Homme's Landscape
Employee Handbook

Index
(Policy number shown in brackets)

Reference Item Page No.

ABSENTEEISM 32
see Attendance and Punctuality [704]

ACCESS TO PERSONNEL FILES [202] 8

ACKNOWLEDGEMENT FORM
see Employee Acknowledgement Form [051]

ADA 2
see Equal Employment Opportunity [103]

AFFIRMATIVE ACTION 2
see Equal Employment Opportunity [103]

ALCOHOL ABUSE 29
see Drug and Alcohol Use [702]

APPEARANCE 33
see Personal Appearance [705]

ATTENDANCE AND PUNCTUALITY [704] 32

AUTOMOBILES 22
see Use of Equipment and Vehicles [508]

BEHAVIOR GUIDELINES 37
see Workplace Etiquette [722]

BREAKS 21
see Rest and Meal Periods [506]

BRIBES 5
see Conflicts of Interest [108]

BUSINESS ETHICS AND CONDUCT [104] 3

CARS 22
see Use of Equipment and Vehicles [508]

CELL PHONE USAGE [526] 26

CELLULAR TELEPHONES 26
see Cell Phone Usage [526]

CHECK DISTRIBUTION 14
see Paydays [403]

COMPANY PROPERTY 19
see Use of Phone and Mail Systems [504]
see Use of Equipment and Vehicles [508] 22

CONDUCT 3

see Business Ethics and Conduct [104]
CONFIDENTIALITY 7
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see Non-Disclosure [112]
CONFLICTS OF INTEREST [108]
CORRECTIVE ACTIONS

see Progressive Discipline [716]
COURTESY

see Workplace Etiquette [722]
CO-WORKER COURTESY

see Workplace Etiquette [722]
CUSTOMER RELATIONS [060]
CUSTOMER SERVICE

see Customer Relations [060]
DEDUCTIONS FROM PAY

see Pay Deductions and Setoffs [410]
DINNER BREAKS

see Rest and Meal Periods [506]
DISCHARGE OF EMPLOYEE

see Employment Termination [405]
DISCIPLINARY PROCEDURES

see Progressive Discipline [716]
DISCIPLINE

see Employee Conduct and Work Rules [701]

see Progressive Discipline [716]
DISCRIMINATION

see Equal Employment Opportunity [103]

see Sexual and Other Unlawful Harassment [703]
DRESS CODE

see Personal Appearance [705]
DRUG AND ALCOHOL USE [702]
EEO

see Equal Employment Opportunity [103]
EMPLOYEE ACKNOWLEDGEMENT FORM [051]
EMPLOYEE CONDUCT AND WORK RULES [701]
EMPLOYEE FILES

see Access to Personnel Files [202]
EMPLOYEE INFORMATION

see Personnel Data Changes [204]
EMPLOYEE WARNINGS

see Progressive Discipline [716]
EMPLOYEE WELCOME MESSAGE [020]
EMPLOYMENT REFERENCE CHECKS [203]
EMPLOYMENT TERMINATION [405]
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EMPLOYMENT-AT-WILL

see Introductory Statement [040]

see Employee Acknowledgement Form [051]

see Nature of Employment [101]

see Employment Termination [405]

see Employee Conduct and Work Rules [701]

see Progressive Discipline [716]
ENVIRONMENTAL HEALTH AND SAFETY

see Safety [501]
EQUAL EMPLOYMENT OPPORTUNITY [103]
EQUIPMENT

see Use of Equipment and Vehicles [508]
ETHICS

see Business Ethics and Conduct [104]
ETIQUETTE

see Workplace Etiquette [722]
EVALUATION

see Performance Evaluation [209]
FLEXIBLE SCHEDULING

see Work Schedules [502]
FLEXTIME

see Work Schedules [502]
HARASSMENT

see Sexual and Other Unlawful Harassment [703]
HEALTH AND SAFETY

see Safety [501]
HISTORY OF ORGANIZATION

see Organization Description [030]
IMMIGRATION LAW COMPLIANCE [107]
INSURANCE, WORKERS' COMP

see Workers' Compensation Insurance [306]
INTRODUCTORY STATEMENT [040]
INVOLUNTARY TERMINATION

see Employment Termination [405]
IRCA

see Immigration Law Compliance [107]
JOB REFERENCES

see Employment Reference Checks [203]
KICKBACKS

see Conflicts of Interest [108]
LATENESS

15
27
35
17

37

11

18

18

30

17

32



Homme's Landscape
Employee Handbook

see Attendance and Punctuality [704]
LAYOFF

see Employment Termination [405]
LUNCH BREAKS

see Rest and Meal Periods [506]
MAIL, PERSONAL USE OF

see Use of Phone and Mail Systems [504]
MEAL PERIODS

see Rest and Meal Periods [506]
MISCONDUCT

see Employee Conduct and Work Rules [701]
MOONLIGHTING

see Outside Employment [110]
NATURE OF EMPLOYMENT [101]
NO SMOKING AREAS

see Smoking [505]
NON-DISCLOSURE [112]
OFFICE ETIQUETTE

see Workplace Etiquette [722]
OFFICE PHONE AND MAIL SYSTEMS

see Use of Phone and Mail Systems [504]
ORGANIZATION DESCRIPTION [030]
ORGANIZATIONAL GOALS

see Organization Description [030]
OUTSIDE EMPLOYMENT [110]
PAY CHECKS

see Paydays [403]
PAY DEDUCTIONS AND SETOFFS [410]
PAY PERIODS

see Paydays [403]
PAYDAYS [403]
PAYROLL

see Timekeeping [401]
PERFORMANCE EVALUATION [209]
PERFORMANCE REVIEW

see Performance Evaluation [209]
PERSONAL APPEARANCE [705]
PERSONAL CONDUCT

see Employee Conduct and Work Rules [701]
PERSONAL USE OF OFFICE PHONE AND MAIL

see Use of Phone and Mail Systems [504]

15

21

19

21

27

16
14

14
13

11
11

33
27

19



Homme's Landscape
Employee Handbook

PERSONNEL DATA CHANGES [204]
PERSONNEL RECORDS

see Access to Personnel Files [202]
PROGRESSIVE DISCIPLINE [716]
PUBLIC CONTACT

see Customer Relations [060]
REFERENCE CHECKS

see Employment Reference Checks [203]
RESIGNATION

see Employment Termination [405]
REST AND MEAL PERIODS [506]
RETIREMENT

see Employment Termination [405]
REVIEW, EMPLOYEE PERFORMANCE

see Performance Evaluation [209]
RULES OF CONDUCT

see Employee Conduct and Work Rules [701]
SAFETY [501]
SAFETY

see Workplace Violence Prevention [522]
SECURITY

see Visitors in the Workplace [514]
SERVICE

see Customer Relations [060]
SEXUAL AND OTHER UNLAWFUL HARASSMENT [703]
SMOKING [505]
SUSPENSIONS

see Progressive Discipline [716]
TARDINESS

see Attendance and Punctuality [704]
TELEPHONE, PERSONAL USE OF

see Use of Phone and Mail Systems [504]
TERMINATION OF EMPLOYMENT

see Employment Termination [405]
THREATS

see Workplace Violence Prevention [522]
TIME CARDS

see Timekeeping [401]
TIMEKEEPING [401]
TITLE PAGE [010]
UNAUTHORIZED VISITORS
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see Visitors in the Workplace [514]
USE OF EQUIPMENT AND VEHICLES [508]
USE OF PHONE AND MAIL SYSTEMS [504]
VEHICLES

see Use of Equipment and Vehicles [508]
VIOLENCE

see Workplace Violence Prevention [522]
VISITORS IN THE WORKPLACE [514]
VOLUNTARY TERMINATION

see Employment Termination [405]
WARNINGS

see Progressive Discipline [716]
WORK SCHEDULES [502]
WORKERS' COMPENSATION INSURANCE [306]
WORKPLACE ETIQUETTE [722]
WORKPLACE SAFETY

see Safety [501]
WORKPLACE VIOLENCE PREVENTION [522]
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