any Department Head or the Office Manager. 
 
Department Heads must report all complaints of sexual harassment to the Office 
Manager.  All complaints will be treated with sensitivity.  They will be promptly 
investigated and any supervisor or employee who is found to have engaged in 
sexual harassment will be subject to discipline, up to and including dismissal.  All 
complaints will be kept confidential to the extent possible, but confidentiality cannot 
be guaranteed. The complainant will be informed of the outcome of the 
investigation, including the nature of any disciplinary action taken.   
 
Employees who make complaints and supply information and statements to the 
Company that are knowingly false may be subject to disciplinary action, up to and 
including dismissal. 
  
No Retaliation 
 
Retaliation against employees for making a complaint or for cooperating in any 
investigation of alleged sexual harassment is strictly forbidden. 
 
II-23 Employee Harassment (Other Than Sexual) 
 
Policy 
 
JLC prohibits harassment of its employees and applicants for employment and 
visitors on the basis of race, color, gender, national origin, age or disability and is 
committed to enforcing this policy at all levels within the Company. 
 
Harassment on the basis of race, color gender national origin, age or disability is 
unlawful.  It exposes the Company and offending individuals to significant liability 
under the law.  It is unacceptable and will not be tolerated, whether committed by a 
manager, supervisor, client, vendor, co-employee, contractor or visitor. 
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Prohibited Conduct 
 
Our employees are entitled to work in a workplace free from harassment on the 
basis of race, color, gender, national origin, age or disability, or that of the 
individual’s relatives, friends or associates, and that: 
 
a) has the purpose of effect of creating an intimidating, hostile or offensive 
 working environment; 
 
b) has the purpose or effect of unreasonably interfering with an individual’s 
 work performance; or 
 
c) otherwise adversely affects an individual’s employment opportunities.  

Depending on the circumstances, examples of harassing conduct may 
include, but are not limited to: epithets, slurs, negative stereotyping, or 
threatening intimidating or hostile acts that relate to race, color, gender 
national origin, age or disability; the display or circulation of written or graphic 
material that degrades or shows hostility toward an individual or group 
because of race, color,  gender, national origin, age or disability. 

 
d) Experience has shown that not everyone who engages in harassment is 

aware the conduct is offensive.  The Company suggests that any employee 
who is subjected to harassment on the basis of race, color, gender, national 
origin, age or disability make it clear to the person committing the 
harassment that the conduct is unwelcome. 

 
Complaint Procedure 
 
Any employee who has been subject to harassment may file a complaint under this 
policy with any Department Head or the Office Manager. 
 
Department Heads must report all complaints of harassment to the Office Manager.  
All complaints of harassment will be treated with sensitivity.  They will be promptly 
investigated and any supervisor or employee who is found to have engaged in 
harassment will be subject to discipline, up to and including dismissal.  All 
complaints will be kept confidential to the extent possible, but confidentiality cannot 
be guaranteed.  The complainant will be informed of the outcome of the 
investigation, including the nature of any disciplinary action taken.  Employees who 
make complaints and supply information and statements to the Company that are 
knowingly false will be subject to disciplinary action, up to and including dismissal. 
 
No Retaliation 
 
Retaliation against employees for making a complaint or for cooperating in an 
investigation of alleged harassment is strictly forbidden. 
 
II-24 Discipline And Counseling 
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JLC seeks to maintain fair equitable conditions of employment.  If it becomes 
necessary to correct deficiencies in the job performance problem or conduct of 
employees through disciplinary measures, such measures will be constructively and 
fairly applied.  Two of the major factors considered when disciplining employees are 
the nature and seriousness of the offense or deficiency and the employee’s past 
record with the Company. 
 
If a problem develops with an employee’s job performance, a counseling interview 
ordinarily will take place to help correct the problem.  If the problem continues, a 
warning notice will be issued.  Failure to correct a performance problem or to 
maintain sufficient improvement on a consistent basis will result in discipline up to 
and including discharge. No fixed number of warnings is required prior to discharge 
for performance deficiencies, but normally at least one verbal and one written 
warning will be given. 
  
Any violation JLC’s Rules of Conduct, as stated Section II-25, or any other 
misconduct may result in immediate discipline up to and including discharge.  No 
fixed number of warnings is required prior to discharge for performance 
deficiencies, but normally at least on verbal and one written warning will be given. 
 
If a problem develops with an employee’s job performance, a counseling interview 
ordinarily will take place to help correct the problem.  If the problem continues, a 
warning notice will issued.  Failure to correct a performance problem or to maintain 
sufficient improvement on a consistent basis will result in discipline up to and 
including discharge.  No fixed number of warnings is required prior to discharge for 
performance deficiencies, but normally at least one verbal and one written warning 
will be give. 
 
Any violation of JLC’s Rules of Conduct, as stated in Section II-25, or any other 
misconduct may result in immediate disciplinary action -- without prior notice – up to 
and including discharge. 
 
Should you believe you were unfairly disciplined, we encourage you to use our 
Complaint Procedure (II-26). 
 
II-25 Rules of Conduct 
 
To ensure orderly operations and provide the best possible work environment, JLC 
expects employees to follow rules of conduct that will protect the interests and 
safety of all employees and the Company. 
 
It is not possible to list all the types of behavior that are considered unacceptable in 
the workplace.  The following is a partial list of acts of misconduct requiring 
immediate disciplinary action, up to and including termination: 
 
 Theft or unauthorized use, possession or removal of Company records or 

property or the property of any employee, client or visitor. 
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 Falsification of employment records or other Company records, including  
timekeeping records (e.g. timesheets). 

 
 Unauthorized distribution, dispensation, possession or use of intoxicating 

beverages or controlled substances on Company premises, or reporting to 
work or operating Company-owned vehicles or equipment while under their 
influence.   

 
 Fighting or otherwise engaging in disorderly, threatening or intimidating 

conduct in the workplace. 
 
 Insubordination.  Failure or refusal to follow the instructions of a Department 

Head, manager or supervisor, including refusal to accept a job assignment or 
direction, or reasonable overtime, or behaving in a disrespectful manner 
towards a Department Head or in a manner which would undermine his/her 
authority. 

  
 Creating or contributing to unsafe conditions by act or failure to act. 
 
 Possession of a weapon on Company premises or while on Company 

business. 
 
 Unauthorized absence from an employee’s work station during work hours. 
 
 Loitering, loafing or sleeping during scheduled work hours. 
 
 Gambling or possession of gambling devices; company records; or 

disclosure of confidential information to unauthorized persons. 
 
 Illegal conduct of any kind. 
 
 Dishonesty 
 
 Excessive lateness or absenteeism, or failure to call in as required. 
 
 Prohibited solicitation. 
 
 Unauthorized posting of notices on Company premises. 
 
 Refusal to fully cooperate with the Company in any investigation relating to 

the workplace. 
 
 Negligent or deliberate destruction or misuse of property belonging to the 

Company or to any employee, client or visitor. 
 
 Violation of any Company rule, policy or standard. 
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 Inducing or assisting another employee in committing any breach of the 
foregoing rules or regulations. 

 
To the extent permitted by law, certain off-premises or off-job misconduct, under 
appropriate circumstances and where impacting on the workplace or on the 
Company’s business or business reputation also may require immediate disciplinary 
action, up to and including termination. 
 
II-26 Complaint Procedure 
 
Work-related problems, questions and complaints are bound to arise in any place of 
employment.  To resolve them quickly and fairly, JLC has developed a Complaint 
Procedure.  Most problems can be resolved readily enough if we talk them over 
honestly.  The procedure is as follows: 
 
Step I - If you have a problem, notify your Department Head immediately.  Most 
difficulties can be settled promptly at this point. 
 
Step II - If the problem is still not resolved to your satisfaction, you and, if you wish, 
the Office Manager, may go to the President of the Company for final decision, or 
you may forward your grievance, in writing to the Company President.  The Office 
Manager will assist you in putting your grievance in writing if you so desire. 
 
II-27 Resignation or Termination 
 
If you resign, you must give your Department Head at least two (2) weeks advance 
notice, in writing, and include the effective date and reason for resignation.  
Vacation time off is not considered part of the advance notice. 
 
IF YOU DO NOT GIVE AT LEAST TWO (2) WEEKS NOTICE OF RESIGNATION 
YOU WILL NOT BE PAID FOR, AND WILL FORFEIT, ALL ACCRUED 
VACATION TIME. 
 
The Finance Manager will meet with you before you leave to discuss your final pay.  
You must return all keys and any Company property in your control or possession to 
your Department Head before you leave.  If equipment issued to you is missing or 
damaged the value of said equipment will be deducted from your final paycheck.   
 

II. COMPENSATION AND BENEFITS 
 
III-1 Compensation 
 
Salary and Wage Increases 
 
Salary and wages are reviewed annually and increases given on a merit basis, 
where appropriate, based on performance, market conditions and other business 
considerations. 
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Bonuses 
 
JLC seeks to share its profits with those full-time employees who have had 
significant contributions to the success of the Company.  JLC may, in its sole 
discretion, award bonuses to employees based on a percentage of the net revenue 
for the given year. 
 
Payroll Period and Payday 
 
The payroll period is every two (2) weeks.  Payroll checks will be distributed on the 
Friday following the completed payroll period.  All pay periods end on Sunday.  
Timesheets are due in the office by Monday at 5 pm.  If timesheets are not 
submitted on time, your paycheck may be delayed until the following pay period. 
 
 
III-2 Training 
 
JLC provides training to field employees so that these employees may obtain and/or 
maintain licenses required by law.  The Company provides financial assistance to 
employees who are unable to pay the cost of such required training. Employees will 
be paid for time spent training, provided such training is authorized by the 
Company.  
 
If you resign within twelve (12) months of receiving such training, your final salary or 
other compensation will be adjusted in order to recover the cost of the training to the 
extent permitted by law 
 
III-3 Vacations 
 
Full-time employees, who have completed at least three (3) months of service, are 
entitled to annual paid vacations during each calendar year.  Annual vacation leave 
entitlement is determined on the basis of full years of completed service as of the 
previous December 31st. 
 
Full-time employees employed by the Company less than two (2) years as of 
December 31st of the prior year are entitled to a maximum of five (5) days vacation 
during each calendar year, accruing at the rate of 0.4 days per completed calendar 
month of service. 
 
Full-time employees employed by the Company more than two (2) years but less 
than five (5) years as of December 31st of the prior year are entitled to a maximum 
of ten (10) days vacation during each calendar year, accruing at the rate of 0.8 days 
per completed calendar month of service. 
 
Full-time employees employed by the Company more than five (5) years but less 
than ten (10) years as of December 31st of the prior year are entitled to a maximum 
of fifteen (15) days vacation during each calendar year, accruing at the rate of 1.25 
days per completed calendar month of service. 
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Full-time employees by the Company more than ten (10) years as of December 31st 
of the prior year are entitled to a maximum of twenty (20) days vacation during each 
calendar year, accruing as the rate of 1.5 days per completed calendar month of 
service.  
    
A “completed calendar month of service,” within the meaning meeting of this policy, 
shall be any calendar month in which an employee is employed by the Company 
fifteen (15) or more days. 
 
Vacation pay is calculated on the basis of an employee’s base rate of pay, exclusive 
of overtime, premiums or any special forms of compensation. 
 
New Hires 
 
New employees will not begin earning vacation until they have completed three (3) 
months of service.  Thereafter, they shall accrue vacation days retroactive to their 
first day on the job. 
 
Approvals 
 
All requests for vacation time must first be submitted to the Finance Manager to 
ensure that the employee is eligible.  The vacation request must then be approved 
by the employee’s supervisor and the Director of Operations. 
 
Scheduling 
 
To ensure adequate coverage, you must request your vacation, in writing at least 
thirty (30) days in advance and receive the prior approval of you Department Head.  
JLC Officers are the final approving authority for all vacations.  When finalizing 
vacation schedules, the primary considerations are employee preferences, the 
order in which requests are received by your Department Head, job level, length of 
service and business needs. 
 
The Company discourages employees from taking vacation before they have 
actually earned it; however, in appropriate situations and with Company approval, 
vacation days may be advanced, provided the employee executes, or already has 
on file, a salary deduction authorization form. 
 
No Carryover 
 
JLC employees work hard and deserve and need their leisure time.  It has been 
scientifically proven that rest and recovery play and important part of an individuals 
performance.  In order to encourage employees to take their full vacation each year, 
they will not be permitted to carry any vacation over to subsequent years and will 
not be paid for any vacation days unused at the end of the calendar year.  If, 
however, an approved vacation is canceled by JLC due to unusual business 
circumstances, the Company will permit the use of that vacation time the following 
year. 
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Resignation or Termination 
 
The vacation entitlement of employees for the calendar year in which they are 
terminated from employment with the Company will be prorated based on 
completed calendar months of service.  Employees involuntarily terminated will 
have their final salary or other compensation adjusted in order to recover the 
advance. 
 
EMPLOYEES WHO RESIGN FROM EMPLOYMENT WILL ONLY BE PAID FOR 
EARNED BUT UNUSED VACATION DAYS IF THEY PROVIDE TWO (2) WEEKS 
NOTICE OF THEIR RESIGNATION. 
 
Employees will be required to reimburse the Company for all advanced vacation.  
Thus, to the extent permitted by law, employees who have used vacation days in 
excess of their earned entitlement will have their final salary or other compensation 
adjusted in order to recover the advance. 
 
 
III-4 Personal Days 
 
All regular full-time employees are entitled to a maximum of three (3) personal days 
for each calendar year after completing three (3) months service.  Personal days 
may not be used in conjunction with vacation time.   
   
Personal days may be used to attend to important personal business which cannot 
be conducted outside of work hours, or for the observance of religious or other 
holidays. 
 
If an employee wishes to use a personal day, he/she must provide his/her 
Department Head with as much advance notice as is practicable under the 
circumstances.  In the case of religious and/or other holiday observance, or where 
an employee would normally know of the need for personal days well in advance, 
s/he should provide at least one (1) week advance made to accommodate all 
needs, and preference will be given to religious holidays (unless an undue burden is 
created), please be aware that not everyone can take off the same day and 
business needs will take precedence over personal preference.  Personal days may 
be used in increments of full days or half days only. 
 
No Carryover 
 
Employees will not be permitted to carry personal days over to subsequent years 
and will not be paid for unused personal days at the end of the year. 
  
Terminations 
 
Upon termination of employment (voluntarily or involuntarily), employees will not be 
paid for unused personal days. 
 
III-5 Holidays 
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JLC will be closed for business and all employees will be paid, to the extent 
described below, for the following holidays: 
 
  New Year’s Day  (January 1) 
  President’s Day  (3rd Monday of February) 
  Memorial Day  (Last Monday in May) 
  Independence Day  (July 4) 
  Labor Day   (1st Monday in September) 
  Thanksgiving Day  (4th Thursday in November) 
  Day After Thanksgiving (4th Friday in November) 
  Christmas Day   (December 25) 
 
Holiday Day 
 
Holiday pay will be computed on the basis of any employee’s regular hourly rate of 
pay and the number of hours (excluding overtime) the employee regularly would 
have worked that day.  A recognized holiday that falls on a Sunday will be observed 
on the following Monday. 
 
To be eligible for holiday pay, you must work the full scheduled day before the 
holiday and full scheduled day after the holiday.  The only exception to this rule is if 
you are unable to work due to medical reasons and you submit a note from your 
physician to that effect, or if you are otherwise excused by your Department Head.  
You must receive advance authorization from your Department Head to use 
vacation days in lieu of working the scheduled day before or the scheduled day after 
a holiday. 
 
III-6 Sick Leave 
 
JLC recognizes that an occasional illness may keep an employee home from work.  
All regular full-time employees are entitled to a maximum of five (5) paid sick days 
for each calendar year when unable to work due to illness.  New employees are not 
entitled to paid sick days until they have completed three (3) months of service, and 
shall thereafter accrue them on the basis on of one half (1/2) day for each 
completed month of service retroactive to the date employment commenced. 
 
In order to be entitled to payment, employees must call in to their Department Head 
or the Office Manager as required by Company policy (II-7).  A message left with 
the receptionist does not satisfy this notice requirement.  Sick days may only be 
used in connection with a sickness or injury. 
 
Sick days must be used within the calendar year and may not be carried over to 
subsequent years.  Employees will not be paid for any unused sick days. 
 
Should you be absent from work for two (2) or more consecutive work days, you 
may be required to provide a physician’s certificate and/or other documentation or 
information requested by the Company with regard to any claimed illness.  If JLC 
requires a second medical opinion, you may be required to be examined by a 
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physician selected by JLC, at JLC’s expense.  In the event of illness or off-the-job 
injury requiring an absence exceeding eight (8) days, employees may elect, subject 
to the approval of their Department Head and the Finance Director, to use paid 
vacation and personal day in conjunction with New York State Disability Benefits 
(see III-17). 
 
III-7 Jury Duty and Court Appearances 
 
JLC expects employees to fulfill their duties as citizens of their communities.  When 
summoned for jury duty or to attend a proceeding of court or government agency at 
the request of JLC or in response to a subpoena served on them to which neither 
they nor the Company is a party, and in which they have no direct or indirect 
financial interest, employees will receive the difference between their regular pay 
and the compensation they receive from the court for a maximum of four (4) weeks.  
Exempt employees will be treated in accordance with rules governing salaried 
exempt employees under the Fair Labor Standards Act. 
 
Employees must notify their Department Head immediately upon receiving notice to 
report for jury duty so that arrangements can be made to have their duties covered 
until they return to work.  Due to the important role our employees play in the day-
to-day operations of JLC, they may be asked to try to have the jury duty postponed 
and will be provided with a letter for this purpose. 
 
While on jury duty, employees must maintain daily contact with their Department 
Head.  Should they be excused early or for a day from jury duty, they are required 
to contact their Department Head to determine whether they should return to work. 
 
III-8  Military Service 
 
Military service leave must be arranged in advance with an employee’s Department 
Head and all relevant military orders and documentation must be submitted to JLC 
upon request. 
 
Employees engaged in service in the uniformed services will be deemed to be on 
unpaid military service leave of absence.  To the extent mandated by law, upon 
completion of service, they will be restored, if qualified, to the position they would 
have held if employment had not been interrupted, provided they received a 
certificate of satisfactory completion of military service and applied for 
reemployment within the statutorily prescribed period after discharge or separation. 
 
III-9 Bereavement Leave 
 
Regular full-time employees will be granted a paid leave of up to three (3) 
consecutive days for bereavement in the event of the death of an employee’s 
spouse, parent, child, brother or sister, grandparent or any relative who lives in the 
employee’s household, and one (1) day paid bereavement leave in the event of 
death of any other family member.  Bereavement leave must be taken within a 
period of five (5) days beginning immediately after the day of death. 
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New employees are not entitled to bereavement leave until they have completed 
three (3) months of service.  Employees will be paid for one (1) bereavement leave 
per calendar year.  The Company may, at its sole discretion, grant employees 
additional time as an unpaid personal leave, depending upon the circumstances. 
 
III-10 Voting Time 
    
Time off will be given, to the extent required by law, to permit employees to vote in 
City, State and Federal elections.  If you do not have at least four (4) hours to vote 
either prior to reporting to work or between the end of the work day and the time the 
polling places close, you will be permitted up to two (2) hours with pay, either at the 
beginning or end of your shift.  If you require time off to vote, you must notify you 
Department Head at least two (2) business days prior to the day of the election. 
 
III-11 Unpaid Parental Leave 
 
Full-time employees are entitled to sixty (60) days unpaid parental leave for the birth 
or adoption of a son or daughter.  New employees are not entitled to parental leave 
until they have completed three (3) months service.  No vacation, holiday or sick 
days accrue or are earned during parental leaves of absence. 
 
JLC will only hold the employee’s job, or similar job, open for a maximum of sixty 
(60) days.  After this time, JLC will consider the employee for any open position 
available at the termination of the leave for which s/he is qualified. 
 
The Company will continue its group insurance benefit contributions for a maximum 
of sixty (60) days.  The employee will have to continue their contributions during this 
time.  Thereafter, employees who wish to continue group insurance coverage will be 
required to pay the full cost of such coverage. 
 
III-12 Personal Leaves of Absence 
 
In exceptional circumstances and upon written request, JLC at its sole discretion, 
may grant unpaid personal leaves of absence for compelling reasons.  Each 
request for such leave will be considered on case-by-case basis.  No vacations, 
holidays or sick days accrue or are earned during personal leaves of absence.  The 
Company will continue its group insurance benefit contributions for the initial thirty 
(30) days of leave.  Thereafter, employees who wish to continue group insurance 
benefits will be required to pay the full cost of such coverage.  During a personal 
leave of absence, JLC will only hold the employee’s job, or a similar job, open for a 
maximum of sixty (60) days.  After this time, JLC will consider the employee for any 
open position available at the termination of the leave for which s/he is qualified. 
 
III-13 Unpaid Disability Leave 
 
If you are ill or have a disability which extends beyond your accumulated paid sick 
days, you may request a disability leave of absence without pay of up to sixty (60) 
days.  All leave requests must be in writing and are subject to approval by the 
Company in its sole discretion and in accordance with law.  The leave may be 
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extended up to a total of ninety (90) days, provided requests for extensions are 
made in writing and prior to the expiration of the previously authorized leave.  Leave 
requests and requests for extensions of leave must be accompanied by a 
physician’s certificate.  If the validity of the medical certification is doubted, a second 
opinion may be obtained from a physician selected and paid for by the Company. 
 
JLC will only hold an employee’s job, or similar job, open for a maximum of sixty 
(60) days.  After this time, JLC will consider the employee for any open position 
available at the termination of the leave for which s/he is qualified.  Following any 
medical leave of absence, you may be required to bring in a physician’s report 
detailing your ability to resume your job duties. 
 
If you do not return from disability leave when scheduled or with the proper medical 
documentation, it will be assumed that you decided not to return to work and have 
resigned. 
 
New employees are not entitled to disability leave until they have completed three 
(3) months of service.  No vacations, holidays or sick days accrue or are earned 
during disability leaves.  The company will continue its group insurance benefit 
contributions for the initial sixty (60) days of leave.  The employee will have to 
continue their contributions during this time. There after, employees who wish to 
maintain their group insurance coverage will be required to pay the full cost if such 
coverage. 
 

 III-14 Health and Accidental Death Insurance Benefits 
 
JLC offers comprehensive group health insurance to all regular full-time employees 
after completing six (6) months of service.  JLC pays half of the cost of individuals 
employee coverage under the group health plan.  Dependent coverage is also 
available under the group health plan at the employee’s expense.  If you do not sign 
up for coverage after six (6) months of service you cannot be added to our health 
plan until the entire company renews it’s contract.   
 
The specific coverage payable under the group health plan is summarized in 
booklets obtainable from the Finance/Administration Department 
 
 
III-15 Continuation of Group Health Benefits 
 
Under the Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA), 
employees who terminate or retire from JLC have the opportunity to continue health 
coverage under the Company’s insurance plan, at their own expense, as follows: 
 
If you resign or are terminated, or if your work hours are reduced and, as a result, 
you, your spouse or your dependents no longer are eligible to participate in a group 
health insurance plan, you, your spouse and your dependents may have the right to 
continue to participate for up to eighteen (18) months.  If you are determined by the 
Social Security Administration to have been disabled at the time of your resignation, 
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termination or reduction or work hours, the COBRA continuation period may be 
extended up to twenty-nine (29) months. 
 
Your spouse and eligible dependents may also extend coverage, at their expense, 
for up to thirty-six (36) months in our group health insurance plan in the event of 
your death, divorce, legal separation or entitlement to Medicare benefits, or when a 
child ceases to be eligible for coverage as a dependent under the terms of the plan. 
 
Should you, your spouse or your eligible dependents elect to continue as members 
of the plan, you will be charged the applicable premium charged the Company by 
our carrier.  The premium is subject to change if the rates being charged the 
Company increase or decrease.  If this election for continuation coverage is made, 
you have the right to convert this coverage to an individual policy with our insurance 
carrier at the end of the continuation period, in accordance with the terms of the 
policy. 
 
The Office Manager will contact you concerning these options at the time 
termination occurs or your work hours are reduced.  Your medical insurance will 
cease at that time, but may be reinstated, retroactively, should you elect 
continuation coverage within the proper time frame.  Specifically, you will have sixty 
(60) days from the date of termination or notice to you, whichever is later, to elect 
COBRA coverage.  If you decide to elect coverage within that time, your medical 
coverage will be reactivated, to cover the time since your termination or reduction in 
hours, and you will have forty-five (45) days within which to pay the back premium 
charges. 
 
In the event you become divorced or legally separated, or one of your dependents 
ceases to be eligible for coverage under our group health insurance plan, you 
and/or dependents are responsible for contacting the Office Manager to discuss 
your continuation/conversion rights. 
 
Any questions regarding JLC’s COBRA policy should be directed to the Office 
Manager. 
 
III-16 Worker’s Compensation 
 
JLC provides Workers’ Compensation benefits for covered job-related accidents or 
illnesses in accordance with state and local laws.  All such accidents or illnesses 
should promptly be reported to your Department Head and the Office Manager.  
Compensation is allowable for injuries or illnesses that cause disability beyond 
seven (7) calendar days.  Forms for filing claims may be obtained from the Office 
Manager. 
 
III-17 New York State Disability Benefits 
 
This statutory coverage compensates an employee for loss of income resulting from 
an off-the-job injury or illness up to a statutory maximum.  In the event of a covered 
claim, eligibility for disability payment begins on the 8th consecutive day of illness 
and continues in weekly payments for a maximum of 26 weeks in a 52-week period.  
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JLC pays most of the cost of this protection.  An employee’s share is mandated by 
law and deducted from each employee’s paycheck.  Claim forms must be 
completed and can be obtained from the Office Manager. 
 
III-18 Unemployment Insurance 
 
This insurance provides an income to persons who are actively seeking 
employment while they are out of work due to circumstances beyond their control.  
It is available for up to twenty-six (26) weeks during a benefit year and may be 
extended for an additional thirteen (13) weeks.  JLC pays the entire cost of this 
benefit. 
 
III-19 Social Security Benefits 
 
These benefits are provided to JLC employees and are paid for jointly by JLC and 
the employees.  Your portion is deducted from your paycheck as prescribed by law. 
The Social Security Act provides benefits in five areas: lump sum at death, 
survivorship payments, disability and retirement income and Medicare coverage.  
For information concerning the many benefits available under the Social Security 
Act, contact your local Social Security Office. 
 

 III-20 Retirement Plan 
 

JLC offers a company 401(k) plan to all regular full-time employees after completing 
six (6) months of service.  Enrollment dates are on the first of each quarter – 1/1, 
4/1, 7/1 and 10/1. 
 
The specific plan is summarized in booklets obtainable from the Finance/Payroll  
Department. 

 
 



 

 
 
 
 
 

EMPLOYEE ACKNOWLEDGEMENT 
 
 
 
I acknowledge receipt of the JLC Environmental Consultants, Inc.  Employee Handbook.  I 
understand that it is my responsibility to become familiar with the contents of the handbook 
and to abide by the policies and procedures set forth herein. 
 
I also understand that nothing in the handbook is intended to create a contract between 
me and JLC and that neither of us is obligated to continue the employment relationship for 
any specified period of time.  I specifically acknowledge that my employment may be 
terminated by either me or JLC at any time, with or without cause or notice. 
 

 
 
 
Received & Acknowledged By: 
 
 
Printed Name:_______________________________________________________ 
 
 
Signature:__________________________________________________________ 

 
 
Date: ______________________________________________________________ 

 

 

 

 

 

 

 

 
 

 
 


