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Welcome! 

On behalf of myself and your colleagues, welcome to Remedy Group.   

We believe that each employee contributes directly to our growth and 
success, and we hope you will take pride in being a member of our team. 

We hope that your experience here will be challenging, enjoyable, and 
rewarding.  

Sincerely,  

Adam Cummins  

Remedy Group started in 2008, and as we’ve grown our 
philosophy has been to add people that compliment our 
“team” approach to client services.   

Building long- term, trusting relationships with our staff and 
customers is one of our core objectives. Quality at Remedy 
Group is evident by our commitment to growth in areas that 
help us exceed client expectations.   

Integrity, caring about people and a relentless attention to 
detail is the foundation of everything we do.  
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Introduction 

Employment At Will 

Employment with Remedy Group is voluntarily entered into, and the 
employee is free to resign at will at any time with or without cause or 

notice.  Similarly, Remedy Group may terminate the employment 
relationship at will at any time with or without cause or notice, so long as 
there is no violation of applicable federal or state law.  Policies set forth 

in this handbook are not intended to create a contract, nor are they to be 
construed to constitute contractual obligations of any kind or a contract 

of employment between Remedy Group and any of its employees.   

The policies of the handbook have been developed at the discretion of 
management and, with the exception of employment at will, these 

policies and terms and conditions of employment with Remedy Group 
may be modified at the sole discretion of Remedy Group with or without 

cause or notice at any time.  No implied contract concerning any 
employment-related decision or term or condition of employment can be 
established by any other statement, conduct, policy, or practice.  Terms 

and conditions include, but are not limited to, promotion, demotion, 
hiring, compensation, benefits, discipline, layoff, job duties, schedules or 
any other terms and conditions that Remedy Group may determine to be 
necessary for the safe, efficient and economic operation of its business.   

Purpose of the handbook 
This handbook is designed to acquaint you with Remedy Group and provide you with 
information about working conditions, employee benefits, and some of the policies 
affecting your employment. You should read, understand, and comply with all 
provisions of the handbook. It describes many of your responsibilities as an employee 
and outlines the programs developed by Remedy Group to benefit employees. One of 
our objectives is to provide a work environment that is conducive to both personal and 
professional growth. 

No employee handbook can anticipate every circumstance or question about these 
policies. As Remedy Group continues to grow, the need may arise and Remedy Group 
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reserves the right to revise, supplement, or rescind any policies or portion of the 
handbook from time to time as it deems appropriate, in its sole and absolute 
discretion. The only exception to any changes is our employment-at-will policy 
permitting you or Remedy Group to end our relationship for any reason at any time. 
Employees will, of course, be notified of such changes to the handbook as they occur.  

This handbook was developed to describe some of the expectations of our employees 
and to outline the policies, programs, and benefits available to eligible employees. 
Employees should familiarize themselves with the contents of the employee handbook 
as soon as possible, for it will answer many questions about employment with Remedy 
Group. 

I. New Employee Information 

Employment Applications  
Remedy Group relies upon the accuracy of information contained in the employment 
application, as well as the accuracy of other data presented throughout the hiring 
process and employment. Any misrepresentations, falsifications, or material omissions 
in any of this information or data may result in the exclusion of the individual from 
further consideration for employment or, if the person has been hired, termination of 
employment.  

Employment Reference Checks  
To ensure that individuals who join Remedy Group are well qualified and have a strong 
potential to be productive and successful, it is the policy of Remedy Group to check 
the employment references of all applicants.  

Immigration Law Compliance  
Remedy Group is legally required to employ only United States citizens and aliens who 
are authorized to work in the United States and does not unlawfully discriminate on the 
basis of citizenship or national origin. 

In compliance with the Immigration Reform and Control Act of 1986, each new 
employee, as a condition of employment, must complete the Employment Eligibility 
Verification Form I-9 and present documentation establishing identity and employment 
eligibility. Former employees who are rehired must also complete the form if they have 
not completed an I-9 with Remedy Group within the past three years, or if a remedy or 
recertification is required for their previous I-9.   
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Employees with questions or seeking more information on immigration law issues are 
encouraged to contact Human Resources. Employees may raise questions or 
complaints about immigration law compliance without fear of reprisal.  

Equal Employment Opportunity  
Remedy Group is an equal opportunity employer and strives to comply with all 
applicable laws prohibiting discrimination based on race, color, sex, sexual orientation, 
age, religion, national origin or ancestry, physical or mental disability, marital status, 
veteran status, and any other basis protected by federal and state laws. This applies to 
all terms and conditions of employment, including, but not limited to, hiring, 
placement, promotion, termination, layoff, transfer, leaves of absence, compensation 
and training.   

Remedy Group expressly prohibits all such unlawful discrimination and all persons 
involved in the operations of Remedy Group are prohibited from engaging in any type 
of discriminatory conduct. 

If you have questions or concerns about discrimination in the workplace, you are 
encouraged to bring your concerns to the attention of your immediate manager, 
Human Resources or the President/CEO of Remedy Group, regardless of whether you 
or someone else is the subject of the discrimination.      

Once you have expressed your concerns, Remedy Group will conduct an investigation.  
Remedy Group prohibits any and all retaliation for submitting a report of unlawful 
discrimination and for cooperating in any investigation.  Any manager or employee 
who retaliates against the person making the complaint will be disciplined, up to and 
including termination from employment. In addition, if the investigation determines 
that prohibited discrimination occurred, Remedy Group will take disciplinary action up 
to and including termination of employment.  You will be informed about the actions 
Remedy Group takes to resolve the compliant.    

Disability Accommodation  
The Americans with Disabilities Act (ADA) and The New Jersey Law Against 
Discrimination (LAD) requires employers to reasonably accommodate qualified 
individuals with disabilities so long as it does not create an undue hardship on the 
employer.  It is the policy of Remedy Group to comply with all federal and state laws 
concerning employment of persons with disabilities.   
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It is the policy of Remedy Group not to discriminate against qualified individuals with 
disabilities in regard to application procedures, hiring, advancement, discharge, 
compensation, training and other terms and conditions of employment.    

Workers' Compensation Insurance  
Remedy Group provides a comprehensive workers' compensation insurance program 
at no cost to employees. This program covers any injury or illness sustained in the 
course of employment that requires medical, surgical, or hospital treatment. Subject to 
applicable legal requirements, workers' compensation insurance provides benefits after 
a short waiting period or, if the employee is hospitalized, immediately.  

Employees who sustain work-related injuries or illnesses should inform their manager 
immediately. No matter how minor an on-the-job injury may appear, it is important that 
it be reported immediately. This will enable an eligible employee to qualify for 
coverage as quickly as possible.  

Neither Remedy Group nor the insurance carrier will be liable for the payment of 
workers' compensation benefits for injuries that occur during an employee's voluntary 
participation in any off-duty recreational, social, or athletic activity sponsored by 
Remedy Group.  

Employee Relations  
Remedy Group believes that the work conditions, wages, and benefits it offers to its 
employees are competitive with those offered by other employers in this area and in 
this industry. If employees have concerns about work conditions or compensation, they 
are strongly encouraged to voice these concerns openly and directly to their managers. 

Our experience has shown that when employees deal openly and directly with 
managers, the work environment can be excellent, communications can be clear, and 
attitudes can be positive. We believe that Remedy Group amply demonstrates its 
commitment to employees by responding effectively to employee concerns. 

Employment Categories  
In order to determine eligibility for employment benefits, various employment 
classifications have been established.  These classifications have been established in 
accordance with federal law, where applicable.  Nothing herein shall be construed to 
abrogate Remedy Group employment at-will policy.  All employment with Remedy 
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Group is for an unspecified time and is subject to the mutual consent of the employee 
and Remedy Group. The right to terminate the employment relationship at will, at any 
time, with or without cause and with or without notice is retained by both the 
employee and Remedy Group. 

Every employee will be classified as either regular full-time, regular part-time, part-time 
or temporary. 

Regular full-time employees are those who are not in a temporary status and 
who are regularly scheduled to work at least 30 hours per week. Full-time 
employees are eligible for Remedy Group’s benefits subject to the terms, 
conditions, and limitations of each benefit program.      
  
Regular part-time employees are those who are not in a temporary status and 
who are regularly scheduled to work less than 30 hours per week.  Regular part-
time employees receive all legally mandated benefits (such as employer-paid 
social security contributions and workers’ compensation insurance, in most 
states).  

Temporary employees are those who are hired directly by Remedy Group for a 
limited time to supplement the work force or to assist in the completion of a 
specific project.  TEMPORARY EMPLOYEES ARE NOT ELIGIBLE FOR COMPANY 
PROVIDED BENEFITS. Employment beyond any initially stated period does not 
in any way constitute or imply a change in employment classification.  
Temporary employees retain that status, unless and until notified of a change.  
Temporary employees are paid directly by Remedy Group and receive all legally 
mandated benefits (such as employer-paid social security contributions and 
workers’ compensation insurance).   

Hours of operation/Work Schedules 

The normal work schedule for all employees is 8 hours a day, 5 days a week. Managers 
will advise employees of the times their schedules will normally begin and end. Staffing 
needs and operational demands may necessitate variations in starting and ending 
times, as well as variations in the total hours that may be scheduled each day and 
week.  
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Pay Schedule/Paydays  
All employees are paid bi-weekly (every other week) on Fridays. Each paycheck will 
include earnings for all work performed through the end of the previous payroll period. 

In the event that a regularly scheduled payday falls on a day off such as a weekend or 
holiday, employees will receive pay on the last day of work before the regularly 
scheduled payday.  

Employee Data Changes  
It is the responsibility of each employee to promptly notify Remedy Group of any 
changes in employee data. Personal mailing addresses, telephone numbers, number 
and names of dependents, individuals to be contacted in the event of an emergency, 
educational accomplishment, and other such status reports should be accurate and 
current at all times. If any employment data has changed, notify Human Resources.  

Access to Employee Files  
Remedy Group maintains an employee file on each employee. The employee file 
includes such information as the employee’s job application, resume, records of 
training, documentation of performance appraisals, and other employment records. 

Employees who wish to review their own file should contact Human Resources. With 
reasonable advance notice, employees may review their own employee file in Remedy 
Group offices and in the presence of an individual appointed by Remedy Group to 
maintain the files.  

II. Civic Responsibility 
Jury Duty  
Remedy Group encourages employees to fulfill their civic responsibilities by serving 
jury duty when required. Employees in an eligible classification may request up to 1 
week of paid jury duty leave over any 1-year period.  Jury duty pay will be calculated 
on the employee's base pay rate times the number of hours the employee would 
otherwise have worked on the day of absence. Employee classifications that qualify for 
paid jury duty leave are: 

* Regular full-time employees  
* Regular part-time employees 
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III. Benefits  
Employee Benefits 
Eligible employees at Remedy Group are provided a wide range of benefits. A number 
of the programs (such as Social Security, workers' compensation, state disability, and 
unemployment insurance) cover all employees in the manner prescribed by law.  
Benefits eligibility is dependent upon a variety of factors, including employee 
classification. Your manager can identify the programs for which you are eligible. 
Details of many of these programs can be found elsewhere in the employee handbook.  

The following benefit programs are available to eligible employees:  

•  PTO Benefits 
•  Holidays 
•  Long-Term Disability 
•  Health Insurance 
•  Dental Insurance  
•  401(K) 

Holidays  
Remedy Group currently observes the following holidays:  

New Year’s Day  Thanksgiving Day 
Memorial Day   Day after Thanksgiving   
Independence Day  Christmas Eve 
Labor Day    Christmas Day    
  

Regular full-time and regular part-time employees are paid for these holidays in 
accordance with the procedures set forth below, provided they meet the eligibility 
requirements also set forth below.   Regular part-time employees are paid for those 
holidays that fall on their regularly scheduled workdays and only for their regular hours 
worked. 

Temporary employees will not be paid for holidays. 

Generally, if a holiday falls on a Saturday, Remedy Group will celebrate the holiday on 
the Friday immediately preceding it.  If a holiday falls on a Sunday, Remedy Group will 
celebrate the holiday on the Monday immediately following it. 
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PTO Benefits Paid Time Off (PTO) 
Paid Time Off (PTO) combines personal, vacation, and sick days into a bank 
of hours that can be used for any reason 
All regular full-time and regular part-time employees receive PTO.  Such time away 
from work is considered important for rest and relaxation and all employees are 
encouraged to use their PTO.  Employees become eligible for PTO upon completion 
of their 90-day introductory period. 

PTO ACCRUAL FOR NEW EMPLOYEES – DURING YEAR 1 
New Full Time Employees are entitled to the following number of PTO days during 
their first year of employment based upon their date of hire as listed below: 

Month (Day) of Employment Start      # Days                
January (1-15)                            12 
January (16-31)                11.5 
February (1-15)          11 
February (16-28)        10.5 
March (1-15)          10 
March (16-31)         9.5 
April (1-15)            9 
April (16-30)          8.5 
May (1-15)           8 
May (16-31)          7.5 
June  (1-15)           7 
June (16-30)         6.5 
July (1-15)            6 
July  (16-31)          5.5 
August (1-15)            5 
August  (16-31)     4.5 
September (1-15)           4 
September (16-30)         3.5 
October-December     1.5 

In the event that available PTO is not used by the end of the calendar year it will 
be forfeited.  PTO will begin again in the next calendar year as listed below.  
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New employees can use their PTO as it is earned, once they have completed their 90-
day introductory period.  Management must be notified whenever PTO is used so that 
eligible employees who have PTO available can be properly paid. 

PTO FOR EMPLOYEES – YEARS 2 - 5, and YEARS 6+ 
Upon completion of 90-day introductory period and beginning January 1 of the new 
calendar year, Full-time and Part-time Employees will receive PTO as follows:   

Regular Full-time Employees 
  Years 2-5:  13 days 
* Years 6+:  18 days 
  
Regular Part-time Employees 
   Years 2-5:  8 days 
 *Years 6+:  13 days  

*The employee's PTO will increases by 5 days after five years of continuous 
employment with Remedy Group 

Remedy Group will attempt to grant all employees PTO they desire to take. However, 
Remedy Group must maintain adequate staffing at all times. Therefore, PTO must be 
scheduled in advance using PurelyHR.  All PTO must be approved by the employees’ 
manager. 

Where conflicts develop, they will be resolved as fairly as possible. Preference will be 
given to the more senior employee, the employee who can demonstrate the greater 
need for vacation at the conflicting time or the employee who makes the earliest 
request. 

Extended Leave  
Employees absent more than five (5) consecutive days due to their own illness or 
injury must apply for a medical leave of absence, if eligible.  Remedy Group 
reserves the right to require a medical certification from the treating physician 
whenever an employee misses work due to an illness or injury. 

Notification Procedures  
If an employee will not be coming into work because of illness or injury, a medical 
appointment, or the illness or injury of a spouse or dependent child, he or she must 
notify his or her manager at least one hour prior to the start of his or her shift. If an 
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employee becomes sick during the workday, he or she must notify his or her 
manager before leaving the work site.  Failure to notify one’s manager as stated 
herein may result in disciplinary action, up to and including termination. 

Remedy Group has a PTO Policy that meets or exceeds the minimum 
criteria of the PSLA.  Therefore, Remedy Group will not have a 
separate Sick Time Policy 
Remedy Group may determine that absenteeism is excessive if, based on all the facts 
and circumstances it is found to be disruptive to the Company, co-workers, or 
customers. Each case shall be evaluated based on its own surrounding facts and 
circumstances.  Absenteeism that is determined to be excessive may lead to 
disciplinary action, up to and including termination. This should not be construed, 
however, to abrogate Remedy Group’s employment at-will policy. All Remedy Group 
employees are employed at-will and may be terminated at any time, with or without 
cause and with or without advance notice. 

Working from Home – Policy 2019 

Exception Not Rule – You are expected to be in the office each day, unless agreed to 
during your on-boarding to join Remedy Group.  

All requests submitted to Sherie Harvey via email for approval  (no texts) 

• Regular requests to work from home will be denied 

If work from home is approved: 
 Call Reports will be run at EOD to confirm team KPI’s have been met. 

•  Each team/platform has different KPI requirements. Confirm with Sherie if 
you are unsure 

* If KPI for team has not been met, PTO day will be docked * 
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Health Insurance 
Remedy Group’s health insurance plan provides employees and their 
dependents access to medical and dental insurance benefits. Employees 
in the following employment classifications are eligible to participate in the 
health insurance plan: 

  * Regular full-time employees 

Eligible employees may participate in the health insurance plan subject to all terms and 
conditions of the agreement between Remedy Group and the insurance carrier.  There 
is a 30 day waiting period from your start date.  Remedy Group’s contribution towards 
health insurance is 60%; employees are responsible for 40%. 

A change in employment classification that would result in loss of eligibility to 
participate in the health insurance plan may qualify an employee for benefits 
continuation under NJ Mini-Cobra. 

NJ Mini-Cobra Benefits Continuation 

The NJ Mini-Cobra rules give employees and their qualified beneficiaries the 
opportunity to continue health insurance coverage under Remedy Group health plan 
when a "qualifying event" would normally result in the loss of eligibility. Some common 
qualifying events are resignation, termination of employment, or death of an 
employee; a reduction in an employee's hours or a leave of absence; an employee's 
divorce or legal separation; and a dependent child no longer meeting eligibility 
requirements.  Under Mini-Cobra, the employee or beneficiary pays the full cost of 
coverage at Remedy Group group rates plus an administration fee.   

Medical Leave    
All Regular full-time employees who have completed their introductory periods are 
eligible to take an unpaid medical leave of absence of up to thirty (30) days, at the 
discretion of Remedy Group. All requests for a medical leave of absence must be 
accompanied by a doctor’s statement and an expected return date.  Approval of the 
employee’s manager and Human Resources must be obtained for all medical leaves.  
Request for medical leaves of absence will be considered on the basis of the 
employee’s length of service, performance, responsibility level, the reason for the 
leave, whether other individuals are already out on leave, and the expected impact of 
the leave on Remedy Group.  Medical leaves beyond thirty (30) days may be granted at 
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the discretion of Remedy Group, with the approval of the Principals of the department 
in which the employee works and Human Resources. 

If an employee does not return to work immediately after an approved medical leave, 
Remedy Group will assume that the employee has voluntarily resigned his or her 
position with Remedy Group.  Employees who resign in this manner are not likely to be 
eligible for rehire. 
             

Long-Term Disability  
Remedy Group provides a long-term disability (LTD) benefits plan to help eligible 
employees cope with an illness or injury that results in a long-term absence from 
employment. LTD is designed to ensure a continuing income for employees who are 
disabled and unable to work. 

Employees in the following employment classifications are eligible to participate in the 
LTD plan: 

  * Regular full-time employees 

IV. Compensation 
Administrative Pay Corrections  
Remedy Group takes all reasonable steps to ensure that employees receive the correct 
amount of pay in each paycheck and that employees are paid promptly on the 
scheduled payday. 

In the unlikely event that there is an error in the amount of pay, the employee should 
promptly bring the discrepancy to the attention of the Accounting Department/Payroll 
Department/Human Resources so that corrections can be made as quickly as possible.  

Direct Deposit  
Employees may have pay directly deposited into their bank accounts if they provide 
advance written authorization to Remedy Group. Employees will receive an itemized 
statement of wages when Remedy Group makes direct deposits.  

Pay Deductions and Setoffs  
The law requires that Remedy Group make certain deductions from every employee’s 
compensation. Among these are applicable federal, state, and local income taxes.  
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Remedy Group also must deduct Social Security taxes on each employee’s earnings up 
to a specified limit that is called the Social Security “wage base.”  Remedy Group 
matches the amount of Social Security taxes paid by each employee.  

Remedy Group offers programs and benefits beyond those required by law. Eligible 
employees may voluntarily authorize deductions from their paychecks to cover the 
costs of participation in these programs.  If an employee does not receive a paycheck 
due to illness, injury or leave of absence, they will be required to pay their portion of 
the cost of elected benefits directly to the company. 

If you have questions concerning why deductions were made from your paycheck or 
how they were calculated, Payroll can assist in having your questions answered. 

V. Health and Safety 
Drug and Alcohol Use  
Remedy Group strives to maintain a workplace free of drugs and alcohol and to 
discourage drug and alcohol abuse by its employees.  Misuse of alcohol or drugs by 
employees can impair the ability of employees to perform their duties, as well as 
adversely affect our customers and customers' confidence in our company. 

Disciplinary Action 
Employees who violate this policy may be disciplined or terminated, even for a first 
offense, at the discretion of the Company. Violations include refusal to consent to and 
comply with testing and search procedures as described. 

Searches 
Remedy Group may conduct searches for illegal drugs or alcohol on company facilities 
or worksites without prior notice to employees.  Such searches may be conducted at 
any time. Employees are expected to cooperate fully. 

Workplace Violence Prevention  
Remedy Group is committed to preventing workplace violence and to maintaining a 
safe work environment. Given the increasing violence in society in general, Remedy 
Group has adopted the following guidelines to deal with intimidation, harassment, or 
other threats of (or actual) violence that may occur during business hours or on its 
premises. 
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All employees, including managers and temporary employees, should be treated with 
courtesy and respect at all times. Employees are expected to refrain from fighting, 
“horseplay,” or other conduct that may be dangerous to others. Firearms, weapons, 
and other dangerous or hazardous devices or substances are prohibited from the 
premises of Remedy Group unless otherwise permitted by state law. 

Conduct that threatens, intimidates, or coerces another employee, a customer, or a 
member of the public at any time will not be tolerated. This prohibition includes all acts 
of harassment, including harassment that is based on an individual’s sex, race, age, or 
any characteristic protected by federal, state, or local law.  

Equal Employment Opportunity  
It is the policy of the Company to provide and promote equal employment opportunity 
for all applicants and employees. To this end, the Company is committed to complying 
with the spirit, as well as the letter, of all applicable laws implementing the national 
objective of equal employment opportunity. The Company adheres to the proposition 
that every personnel decision will be made without regard to race, color, gender, sex, 
age, religion, creed, national origin, ancestry, citizenship, marital status, sexual 
orientation, physical or mental disability, medical condition, veteran status, gender 
identity, genetic information, or other characteristic protected from discrimination by 
the laws of the domestic states and jurisdictions in which we maintain offices. The 
cooperation of all Company employees is essential to achieve this objective.  
The HR Manager is charged with the responsibility of monitoring compliance with this 
policy.  

Anyone having questions about the policy, concerns about compliance with it, or 
perceived violation of it, is urged and expected to contact Human Resources: 

Rich Lukesh 610-321-2011 or email: rlukesh@yourPartTimeHRManager.com 

Harassment  
The Company is committed to a work environment in which all individuals are treated 
with respect and dignity. Each individual has the right to work in a professional 
atmosphere that promotes equal employment opportunities and is free from all forms 
of unlawful employment discrimination, including sexual harassment and harassment 
because of race, color, gender, sex, age, religion, creed, national origin, ancestry, 
citizenship, marital status, sexual orientation, physical or mental disability, medical 
condition, veteran status, gender identity, genetic information, or any other 
characteristic protected by federal, state or local law. Therefore, the Company expects 
that all relationships among persons in the workplace will be business-like and free of 
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bias, prejudice and harassment. The Company will neither engage in nor tolerate 
sexual or any other form of unlawful harassment.  

Discriminatory Harassment Prohibited  
Discriminatory harassment, including sexual harassment, is prohibited and will not be 
tolerated. This policy covers inappropriate conduct as defined under this policy by 
employees, applicants for employment and third parties over whom the Company has 
control (including, e.g., outside vendors, consultants, residents and customers), where 
the third party’s behavior affects the work environment. Conduct prohibited by these 
policies is unacceptable in the workplace; in any work-related setting outside the 
workplace, such as business trips, business meetings and business-related social 
events; and in the use of Company-provided business systems, including electronic 
mail, voice mail and the Internet.  

Sexual Harassment Defined  
For the purposes of this policy, sexual harassment is defined as unwelcome sexual 
advances, requests for sexual favors and other verbal or physical conduct of a sexual 
nature when, for example:  
 • submission to such conduct is made either explicitly or implicitly a term or   
   condition of an individual's employment;  
 • submission to or rejection of such conduct by an individual is used as the basis 
    for employment decisions affecting such individual; or  
 • such conduct has the purpose or effect of unreasonably interfering with an     
    individual’s work performance or creating an intimidating, hostile or offensive   
    working environment.  

Sexual harassment may include a range of subtle and not so subtle behaviors and may 
involve individuals of the same or different gender. Depending on the circumstances, 
these behaviors may include, but are not limited to: unwanted sexual advances or 
requests for sexual favors; sexual jokes and innuendo; verbal abuse of a sexual nature; 
commentary about an individual's body, sexual prowess or sexual deficiencies; leering, 
touching; insulting or obscene comments or gestures; display or circulation in the 
workplace of sexually suggestive objects or pictures (including through e-mail); and 
other physical, verbal or visual conduct of a sexual nature. The above list is not 
intended to be all inclusive.  
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Other Harassment Defined  
Harassment on the basis of any other protected characteristic is also strictly prohibited. 
Under this policy, harassment is verbal or physical conduct that denigrates or shows 
hostility or aversion toward an individual because of his/her race, color, gender, sex, 
age, religion, creed, national origin, ancestry, citizenship, marital status, sexual 
orientation, physical or mental disability, medical condition, veteran status, gender 
identity, genetic information, or any other characteristic protected by federal, state or 
local law or that of his/her relatives, friends or associates, and that: (i) has the purpose 
or effect of creating an intimidating, hostile or offensive work environment; (ii) has the 
purpose or effect of unreasonably interfering with an individual's work performance; or 
(iii) otherwise adversely affects an individual's employment opportunities.  

Harassing conduct includes, but is not limited to: epithets, slurs or negative 
stereotyping; threatening, intimidating or hostile acts; denigrating jokes and 
display or circulation in the workplace of written or graphic material that 
denigrates or shows hostility or aversion toward an individual or group (including 
through e-mail, texts and social media).  

Reporting Incidents of Discrimination, Harassment or Retaliation  
If you believe you may have been subject to harassment or discrimination on any of the 
bases described above, or if you observe or believe you have observed such 
harassment or discrimination, you should report the alleged violation immediately to 
Rich Lukesh 610-321-2011 or email: rlukesh@yourPartTimeHRManager.com 
Individuals should not feel obligated to file their complaints with their immediate 
supervisor first before bringing the matter to the attention of one of the Company 
representatives identified above.  

Investigation of Reports  
When a report of harassment is made as specified above, the Company will undertake 
a prompt investigation as may be appropriate under the circumstances. The steps 
taken during an investigation will vary depending upon the nature of the allegations. 
Confidentiality will be maintained throughout the investigatory process to the extent 
practicable and consistent with the Company’s need to undertake a full investigation.  

Resolving Reports  
 Upon completion of the investigation, the outcome will be communicated to the 
reporting person(s) and the alleged harasser, and remedial action taken, if appropriate. 
Remedial action may include, but not be limited to, oral or written counseling, referral 
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to formal counseling, disciplinary suspension or probation, or termination of 
employment.  

Policy Prohibiting Retaliation  
The Company will neither engage in nor tolerate unlawful retaliation of any kind against 
any person who makes a complaint of unlawful discrimination, harassment or 
retaliation, serves as a witness or otherwise participates in the investigatory process. 
Prohibited retaliation will be handled under this policy in the same manner and subject 
to disciplinary/corrective action to the same degree as any other violation of this policy. 

Retaliation 
It is against company policy and unlawful to retaliate in any way against anyone who 
has lodged a harassment complaint, has expressed a concern about harassment, 
including sexual harassment, or has cooperated in a harassment investigation.  
Therefore, the initiation of a complaint, in good faith, shall not under any circumstances 
be grounds for discipline.  However, individuals who make complaints that are 
demonstrated to be intentionally false may be subject to disciplinary action, up to and 
including termination. 

Complaint Procedure 
Remedy Group’s complaint procedure provides for an immediate, thorough, and 
objective investigation of any claim of unlawful or prohibited harassment, appropriate 
disciplinary action against one found to have engaged in prohibited harassment, and 
appropriate remedies for any victim of harassment.  A claim of harassment may exist 
even if the employee has not lost a job or some economic benefit. 

Anyone who has been subjected to the conduct prohibited under this Policy, or who 
has knowledge of such conduct, should report this information to his or her manager or 
any other manager with Remedy Group or to Human Resources or the Rich Lukesh 
610-321-2011 or email: rlukesh@yourPartTimeHRManager.com as soon as possible. 

VI. Work Place Conduct 
Attendance and Punctuality  
To maintain a productive work environment, it is important that employees attend work 
as scheduled.  Employees who are absent from their positions and/or tardy put 
additional burdens on their co-workers and Remedy Group.  As such, all employees are 
expected to work on all scheduled work days and times and to report to work on time.  
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If you cannot avoid being late to work or are unable to work as scheduled, you must 
call your manager as soon as possible, preferably before your scheduled start time, and 
no later than 15 minutes after the start of the workday.  This policy applies to every day 
you are absent or late.  

Employees who are absent or late will be expected to provide their manager with an 
honest reason or explanation, and inform their manager of the expected length of any 
absence.  Remedy Group will comply with all applicable laws relating to time off from 
work, but you are expected to provide Remedy Group with the appropriate information 
to be able to make that determination.  You must notify your manager of any change in 
your status as soon as possible.   

Remedy Group considers 1 unexcused absence in a month and/or 3 instances of 
unexcused tardiness in a month unacceptable attendance.  Unacceptable attendance 
may lead to disciplinary action, up to and including termination of employment.  Other 
continuing patterns of attendance issues such as absences, leaving early or tardiness, 
regardless of the number of days, may also be considered unacceptable and may 
warrant disciplinary action.   

If you are absent from work for 2 consecutive day(s) without notifying your 
manager, you will be considered to have abandoned your job and voluntarily 
terminated your employment with Remedy Group.   

Business Ethics and Conduct  
The successful business operation and reputation of Remedy Group is built upon the 
principles of fair dealing and ethical conduct of our employees. Our reputation for 
integrity and excellence requires careful observance of the spirit and letter of all 
applicable laws and regulations, as well as a scrupulous regard for the highest 
standards of conduct and personal integrity. 

The continued success of Remedy Group is dependent upon our customers' trust and 
we are dedicated to preserving that trust. Employees owe a duty to Remedy Group, its 
customers, and shareholders to act in a way that will merit the continued trust and 
confidence of the public. 
  

Consensual Relationships  
The Company is committed to maintaining a work environment free from favoritism 
and conflicts of interest, whether actual or perceived. The Company permits the 
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employment of qualified relatives, significant others and friends of employees as long 
as such employment does not, in the opinion of the Company, create actual or 
perceived conflicts of interest.  

Confidential information/Non-Disclosure  
All Remedy Group records and information about Remedy Group, its employees, 
customers, suppliers and vendors are to be kept confidential and divulged only to 
individuals within the company with both a need to receive and authorization to 
receive the information.   

All records and files maintained by Remedy Group are confidential and remain the 
property of Remedy Group.  No Remedy Group records, files or Remedy Group -
related information may be removed from Remedy Group’s premises or disclosed to 
any outside party without the express permission from Remedy Group.  Confidential 
information regarding Remedy Group includes, but is not limited to; financial records, 
business, marketing, and strategic plans, employee and payroll records regarding 
current and former employees, the identity of contact information for, and any other 
account information (renewal dates, plan details, rates, benefits, contribution levels or 
carrier information) on customers, vendors and suppliers, inventions, programs, trade 
secrets, formulas, techniques and processes, and any other documents or information 
regarding the company’s operations, procedures or practices.  Additionally, the 
contents of Remedy Group’s records or information otherwise obtained in regard to 
business may not be disclosed to anyone, except where required for a business 
purpose.   

Employees must not disclose any confidential information to any unauthorized person 
inside or outside the company.  Employees who are unsure about the confidential 
nature of specific information must ask their manager or Human Resources for 
clarification.  Remedy Group reserves the right to avail itself of all legal or equitable 
remedies to prevent impermissible use of confidential information or to recover 
damages incurred as a result of the impermissible use of confidential information.  In 
addition, employees will be subject to appropriate disciplinary action, up to and 
including termination of employment for revealing information of a confidential 
nature.  Employees may be required to enter into written confidentiality agreements 
confirming their understanding of the company’s confidentiality policies.   

The protection of confidential business information and trade secrets is vital to the 
interests and the success of Remedy Group. Such confidential information includes, 
but is not limited to, the following examples: 
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* computer processes  
* computer programs & passwords  
* customer lists  
* customer preferences  
* financial information  
* labor relations strategies  
* marketing strategies  

* materials research  
* pending projects and proposals  
* proprietary production processes  
* research and development  
*technological data  
* technological prototypes  

Employees who improperly use or disclose trade secrets or confidential business 
information will be subject to disciplinary action, up to and including termination of 
employment and legal action, even if they do not actually benefit from the disclosed 
information. 

Conflicts of Interest  
Remedy Group expects employees to conduct business according to the highest 
ethical standards of conduct.  Employees are expected to dedicate their best efforts to 
the interests of Remedy Group.  Business dealings that appear to create a conflict of 
interest between Remedy Group and an employee are unacceptable. 

A potential conflict of interest occurs whenever an employee is in a position to 
influence a decision that may result in a personal gain for the employee or an 
immediate family member as a result of Remedy Group’s business dealings. 

Remedy Group recognizes the right of employees to engage in activities outside of 
their employment which are of a private nature and unrelated to Remedy Group.  
However, employees must disclose any possible conflicts so that the company may 
assess and prevent potential conflicts of interest.   

Employees must avoid any interest, influence or relationship which might conflict or 
appear to conflict with the best interests of Remedy Group.  Although it is not possible 
to specify every action that might create a conflict of interest, listed below are 
examples of potential conflicts of interest that may arise during your employment with 
Remedy Group.   

∗ Having a financial interest in any business transaction with Remedy Group 
∗ Owning or having a significant financial interest in, or other relationship with a                         
Remedy Group competitor, customer or supplier. 
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∗ Accepting gifts, entertainment or other benefit of more than a nominal value          
from a Remedy Group competitor, customer or supplier. 

Computer and E-mail Usage  
Computers, computer files, the e-mail system, and software furnished to employees are 
Remedy Group property intended for business use. Employees should not use a 
password, access a file, or retrieve any stored communication without authorization. To 
ensure compliance with this policy, computer and e-mail usage may be monitored. 

Use of Phone and Mail Systems  
Personal use of the telephone for long-distance and toll calls is not permitted. 
Employees should practice discretion when making local personal calls and may be 
required to reimburse Remedy Group for any charges resulting from their personal use 
of the telephone.  

The mail system is reserved for business purposes only. Employees should refrain from 
sending or receiving personal mail at the workplace.  All mail delivered to the company 
is presumed to be related to company business.  Mail sent to you at the company will 
be opened by the office and routed to your department.  If you do not wish to have 
your correspondence handled in this manner, please have it delivered to your home. 

To ensure effective telephone communications, employees should always use the 
approved greeting and speak in a courteous and professional manner. Please confirm 
information received from the caller, and hang up only after the caller has done so.  

Code of Conduct  
To ensure orderly operations and provide the best possible work environment, Remedy 
Group expects employees to follow rules of conduct that will protect the interests and 
safety of all employees and the organization.  

It is not possible to list all the forms of behavior that are considered unacceptable in 
the workplace. The following are examples of infractions of rules of conduct that may 
result in disciplinary action, up to and including termination of employment: 

* Theft or inappropriate removal or possession of property 
* Loss or misuse of company property  
* Falsification of timekeeping records and expense reports  
* Working under the influence of alcohol or illegal drugs  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* Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the 
workplace, while on duty, or while operating employer-owned vehicles or equipment  
* Fighting or threatening violence in the workplace 
* Boisterous or disruptive activity in the workplace  
* Negligence or improper conduct leading to damage of employer-owned or 
customer-owned property  
* Insubordination or other disrespectful conduct  
* Violation of safety or health rules  
* Smoking in prohibited areas  
* Sexual or other unlawful or unwelcome harassment  
* Possession of dangerous or unauthorized materials, such as explosives or firearms, in 
the workplace  
* Excessive absenteeism or any absence without notice  
* Unauthorized absence from work station during the workday  
* Unauthorized use of telephones, mail system, or other employer-owned equipment  
* Unauthorized disclosure of business "secrets" or confidential information  
* Violation of policies or procedures  
* Unsatisfactory performance or conduct 

Employment with Remedy Group is at the mutual consent of Remedy Group and 
the employee, and either party may terminate that relationship at any time, with 
or without cause, and with or without advance notice.  

Disciplinary Procedures/Progressive Discipline  
The purpose of this policy is to state Remedy Group’s position on administering 
equitable and consistent discipline for unsatisfactory conduct or performance in the 
workplace. The best disciplinary measure is the one that does not have to be enforced 
and comes from good leadership and fair supervision at all employment levels. 

Remedy Group’s own best interest lies in ensuring fair treatment of all employees and 
in making certain that disciplinary actions are prompt, uniform, and impartial. The 
major purpose of any disciplinary action is to correct the problem, prevent recurrence, 
and prepare the employee for satisfactory service in the future.  

Although employment with Remedy Group is based on mutual consent and both the 
employee and Remedy Group have the right to terminate employment at will, with or 
without cause or advance notice, Remedy Group may use progressive discipline at its 
sole discretion. 
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Disciplinary action may call for any of four steps – verbal warning, written warning, 
suspension with or without pay, or termination of employment – depending on the 
severity of the problem and the number of occurrences. There may be circumstances 
when one or more steps are bypassed. 

Smoking  
In keeping with Remedy Group intent to provide a safe and healthful work 
environment, smoking is prohibited throughout the workplace.  

This policy applies equally to all employees, customers, and visitors.  

VII. Additional Information 
Workplace Monitoring  
Workplace monitoring may be conducted by Remedy Group to ensure quality control, 
employee safety, security, and customer satisfaction.  

Employees who regularly communicate with customers may have their telephone 
conversations monitored or recorded. Telephone monitoring is used to identify and 
correct performance problems through targeted training.  

Improved job performance enhances our customers' image of Remedy Group as well 
as their satisfaction with our service.  

Computers furnished to employees are the property of Remedy Group. As such, 
computer usage and files may be monitored or accessed.  

Because Remedy Group is sensitive to the legitimate privacy rights of 
employees, every effort will be made to guarantee that workplace 
monitoring is done in an ethical and respectful manner. 

IX. Career Development 
Job and Performance Evaluation  
Managers and employees are strongly encouraged to discuss job performance and 
goals on an informal, day-to-day basis. A formal written performance evaluation will be 
conducted at the end of an employee's initial period of hire, known as the introductory 
period. Additional formal performance evaluations are conducted to provide both 
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managers and employees the opportunity to discuss job tasks, identify and correct 
weaknesses, encourage and recognize strengths, and discuss positive, purposeful 
approaches for meeting goals.  

Performance evaluations are scheduled approximately every 12 months, coinciding 
generally with the anniversary of the employee's original date of hire.  Merit based pay 
adjustments may be awarded in conjunction with superior employee performance 
documented by the performance evaluation process.   

X.  End of Employment  
Employment Termination  
Below are examples of some of the most common circumstances under which 
employment is terminated:  

* Resignation – voluntary employment termination initiated by an employee.  
* Discharge – involuntary employment termination initiated by the organization.  
* Layoff – involuntary employment termination initiated by the organization for 
nondisciplinary reasons.  
* Retirement – voluntary employment termination initiated by the employee meeting 
age, length of service, and any other criteria for retirement from the organization. 

Remedy Group will generally schedule exit interviews at the time of a voluntary 
termination. The exit interview will afford an opportunity to discuss such issues as 
employee benefits, conversion privileges, repayment of outstanding debts to Remedy 
Group, or return of Remedy Group-owned property. Suggestions, complaints, and 
questions can also be voiced. 

Since employment with Remedy Group is based on mutual consent, both the 
employee and Remedy Group have the right to terminate employment at will, with or 
without cause, at any time. Employees will receive their final pay in accordance with 
applicable state law. 

Employee benefits will be affected by employment termination in the following 
manner. All accrued, vested benefits that are due and payable at termination will be 
paid. Some benefits may be continued at the employee’s expense if the employee so 
chooses. The employee will be notified in writing of the benefits that may be continued 
and of the terms, conditions, and limitations of such continuance. 
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Employment Reference Checks  
Remedy Group will respond to all reference check inquiries from other employers. 
Responses to such inquiries may confirm only dates of employment and position(s) 
held and length of service. 

!27



Employee Acknowledgement Form 

The employee handbook describes important information about Remedy Group, and I 
understand that I should consult with Human Resources regarding any questions not 
answered in the handbook. I also understand that the policies described in the 
employee handbook replace any previously communicated policies. 

I have entered into my employment relationship with Remedy Group voluntarily and 
acknowledge that there is no specified length of employment. Accordingly, either 
REMEDY GROUP or I can terminate the relationship at will, with or 
without cause, at any time, so long as there is no violation of 
applicable federal or state law. 

Since the information, policies, and benefits described here are necessarily subject to 
change, I acknowledge that revisions to the handbook may occur, except to Remedy 
Group’s policy of employment-at-will. All such changes will be communicated through 
official notices, and I understand that revised information may supersede, modify, or 
eliminate existing policies. Only the President/CEO of Remedy Group has the ability to 
adopt any revisions to the policies in this handbook. 

Furthermore, I acknowledge that this handbook is neither a contract of employment 
nor a legal document. I have received the handbook, and I understand that it is my 
responsibility to read and comply with the policies contained in this handbook and any 
revisions made to it.  

_______________________________________________ 
Employee Name (printed) 

 ______________________________________________ 
Employee Signature  

_______________________________________________ 
Date 

(File in employee file)
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