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Welcome to TSCS
The following pages contain information regarding many of the policies and procedures of TSCS. These policies are a condition of employment. Labor relation laws require that all employers maintain a written policy that is applied non-discriminately to all employees

If you have questions or need assistance reviewing this document, please contact Michelle Goodson, Controller at 262-343-4941 or MGoodsonTSCS@gmail.com

Disclaimer
This handbook is intended only to outline the employment policies, procedures and benefits of TSCS. This manual is not intended to be all-inclusive and should not be considered to be an employment contract. TSCS reserves the right to change employment policies, procedures, benefits or this manual at any time without notice. It is the responsibility of the employee to stay abreast of policy. TSCS will make every effort to notify employees of any policy changes, additions or deletions. Said changes will immediately become a part of this manual. 


















Introduction
TSCS Employee Mission Statement
To provide prompt and quality services to our customers. To treat customers and co-workers in a kind, friendly and cooperative manner. 
Career Opportunities
It is our desire to see each and every employee achieve their highest potential. We will do our best to provide the opportunity and offer training, education and guidance whenever possible. 
Open-Door Policy
It is our objective to provide a work environment free from elements that would deter employees from performing their best work. All concerns may be expressed through our open-door policy. Feel free to express yourself about work related or personal matters. We welcome your input.
If you feel you have been discriminated against in any way you are encouraged to express concern through this open-door policy.
Code of Conduct
Employees of TSCS are to conduct themselves in a responsible, professional and ethical manner. Report any unethical or dishonest behavior to Tom Schley.
Reported activities will be investigated by management. The management team will determine appropriate means for resolution. Employees found to be conducting themselves in an unethical manner may be subject to appropriate disciplinary action, up to and including termination.
Documented Workers
Worker Documentation
The Immigration Reform and Control Act outlines requirements for worker documentation, via a Form I-9, as follows:
Every U.S. employer must have a Form I-9 in its files for each new employee, unless: The employee was hired before November 7, 1986, and has been continuously employed by the same employer. Form I-9 need not be completed for the following individuals: Providing domestic services in a private household that is sporadic, irregular, or intermittent; Providing services for the employer as an independent contractor (i.e.carry on independent business, contract to do a piece of work according to their own means and methods and are subject to control only as to results for whom the employer does not set work hours or provide necessary tools to do the job, or whom the employer does not have authority to hire and fire); and providing services for the employer under a contract, subcontract or exchange entered into after November 6, 1986. (In such cases, the contractor is the employer for I-9 purposes; for example, a temporary employment agency.)
TSCS requires employees to submit a Form I-9. All new employees must complete Section 1 of a Form I-9 no later than close of business on his/her first day of work. The employee’s signature holds him/her responsible for the accuracy of the information provided. No documentation from the employee is required to substantiate Section 1 information provided by the employee.
TSCS reserves the right to revise this policy without notice to comply with state and federal law.

Employment
Equal Opportunity Employment
Hiring decisions will be made based upon skills, abilities and merit. In addition all recruiting, hiring , training, compensation, benefits, disciplinary programs and any other terms and conditions of employment will be administered in a nondiscriminatory manner. 
We will not tolerate nor condone discrimination due to age, race, color, religion, sex (including pregnancy, sexual orientation or transgender status), national origin or disability and genetic information (including family medical history). We will comply with the spirit and letter of all local, state and federal laws pertaining to employment. Furthermore, we will not discriminate due to age, race, color, religion, sex, national origin or disability when making decisions regarding termination of employees. Management at all levels is responsible for preventing discrimination in the workplace, for taking immediate corrective action to stop discrimination in the workplace, and for promptly investigating any allegation of work-related discrimination.
TSCS’s policy against discrimination and harassment requires employees to treat each other with respect. Behavior that a reasonable person would consider offensive and inappropriate in the workplace, even if it does not rise to the level of unlawful conduct, violates the respect rule. Interactions with coworkers, managers, and customers should be guided by courtesy and common sense. Violations of the respect rule must be reported using the complaint procedure outlined below.
If you experience or witness discrimination in the workplace, report it immediately to Human Resources, the department that has responsibility for maintaining and monitoring this policy. However, you may report discrimination or violations of the respect rule to any other member of management. All allegations of discrimination will be promptly investigated. To the extent possible, your confidentiality and that of any witnesses and the alleged discriminator will be protected against unnecessary disclosure. When the investigation is completed, you will be informed of the outcome of that investigation.
Discrimination will not be tolerated at TSCS.  Persons engaging in discriminatory behavior will be subject to disciplinary action, up to and including dismissal.
Any questions or concerns regarding any aspect of this policy should be directed to Human Resources
Eligibility for Employment
Federal law requires both new employees and re-hires to provide documentation of eligibility to work in the United States plus proper identification. A properly submitted form I-9 is required for employment.
Familial Employment
TSCS does allow family members and relatives of employees to be considered for employment, provided they are qualified for the position and no other conflict of interest exists. Hiring decisions will be the exclusive responsibility of company management.
Part-Time Employment
TSCS does offer part-time employment positions. Please see management regarding any questions and specific policies surrounding part time employment and layoffs.
Minimum Wage
TSCS adheres strictly to minimum wage standards as outlined by the United States Government.
Criminal Convictions
Criminal convictions are taken seriously at TSCS. We reserve the right to disqualify any applicant for employment that has been convicted of a criminal offense.
Furthermore, conviction of a crime may result in an automatic termination. TSCS will make every effort to evaluate the nature and circumstances of the conviction. With the safety and wellbeing of co-workers at stake, convicted employees may be subject to appropriate disciplinary action, up to and including termination.
Violence and Harassment
Threats of violence, violent acts, intimidation, use of profane language or instigating others with the intent to create a hostile environment are strictly prohibited. Arguing and or confronting others in a loud, argumentative or threatening manner at the company or while on duty for the company is strictly prohibited. Employees threatening, or committing acts of violence and or engaging in the behavior described above will be subject to appropriate disciplinary action, up to and including termination. Report any such activity to management.
Weapons
Weapons are generally defined as guns, knives and other objects universally considered a weapon by the vast majority of society. A “weapon” can also be any object which would do harm to another when used as such. TSCS shall deem any such object a “weapon” for the purpose of enforcing of this policy.
Illegal use of weapons is prohibited on company property and while on duty performing company business at any location. Any employee on duty or on company premises illegally using a weapon will be subject to appropriate disciplinary action, up to and including termination. Report any illegal use of weapons to management.
Weapons Policy
To ensure a safe and secure environment for all employees, customers, and visitors, TSCS maintains a strict policy prohibiting the possession or use of weapons on company property or while performing work duties. Company Premises Include: All buildings, offices, and facilities owned, leased, or occupied by the company Parking lots, driveways, and surrounding grounds, Company vehicles, Job sites or client locations where employees are performing work on behalf of the company
Employees are strictly prohibited from carrying, possessing, or using weapons of any kind on company premises, in company-owned vehicles, or while conducting company business in any location, including off-site or field work. This includes, but is not limited to: Firearms, ammunition, knives (other than small pocket knives or those required for job duties), explosives, tasers, stun guns, or any other weapon, whether concealed or openly carried. This policy applies regardless of whether the individual is licensed to carry a weapon. 
Any employee found in violation of this policy may be subject to disciplinary action, up to and including termination of employment. Additionally, any illegal possession or use of a weapon will be reported to law enforcement. Employees who suspect or become aware of any violation of this policy should report it immediately to a supervisor, Human Resources, or management. The company will investigate all reports promptly and take appropriate action to ensure workplace safety. Employees will be required to acknowledge this policy as part of their orientation and annually thereafter.
Alcohol, Drugs & Illegal Substance Abuse
Possession of alcohol, illegal drugs or other illegal substances is not permitted on company property, or while on duty in the employment of TSCS. Furthermore, employees are not permitted to report for duty while under the influence of alcohol, illegal drugs or other illegal substances. Employees failing to adhere strictly to this policy will be subject to disciplinary action, up to and including termination. TSCS reserves the right to require drug testing upon request. Report any suspicious activity to the owner. We reserve the right to terminate or disqualify any applicant for employment that has been convicted of a DUI/OWI. 
Prescription Drug Use Policy
TSCS is committed to providing a safe and productive workplace for all employees. This includes ensuring that the use of prescription medications does not impair employee performance or compromise workplace safety. Employees may use prescription drugs that are legally prescribed to them by a licensed healthcare provider, provided that such use does not adversely affect their ability to perform their job duties or pose a safety risk to themselves or others. Employees are responsible for consulting with their healthcare provider to understand how prescribed medication may affect their ability to work safely and effectively.  If a prescribed medication has side effects (such as drowsiness, dizziness, or impaired motor function) that could interfere with job performance or safety, the employee must notify their manager or Human Resources before engaging in work duties. Employees are not required to disclose the specific medication or medical condition unless it is job-related or necessary to comply with safety regulations.  Any medical information disclosed will be treated confidentially and in accordance with applicable privacy laws. The use, possession, or distribution of prescription drugs that are not lawfully prescribed to the employee is strictly prohibited and may result in disciplinary action, up to and including termination. Being under the influence of a prescription drug that impairs job performance or workplace safety without proper disclosure and accommodation may also result in disciplinary action. TSCS will make reasonable accommodations, as required by law, for employees who require prescription medications that may affect their job functions. Employees seeking accommodation should contact Human Resources to initiate the process.
Sexual and Other Unlawful Harassment
It is the objective of TSCS to provide a working environment free from discrimination and conduct commonly referred to as sexual harassment.
The E.E.O.C. (Equal Employment Opportunity Commission) has provided a broad definition of sexual harassment. It is general in nature and may not always be clear when evaluating everyday situations.
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 a 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.
Sexual harassment refers to behavior inappropriate in the workplace because it is offensive, unwelcome behavior which would not occur but for the sex of the offended person. Both sexual harassment, and accusations of sexual harassment, are disrupting to the work environment.
If you or a co-worker experiences what you believe to be sexual harassment or accusations of sexual harassment, report it promptly to Management. TSCS will investigate any employee, regardless of job position when such allegations are made. Based on available information, TSCS will take appropriate action and communicate on a need-to-know basis.
Appropriate disciplinary action, up to and including termination will be taken against any individual for sexual harassment charges determined to be valid.
Workplace Conduct: Gossip and Respectful Communication Policy
Our organization is committed to maintaining a positive, respectful, and professional workplace. Gossip, rumors, or negative talk to or about anyone including coworkers, managers, or customers—whether in person, online, or behind someone’s back—can damage trust, teamwork, and morale. This policy is intended to set expectations for professional communication and outline how concerns should be addressed.
All employees are expected to treat coworkers, managers, and customers with dignity and respect in every interaction. Gossip, spreading rumors, or making negative or disparaging comments about the business and/or others is prohibited, whether in person, by phone, email, messaging apps, or social media. Gossip and unprofessional communication can harm reputations, undermine teamwork and collaboration and create a hostile or uncomfortable work environment. Such behavior will not be tolerated.
Employees with workplace concerns are encouraged to: Address the issue directly and respectfully with the individual, when appropriate, speak with their manager or supervisor and/or report concerns to Human Resources if they involve serious misconduct, harassment, or policy violations.  Employees engaging in gossip, rumor-spreading, or negative/disrespectful communication may face corrective action, up to and including termination, depending on the severity and frequency of the conduct. We believe in open, respectful communication. Employees are expected to contribute to a workplace where collaboration, trust, and professionalism are the standard.
Bonuses 
Any bonus given is solely based on the discretion of the owner and is not guaranteed. 
TSCS offers a referral bonus of $500 to be paid after the employee referred completes 6 months of service. 
Personnel File
TSCS maintains a confidential personnel file for each employee. Files are securely stored by management. Employees must acquire permission to view his or her personnel file from management. These files are the property of TSCS; no documents may be altered or removed by the employee. Every reasonable effort is made to keep the information confidential; access is limited to staff members who require access to perform their job functions. Copies will not be distributed to any third party unless mandated to do so by a court of law.
Policies & Procedures
Attendance
Punctual attendance is mandatory for efficient job performance. In cases of absence for any reason notify the owner or project lead as soon as reasonably possible. Poor attendance, absence without notification or habitual tardiness will be subject to appropriate disciplinary action, up to and including termination. An employee missing for 3 days with no call/no show will be considered terminated from employment.
Parking
Employees are to park both personal vehicles and company vans in the designated gravel parking lot behind the shop. Please do not park your vehicle on the pavement by the garages. 
Work Schedule Requirements
With variations in work-load based on demand from our customers, it is our responsibility to meet critical deadlines, sometimes with little notice. Unless a specific availability agreement is authorized by the owner, field workers may be required to work overtime and occasional overnight shifts be it pre-planned or spontaneous. Overtime and occasional night work are mandatory and a condition of employment. Employees may occasionally be required to travel long hours for business. 

Bulletin Boards
Bulletin boards placed in designated areas throughout the facility display notices and announcements for employees to review. It is the responsibility of each employee to review the bulletin boards several times per week to be aware of the information posted.
Suggestions
TSCS always encourages employees to submit suggestions, comments or new ideas which may benefit the company or working conditions. Notify management with your suggestions or ideas.
Time Cards
All employees are required to submit time cards via Quickbooks Time unless authorized to be exempt. Time cards are to be completed live and finalized by the end of the day Friday for the current week of work. Any issues or discrepancies to be adjusted must be reported to management no later than the close of the business day the following Monday. If Monday is a scheduled Holiday, by close of business on Tuesday. Failure to submit an accurate time card by the above deadline may result in the employee not being paid an accurate or timely paycheck.
Lunch Break
Employees get a 30 minute paid lunch break if they work an 8 hour shift.  Employees do not get a paid break if they work less than 8 hours in a day. 
Workplace Dress Code
TSCS encourages employees to dress comfortably, with consideration given to maintaining a professional appearance. Appropriate attire should be worn at all times in keeping with commonly recognized standards. If you interface with clients or are scheduled to meet with clients on an occasional basis, be prepared and dress appropriately. Be considerate of the company’s image as well as your image with customers and your co-workers. Garments containing holes, large stains or torn appearances, sweat pants, sandals, shorts and inappropriate branding (i.e. alcohol) are not allowed in the field.
Medical Attention
TSCS requires employees to notify a supervisor when medical attention is required for any reason, accident or illness, while on duty. Employees requiring transportation to a medical facility must be taken by a qualified TSCS employee or trained medical personnel depending upon the type of medical attention required. Transportation and medical costs are the responsibility of the employee except when covered by Worker’s Compensation Insurance.
Compensation
Compensation for employment is based on performance. Rates are established by mutual agreement between the employee and TSCS. Raises also, are based on performance, growth and productivity. All requests for salary increases and/or promotion will be fairly considered by Management. Employment is based on an as-needed basis. Employees are not guaranteed tenure. Employees will be classified by pay class at their time of employment. TSCS pay classes are as follows:
Salary
Paid the same amount each week. Can work less than or more than 40 hours each week. Missing a day or more for personal reasons, other than illness or accident, can be deducted.
Hourly
If you work more than 40 hours in one week, you get paid overtime for the time in excess of 40 hours. See ‘Overtime’, below for additions or exceptions to this classification.

To ensure compliance with the Fair Labor Standards Act (FLSA) and other applicable laws, all employees at TSCS are classified as either exempt or non-exempt based on their job duties and compensation structure.
Exempt Employees
Exempt employees are not eligible for overtime pay. This classification applies to employees who meet the criteria established by federal and state labor laws, which generally include:
· Being paid on a salary basis, not hourly.
· Earning at least the minimum salary threshold set by law.
· Performing specific job duties that fall under the categories of:
· Executive
· Administrative
· Professional
· Computer-related
· Outside sales
Because of their role and responsibilities, exempt employees are expected to fulfill the requirements of their position regardless of the number of hours worked.
Non-Exempt Employees
Non-exempt employees are eligible for overtime pay at one and one-half times their regular rate of pay for all hours worked over 40 in a work week, in accordance with federal and state regulations.
Non-exempt employees are typically compensated on an hourly basis, although some may be salaried. These employees must accurately record all time worked using the company’s timekeeping system.
Employee Responsibility
Each employee will be informed of their classification at the time of hire or if their status changes due to a change in role. If you have questions about your classification or believe your job duties have changed, please contact Human Resources.

Overtime
Hours of work performed by hourly employees, over 40 hours in one pay period, qualify for payment at a rate of 150% of the employee’s regular hourly pay. All overtime should be approved in advance. All hours during a work week that are calculated in the total for overtime must be hours actually worked. Vacation, holidays, travel, sick days, personal days to any other non-working benefit days do not count in the calculation of overtime.
Night Shift
Employees may be required to work night shifts. Additional pay for night shift work will be made based on the owners discretion. The owner will work with employees on a case by case basis to schedule work the day before and after a night job to ensure the employee has an appropriate work load. 
Shift Premium
Employees will be paid an additional $4 an hour for any time worked between 6:00PM and 4:00AM. If an employee is getting paid time and a half or double time for night shift pay, shift premium pay will not apply.
Gas Reimbursement for Business Use of Personal Vehicle
In instances where an employee uses their personal vehicle in the fulfillment of company business, the employee will be reimbursed for gas receipts or tracked milage when the purchase is not on their company card. All expenses must be submitted on a weekly basis.
Payroll Schedules
Employees are paid weekly. Regardless of shift schedule, the work week begins Saturday and ends Friday. Payday is the Friday following the end of the work week. In the event payday falls on a holiday, paychecks will be distributed before the holiday. TSCS offers the option for direct deposit of payroll checks.
Paychecks
Payroll checks shall be distributed on payday as established in the Payroll Schedules section of this handbook. Pay is rounded to the nearest quarter of an hour. Federal, state and any other required taxes will be withheld from wages as will any voluntary deductions.
Payroll Deductions for Federal Tax, State Tax, FICA and Medicare as required by law, TSCS withholds taxes from employee earnings, as well as social security (FICA) and Medicare. 
Working Away From the Office
Electronic media opens the door to new opportunities for working away from the office. However, there may be certain and specific circumstances where doing so could benefit both the employee and TSCS. All employees allowed remote access to work while away from the office do so only of their own volition. This option must be approved by management and will not qualify the employee for additional compensation.
Performance & Evaluation Reviews
Annual performance and evaluation reviews will outline the competencies you need to perform your job functions successfully. Together you and the owner will establish plans for your growth and development. All performance reviews will become a permanent part of your personnel file.
Reimbursement of Expenses
Meals:
Per-Diem for Traveling Field Employees is up to $70 per day to be used solely on meals while working out of town.
Hotels:
Choice brand hotels are to be utilized, where possible. TSCS will be responsible for booking and payment of hotel costs. 
Reporting Personal Information Changes
Employees must notify management whenever there is a change in their personal information on file with TSCS. This includes address, phone number, income tax withholding information, emergency contacts and if applicable, any information which may impact your insurance coverage, such as a change in or addition to dependent family members.
Gifts, Entertainment & Meals
TSCS employees and their families are not allowed to give or receive business gifts, favors, meals or entertainment to or from any customers or suppliers of TSCS, except as approved by management. If you or a co-worker is approached to give or receive such gifts you are required to request permission from management.
Visitors
To maintain the safety and security of TSCS employees and property, visitors are not allowed in a company vehicle, warehouse or job site unless approved by management. Notify management if you become aware of any unauthorized visitors. 
Personal Property
TSCS is not responsible for personal property of employees in facilities, vehicles or parking areas. Any personal items brought on premises deemed inappropriate by TSCS, will be removed without notice. As always, be considerate of the company’s image as well as your image with customers and co-workers.
Personal Cell Phone Calls & Text Messaging
Use of personal cell phones, mobile phones or personal digital assistants for personal use while on duty should be limited and discrete. This includes phone calls and text messages. Note that text messaging while driving is strictly prohibited while on the clock in both personal and work vehicles. Please limit personal calls and text messaging to communication regarding important family matters where time is of the essence and when appropriate. If you have an emergency situation, notify the lead on the project you are working on. Failure to adhere to the phone call and text messaging policy will result in appropriate disciplinary action. 
Internet Privacy & Monitoring
At TSCS, we respect your personal privacy while ensuring responsible use of workplace technology. Please read this policy to understand your rights and our monitoring practices:
· You are not required to provide login details or access to any personal Internet account (e.g. personal email, social media).
· You will not be penalized for declining to provide such access.
· The Company may monitor and restrict activity on company‑owned devices, accounts, email, and internet.
· If there is reasonable cause to investigate misconduct involving your personal account, the Company may request access—but will never request your password.
· The Company may review public information about you (e.g. public social media posts) that can be accessed without credentials.
· Retaliation for asserting your rights under this policy is strictly prohibited.

Social Media Policy
TSCS recognizes that social media is a valuable tool for personal expression, connection, and even business promotion. However, employees' use of social media—whether during work hours or outside of work—can affect the company’s reputation and workplace environment. This policy outlines expectations for responsible social media use.
Employees are free to use personal social media accounts on their own time. However, the following rules apply: Do not disclose confidential or proprietary information about the company, clients, vendors, or coworkers. Avoid posting anything that could be viewed as discriminatory, harassing, or harmful to the reputation of the company or its stakeholders. Do not use the company’s logo, brand name, or trade dress without written approval. Personal use of social media should not interfere with your job responsibilities or productivity.
Use of Social Media at Work
Accessing personal social media during work hours should be limited and not interfere with performance. Posting to social media during working time should only occur with manager approval or for official business purposes. Employees may not use company email addresses to register for personal social media accounts unless explicitly authorized.
Professional Use & Brand Representation
Only authorized employees may post on behalf of TSCS or create social media content representing the business. Employees managing official company accounts must: Follow brand, confidentiality, and tone guidelines, avoid discussing legal matters, internal operations, or unverified information and immediately report any inappropriate or damaging content posted to or about the company
Personal Safety
At TSCS the safety of our employees is a top priority. We will make every effort possible to ensure the safest working environment possible. If you have suggestions or concerns discuss them with management. If you feel you are in danger performing your job duties, stop working and report the hazard immediately. Failure to comply with all health, safety and environment policies and procedures may result in disciplinary action, up to and including termination.
Food & Beverage
Employees should be mindful of potential business visitors within the work area. Meals should be eaten in specified lunch areas, when designated. 
Smoking
While smoking, please be considerate of others. All smoking materials must be extinguished properly and disposed of in appropriate receptacles. Smoke breaks should take place before or after work or during your lunch break. Smoke breaks are prohibited on company time. Smoking is prohibited in TSCS work vehicles. Failure to adhere to the smoking policy will result in appropriate disciplinary action.
Solicitation
As a courtesy to other employees TSCS does not allow solicitation of any sort on company property or job sites. This includes political information, religious information, items for sale, charity solicitation, recruitment for any professional, trade or entertainment organizations. 
Moonlighting
Due to conflict of interest, TSCS does not allow employees to “moonlight” offering any services provided by TSCS to current TSCS customers or contractors. Failure to comply with this policy may result in disciplinary action or termination of employment.

Company Property
Confidential Information Security
As a matter of course employees of TSCS will have access to confidential and proprietary information. This information includes, but is not limited to, personnel information, pricing, customer lists, contractual agreements, intellectual property and marketing/sales strategies. It is a condition of employment that each employee sign a non-compete, non-disclosure agreement and not disclose this information to third parties during or after employment. Disclosure of TSCS confidential information without express written approval is prohibited.
Access to Personal Records Policy
TSCS maintains personnel records to document employee performance, job history, and other employment-related information. This policy outlines employees’ rights to access their personal records and the procedures for doing so.
Employees have the right to review and inspect their own personnel files, which may include performance evaluations, disciplinary records, attendance records, and other employment-related documents. Access to records is intended to promote transparency and allow employees to be informed about their employment information. Employees wishing to review their personnel records should submit a written request to the Human Resources department. Upon receipt of a request, HR will arrange a mutually convenient time for the employee to review their records within 5 business days. Employees may review records in the presence of an HR representative but are not permitted to remove or alter any documents. Personnel records are confidential and maintained in secure locations. Information contained within employee files will only be shared with authorized personnel on a need-to-know basis, or as required by law. Certain records may be excluded from review if restricted by law, such as references provided by former employers or confidential investigation documents.

Company Vehicles
If you have been assigned a company vehicle, it should be used strictly for company business and for travel to and from company business locations and activities unless otherwise authorized by the owner. Employees found to be using company vehicles for personal use without consent may be subject to appropriate disciplinary action, up to and including termination. All vehicles must be clean, undamaged and returned in the condition they were received. Any damage to company vehicles must be reported to management immediately. 
Company Tools and Equipment
Company property, such as printers, copiers, computers, travel equipment and all tools, are to be used for TSCS business purposes only unless otherwise authorize by the owner. All travel equipment including I-Pass, and tool sets must be returned undamaged, clean and in the condition in which they were received. Notify management immediately if tools and/or equipment are damaged, lost or stolen on the job. Theft and/or unauthorized use of tools and equipment may result in appropriate disciplinary action.
Use of Company Communication Systems Policy
TSCS provides employees with access to communication systems such as email, messaging platforms, telephones, voicemail, mobile devices, and internet access to support business operations. This policy outlines acceptable and prohibited use of these resources.
This policy applies to all communication tools and systems, including but not limited to:
· Company email accounts
· Instant messaging platforms (e.g., Teams, Slack)
· Telephones and voicemail
· Mobile devices (company-owned or authorized BYOD)
· Internet and intranet access
· Video conferencing tools
· Any software or platform used to transmit or store company information
Company communication systems should be used primarily for work-related purposes. Limited personal use is allowed only if it: Does not interfere with job performance, is not excessive in frequency or duration, Does not incur additional cost to the company, Complies with all other company policies.
Employees are prohibited from using company systems to: Transmit or store offensive, defamatory, harassing, or discriminatory material, Access, download, or distribute obscene or inappropriate content, conduct personal business or political activity, share confidential or proprietary information without authorization, circumvent security or monitoring protocols, Represent personal opinions as those of the company.
All communications and data transmitted or stored on company systems are the property of TSCS. The company reserves the right to monitor, access, and review: email and message content, call logs and voicemails, internet activity, file transfers and downloads. Employees are expected to maintain strong passwords and follow security protocols. Sensitive information must only be transmitted through approved secure channels. Employees must report suspected breaches or misuse immediately to management. Violations of this policy may result in disciplinary action, up to and including termination of employment. Illegal activities may be reported to law enforcement. For clarification on acceptable use or to request approval for exceptions, please contact management

Policies for Leave of Absence
Eligibility
TSCS recognizes that employees may occasionally need time away from work to attend to medical, family, or personal matters. This Leave of Absence Policy outlines the types of leave available to eligible employees under federal and Wisconsin law. Paid and unpaid leave of absence is a benefit of working at TSCS. To qualify for these leave of absence benefits the employee must be a full time employee and have completed a minimum of ninety (90) days continuous employment with TSCS. Full time employees are defined by TSCS as employees who have been assigned a regular 40 hours per week work shift. Part time employees are not eligible. TSCS reserves the right to, without notice, revise these leave of absence policies.
Unpaid Personal Leave of Absence
TSCS will make every reasonable effort to consider personal leave of absence. Notify management to request an unpaid personal leave of absence. Many factors are considered when determining eligibility for personal leave of absence and is granted or denied solely at the discretion of TSCS. When granted, the maximum allowable is 30 days per calendar year.
Paternity Leave
Eligible employees will be granted 40 hours paid paternity leave and an additional 40 hours unpaid if desired. Special circumstances that may require more time off can be discussed with the owner. 
Unpaid Family & Medical Leave
TSCS is not required to allow extended periods of unpaid family and medical leave time but will do the best to accommodate any personal needs. Management will allow unpaid time off on a case by case basis. 


Funeral (Bereavement) Leave
TSCS will provide reasonable time off for employees to attend funerals of friends and loved ones. In the event of a death in the immediate family of the employee, up to three days paid time off may be granted to attend to family matters and funeral arrangements. Immediate family members are defined as an employee's spouse, parents, stepparents, sisters, brothers, children, stepchildren. One day of leave will be granted for grandparents, father-in-law, mother-in-law, brother-in-law, sister- in-law, son-in-law, daughter-in-law, or grandchild. Additional unpaid time off may also be granted at the discretion of the owner. 
Emergency Responder Leave Policy Compliant with Wisconsin State Law (Wis. Stat. § 103.88)
TSCS respects and supports employees who serve as volunteer emergency responders, including volunteer firefighters, emergency medical technicians (EMTs), first responders, and emergency medical responders. We recognize the importance of their role in protecting the community, and we make reasonable efforts to accommodate time away from work when such employees are called to respond to emergencies. This policy applies to employees who: Serve as a certified volunteer emergency responder (EMT, fire fighter, ambulance drivers); and have provided Human Resources with current documentation verifying their emergency response role and contact information for their supervising agency. Eligible employees may request unpaid leave to respond to emergency calls during their scheduled work hours. Employees are required to make a reasonable effort to notify their supervisor prior to leaving work and provide written confirmation from the emergency service agency of the date and time of their response after the event. While TSCS strives to support employees in their public service roles, leave may be denied or delayed if the absence would cause undue disruption to business operations, the employee holds a critical role or position where coverage is unavailable, the timing or frequency of leave would compromise workplace safety or essential business functions. Management will evaluate leave requests on a case-by-case basis and work with the employee to find reasonable alternatives if leave cannot be immediately granted. Leave under this policy is unpaid unless the employee elects to use available paid time off (e.g., vacation or personal time).  Employee benefits will continue in accordance with company policy during brief absences.
Election Official Leave Policy In Compliance with Wisconsin Statutes § 7.33
TSCS supports civic participation by employees appointed to serve as election officials (e.g., poll workers, inspectors, clerks), and provides leave in accordance with Wisconsin law. Employees appointed to serve as election officials under Wis. Stat. § 7.30. must provide at least 7 calendar days’ prior notice to their supervisor or HR after being appointed. Municipal clerk may verify the appointment upon employer request. Employees are entitled to unpaid leave for the entire 24‑hour period on each election day they serve, without loss of fringe benefits, seniority, or other penalties.  
Voting Leave Policy In Compliance with Wisconsin Statutes § 6.76
TSCS supports our employees' right to vote and complies with Wisconsin law regarding time off for voting. Employees are entitled to up to three consecutive hours to vote during polling hours on Election Day. This policy applies to all employees who are eligible to vote in Wisconsin elections. Employees must notify their supervisor before Election Day of their intention to be absent to vote. The company will designate the specific hours during which the employee may be absent to vote, ensuring up to three consecutive hours are provided. Time off for voting is unpaid, unless the employee uses available paid time off (e.g., vacation or personal leave), subject to company policy. Employees will not be penalized or disciplined for taking time off to vote, other than the deduction for time lost. The company has the discretion to determine the specific hours during which the employee may take time off to vote, ensuring minimal disruption to business operations. Employees will not face retaliation for exercising their right to take time off to vote. Any concerns regarding potential retaliation should be reported to Human Resources.
Jury Duty
Notify management if you are summoned for jury duty. Time off from work will be granted as necessary in compliance with applicable law. The employee’s salary status will determine if Jury Duty time off is paid or unpaid.
Military Duty
In accordance with requirements of law, TSCS will provide military leave of absence and reinstatement for qualifying employees. Employees will not be eligible for compensation during a military leave of absence.
Severe Weather Closings
In the event the company must close for the day due to severe weather or emergencies, the company will make every reasonable effort to notify you. If weather conditions are so severe that you are unable to travel to work, contact management. It is the owners discretion to close the business and compensate employees for severe weather days. 

Benefits
Overview
Benefits to employees are provided at the will of TSCS and TSCS reserves the right to modify or eliminate benefits without notice under conditions of law. The benefits listed herein are intended to be a general description only. Details of specific benefits are outlined in the documentation for the benefit program.
Eligibility
To qualify for benefits an employee must be considered full time and have completed a minimum of thirty 30 days continuous employment with TSCS. State law defines an eligible employee as one who works on a permanent basis and has a normal work week of 30 or more hours.
Health and Dental  
TSCS pays 50% of health and dental premium costs for eligible employees. Coverage is available through the current plan for dependents. Any additional premium cost for employee and dependent coverage are the responsibility of the employee. Employee portion of premiums must be paid through payroll deduction. Details of the plan are available through the Office Manager. 
Notice: Eligibility for full time employees starts the first of the month after 30 days of continuous employment. Plan details may change without notice.
Vision
TSCS provides vision insurance policies to eligible employees. Contact the Office Manager for details.
Short Term Disability 
TSCS provides short-term disability policies to eligible employees. Contact the Office Manager for details.
Life Insurance Policies
TSCS provides life insurance policies to eligible employees. Contact the Office Manager for details.
Worker's Compensation
State and federal law governs eligibility requirements. All premium costs are paid by TSCS. Claims are paid directly to employees. All employees are expected to return to work immediately upon release by their physician. TSCS has a ‘no lost time, return to work’ program. Light duty assignments are available to all injured employees. Employees are required to bring all medical documents to management immediately after medical treatment to determine light duty status, assigned work hours and department. Employees are required to report job-related injuries immediately. Failure to comply could result in difficulty with the employee’s claim. Report to your immediate supervisor all accidents or injuries.
Holidays
TSCS provides the following holiday schedule for all employees. Eligible employees qualify for paid days. Non-qualifying employees are required to take the days off without pay unless otherwise approved in writing by your immediate supervisor.
Holiday Schedule:
New years eve ½ day, New Year's Day, Memorial Day, Independence Day, Labor Day Thanksgiving Day, Christmas eve ½ day, Christmas Day
Holidays falling on Sunday will be observed on the following Monday, those falling on Saturday will be observed the preceding Friday. Employees must work both the day before and the day after a scheduled holiday in order to be paid for said holiday. Paid vacation or other approved absences as defined elsewhere in this manual are considered ‘work’ days for purposes of paid holidays.
Paid Time Off (PTO)
TSCS provides paid time off for all eligible employees. Eligible employees include full time employees who have completed a minimum of 90 days of employment. Full time employees are defined by TSCS as employees who have been assigned a regular 40 hours per week work shift. Employees are encouraged to take a time off every year. No PTO days can be carried forward to another benefit year. Any untaken days in the current benefit year are lost at the end of said benefit year. A benefit year is defined as January 1st of the current year through December 31st of the following year. PTO can be requested in increments no less than 1 hour. Paid company holidays which occur during your time off are not counted as PTO days. PTO days may only be taken in increments of one hour. PTO cannot increase an employee’s hours in one day to be more than 8 hours, and hours in one week to be more than 40 hours. In other words, PTO does not contribute to Overtime. Employees must still take PTO for call in’s even if they work >40 hours remainder of the week.
PTO Schedule:
5 days of PTO during the first year of employment – Prorated from employees start date granted after 90 days of continuous employment  
After 2 years of employment  10 Days PTO
After 6 years of employment 15 Days PTO
Anniversary PTO will be distributed at the beginning of the anniversary year. If the employee leaves or is terminated, any unused PTO will be paid out and any PTO used not earned will be owed to the employer. 
Unpaid Time Off:
Additional unpaid days may be allowed with approval from the owner. Workloads are considered when choosing to grant or deny these requests. Owner approval is required for unique circumstances. In these instances 
COBRA
TSCS, in accordance with federal law offers continued medical benefits to employees who lose eligibility for coverage via termination or other circumstances. COBRA (Consolidated Omnibus Budget Reconciliation Act) provides employees and their qualified beneficiaries the opportunity to continue health coverage under the company’s health plan. The employee pays the full cost for coverage at our group rate, plus an administration fee.
Management will provide details of COBRA coverage and procedures for applying at the time an employee loses eligibility.

Discipline Policies
Problem Resolution
The solution to most problems is often found through communication. We will make every reasonable effort to assist in solving problems or disputes amongst employees.
We recommend the following:
For disputes between employees, first discuss the problem between the two employees and make every attempt to resolve it. If no resolution is reached, both employees together should approach the owner to participate in the resolution. If a resolution is not reached, a decision will be made based on the discretion of the owner. 
Employees found to be in violation of company policies will be given official notice of the infraction. All reasonable attempts will be made to constructively resolve the situation. Appropriate disciplinary action, up to and including termination, may be taken if the violation continues.
Employees who believe they have been falsely charged with an infraction can
appeal the charge to the Human Resources Manager or CFO. All appeals must be in writing clearly defining the reason you believe the charge was false. The Human Resources Manager or CFO will review all available information and make a ruling. All decisions of the Human Resources Manager or CFO are final.
Notices of violation, appeals and final disposition documentation will become a permanent record in the employee’s personnel file.
Disciplinary Action Form
In the event an employee does not adhere to the policies outlined in this handbook, the incident will be documented using the disciplinary action form attached to this handbook. A verbal warning will be issued on the first offense documented and signed by the employer. A written warning will be issued on the second offense followed by suspension and/or termination on the 4th offense. TSCS reserves the right to terminate at any time depending on the severity of the offense. 

Termination of Employment
Termination
Employees of TSCS are not given tenure. The employee of TSCS may choose to terminate employment at any time.
Employees choosing to terminate their employment are required to return all company property to the owner before leaving the premises on their final day of employment. Upon receipt of all company owned property, the employee will receive their final paycheck. Any unused PTO balance will be forfeited at this time.
TSCS may terminate employment at any time for any reason. If an employee is terminated for a severe violation of policy they will be escorted from the premises immediately. Any personal property, plus their final paycheck will be given to the employee upon receipt of all company owned property.






Acknowledgement
We have prepared this handbook as a guide for policies, benefits and general information which should assist you during your employment. However, neither this handbook, nor any other company communication or practice, creates an employment contract. The company reserves the right to make changes in content or application of its policies as it deems appropriate, and these changes may be implemented, even if they have not been communicated, reprinted, or substituted in this handbook. It is also understood that nothing in this handbook or any other policy or communication changes the fact that employment is at-will for an indefinite period unless terminated at any time by you or your company.
I understand that no employee or representative of the company, other than the owner, has any authority to enter into an employment contract or to change the at-will employment relationship, or to make any agreement contrary to the foregoing. I acknowledge receipt of the employee handbook, and understand that my continued employment constitutes acceptance of any changes that may be made in content or application of the handbook.
I also certify that if I should need any clarification of this handbook and its contents I will contact Human Resources.



Employee Signature
Employee Printed Name: 
Date:

TSCS reserves the right to make changes to this handbook for the purpose of modifying, revising and updating company policy and this manual. Notice of changes will be posted on the bulletin boards and become a part of this manual. Violation of any company policy may result in immediate termination. 
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