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INTRODUCTION

ABOUT  GETINTEGRATED

getintegrated provides professional employer services to its clients.  Specifically, getintegrated is a Professional Employer Organization (“PEO”) that provides cost-effective, integrated human resource administration services.  
getintegrated is headquartered and located at 616 Water Street, Suite 329, Baltimore, Maryland 21202.  We may be reached by telephone at 1-800-579-434 or 410-685-6100, or by facsimile at 410-685-1701, or via the Internet at www.getintegrated.com.

Brian M. McComas founded getintegrated in 1997, with the purpose of becoming, through planned growth and retention of clients, the predominant PEO in the industry, providing superior client service and support, and cutting-edge technology.

getintegrated has entered into an agreement with your company  (also referred to as Worksite) to provide Mid-Atlantic Realty Management with professional human resource services.  This agreement creates a “co-employment” relationship in which the following conditions exist between getintegrated and you as an employee:  (1) employment is of mutual consent and is a relationship at will, and does not constitute a contract;  (2) you are technically an employee of getintegrated, and you are assigned to Mid-Atlantic Realty Management under the direct supervision of a Mid-Atlantic Realty Management supervisor; (3) you agree to abide by the policies, standards of work, rules, and/or regulations set by getintegrated and Mid-Atlantic Realty Management, all of which may be modified from time to time.

ABOUT THIS HANDBOOK

This Employee Handbook (“Handbook”) provides general information about your benefits and the work rules and policies under which getintegrated and Mid-Atlantic Realty Management operate.  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 and policies developed by getintegrated and  Mid-Atlantic Realty Management to benefit employees.  One of our objectives is to provide a work environment that is conducive to both personal and professional growth.

This Handbook replaces all prior handbooks, policy manuals, benefits or practices of Mid-Atlantic Realty Management.  This Handbook includes general summaries of getintegrated policies and procedures as well as policies, procedures and practices that are specific to Mid-Atlantic Realty Management, as may be required by particular state or local law, contract requirement, or type of business industry Mid-Atlantic Realty Management is a part of.  Where Mid-Atlantic Realty Management-specific policies or statutory requirements differ from the general policies and procedures of this Handbook, Mid-Atlantic Realty Management-specific policy or statutory requirement will govern. 

Obviously, we cannot begin to explain every company policy, rule or benefit in this Handbook.  getintegrated and  Mid-Atlantic Realty Management may unilaterally amend, supplement, modify or eliminate one or more of the benefits, work rules or policies, without prior notice.

Employment with getintegrated and Mid-Atlantic Realty Management is “at will”.  Either you, getintegrated or  Mid-Atlantic Realty Management may terminate the employment relationship at any time or for any reason.  Moreover, nothing in this Handbook constitutes an express or implied contract of employment or warranty of benefits.  No one has the authority to modify this at-will relationship or enter into any employment contract except the President of getintegrated or the President of Mid-Atlantic Realty Management, and then only by written agreement.

If you have any questions as to the interpretation or application of a specific section of the Handbook, or any matter not covered by the Handbook, contact your supervisor or contact the getintegrated HR Consultant assigned to Mid-Atlantic Realty Management at 1-800-579-4341.
OUR RESPONSIBILITIES

Notwithstanding any other provision of this Handbook, all managerial and administrative functions and authorities entrusted to and conferred upon employers inherently, expressly, and by law, are retained and vested exclusively with the management of getintegrated and Mid-Atlantic Realty Management.

 

OUR EQUAL EMPLOYMENT OPPORTUNITY POLICY

getintegrated and Mid-Atlantic Realty Management fully complies with all applicable Federal, State, and Local laws concerning equal employment opportunity.

It is getintegrated’s policy not to discriminate against, or to tolerate discrimination against, any employee or applicant for employment because of race, color, religion, age, sex, national origin, marital or veteran status, status of a qualified individual with a disability, or any other category covered by applicable law. 

1.  getintegrated and Mid-Atlantic Realty Management will employ those applicants who possess the necessary skill, education, and experience for the position, without regard to race, color, religion, age, sex, national origin, marital or veteran status, status as a qualified individual with a disability, or any other category covered by applicable law. 

2.  getintegrated and Mid-Atlantic Realty Management reserve the right to direct its workforce with respect to promotion, upgrade, transfers, demotion, recruitment, advertising, or solicitation for employment, without regard to race, color, religion, age, sex, national origin, marital or veteran status, status as a qualified individual with a disability, or any other category covered by applicable law. 

3.  getintegrated and Mid-Atlantic Realty Management will train during employment and select for training and apprenticeship programs without regard to race, color, religion, age, sex, national origin, marital or veteran status, status as a qualified individual with a disability, or any other category covered by applicable law. 

4. No employee will aid, abet, compel, coerce, or conspire to discharge or cause another employee to resign or create a hostile work environment because of race, color, religion, age, sex, national origin, marital or veteran status, status as a qualified individual with a disability, or any other category covered by applicable law. 

5.  getintegrated and Mid-Atlantic Realty Management will establish rates of pay and terms, conditions or privileges of employment without regard to race, color, religion, age, sex, national origin, marital or veteran status, status as a qualified individual with a disability, or any other category covered by applicable law. 

6.  getintegrated and Mid-Atlantic Realty Management will work within applicable law to provide reasonable accommodation to enable qualified individuals with a disability to perform the essential functions of their job.

7.  getintegrated and Mid-Atlantic Realty Management will use, for job referral purposes, only those employment agencies that do not discriminate on the basis of race, color, religion, age, sex, national origin, marital or veteran status, status as a qualified individual with a disability, or any other category covered by applicable law. 

our SEXUAL OR OTHER HARASSMENT POLICY

In support of its Equal Employment Opportunity program, it is the policy of getintegrated and Mid-Atlantic Realty Management to maintain a work place free of harassment and intimidation on the basis of race, color, religion, age, sex, national origin, marital or veteran status, status of a qualified individual with a disability, or any other category covered by applicable law. All Worksite employees, including Mid-Atlantic Realty Management employees, are required to abide by and enforce the rules of this Policy.

The Equal Employment Opportunity Commission has defined sexual harassment as follows: 

Harassment on the basis of sex is a violation of Sec. 703 of Title VII of The Civil Rights Act. Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature constitute sexual harassment when:

(1) submission to such conduct is made either explicitly or implicitly a term or condition of an individual's employment,

(2) submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual, or 

(3) 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. 

getintegrated does not condone and will not tolerate harassment in the workplace by any employee of getintegrated, Mid-Atlantic Realty Management, or any third parties on our premises over which we have control.

Sexual harassment is an infringement upon an individual's right to work in an environment free from unwanted sexual attention and sexual pressure of any kind. It demeans individuals and creates unacceptable stress for the entire organization.  Significant costs are involved and morale is adversely affected.  Work effectiveness declines.  Such conduct is expressly prohibited.  Persons harassing others will be dealt with swiftly and vigorously.  Any employee who violates this policy is subject to disciplinary action up to and including discharge. 

WHAT TO DO IF YOU BELIEVE DISCRIMINATION or HARASSMENT HAS OCCURRED:

getintegrated’s Human Resource Department is empowered to investigate complaints based on sexual or other types of harassment. Any incident or situation that you believe involves illegal discrimination or harassment, sexual or otherwise, by any getintegrated or Mid-Atlantic Realty Management employee, or third parties on our premises over whom we have control, must be brought to the immediate attention of your supervisor or your supervisor’s supervisor, and getintegrated’s Human Resource Department at 1-800-579-4341. You have an obligation as an employee to report conduct that you believe constitutes harassment and to take advantage of the preventative and corrective opportunities provided by getintegrated and Mid-Atlantic Realty Management.

Human Resources will handle such matters in a lawful manner to ensure that such conduct does not continue.  No person will be adversely affected in employment with getintegrated or Mid-Atlantic Realty Management as a result of bringing complaints of harassment.  Such incidents or situations will be investigated and any corrective action that getintegrated determines is appropriate will be taken, up to and including discharge.  Any individual who intentionally makes a false claim of harassment is subject to discipline up to and including termination.
Procedure

What You Can Expect

An investigation will begin no later than three working days of your report.  It is the Counselor’s duty to promptly conduct a thorough investigation of all reported incidents.  To do this, the complainant will be asked to provide a full statement of the incident including the identity of any witnesses.  The accused harasser will be similarly interviewed.  In order to provide the accused employee sufficient information on the allegation it may be necessary to disclose the facts as stated by the complainant, including the name of the alleged victim.  We are sensitive to the problem created by naming an alleged victim.  However, it may be necessary to direct the accused employee’s attention to the problem.  In addition, the counselor will communicate to the accused harasser what conduct the complainant wishes ceased.  In any event, the accused will be advised on the Company policy against retaliation, which my include termination.  It is unlawful to retaliate against an employee for filing a complaint of sexual harassment or for cooperating in an investigation of a complainant for sexual harassment.
Once There Is An Official Report

The accused will be requested not to discuss the incident directly with the complainant or with any other employees other than those conducting the investigation or management responsible for taking action on the report.  Similarly, the complainant will be asked to confine their discussions to the same group.

The immediate supervisor of the accused will review the findings of the Counselor and determine with the Counselor an appropriate action.  If the Counselor and immediate supervisor do not concur that the action is appropriate, it will be reviewed by the appropriate Company President for resolution.  

The victim will be advised by the Counselor of the action to be taken.  Periodically, during the following six months, the Counselor will monitor  with the reporting employee to determine if the environment has improved or if additional action is required.

Cooperation

All employees are expected to cooperate in an investigation.
Appeal

If the victim or accused believes the management action was inappropriate, such appeal, if made within three working days, will be taken to the appropriate Company President.  In the event that the action was approved by a Company President, then the appeal will be taken to getintegrated.  The Human Resources Consultant will assist the employee with the guidelines of the appeal process.  The decision on appeal will be final.

our DRUG AND ALCOHOL-FREE WORKPLACE POLICY

The purpose of the Drug and Alcohol-Free Workplace Policy (the “Policy”) is to provide for a safe, healthy and productive work environment for all employees. The use of alcohol or drugs in violation of this Policy poses a health and safety hazard to the employee involved, co-workers and the property of getintegrated and Mid-Atlantic Realty Management; the employment of persons engaged in illegal drug activity can negatively impact the business and reputation of our company. 

Employees are expected to report any violation or suspected violation of the Drug and Alcohol-Free Workplace Policy to their immediate supervisor and getintegrated at 1-800-579-4341.

Definitions

1. “Substance abuse” means the use, misuse or illegal use of drugs or controlled substances.

2. “Dangerous substance” means: illegal drugs, controlled substances, look-alikes or designer drugs; unauthorized alcoholic beverages; drug paraphernalia; unauthorized prescription drugs; and any other perception-altering substance.

3. “Company premises” includes all company property whether owned, leased or used, e.g., facilities, buildings, structures, parking areas, automobiles, trucks and all other vehicles.  This also includes all other work locations or transit to and from those locations while in the course and scope of company employment.

4. “Reasonable suspicion” includes, but is not limited to: observation of behavior, other than as attributed to certain medical conditions, such as slurred speech, unsteady walking, abrupt mood swings, breath (Alcohol), or odor; observation of physical manifestations frequently associated with some form of substance abuse, e.g., needle marks, sudden nosebleeds; accidents; injuries; excessive absenteeism; declining productivity; observed use or possession of drug paraphernalia and/or suspicious activity indicating possible involvement with prohibited substances or alcohol.
5. “Test” is the screen of breath, urine or blood.
Policy

1. getintegrated’s Drug and Alcohol-Free Workplace Policy applies to all employees in all job classifications and strictly prohibits employees from: the manufacture, distribution, dispensation, possession, abuse or use of dangerous substances or illegal drugs (including prescription drugs not taken in accordance with a valid prescription) at any time in the workplace and on any getintegrated or Mid-Atlantic Realty Management premises.  Employees are prohibited from being under the influence of or having dangerous substances present in their bodies or in their possession while reporting to work, while at work, or while on-call for work.  If an employee violates this policy, he or she will be subject to discipline, up to and including immediate discharge from employment.

2. In order to maintain a safe workplace for its employees, getintegrated and Mid-Atlantic Realty Management may require employees who we believe with reasonable suspicion of reporting to work in violation of this policy and/or following an on-the-job accident to submit to immediate testing by a state certified laboratory.  Employees are required to report for such testing within one hour of the request. Testing will be done at the company’s expense.  Employees who refuse to take a test as directed or who otherwise violate the Drug and Alcohol-Free Workplace Policy will be subject to discharge.

Employees who acknowledge they have a drug problem are encouraged to seek treatment.    Employees should contact getintegrated or Mid-Atlantic Realty for information on the features of the company medical plan which may cover treatment or to get a local referral for available treatment.  Treatment may require an employee to be placed on leave of absence.  No disciplinary action will be taken for requesting assistance or treatment.  However, should you violate Company rules regarding drugs you are subject to discipline.
3. In appropriate situations, an employee who voluntarily (prior to being caught) admits that he/she has a substance abuse problem may be eligible to enroll in a rehabilitation program and return to work upon successfully completing the program within a reasonable timeframe.  The employee will be required to sign a Conditions of Employment form which can be found in the worksite manual.

4. 
5. Any employee who uses prescribed drugs or over-the-counter medication that may impair his or her ability to perform an essential function of his or her job or pose a direct threat to the employee or to others is required to report this information to his or her supervisor.  Employee’s may be asked not to operate a company vehicle if they are impaired.  getintegrated and Mid-Atlantic Realty Management will make reasonable accommodations to the known disabilities of employees where such accommodations do not create an undue hardship.  getintegrated reserves the right to require medical documentation regarding the need for such accommodation.

6. Nothing in this policy shall be construed as inconsistent with getintegrated or Mid-Atlantic’s responsibility for compliance with Federal, State and Local laws regarding fair employment practices, and the implementation of this Policy shall be accomplished in accordance with such laws.

Testing Procedures

In accordance with Maryland law (where applicable), getintegrated and Mid-Atlantic Realty Management will:

1. Use only State/NIDA certified laboratories for its job-related drug and alcohol testing;

2. Inform the employee tested, at the employee’s request, of the address of the laboratory that will test the specimen;

3. Provide any employee who has tested positively and whose test results have been confirmed with the following information within 30 days of the date that the test was performed:

a) a copy of the laboratory test including the test results;

b) a copy of this written policy on the use or abuse of controlled dangerous substances;

c) if applicable, written notice of getintegrated’s intent to take disciplinary action, terminate employment or change the conditions of continued employment; and 

d) a statement or copy of the provisions of Maryland law permitting an employee to request independent testing of the same sample for verification of the test result.

“(d)(1)  A person who is required to submit to job-related testing, may request independent testing of the same urine or blood sample for verification of the test results by a laboratory that:

i. Holds a permit under this subtitle; or

ii. If located outside of the State, is certified or otherwise approved.

(2) The person shall pay the cost of the independent test conducted.”

CONDITIONS OF EMPLOYMENT

EMPLOYEE CATEGORIES

Employees are categorized by getintegrated and also by Mid-Atlantic Realty Management, as provided for by applicable law, industry type and business need.  Mid-Atlantic Realty Management has the authority to determine the eligibility and waiting periods for participation in certain employee group benefits.  Refer to the Mid-Atlantic Realty Management Worksite Information section of this Handbook for specific categories and eligibility and waiting periods that apply to your Worksite.

Provisional Employees – Newly-hired employees who are in their first three (3) months of service and are not yet eligible to participate in group benefits. 

Regular Full Time Employees – Employees who are regularly scheduled to work a full work week, thirty-two (32) hours per week or more, and have successfully completed any provisional period of employment.  They are eligible for the group benefits outlined in this Handbook.   

Regular Part-Time Employees – Employees who are regularly scheduled to work less than thirty-two (32) hours per week.  
Temporary, Temporary Part-Time or Seasonal Employees – Employees who are employed for a specific project or for a period of time not to exceed six (6) months per calendar year, and whose employment is scheduled to terminate no later than completion of that project or period of time.  They are not eligible for employee benefits.

Exempt and Non-Exempt Employees – All employees are also classified into “exempt” and “non-exempt” categories for purposes of establishing eligibility for overtime pay under the Federal Wage and Hour Laws as regulated by the Fair Labor Standards Act (FLSA).  Our hourly paid employees are classified as “non-exempt” and are paid at the rates established by Mid-Atlantic Realty Management and are eligible to receive at least 1½ times their regular rate of pay for all hours worked over 40 in a workweek.  If you are not an hourly paid employee, you will be advised whether you are classified as “exempt” or “non-exempt”.  “Exempt” employees are not eligible for overtime pay.

For all categories of employees, if your employment relationship ends with Mid-Atlantic Realty Management for any reason other than resignation or termination for cause, you are required to immediately contact the getintegrated Human Resource Consultant assigned to Mid-Atlantic Realty Management at 1-800-579-4341.  getintegrated will advise on your re-employment options and other work opportunities available at getintegrated or with a different Worksite.

WORKING HOURS

Your supervisor will advise you of your regular work schedule, meal periods, and arrangements for personal breaks according to Mid-Atlantic Realty Management policy.  You are expected to be at your job location, dressed in appropriate attire, and ready for work at the time your shift on your regular workday is scheduled to begin.  You must record your hours worked on a Mid-Atlantic Realty Management timesheet or other time verification document provided.  You may not start work sooner than six (6) minutes prior to the beginning of your scheduled shift, unless you are specifically instructed to by your supervisor or authorized Mid-Atlantic Realty Management representative.

If you want to leave the premises during working hours, you must notify and receive permission from your supervisor or authorized Mid-Atlantic Realty Management representative in advance of your departure.  You must also sign a Mid-Atlantic Realty Management timesheet or punch out/punch in as you leave and as you return.

Nothing in this Handbook is a guarantee by Mid-Atlantic Realty Management or getintegrated of hours of work per day, per week, per year, or of any specific work schedule.

OVERTIME WORK

If you are a non-exempt employee, you will be paid one and one-half times your regular rate for all hours you are required to work in excess of forty (40) in a workweek.  The amount of overtime work, and employees assigned to work such overtime hours, is established by  Mid-Atlantic Realty Management. You are not permitted to work overtime without your supervisor’s or authorized Mid-Atlantic Realty Management representative’s permission. Failure to obtain your supervisor’s or authorized Mid-Atlantic Realty Management representative’s permission before working overtime will result in disciplinary action, up to and including termination.  There will be no duplication or pyramiding in the computation of overtime and other premium wages.  No employee will be paid more than once for the same hours worked.

PAYROLL INFORMATION

The scheduled frequency of pay periods is set by Mid-Atlantic Realty Management and can be found in the Mid-Atlantic Realty Management Worksite Information portion of this handbook under Compensation.  You may elect to receive your pay by direct deposit to your bank account.  You will receive your check, or pay stub if your pay is direct deposited, on the scheduled payday following the end of each pay period, unless that particular payday happens to be a holiday that Mid-Atlantic Realty Management is officially closed for.  In such case, you will receive your paycheck/pay stub on the last workday before the holiday.  Your paycheck/pay stub will be delivered to Mid-Atlantic Realty Management and will be distributed to you according to the policy of Mid-Atlantic Realty Management. We will not release your paycheck to anyone other than you or the authorized Mid-Atlantic Realty Management representative, except with your written authorization.  

ADMINISTRATIVE PAY CORRECTIONS

getintegrated and Mid-Atlantic Realty Management follow applicable wage and hour or other applicable law to ensure that employees receive the correct amount of pay in each paycheck, based on payroll information received from Mid-Atlantic Realty Management each pay period.  It is your responsibility to accurately record your work time on the timesheet or card provided by Mid-Atlantic Realty Management and to submit your hours worked to your supervisor per Mid-Atlantic Realty Management requirements. It is also your responsibility to review your paycheck or paystub each payday for accuracy. 

In the event of an error in the amount of pay or deductions, you should promptly contact the getintegrated Human Resource Consultant assigned to Mid-Atlantic Realty Management at 1-800-579-4341 so that corrections can be made as quickly as possible.

GARNISHMENTS OR OTHER DEDUCTIONS FROM PAY

Remember also that we are required by law to make deductions from your paycheck for federal and state withholding taxes, and for social security taxes (FICA).  As required by law, we will honor all wage garnishment notices issued by authorized federal and state agencies.  If we receive a garnishment notice you will be provided with a copy upon receipt.

You may voluntarily authorize in writing additional deductions from your paycheck for your contribution to group benefit plans and other items permitted by Mid-Atlantic Realty Management and/or getintegrated.  It is your responsibility to be certain that all such deductions are correct.

Additionally, there may be occasions that there are other monies due to getintegrated or Mid-Atlantic Realty Management from you.  If you owe money to getintegrated or Mid-Atlantic Realty Management, other than as described above, which legally may be deducted from your pay, you will be required to sign an acknowledgement and authorization form allowing this deduction.

If you have questions regarding your pay or deductions from your pay, contact your getintegrated Human Resource Consultant at 1-800-579-4341 for assistance.

ACCESS TO PERSONNEL FILES

getintegrated maintains an official personnel file on each employee. The personnel file includes such information as the employee's job application, resume, records of training, documentation of performance appraisals and salary increases, disciplinary action and accommodations received and other records of your employment history.

Maryland law considers personnel files the property of the Company (getintegrated), and access to the information contained in the file is restricted.  Generally, only Mid-Atlantic Realty Management supervisors and management personnel who have a legitimate reason to review information in a file are allowed to do so.

Employees who wish to review their own file should contact their getintegrated Human Resource Consultant.  With reasonable advance notice, employees may review their own personnel file at the getintegrated offices and in the presence of an individual appointed by getintegrated and Mid-Atlantic Realty Management.  If allowed by applicable State law, you may be able to request, in writing, copies of certain information contained in your official personnel file. 

EMPLOYMENT REFERENCE CHECKS

To ensure that individuals employed by getintegrated and assigned to Mid-Atlantic Realty Management are qualified and a good fit for the position and organization, it is the policy of getintegrated to check the employment references of all applicants.

getintegrated will respond to reference check inquiries from other employers on past and current employees. Refer all reference check requests or inquiries to getintegrated at 1-800-579-4341. It is getintegrated’s policy to confirm only dates of employment, position(s) held, salary and reason for departure per documentation in the official personnel records, unless we receive a reference release document signed by the employee authorizing us to release additional information.

HIRING OF RELATIVES

The employment of relatives in the same area of an organization may cause serious conflicts and problems with favoritism and employee morale.  In addition to claims of partiality in treatment at work, personal conflicts from outside the work environment can be carried into day-to-day working relationships.  Although getintegrated and Mid-Atlantic Realty Management have no prohibition against hiring relatives of existing employees, we are committed to monitoring situations in which relatives work in the same area.  In case of actual or potential problems, getintegrated and Mid-Atlantic Realty Management will take prompt action.  This can include reassignment or, if necessary, termination of employment for one or both of the individuals involved.

For purposes of this policy, a relative is a person who is related by blood or marriage, or whose relationship with the employee is similar to that of persons who are related by blood or marriage. 

getintegrated employee benefits

Full time employees are eligible to receive full employee benefits, some of which are provided by getintegrated and some provided by Mid-Atlantic Realty Management as described in the Worksite Information section of this handbook.  Information regarding Medical, Dental, Vision, Life, Accidental Death & Dismemberment, and Long-Term Disability Insurance and a Retirement Savings Plan offered by Mid-Atlantic Realty Management will be provided upon date of hire and will be based upon eligibility dates and requirements.  
The Mid-Atlantic Realty Management insurance benefits are discussed in more detail in separate booklets and in formal contracts and other plan documents.  If there is any question or conflict in language or interpretation between those booklets and the plan documents, the terms of the actual contracts or plan documents will take precedence.

getintegrated is responsible for the administration of all of the group benefit plans offered to you, whether the plan is sponsored by Mid-Atlantic Realty Management or by getintegrated. If you have any questions regarding your group benefits, contact your getintegrated Human Resource Consultant at 1-800-579-4341.

WORKERS’ COMPENSATION INSURANCE

If you are injured or become ill as a result of your work, you may be eligible to receive insurance benefits as provided under the State Workers’ Compensation Act.  getintegrated and  Mid-Atlantic Realty Management pay all costs of providing this insurance protection.  You are required to immediately report to your supervisor or authorized Mid-Atlantic Realty Management representative any accident or injury that occurs on the job or that you believe is job-related.

Supervisors or authorized Mid-Atlantic Realty Management representatives, are required to be familiar with the required documentation outlined in Chapter 10 of the getintegrated Client Worksite Manual and to abide by the guidelines included regarding workplace injuries
ACCIDENT REPORTS 

Any illness or injury that you suffer on the job must be reported immediately to your supervisor.  If your condition requires you to leave your job and/or seek medical attention, you will be given a copy of The Worksite Safety Program Employee Responsibilities, Injured Employee Statement and an Attending Physician’s Return to Work Recommendation Record by an authorized Mid-Atlantic Realty Management representative.  If medical attention is needed, you should report to the designated medical facility for your Worksite.  You must complete the Injured Employee Statement and return it to your supervisor as soon as possible following a job-related injury or accident. You must present a completed Attending Physician’s Return to Work Recommendation Record to your supervisor within twenty-four (24) hours after the incident if you are treated for a job-related illness or injury, and prior to your return to work and after any follow-up appointments.

In order to help prevent accidents, it is your duty to report immediately to your supervisor any condition at Mid-Atlantic Realty Management that you believe is unsafe or unhealthy.

UNEMPLOYMENT COMPENSATION

getintegrated contributes funds under the State Unemployment Compensation Act that may provide you with income in the event you become laid off or unemployed through no fault of your own.  As an employee, you pay no part of the fund that provides you with this benefit.  

CREDIT UNION

getintegrated offers all employees the opportunity to participate in either of two participating credit unions, Corporate America Family Credit Union and Central Credit Union of Maryland. Corporate America Family Credit Union lists member benefits that include internet account access, Christmas and vacation clubs, 24-hr. telephone teller, free checking, PC bill payment services, low-cost loans and CD’s.  Central Credit Union offers member benefits that include low-cost loan packages, high interest rates on savings and checking accounts, ATM access, and credit card memberships.

Contact your getintegrated HR Consultant at 1-800-579-4341 for more information or to receive a membership application.

ADDITIONAL BENEFIT AND DISCOUNT PROGRAMS

As an employee of getintegrated, you are entitled to participate in any additional benefit and discount programs that may be offered from time to time, some of which include: low-cost long distance telephone services, radicus internet services, discounted BJ Wholesale Club memberships, discounted movie tickets and various recreation park discount coupons.  Call 1-800-579-4341.

CONTINUATION/CONVERSION OF HEALTH INSURANCE BENEFITS

If your group health insurance coverage ends because your employment with Mid-Atlantic Realty Management and getintegrated is terminated, or because of some other qualifying event, you and your covered dependents may be eligible for continuation of your health coverage with Mid-Atlantic Realty Management’s group insurance plan under The Consolidated Omnibus Budget Reconciliation Act of 1985 ("COBRA"). 

An individual entitled to COBRA continuation coverage, known as a qualified beneficiary, is an employee or dependent who is covered by the group health plan at the time of the qualifying event.   Extension of group health coverage will be offered at the employee's expense. 

A qualified beneficiary becomes entitled to COBRA upon the occurrence of certain qualifying events.  Qualifying events include:


Employee:
Termination of employment (except for gross misconduct), or reduction in 




hours.


Spouse:

Employee’s termination of employment (except for gross misconduct), or

reduction in hours, death of an employee, and divorce or legal separation

or the employee becoming entitled to Medicare.

Dependent:
Employee’s termination of employment (except for gross misconduct), or 

      

reduction in hours, death of the employees parent,  divorce or legal 

separation of employee parent, dependent child losing dependent status under the plan or  the employee parent becoming entitled to Medicare.

Continuation coverage may extend for up to 18 months in the event of termination or reduction in hours.  COBRA continuation may extend for up to 36 months in all other instances, except continuation coverage due to the employer’s bankruptcy.

To be eligible for these continuation or conversion rights for yourself or your spouse and any dependent children, the law requires that certain conditions be met.  Therefore, if any of the above events occur, notify your getintegrated HR Consultant for further assistance.   In addition to the summary plan description detailing your health insurance coverage, you will receive upon enrollment a detailed notice outlining your rights and the extension of benefits available under COBRA. 

 WHAT WE EXPECT FROM YOU

BUSINESS ETHICS AND PROFESSIONAL CONDUCT

The successful business operations and reputations of getintegrated and Mid-Atlantic Realty Management are built upon the principles of professional, fair, 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.

A professional image requires you to treat others as you would like to be treated, keep work areas orderly and clean, use appropriate language, be sensitive to cultural diversity, appreciate everyone’s contribution to the success of the business, respect others’ opinions, be on time, and maintain a positive attitude.
The continued success of getintegrated and Mid-Atlantic Realty Management is also dependent upon our customers' trust and we are dedicated to preserving that trust. Employees have a duty to getintegrated,  Mid-Atlantic Realty Management, and its customers to act in a way that will merit the continued trust and confidence of the public.

getintegrated and Mid-Atlantic Realty Management will comply with all applicable laws and regulations and expects its directors, officers, and employees to conduct themselves and any business operation in accordance with the letter, spirit, and intent of all applicable laws and to refrain from any illegal, dishonest, or unethical conduct.

Compliance with this policy of business ethics and conduct is the responsibility of every getintegrated employee.

ATTENDANCE

Mid-Atlantic Realty Management relies on every employee to provide quality service to its clients/customers in an efficient, cost-effective manner.  It is necessary that you be at your job location ready to start work at your scheduled time, in the appropriate attire and continue working until your scheduled hours of work are completed.  It is your obligation to notify your supervisor or authorized Mid-Atlantic Realty Management representative, as far as possible in advance of your scheduled workday, whenever you will be late or absent, to state the reason for such lateness or absence, and to advise when you expect to return to work.  If your supervisor is not available when you call, you must contact the next immediate supervisor in your Mid-Atlantic Realty Management “chain of command”.  If a message is left it should include a telephone number where you can be reached and you are required to follow up with your supervisor as soon as possible.  If you are physically unable to make a personal call, you must have someone else call for you.

We recognize that from time to time personal emergencies require employees to miss work.  Excessive, patterned or unexcused absences and lateness, are grounds for disciplinary action up to and including discharge.

BE ALERT TO SECURITY

getintegrated and Mid-Atlantic Realty Management facilities contain valuable machinery, equipment, furnishings, merchandise and other property.  It is important, in order to protect your job and the jobs of everyone employed by getintegrated and Mid-Atlantic Realty Management, that all employees pay close attention to the security of our facilities as well as all other property of getintegrated and Mid-Atlantic Realty Management.  Notify your supervisor, an authorized Mid-Atlantic Realty Management representative or getintegrated if you see any suspicious or illegal activity of any kind, including the presence of strangers on our premises.

RESPECT CONFIDENTAL INFORMATION

 Mid-Atlantic Realty Management employees, while in the performance of their duties, may from time to time come in contact with business information pertaining to getintegrated, Mid-Atlantic Realty Management or any of our customers.   It is important for all Mid-Atlantic Realty Management employees to understand that company information is proprietary in nature and is the sole property of getintegrated, Mid-Atlantic Realty Management and/or the customer company. 

Any information concerning the business of getintegrated and Mid-Atlantic Realty Management, customers, suppliers, subcontractors, dealers, employees or personnel associated with getintegrated and/or Mid-Atlantic Realty Management, is confidential and restricted.  You may not reveal any such information except under the direction or with the approval of your supervisor, authorized Mid-Atlantic Realty Management representative, or your getintegrated Human Resource Consultant. 

Any employee who removes company information from the premises without authorization or releases company information to any unauthorized individual inside or outside of the company will be subject to disciplinary action up to and including termination.

Company information includes but is not limited to;
· financial information and compensation data

· personnel data and files

· computer processes, programs and codes

· customer lists and order details

· new materials research and development

· pending projects and proposals

· proprietary production processes

· scientific data, formulae and prototypes

· technological data, research and development, and prototypes

If you are not sure about whether a particular type of information is subject to this confidentiality duty, refer inquiries to your supervisor, authorized Mid-Atlantic Realty Management representative or your getintegrated HR Consultant.

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 possible legal prosecution. 

RESTRICT CONFLICTING OUTSIDE ACTIVITIES

In limiting employees’ involvement in certain outside activities, we are not attempting to interfere in your personal life, but to protect the best interests of getintegrated, Mid-Atlantic Realty Management and all of our personnel.  We cannot permit you to pursue activities that may conflict with the general welfare of getintegrated and Mid-Atlantic Realty Management, have the appearance of impropriety, or which might damage the reputation of getintegrated or Mid-Atlantic Realty Management.  Such activities include employment with a competitor; use of Mid-Atlantic Realty Management time, facilities or equipment to engage in another business or occupation; and any outside activity which results in your losing time from work, being distracted from work, or which could result in an appearance of conflict.  You should consult with an authorized Mid-Atlantic Realty Management representative and getintegrated before engaging in an activity which might be covered by this policy.
GRATUITIES AND OUTSIDE INTERESTS

Gifts, favors, or services beyond the terms of a contract offered by a person, contractor, or a resident shall not be accepted by an employee of the Company and may be grounds for disciplinary action up to and including termination.  All business transactions will be conducted in a professional manner.

Employees (or their immediate family) will not be in a partnership with firms, organize companies or in any manner be a part of a business which performs services for the Company unless specifically approved in writing by a vice president.

Personnel may not engage in outside business activities which may in any manner conflict with their normal day-to-day performance of duties of the Company.
USE OF COMPANY property and EQUIPMENT

TELEPHONE AND MAIL SYSTEM

While we understand that it is necessary on occasion for employees to place and receive personal calls during the work day, employees should understand that excessive personal calls, both incoming and outgoing, tie up company lines and generally disrupt business operations and should be kept to a minimum.   

Long Distance and other toll calls for personal reasons are strictly prohibited.  Mid-Atlantic Realty Management employees who disregard this policy will be responsible for all charges incurred for any long distance and other toll calls, and may be subject to disciplinary action up to and including discharge.

The mail system is for business use only.  Employees are prohibited from using the Mid-Atlantic Realty Management business address to send and receive personal mail unless prior authorization is received from a supervisor.  Violators of this policy will be subject to disciplinary action.

Messages stored on getintegrated’s or Mid-Atlantic Realty Management’s telephone voicemail system are the property of getintegrated or Mid-Atlantic Realty Management.  There is no assumption of privacy for any messages, personal or business related, that are stored on the getintegrated or Mid-Atlantic Realty Management telephone voicemail system.

COMPUTER/EMAIL, THE INTERNET AND OTHER ELECTRONIC MEDIA

getintegrated and Mid-Atlantic Realty Management computer systems, internal and external network systems and e-mail systems are the property of getintegrated or  Mid-Atlantic Realty Management and are for business purposes only.  Employees are prohibited from placing unauthorized and/or personal use software or hardware on any company computer system without prior written authorization by getintegrated or the authorized Mid-Atlantic Realty Management representative.  Employees are also prohibited from removing or copying company-licensed software or transferring company-licensed software to their personal computers or systems.

getintegrated and Mid-Atlantic Realty strictly prohibits all employees from accessing, writing, downloading, receiving or transferring pornographic, racial, harassing, other discriminatory or material jokes, e-mail messages or other potentially harmful data on getintegrated or  Mid-Atlantic Realty Management computer systems or any other company electronic media at any time.  If Mid-Atlantic Realty Management allows access to the Internet for business purposes, you are prohibited from using, sending, downloading and receiving information by way of the Internet without prior authorization from an authorized Mid-Atlantic Realty Management representative.

Any information stored on these systems are the property of Mid-Atlantic Realty Management and subject to inspection by Mid-Atlantic Realty Management. There is no assumption of privacy for any personal information stored on Mid-Atlantic Realty Management computer systems and related hardware, software, network and e-mail systems.

If you receive or otherwise become aware of any prohibited material in violation of this policy, you are required to immediately notify your Mid-Atlantic Realty Management supervisor or authorized Mid-Atlantic Realty Management representative and getintegrated.  Any employee found to have violated the provisions of this policy in any way is subject to disciplinary action up to and including discharge, and may be subject to criminal prosecution.

Examples of activities involving Mid-Atlantic Realty Management computer or other electronic media systems that are strictly prohibited include, but are not limited to:

· sending/receiving/posting or viewing pornographic, discriminatory, harassing, threatening, illegal or otherwise harmful messages, images or other activities.

· using Mid-Atlantic Realty Management’s time and resources for personal gain, stealing, using or disclosing another employee’s access code or password.

· copying, pirating, or downloading software and electronic files onto Mid-Atlantic Realty Management computer or network systems.

· sending or receiving confidential material, trade secrets or proprietary information outside of  Mid-Atlantic Realty Management’s internal system.

· violating copyright law.

· violating licensing agreements.

· engaging in electronic activities that are a cost to  Mid-Atlantic Realty Management by way of service or long distance fees without prior approval of the authorized Mid-Atlantic Realty Management representative.

· sending or receiving material that could damage Mid-Atlantic Realty Management’s or getintegrated’s image or reputation.

· attempted or actual access of another computer system or other person’s files.

· sending/receiving/posting chain letters, advertisements, political activities and other personal material without prior authorization of  Mid-Atlantic Realty Management.

SAFETY IN THE WORKPLACE

In order to ensure a safe and healthy work environment for all employees, customers, and visitors, Mid-Atlantic Realty Management is responsible for establishing and maintaining a Worksite Safety Program that is monitored on an ongoing basis by the getintegrated Risk Manager. Although it is the responsibility of Mid-Atlantic Realty Management to ensure Mid-Atlantic Realty Management’s compliance with the program guidelines and to comply with all state and federal law in the administration of the program, the success of the program depends on your alertness and personal commitment to adhere to all Mid-Atlantic Realty Management safety guidelines.  All employees are required to understand and abide by the guidelines of their  Client Safety Manual.
In some instances, Mid-Atlantic Realty Management may be required to follow specific regulations due to the type of industry or government contract requirements.  You will be provided information about the requirements of your Worksite Safety Program through regular internal communication channels such as supervisor-employee meetings, training, bulletin board postings, memos, or other written communications.  Posters and Material Safety Data Sheets, where required by applicable state and federal law, are displayed in the appropriate areas describing precautionary measures and hazard awareness.

Each employee is required to obey all safety rules and to exercise caution in all work activities.  You are required to immediately report any unsafe condition to the appropriate supervisor, authorized Mid-Atlantic Realty Management representative or the getintegrated Risk Management department.  If you violate the safety standards, are found to be responsible for the occurrence of hazardous or dangerous situations, or fail to report or remedy wherever possible such situations, you will be subject to disciplinary action, up to and including termination of employment.

WORKPLACE VIOLENCE PREVENTION

getintegrated and Mid-Atlantic Realty Management have established policies and procedures with the intent to provide a work environment that is safe, healthy and rewarding for all employees, independent contractors and visitors. Our Workplace Safety Program and Standards of Conduct policies outline safety precautions and expected standards of conduct for all employees.  We cannot, however, ensure against disruptive or unforeseen influences outside of our control that might have an adverse effect on our workplace.

All employees are required to be alert to activity or behavior either by an employee or visitor on Mid-Atlantic Realty Management premises which may signal possible danger to the employee or any other employee or visitor to the Workplace, or which might be disruptive to business activities in any way.

Threat or conduct either in person, via mail, telephone or other media that threatens, intimidates, or coerces another employee, a customer, or other visitor, will not be tolerated.  All threats of (or actual) violence, both direct and indirect, should be reported as soon as possible to your immediate supervisor, authorized Mid-Atlantic Realty Management representative or getintegrated, or in the case of immediate danger, notify the police. 

All suspicious individuals or activities on or near Mid-Atlantic Realty Management premises should also be reported as soon as possible to a supervisor or authorized Mid-Atlantic Realty Management representative.  Do not place yourself in danger.  Do not intercede when there is imminent or immediate danger.  Attempt to note facts to report and leave the area if possible.  Call the police and notify a supervisor or authorized Mid-Atlantic Realty Management representative as soon as possible.

getintegrated and  Mid-Atlantic Realty Management will promptly and thoroughly investigate all reports of threats of (or actual) violence and of suspicious individuals or activities.  Employees should make every effort to settle their disputes or differences with other employees, with the help of their supervisor or getintegrated if necessary, to preclude any situation which might escalate into potential violence.   

Although it is not our intent to become involved in our employees’ personal life, it is important for us to know of potential situations that may place any of our employees or visitors to Mid-Atlantic Realty Management in any danger.  If you are involved in a situation outside of the workplace, or believe that a situation exists, which could potentially place Mid-Atlantic Realty Management or any of our employees in danger, you are required to notify the authorized Mid-Atlantic Realty Management representative and getintegrated.  Confidentiality will be maintained to the extent possible that the situation may be remedied without the release of any information.  If confidential information must be released in order to conduct a satisfactory investigation and remedy the situation, only individuals with a “need to know” involved in the investigation will be provided any information.

Any employee found to be responsible for threats of (or actual) violence or other intimidating conduct in violation of this policy will be subject to prompt disciplinary action up to and including termination of employment, and possible legal prosecution.




SMOKING IN THE WORKPLACE

Maryland law prohibits smoking in any “enclosed workplace” except where a separate, enclosed, designated smoking area is set up which must be totally enclosed by walls and a door and have a separate ventilation system to the outdoors.  An “enclosed workplace” is defined as indoor work areas; vehicles occupied by more than one employee; restrooms; conference rooms; classrooms; cafeterias; hallways.  

Violation of this policy by any employee will result in disciplinary action up to and including discharge.  Failure of a Worksite to enforce this state regulation could result in fines against  Mid-Atlantic Realty Management for repeated and willful violations.  The Maryland Occupational, Safety and Health division of the Department of Labor and Industry enforce this regulation.

DISCIPLINARY ACTION

Whenever a group of people work together, there must be standards of conduct for common guidance and efficiency.  We hope that your common sense will guide you as to the proper conduct in most cases, so we have listed below only a few specifics regarding what we expect from you.  Discipline may vary depending on, among other things, the gravity of the offense, the circumstances under which it occurred, your duties, your length of service (seniority) with getintegrated or Mid-Atlantic Realty Management, and your overall work record, including any prior misconduct.  In order of severity, discipline can take one of the following forms: counseling; written warning or reprimand; probation; suspension (with or without pay); suspension subject to discharge or, discharge.  

Use of any of the described disciplinary actions does not in any way negate or supersede the  established employment at-will relationship.  getintegrated or Mid-Atlantic Realty Management has no obligation to use any one or combination of these forms of discipline prior to discharging an employee.  If you do receive the benefit of any of these methods of constructive discipline, however, be sure to take advantage of the opportunity to learn from your mistakes and improve.

There are certain major offenses that will result in an immediate penalty of probation, suspension subject to discharge, or discharge, without any prior counseling.  In other words, if you commit a major offense, all or any part of our progressive disciplinary procedure may be omitted, at the discretion of getintegrated and Mid-Atlantic Realty Management.  In order to avoid such severe consequences, just follow simple common sense guides and avoid major offenses such as, but not limited to, the following:

· Failure or refusal to carry out orders or instructions.

· Unsatisfactory work performance.

· Failure to fulfill the responsibilities of the job to an extent that might or does cause injury to a person or damage to or loss of product, machinery, equipment, facilities, or other property of getintegrated or  Mid-Atlantic Realty Management.

· Violation of a safety, fire prevention, health, security rule, policy or practice.

· False, fraudulent, misleading or harmful statement, action or omission related to an employment application or any other information provided to or requested by getintegrated or Mid-Atlantic Realty Management, whether oral, written; or refusal or failure to timely provide such information.

· Unauthorized use of, removal of, theft or damage to the property of getintegrated or Mid-Atlantic Realty Management, an employee, an independent contractor, or a customer.

· Threatened or actual physical violence.

· The use of profane, obscene or abusive language.

· Carrying any weapon while on getintegrated or Mid-Atlantic Realty Management business, getintegrated or Mid-Atlantic Realty Management premises or property without authorization from getintegrated or the authorized Mid-Atlantic Realty Management representative.

· Violation of any of the provisions of getintegrated’s Drug and Alcohol-free Workplace Policy.

· Organized gambling, disorderly, or immoral conduct while on getintegrated or Mid-Atlantic Realty Management premises, Mid-Atlantic Realty Management or business.

· Accepting or engaging in any outside employment with a competitor of Mid-Atlantic Realty Management or getintegrated; or conducting or attempting to conduct any outside business while on the premises of getintegrated or Mid-Atlantic Realty Management.

· Garnishments beyond the type and number protected by law.

· Chronic, habitual, or excessive lateness or absenteeism.

· Discrimination or harassment of another employee of a sexual nature or otherwise, including but not limited to verbal or physical conduct, or unwelcome advances with regard to or on the basis of race, color, religion, creed, age, sex, national origin, marital status, disability, or other classification protected by applicable law.

· Any arrest, criminal complaint, summons to answer a criminal charge, statement of charges, indictment, criminal information or any other criminal charge or conviction of an employee, depending on the particular circumstances and the offense charged, including but not limited to getintegrated or Mid-Atlantic Realty Management’s judgment as to the potential risk to safety or health of employees, the security of getintegrated or Mid-Atlantic Realty Management premises and property, and/or the reputation of getintegrated or Mid-Atlantic Realty Management.

DISCIPLINE APPEAL PROCEDURE

If you are suspended, suspended pending discharge, or discharged, and disagree with the recommended employment action, you should make use of the Discipline Appeal Procedure.  To do so, you must notify your getintegrated HR Consultant or the Director of Human Resources in writing, within one week of the notice of discipline.  Your written appeal must provide an explanation of why you disagree with the recommended employment action.  After your written appeal is received, you will have the opportunity to meet with the getintegrated Director of Human Resources and a senior-level Mid-Atlantic Realty Management representative to provide any additional information you wish.  Following a review of the facts, a decision regarding the appropriate employment action will be made.  This decision is final.

ARBITRATION AGREEMENT

Mid-Atlantic Realty Management has an Arbitration Agreement that is voluntary and should be used to resolve employer-employee disputes. If you are interested in Arbitration as a means to resolve any employer-employee grievances, please contact your immediate supervisor and/or your getintegrated Human Resource Consultant for further information.

employment status changes

Up-to-date, personal information is necessary for a number of reasons, including ensuring the accurate administration of your employee benefits.  It is your responsibility to notify your supervisor and your getintegrated Human Resource Consultant promptly of any change in your address, telephone number, marital status, number of dependents, beneficiary designation, emergency contact, or anything else that would affect your employee benefits, our ability to contact you quickly or our ability to mail information to you, including your W-2.

NOTIFICATION OF VOLUNTARY TERMINATION OF EMPLOYMENT

Every company must plan its future personnel needs if it is to operate efficiently.  Should you decide to leave Mid-Atlantic Realty Management, notify your supervisor or authorized Mid-Atlantic Realty Management representative in writing at least two (2) weeks in advance of your final day of work.  Failure to do so will mean forfeiture by you of any accumulated, but unused, vacation days and other benefits.

On your last day worked, you must return all property charged to you such as equipment, tools, uniforms, vehicles, computers, telephone equipment, files, disks, customer lists and other items.  Failure to do so may result in a deduction of the replacement cost of the item not returned on the final paycheck.  Before you depart, your supervisor, authorized Mid-Atlantic Realty Management representative or getintegrated HR Consultant may conduct an exit interview with you.  Your frank opinion about ways we can improve getintegrated or Mid-Atlantic Realty Management is welcome.

compensation

TIMEKEEPING METHOD 
Non-exempt employees are required to utilize the time sheets provided to record hours worked.  You are not permitted to sign in or sign out more than six (6) minutes before or after your scheduled starting or ending shift time without prior approval of your supervisor.  You are to punch out when you begin your lunch break and any time you leave the Mid-Atlantic Realty Management premises for absences during your scheduled shift, such as for doctor’s or dentist’s appointments, and to sign back in upon your return to work.  You are required to notify your supervisor or authorized Mid-Atlantic Realty Management representative prior to leaving and upon returning to the premises during the workday.
You are responsible for your time sheet and the accuracy of the time recorded.  It is your responsibility to sign your timesheet and have it signed by your supervisor.  If you forget to sign in or make an error on your time sheet, you must report it to your supervisor.  The supervisor will make the correction and both you and your supervisor will initial the correction.

No Mid-Atlantic Realty Management employee may record hours worked on another Mid-Atlantic Realty Management employee’s time sheet for that employee.  Tampering, altering or recording time on another employee’s time sheet are grounds for disciplinary action up to and including discharge.

Time sheets are the property of Mid-Atlantic Realty Management and getintegrated and may not be removed from the premises except by the authorized representative of the company for recording and collection of time worked.

PAYROLL INFORMATION

Pay periods run Bi-weekly, Sunday through Saturday.  You will receive your paycheck or pay stub (if pay is direct deposited) on the Friday following the previous pay cycle.

As stated in the getintegrated policy section of this Handbook, you are responsible for promptly reviewing your paycheck or paystub for accuracy each payday and reporting any discrepancies to your supervisor and getintegrated at 1-800-579-4341.


  

Mid-Atlantic Realty Management benefits

The provisional employment period for Mid-Atlantic Realty Management in which employees become eligible for benefits is ninety (90) days.  Employees hired within the first five (5) days of the month may be eligible for coverage first of the month following eighty-five (85) days for some carriers.  Regular full time Mid-Atlantic Realty Management employees working at least thirty-two (32) hours per week and who have successfully completed the provisional employment period are eligible to participate in the group health benefit plans described below.  Upon date of hire, information on all benefits will be provided along with benefit election forms or waivers. 

Mid-Atlantic Realty Management employees participate in group benefits under a Section 125/Cafeteria plan for premium only.  Monthly premium costs to employees are deducted pre-tax via payroll deduction, divided evenly between four (4) pay periods per month for weekly pay periods and two (2) pay periods for bi-weekly pay.

SECTION 125/CAFETERIA PLAN

Some of your group benefits, for eligible employees, will be provided to you under a Section 125/Cafeteria Plan, which allows you to contribute your portion of benefit premium costs on a pre-tax basis via payroll deduction.   The types of group benefit plans eligible for this pre-tax consideration are medical and dental insurance, vision insurance, life insurance and accidental death and dismemberment (AD&D).

If you participate in any of the eligible group benefit plans, any portion of the monthly premium cost that you pay will be deducted from your gross pay before any federal, state (varies by state) and social security (FICA) taxes have been withheld.  This means that your gross wages remain the same but the amount of wages subject to taxes has been reduced, so you pay less federal, state and FICA taxes.

Once you have reached eligibility as a new employee to participate in the group benefits, you will be given the opportunity either to enroll in the various plans, or decline participation.   After the initial enrollment opportunity, you will not be able to change your participation election until the next annual open enrollment period, unless you experience a qualifying family status change.  

Qualifying family status changes are: marriage, divorce, childbirth/adoption, loss of coverage under a spouse’s group plan, and loss of dependent status eligibility.  It is your responsibility to notify the getintegrated benefits department, at 1-800-579-4341, within 30 days of a qualifying family status change.  Failure to notify getintegrated of a family status change within the required time period will forfeit your eligibility to change your benefit enrollment elections until the next annual open enrollment.































401(K) RETIREMENT SAVINGS PLAN

All full time employees working at least 1664 hours and who are at least 21 years of age, are eligible to participate in the 401(k) plan sponsored by getintegrated and Mid-Atlantic Realty Management, effective the first of the month following the satisfaction of a one (1) year waiting period from date of hire. Participants may contribute via payroll deduction any amount between 1-100% of their gross income, pre-tax, to their own retirement savings account (up to the IRS preset annual dollar limit).  You may select from various funds ranging from aggressive, bond, money market, and growth funds.  

Mid-Atlantic Realty Management determines the amount and type of company-matched funds, if any, to this retirement savings plan.  You will be provided further information regarding your Mid-Atlantic Realty Management plan when you reach participation eligibility.  You may also contact your getintegrated HR Consultant for more information regarding 401(k) Retirement Savings Plan participation.

EDUCATION ASSISTANCE/TUITION REIMBURSEMENT

Mid-Atlantic Realty Management believes that an employee’s personal growth greatly enhances his/her contribution to the company and the company is committed to helping employees attain their personal and professional goals.  If you are a regular full time Mid-Atlantic Realty Management employee in good standing, who worksat least thirty-two (32) hours per week at Mid-Atlantic Realty Management, and have completed at least one (1) year of continuous service, you are eligible to request education assistance in the form of tuition reimbursement from Mid-Atlantic Realty Management to further your formal education.  

You may be eligible to receive reimbursement up to 100% of the course cost for satisfactory completion of the course(s) up to a maximum of $1,500 per year.  Mid-Atlantic Realty Management will reimburse you up to 100% of the “course cost only” for satisfactory completion of the course(s):  100% for Grade A; 80% for Grade B; 50% for Grade C; and, 0% reimbursement for incompletion of course or grade received below C.

The course cost does not include books, parking, or other administrative fees. These additional expenses are not included in the eligible reimbursement amount and are the sole responsibility of employee.  

Once you have been approved to participate in the program, Mid-Atlantic Realty Management will reimburse you 50% of the course cost.  Upon satisfactory completion of the course(s), you must submit another request with proof of satisfactory completion of the course(s) for any additional reimbursement amount as described above.  

If you are interested in utilizing this benefit, you should submit a written request on the Education Assistance/Tuition Reimbursement Request Form to your immediate supervisor.   The request form should include a brief description of your educational goals, the names, dates and cost of the course(s) you plan to attend.  You should also include proof of enrollment in the course(s) and a copy of each course listing.  The course selection must enhance your  employment skills with Mid-Atlantic Realty and the industry in which you work.  

You must remain at Mid-Atlantic Realty Management as an eligible employee for one (1) year following any education assistance/tuition reimbursement or you will be required to pay back to Mid-Atlantic Realty Management the full reimbursement received.  This amount must be paid back no later than your last day of work for Mid-Atlantic Realty Management.  You must authorize Mid-Atlantic Realty Management to deduct the full amount from your last paycheck unless other payback arrangements are made with your immediate supervisor or an authorized Mid-Atlantic Realty Management representative prior to your last work date.

If you do not complete the course or do not obtain a Grade C or better, you are required to return any reimbursement amount you have received from Mid-Atlantic Realty Management for the incomplete or unsatisfactory course completion.

TIME OFF FROM WORK
PAID HOLIDAYS

All regular full time employees who have successfully completed a full pay period are eligible for holiday pay, at their regular rate of pay.  To qualify for holiday pay, you must work the regularly scheduled day immediately prior to and immediately following the scheduled holiday.  Pre-approved vacation days or other pre-approved paid time off qualify as days worked for this purpose.

If you are a non-exempt employee who is required to work on a regularly scheduled holiday, you will be paid at 1.5 times your regular rate of pay for hours worked on the scheduled holiday.  Holiday pay is not considered hours worked for purposes of calculating overtime.
Mid-Atlantic Realty Management recognizes the following holidays:


New Year’s Day

Labor Day

Memorial Day


Independence Day


Thanksgiving Day


Christmas Day

For your information, getintegrated corporate offices are officially closed on:  New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, the day after Thanksgiving and Christmas Day. 

RELIGIOUS HOLIDAYS/FLOATING HOLIDAY
Mid-Atlantic Realty Management offers one floating holiday per anniversary year to be taken at the discretion of the employee with prior supervisory approval.  This will not be carried over into the next anniversary year. 

If an employee’s religious beliefs requires taking a day off to observe those beliefs, the following guidelines will apply:

In offices where six-day work weeks are in effect, the normal day off may be exchanged for the religious observance with prior approval of your supervisor. When a religious holiday occurs within a normal work week, an employee may used accrued vacation/personal leave, the floating holiday or request leave without pay.  All leave requests must have your direct supervisor’s approval.

VACATION LEAVE

The Company’s policy grants vacation leave to all full time employees working at least thirty two (32) hours per week.  Because vacations affect the staffing of your department, you should discuss your plans early with your supervisor.  If a conflict arises it will be based on the final decision of your supervisor who will take into account the timeliness of the request and  seniority.  It is not permissible to “borrow” future leave accrual time.

Vacation accruals for full time employees will accrue on the anniversary date of each month.  For example:  if you were hired on January 6 you will begin to accrue hours in the payroll that February 6 falls in and so on for each month.  Vacation leave will not be granted within the first three months of employment, nor will an employee be paid for any accrued time if the employment is terminated prior to twelve months of service.

Vacation days are earned for each month of completed service for each full time employee as follows:

Employment Period

Days

Hours


Earned Per Month 

1st Year



6 days

48 hours

4 hours

2nd – 5th Year


10 days

80 hours

6.66 hours

6th Year
 +


15 days

120 hours

10 hours





Accrued vacation time will be carried over into the next year.  The carry over is limited to the amount you would accrue in one year.  Employees with more than one (1) year’s service MUST take at least one (1) week of vacation per anniversary year.

Generally, upon layoff, resignation or termination of employment in good standing, you will be eligible to receive payment for earned, but unused vacation time if your employment exceeds twelve (12) months.   The maximum payout cannot exceed one year’s accrual.  The payment of vacation wages may be forfeited if you fail to provide two weeks notice of resignation of employment or in the event of  gross misconduct.  
SICK LEAVE  

Paid sick leave is provided for you by Mid-Atlantic Realty Management as an additional benefit and is only to be used in the case of your personal illness.  Sick leave is granted on an as-needed basis for all regular full-time Mid-Atlantic Realty Management employees. 

Sick leave accrual begins on the anniversary date of the month following the first date of employment.  Paid sick leave will not be granted within the first three (3) months of employment.  Sick leave will accrue at a rate of 3.34 hours per month (5 days per year).  Unused sick leave will be carried over into the next year.  The maximum accrual amount is 720 hours (90 days).  Upon termination, unused sick leave will not be paid out.

If you are absent from work due to illness for more than two (2) consecutive scheduled days in a workweek, you are required to provide a doctor’s note confirming your illness reason and/or (if applicable) permitting you to return to work.   Additionally, getintegrated and Mid-Atlantic Realty Management reserve the right to request a physician’s confirmation of illness if you are absent for more than two (2) consecutive scheduled days in a workweek.

You are required to notify your supervisor or authorized Mid-Atlantic Realty Management representative within 1 hour of the beginning of the workday regarding absence for illness reasons.

In the event of your need for extended leave due to your illness or illness of your spouse, child or parent, you may be eligible for unpaid leave under the Family and Medical Leave Act.  Refer to the Family and Medical Leave Policy included in this Handbook and contact your getintegrated Human Resource Consultant at 1-800-579-4341.

PERSONAL DAYS

In addition to sick leave, all full time employees will accrue two (2) hours per month (3 days per year) of personal leave on their anniversary date.  These days may also be used for sick leave once sick time has been exhausted, but sick leave cannot be transferred to personal leave.  Examples of how these days can be used are religious holidays, sickness or medical appointments for family members, or bereavement days for relatives or friends not covered by the bereavement policy.  Employees are expected to notify their department with as much advanced notice as possible, and time off must be approved by the employee’s immediate supervisor.

On the anniversary date of your third year of employment and each anniversary date thereafter, the employee will begin accruing at a rate of 2.67 hours per month (4 days per year).  Unused personal leave will not be carried over into the next anniversary year.  Upon termination, unused personal leave will not be paid out.

UNPAID  PERSONAL LEAVE OF ABSENCE

Mid-Atlantic Realty Management may grant a personal leave of absence to Mid-Atlantic Realty Management employees, at its sole discretion, for exceptional circumstances that are not provided for under any other written policy of the company.  This leave is unpaid, and must be requested in writing at least thirty (30) days prior to the requested leave date.  

BEREAVEMENT LEAVE

After three (3)months of continuous service all full time Mid-Atlantic Realty Management employees are eligible for three (3) days paid leave for bereavement or funeral leave due to the death in the employee’s immediate family.  Immediate family is defined as spouse, parent, grandparent, children, grandchildren, sibling, spouse’s parent or grandparent, or other “step” relative of the same degree.  

Bereavement leave must be requested through your supervisor.  Bereavement leave shall be taken during the period between the day of death and the day following burial, both inclusive.  If additional time is needed due to travel outside the local area, you may request a reasonable extension of this leave, without pay, or request the use of other accrued paid leave, such as vacation leave or personal leave.

JURY DUTY AND OTHER REQUIRED COURT APPEARANCES

Per getintegrated policy and in accordance with applicable law, Mid-Atlantic Realty Management will permit employees in all categories to request time off to perform jury duty and other court-ordered appearances if summoned.  All Mid-Atlantic Realty Management employees are responsible to provide their supervisor, authorized Mid-Atlantic Realty Management representative, or your getintegrated Human Resource Consultant with notice of required attendance immediately upon receipt of such notice or summons, and confirmation of length of duty performed upon your return to work.  

Generally, regular full-time Mid-Atlantic Realty Management employees who have successfully completed one year of service will receive regular pay if summoned to perform jury duty.  Supplemental jury duty pay will be based on your regular rate of pay based on the number of hours you normally would be scheduled to work on each day absent.  No overtime or weekend pay will be paid.  Supplemental jury duty pay will be paid for performance of jury duty only, it does not apply to other court-ordered appearances, such as witness duty.  Employees will be granted time off without pay for other court-ordered appearances, including witness duty.  The employee may request the use of other paid leave such as accrued vacation leave.

If you are released from jury or other court duty for one-half day or more during any scheduled workday, you are required to report to work for the remainder of the day.


FAMILY AND MEDICAL LEAVE ACT (FMLA) 

The purpose of the Family and Medical Leave Act of 1993 (FMLA) is to preserve the integrity of the family and to protect the business interests of the employer.  The law establishes guidelines for employees and employers relating to time off for specific family needs.  It is the intent of the FMLA to help employees balance work and family as well as to ensure the integrity of the workforce.  As an employee of getintegrated and Mid-Atlantic Realty Management, you may be entitled to unpaid leave under FMLA.

A qualifying employee may request leave under the FMLA to care for him/herself or a family member, or for birth/adoption/fostering of a child. The leave is without pay for a period not to exceed 12 weeks in any "rolling" 12-month period. The "rolling" 12-month period used by getintegrated is the 12-month period going backwards from the first day of the requested FMLA leave. 

Qualifications

Employees eligible under FMLA are those who have at least 12 months of service, and have worked more than 1,250 hours in the 12 months preceding the start of FMLA leave.

The FMLA leave can be taken for the following reasons:

· the birth of the employee's child and in order to care for that child; 

· placement of a child with the employee for adoption or foster care;

· to provide care for the employee's spouse, child, or parent who has a "serious health condition"; 

· the employee's own "serious health condition" that renders the employee unable to perform the functions of his/her position.

Note:  A "child" means a "biological, adopted, or foster child, a stepchild, a legal ward, or a child who is either under 18 years old or an adult dependent child." The right to FMLA leave for birth, adoption, or fostering ends 12 months after the birth or placement of a child with the employee.

A "parent" means a "biological, foster, or adoptive parent, a stepparent, or a legal guardian" of the employee.

A "serious health condition" means an "illness, injury, impairment, or physical or mental condition" that involves: any period of incapacity or treatment in connection with an overnight stay in a hospital, hospice, or residential medical care facility; any period of incapacity of more than three (3) calendar days, that also involves treatment two or more times by a health care provider; any period of incapacity due to pregnancy/prenatal care; a regimen of continuing treatment by a health care provider;  a chronic condition requiring periodic visits for treatment by a health care provider, continuing over an extended period of time or causing episodic incapacity;  permanent/long term conditions under the supervision of a health care provider;  absence to receive multiple treatments, or recover from them.

Benefits

The employee will continue to be eligible for those benefit plans that the employee currently participates in.  Mid-Atlantic Realty Management will continue to pay its share of premiums for health insurance. Any premiums normally paid by the employee will continue to be the employee's responsibility.  If the employee is using concurrent paid time off, payroll deductions will continue, and will be pre-tax where previously elected. An employee on unpaid FMLA leave must make prior arrangements with getintegrated for payment of his/her portion of benefit premiums during any period of unpaid leave where payroll deductions cannot be made on the employee’s behalf.  

getintegrated and Mid-Atlantic Realty Management have the right to take action to recover from the employee the amount the company paid for the employee's portion of premiums if the employee does not return to work for reasons other than the employee's own "serious health condition" or other circumstances beyond the employee's control, or if the employee returns for a period shorter than the length of the leave.

The employee may choose to suspend benefits during FMLA leave and resume the same benefits upon return to work, including flexible spending accounts. No claims incurred during the benefit suspension period can be paid for through retroactive election of coverage after the employee returns. For an FSA, the annual election is prorated to exclude the leave period.

There is no break in service for purposes of pension, or time in service under this leave policy. Vacation and sick time will cease accrual during this period.

Any scheduled salary increase due the employee during the time he/she is on unpaid FMLA leave will be delayed until the employee returns to work. The increase will apply retroactively to the effective date.

The employee returning from FMLA leave within the 12 weeks will generally be reinstated to the "same or equivalent position" as held prior to the leave.

Paid Leave vs. Unpaid Leave

FMLA leave is unpaid. However, available paid time off, such as vacation, personal day, award days, or sick time, may be taken in conjunction with FMLA leave if the leave is FMLA-qualifying.  FMLA leave will be applied to any qualifying paid leave period.  The use of paid time counts toward the 12 weeks.

If the reason for the leave is the employee's own "serious health condition", FMLA leave will automatically begin on the first day of absence, whether or not the employee uses paid time off, and regardless of whether the application process for leave is complete. FMLA leave and paid time off run concurrently.

FMLA may also be used on an intermittent basis up to the maximum of 480 hours in 12 months, if the employee or family member has a long-term or chronic condition requiring periodic treatment or absence.

In the case of intermittent FMLA leave where the employee needs to miss a few hours of work, FMLA leave may not be waived; however, the employee may make up the time missed in the same workweek. Timesheets must reflect the hours used for FMLA leave if time is not made up.

If a holiday falls during an approved unpaid FMLA leave, the employee will not receive holiday pay for that day. Holiday pay will be given if the employee is on paid leave the day before and the day after the holiday. Employees on approved FMLA leave will not receive pay for a moving day or a plant closure during the leave.

The FMLA leave will cease and bereavement leave will begin in the event the individual the employee is caring for dies. In this case, the employee should contact the getintegrated benefits administrator and the employee’s supervisor within 48 hours of the death.

Amount of FMLA Leave

The maximum amount of leave that can be taken is 12 workweeks in a "rolling" 12-month period. The 12-month period begins on the first day of an FMLA absence. The 12 weeks do not have to be taken all at one time and may be taken intermittently or on a reduced work schedule when medically necessary. FMLA leave will be tracked on an hourly basis and counted against the annual FMLA leave entitlement. Records will be kept by getintegrated.

If intermittent FMLA leave is granted, the company may temporarily transfer the employee to an available alternate position that better accommodates the employee's recurring periods of leave.

If an employee and his/her spouse are both employees and are taking FMLA leave at the same time, the company has the right to limit the leave to a combined total of 12 weeks between the two spouses.

If an employee fails to return to work on the date agreed upon by the employee and getintegrated and Mid-Atlantic Realty Management at the end of the FMLA leave, or at the end of the maximum 12-workweek period, the employee may be terminated. 
All records and documentation relating to an employee's FMLA leave will be maintained in separate Benefits and Health Care files and will not be incorporated into the personnel file.

The company may require, under certain circumstances, a second or third opinion (at the company's expense) to support a request for leave due to a "serious health condition."

The employer may delay or terminate the leave if a 30-day notice has not been given (in the case of a foreseeable need), or if certification documentation is not provided within established time frames.

Procedures

To request FMLA leave, an employee should submit a written request through their Mid-Atlantic Realty Management supervisor or authorized Mid-Atlantic Realty Management representative, to their getintegrated HR Consultant. A meeting may be arranged to explain the FMLA rights, obligations, and procedures of the policy to the employee and the supervisor.

If the employee's leave is foreseeable, the employee is required to provide Mid-Atlantic Realty Management with reasonable advance notice of at least 30 days. If the need for leave is foreseeable due to planned medical treatment, the employee should make a reasonable effort to schedule the treatment to avoid disruptions to Mid-Atlantic Realty Management's operations, subject to the approval of the health care provider involved. If it is determined that it is a justifiable emergency situation, then the reasonable advance notice requirement may be waived.

The employee must provide certifiable medical documentation supporting the reasons for the FMLA leave for a serious health condition, using the forms available from getintegrated.  Proper medical certification must be submitted within 15 days of the request for leave or FMLA leave may be denied.  The employer reserves the right to obtain a second or third opinion from an independent physician.

The employee will be notified of the approval and start date of the FMLA leave.  If approved, the employee may be required to provide certifiable documentation supporting the FMLA leave approximately every 30 days to continue the leave. The employee is also required to provide  their Mid-Atlantic Realty Management supervisor or authorized Mid-Atlantic Realty Management representative with information regarding his/her status and intent to return to work following the FMLA leave.

If payroll deduction of employee benefit contributions is not available because the leave is unpaid time off, the employee will need to make arrangements with getintegrated for payment of his/her portion of the premium prior to starting his/her FMLA leave. Premium payments are normally due on the first day of each month.  

At the employee's request, and when legally permissible, the total premiums due may be withheld from the last available paycheck(s) prior to the FMLA leave, or some other acceptable payment arrangement may be reached. Coverage may terminate if premiums are more than 30 days late. When on approved FMLA leave, the employee may suspend his/her insurance coverage for any plan to which he/she must make premium contributions, beginning the first day of the next month. The coverage will be reinstated on the date of return to work. These arrangements must be made with the getintegrated.

Time cards or time sheets for each pay period must be completed and submitted to payroll by the employee's supervisor. Time cards or time sheets must cover paid and unpaid time used for FMLA by both exempt and non-exempt staff.

In the case of the employee's own serious medical condition, a doctor's certification concerning release to return to work and work restrictions, if any, must be provided.

Exceptions

Under certain circumstances, reemployment after FMLA leave may be denied if the request for FMLA leave is made by a “key employee”.  A key employee is an employee who, on the date of the request, is among the top 10 percent of the employees in terms of gross salary, and the leave would present substantial and grievous economic injury to Mid-Atlantic Realty Management's operations. The appropriate Mid-Atlantic Realty Management representative, in conjunction with getintegrated, will review these requests on a case-by-case basis. Notice will be given to a key employee at the time of his/her request for FMLA leave if his/her request for reemployment will be denied.

State laws may differ from the Federal Act. Each request for FMLA leave will be reviewed on a case-by-case basis to comply with individual state requirements.

All provisions of the FMLA regulations regarding reemployment and maintenance of benefit programs cease at the end of FMLA leave or the end of the maximum 12-week period. If another company-paid leave such as Short-term Disability (STD) continues or is activated, the provisions of that plan become effective.

Employees who have not been employed for one year, and have not worked 1,250 hours in the preceding 12 months, are not eligible for FMLA. However, paid and unpaid time off-policies may be applicable as described in each policy, and efforts will be made to work with the employee to provide leave as is reasonably possible.

MILITARY LEAVE

Military leave is granted by getintegrated and Mid-Atlantic Realty Management in accordance with the Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA).  Employees are required to give Mid-Atlantic Realty Management 30 days advance notice of the employee’s need to take military leave, unless military necessity prevents such notice.

Military leave is generally taken without pay, but the employee may use any accrued vacation leave during a military leave of absence.  The employee’s right within the law regarding return to work, reemployment and benefit continuation or resumption is in accordance with the USERRA regulations.

Contact your getintegrated HR Consultant if you have any questions or would like more information regarding your eligibility for military leave.

TIME OFF TO VOTE

getintegrated and Mid-Atlantic Realty Management encourages employees to fulfill their civic responsibilities by participating in elections. Generally, employees are able to find time to vote either before or after their regular work schedule. 

INCLEMENT WEATHER

If a Mid-Atlantic Realty Management facility must remain open during severe weather or emergency conditions, Mid-Atlantic Realty Management employees scheduled to work must use common sense and good judgment in their decision to report to work, keeping their personal safety in mind.  Although it is understood that if you are scheduled to work, and you are safely able to do so, you are to report for work, you will not receive an adverse employment action if you are unable to report due to the severe weather or emergency condition affecting the normal business operation.

With the approval of the authorized Mid-Atlantic Realty Management representative, employees may use accumulated paid leave such as vacation or personal leave.

WORK RULES AND GUIDELINES

BREAKS AND MEALS

The company understands employees require a break from their job duties.  The company will provide two (2) fifteen minute “break” times every day.  Employees may utilize these company provided breaks for any purpose. These breaks may be added to the normal ½ hour per day lunch break at the employees option with their supervisors approval.
UNIFORMS AND DRESS CODE

The company will provide uniforms (in job classifications requiring them) to new employees upon hire.  Patches with names will also be distributed. The modest cost of uniform cleaning will be deducted from the employee’s paycheck.  After three years of consecutive service with the company, Mid-Atlantic will pay all cost of uniform cleaning.

Before employees receive either the uniforms or patches they must sign a form agreeing that the cost of the uniforms will be deducted from their final paycheck. In the event they terminate employment, all uniforms must be returned in the same condition as when distributed except for normal wear and tear.

BE AWARE OF YOUR PERSONAL APPEARANCE

Individual appearances are an important aspect of getintegrated’s and Mid-Atlantic’s overall image, and each employee is responsible for being appropriately dressed when reporting for work.  Your common sense should lead you to practice good personal hygiene and to wear clean and neat clothing.  Appropriate business attire is the normal requirement, unless Mid-Atlantic policy requires you to wear a standard uniform or other uniform items, or has set different attire standards based on the industry type or job requirement.

USE OF PERSONAL VEHICLES FOR COMPANY BUSINESS

Only management personnel of Mid-Atlantic Realty Management may authorize the use of personal vehicles for company business.  If authorized to use a personal vehicle, the employee must keep daily mileage reports and submit these reports for reimbursement of mileage expense.  Authorized mileage will be reimbursed at the rate set by Mid-Atlantic Realty Mangement.
Only vehicles that are properly maintained, operationally safe, and appropriate for business use will be authorized.  Management reserves the right to request regular maintenance records on any personal vehicle approved for company business use.  Management also reserves the right to deny authorization of use of a personal vehicle for business use.

Drivers must be able to provide evidence of valid vehicle insurance coverage at least in the minimum amount required by law.  Mid-Atlantic Realty Management will not assume any responsibility or liability for any loss or damage that occurs to the vehicle or personal items in or on the vehicle when used for company business.

LOSS PREVENTION AND CONTROL
The protection from loss of property belonging to the company, our employees and our customers is a primary concern to management.  This Loss Prevention and Control Policy has been instituted to assist in ensuring a secure work environment.  Loss occurs whenever an unplanned event such as theft, fire, accident or even absenteeism upsets the normal company operations. All Mid-Atlantic Realty Management employees are required to abide by the loss prevention and control rules and guidelines.
Although we have taken steps to help tighten the security within our organization, it is impossible to guarantee against loss due to reasons beyond our immediate control.  You are advised to not leave personal property or personal valuables unattended at work.  Mid-Atlantic Realty Management will not be responsible for the replacement of personal items left unattended on the premises.  
For the purpose of this policy, company property is defined as, but not limited to:building, work area, vehicle, uniform item, tools and machinery, other equipment or accessory item owned, leased or rented by Mid-Atlantic Realty Management.  Every employee has the responsibility to inform a company manager or supervisor if he/she observes anyone leaving the company premises in the possession of company property, or personal property belonging to another employee or individual.
Any discovered theft or willful destruction of company property will be criminally prosecuted.  Any employee involved in an intended or actual theft or willful destruction of company property or equipment will be subject to disciplinary action up to and including immediate discharge from employment as well as criminal prosecution.

PERFORMANCE APPRAISALS
The performance evaluation program is designed to ensure that all Mid-Atlantic Realty Management employees have a clear understanding of what is expected of them in the performance of their job.  It also offers an opportunity to candidly discuss the employee’s past performance, future expectations and growth opportunities within the company.  Generally, employees will receive guidance and feedback on their performance throughout the year.  Interim performance evaluations may be conducted at any time during an employee’s employment period as deemed necessary or at the request of the employee or supervisor.

The following guidelines do not guarantee a set period of employment nor do they infer an employment contract of any kind.  Employment is at-will and the employment relationship may be terminated at any time, for any or no reason, by either the employee or Mid-Atlantic Realty Management or getintegrated.

Upon completion of three (3) months of continuous employment, the supervisor will meet with the employee regarding progress and to set goals with the employee.  At this meeting, the employee will be evaluated on job knowledge, initiative, quality of work, and progress.  Goals will be reassessed and set for the remainder of the year.  

At the end of the first year of employment, and annually thereafter, a formal, written evaluation will be conducted by the Mid-Atlantic Realty Management employee’s supervisor.  Although a salary review may be conducted at the same time as the annual performance evaluation, or at any other time throughout the year, a salary review is not automatic or guaranteed to occur in conjunction with the performance evaluation or guaranteed at any other time.

WORKPLACE MONITORING

Mid-Atlantic Realty Management may conduct workplace monitoring, in accordance with applicable law, to ensure quality control, employee safety, security, and customer satisfaction.  There is no assumption of privacy for any data or other information stored in or on company property or equipment.

All premises, furnishings, vehicles, property and equipment of Mid-Atlantic Realty Management belong to Mid-Atlantic Realty Management may be subject to periodic inspection if deemed necessary by Mid-Atlantic Realty Management for the purpose of maintaining a safe and secure workplace, or in connection with an ongoing investigation or reasonable suspicion of violation of any Mid-Atlantic Realty Management policy or procedure.  Property includes, but is not limited to vehicles, lunchroom, restrooms, offices, work areas, computer systems, network(s), hard drives, computer files, email system, telephone and voicemail systems, desks, lockers, cabinets, drawers, and files.

The computer systems, hardware and software provided to employees are the property of Mid-Atlantic Realty Management. As such, computer usage and files or other data contained on the computer hard drive, network or disks may be monitored or accessed as deemed necessary or appropriate by Mid-Atlantic Realty Management.

The company telephone system and voicemail system are the property of Mid-Atlantic Realty Management and may be monitored from time to time as deemed necessary or appropriate for the purposes described above.

Any employee who interferes or otherwise refuses to cooperate during an inspection or authorized monitoring as described in this policy will be subject to disciplinary action up to and including discharge.

VISITORS IN THE WORKPLACE

To provide for the safety and security of employees and the facilities at Mid-Atlantic Realty Management, only authorized visitors are allowed on company premises and must be accompanied by an authorized Mid-Atlantic Realty Management representative.  Restricting unauthorized visitors helps maintain safety standards, protects against theft, ensures security of equipment, protects confidential information, safeguards employee welfare, and avoids potential distractions and disturbances.

For safety and security reasons, Mid-Atlantic Realty Management employees should discourage family and friends from visiting the employee while he/she is on duty.  In cases of emergency, family or friends should report to the management office.

PARKING AND TRANSPORTATION

You are responsible for your own transportation to and from work.  Lack of transportation to work is not a valid excuse for missing your scheduled shift.  

JOB POSTING

Mid-Atlantic Realty Management provides employees an opportunity to indicate their interest in open positions and advance within the organization according to their skills and experience. If an associate wants to apply for a position a request for transfer form must be submitted which is located in the Client Worksite Manual.  In general, notices of all regular, full-time job openings are posted, although Mid-Atlantic Realty Management reserves its discretionary right to not post a particular opening.

To be eligible to apply for a posted job, employees must have performed competently for at least one year in their current position.  Employees who have a written warning on file, or are on probation or suspension may not be eligible to apply for posted jobs. Eligible employees will be considered for posted jobs for which they possess the required skills, competencies, and qualifications.

To apply for an open position, employees should submit a job posting application to the department manager listed on the job posting. 

Mid-Atlantic Realty Management recognizes the benefit of developmental experiences and encourages employees to talk with their supervisors about their career plans. Supervisors are encouraged to support employees' efforts to gain experience and advance within the organization.

An applicant's supervisor may be contacted to verify performance, skills, and attendance. Any staffing limitations or other circumstances that might affect a prospective transfer may also be discussed.

Job posting is a way to inform employees of openings and to identify qualified and interested applicants who might not otherwise be known to the hiring manager. Other recruiting sources may also be used to fill open positions in the best interest of the organization.

EMPLOYEE SUGGESTIONS

We believe that employees contribute to our future success and growth.  We value your input and appreciate your daily contribution to our success, and would like to hear your ideas for improvements, which will enhance our workplace, save time or reduce costs.

If you have a suggestion for solving a problem, reducing costs, improving operations or procedures, enhancing customer service, eliminating waste or spoilage, or making getintegrated and Mid-Atlantic Realty Management a better or safer place to work, submit your idea, in writing, on a piece of paper or company suggestion form.  Your suggestions should contain a description of the problem or condition to be improved, a detailed explanation of the solution or improvement, and the reasons why it should be implemented. If you have questions or need advice about your idea, contact your supervisor for assistance.

Submit suggestions to your supervisor.  All suggestions will be reviewed for merit by getintegrated and Mid-Atlantic Realty Management.  You will be notified of any plans for adoption of your suggestion, or other similar options being considered, within thirty (30) days of our receipt of your suggestion.
EMPLOYEE ACKNOWLEDGEMENT FORM

The Employee Handbook describes important information about getintegrated and Mid-Atlantic Realty Management policies and procedures, and I understand that I should consult my getintegrated Account Executive or Mid-Atlantic Realty Management supervisor regarding any questions not answered in the Handbook. I have entered into my employment relationship with getintegrated and the Mid-Atlantic Realty Management (Mid-Atlantic Realty Management) voluntarily and acknowledge that there is no specified length of employment.  Accordingly, either I, Mid-Atlantic Realty Management or getintegrated can terminate the relationship at will at any time, with or without cause.  

I acknowledge and understand that:

This Handbook is provided for informational purposes only and does not constitute any express or implied contract of employment or any warranty of benefits.

Certain of the policies, procedures, and formal plan benefits described in this guide are governed by formal written documents on file with getintegrated.

If there is any conflict between the information in this Handbook and the formal written documents, the documents will govern.

This guide supersedes any and all prior handbooks, policies, procedures and practices concerning the matters addressed in the Handbook.

Since the information, policies, and benefits described herein are necessarily subject to change, I acknowledge that revisions to the handbook may occur, except to getintegrated’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 of getintegrated, and where applicable specifically to Mid-Atlantic Realty Management Mid-Atlantic Realty Management policy, the President of Mid-Atlantic Realty Management, have the authority to authorize any revisions to the policies described in this handbook.

Furthermore, I acknowledge that I have received the Handbook, and I understand that it is my responsibility to read and comply with the policies and procedures contained in this Handbook and any revisions made to it.

EMPLOYEE'S NAME (printed): _______________________________________________

EMPLOYEE'S SIGNATURE: _________________________________________________

DATE: __________________________________
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