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The time off for voting shall be only at the be-

ginning or end of the regular working shift,

whichever allows for the most free time for vot-

ing and the least time off from the regular work-

ing shift, unless otherwise mutually agreed.

If the employee on the third working day prior to the day of election,

knows or has reason to believe that time off will be necessary to be

able to vote on election day, the employee shall give the employer at

least two working days’ notice that time off for voting is desired, in

accordance with the provisions of this section.
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SECRETARY OF STATE

BRUCE McPHERSON

1500 11TH STREET, 5TH FLOOR

SACRAMENTO, CA 95814

Tel 916-657-2166 / Fax 916-653-3214

IF A VOTER DOES NOT HAVE SUFFI-

CIENT TIME OUTSIDE OF WORKING

HOURS TO VOTE AT A STATEWIDE

ELECTION, THE VOTER MAY, WITHOUT

LOSS OF PAY, TAKE OFF ENOUGH

working time which when added to the

voting time available outside of work-

ing hours will enable the voter to vote.

No more than two hours of the time

taken off for voting shall be without

loss of pay.

(California Elections Code Section 14000)

TIME OFF TO VOTE



CALIFORNIA SECRETARY OF STATE BRUCE McPHERSON
Elections Division ◆ 1500 11th Street, Sacramento, Ca 95814 ◆ Tel 916-657-2166 / Fax 916-653-3214 / Email elections@ss.ca.gov

NOTICE TO EMPLOYERS REGARDING EMPLOYEE TIME OFF FOR VOTING

Dear Employer:

As you know, state law (California Elections Code Section 14001) requires you to post a notice to your
employees advising them of provisions for taking paid leave for the purpose of voting in statewide
elections.

A sample of this notice has been printed on the opposite side of this page for your convenience.

I also want to inform you of several points related to the statutory provisions for employee time off for
voting.

■ You must post this notice a minimum of 10 days before a statewide election. (Note:
Statewide elections are regularly scheduled on the first Tuesday following the first Mon-
day of March and November of even-numbered years. “Special” statewide elections may
also be called but are not regularly scheduled. In general, a statewide election is defined
as one in which all voters in the state have an opportunity to vote on at least one common
race or issue.)

■ The notice must be posted either in the workplace or where it can be seen by employees as
they enter or exit their place of work.

■ Employees are eligible for paid time off for the purpose of voting only if they do not have
sufficient time outside of working hours to vote. The intent of the law is to provide an
opportunity to vote to workers who would not be able to do so because of their jobs.

■ Voting hours are from 7:00 a.m. to 8:00 p.m.
■ Employees can be given as much time as they need in order to vote, but only a maximum

of two hours is paid.
■ You may require employees to give advance notice that they will need additional time off

for voting.
■ You may require time off to be taken only at the beginning or end of the employee’s shift.

I hope this information is useful to you. Please feel free to contact my office if I can be of further
assistance.

Sincerely,

BRUCE McPHERSON
Secretary of State



Anaheim
Concord
Foster City
Fremont/San Jose
Fresno
Los Angeles
Modesto
Oakland
Monrovia/Pico Rivera
Sacramento
San Bernardino
San Diego
San Francisco
Santa Rosa
Torrance
Van Nuys
Ventura
West Covina

HELP IS AVAILABLE:
To learn more about job safety rules, you may contact the Cal/OSHA Consultation Service for free information, required forms and publications. You can also contact a local

district office of the Division of Occupational Safety and Health. If you prefer, you may retain a competent private consultant, or ask your workers’ compensation insurance carrier
for guidance in obtaining information.

OFFICES OF THE DIVISION OF OCCUPATIONAL SAFETY AND HEALTH
HEADQUARTERS: 1515 Clay Street, Ste. 1901, Oakland, CA 94612 — Telephone (510) 286-7000

2100 East Katella Ave.–Suite 140, Anaheim 92806
1465 Enea Circle–Bldg. E, Suite 900, Concord 94520
1065 East Hillsdale Blvd.–Suite 110, Foster City 94404
39141 Civic Center Dr. Suite 310, Fremont 94538
2550 Mariposa St.–Room 4000, Fresno 93721
320 West Fourth St.–Room 850, Los Angeles 90013
1209 Woodrow–Suite C-4, Modesto 95350
1515 Clay St.–Suite 1301, Oakland 94612
750 Royal Oaks Dr.–Suite 104, Monrovia 91016
2424 Arden Way–Suite 165, Sacramento 95825
464 West Fourth St.–Suite 332, San Bernardino 92401
7575 Metropolitan Dr.–Suite 207, San Diego 92108
121 Spear Street, Ste. 430, San Francisco 94105
1221 Farmers Lane–Suite 300, Santa Rosa 95405
680 Knox St.–Suite 100, Torrance 90502
6150 Van Nuys Blvd.–Suite 405, Van Nuys 91401
1655 Mesa Verde Ave.–Room 150, Ventura 93003
1906 West Garvey Ave. S.–Suite 200, West Covina 91790

(714) 939-0145
(925) 602-6517
(650) 573-3812
(510) 794-2521
(559) 445-5302
(213) 576-7451
(209) 576-6260
(510) 622-2916
(626) 256-7913
(916) 263-2800
(909) 383-4321
(619) 767-2280
(415) 972-8670
(707) 576-2388
(310) 516-3734
(818) 901-5403
(805) 654-4581
(626) 472-0046

WHAT AN EMPLOYER MUST DO:
All employers must provide work and workplaces that are safe and healthful. In

other words, as an employer, you must follow state laws governing job safety and
health. Failure to do so can result in a threat to the life or health of workers, and
substantial monetary penalties.

You must display this poster so everyone on the job can be aware of basic rights
and responsibilities.

You must have a written and effective injury and illness prevention program for
your employees to follow.

You must be aware of hazards your employees face on the job and keep records
showing that each employee has been trained in the hazards unique to each job
assignment.

You must correct any hazardous condition that you know may result in serious
injury to employees. Failure to do so could result in criminal charges, monetary
penalties, and even incarceration.

You must notify the nearest Cal/OSHA office of any serious injury or fatality
occurring on the job. Be sure to do this immediately after calling for emergency help
to assist the injured employee.  Failure to report a serious injury or fatality within 8
hours can result in a minimum civil penalty of $5,000.

WHAT AN EMPLOYER MUST NEVER DO:
Never permit an employee to do work that violates Cal/OSHA law.
Never permit an employee to be exposed to harmful substances without

providing adequate protection.
Never allow an untrained employee to perform hazardous work.

EMPLOYEES HAVE CERTAIN RIGHTS IN WORKPLACE SAFETY & HEALTH:
As an employee, you (or someone acting for you) have the right to file a

complaint and request an inspection of your workplace if conditions there are unsafe
or unhealthful. This is done by contacting the local district office of the Division of
Occupational Safety and Health (see list of offices). Your name is not revealed by
Cal/OSHA, unless you request otherwise.

You also have the right to bring unsafe or unhealthful conditions to the attention
of the Cal/OSHA investigator making an inspection of your workplace. Upon request,
Cal/OSHA will withhold the names of employees who submit or make statements
during an inspection or investigation.

Any employee has the right to refuse to perform work that would violate a Cal/
OSHA or any occupational safety or health standard or order where such violation
would create a real and apparent hazard to the employee or other employees.

You may not be fired or punished in any way for filing a complaint about unsafe
or unhealthful working conditions, or using any other right given to you by Cal/OSHA
law. If you feel that you have been fired or punished for exercising your rights, you
may file a complaint about this type of discrimination by contacting the nearest office
of the Department of Industrial Relations, Division of Labor Standards Enforcement
(State Labor Commissioner) or the San Francisco office of the U.S. Department of
Labor, Occupational  Safety and Health Administration. (Employees of state or local
government agencies may only file these complaints with the State Labor Commis-
sioner.) Consult your local telephone directory for the office nearest you.

EMPLOYEES ALSO HAVE RESPONSIBILITIES:
To keep the workplace and your coworkers safe, you should tell your employer

about any hazard that could result in an injury or illness to people on the job.
While working, you must always obey state job safety and health laws.

SPECIAL RULES APPLY IN WORK AROUND HAZARDOUS SUBSTANCES:
Employers who use any substance listed as a hazardous substance in Section

339 of Title 8 of the California Code of Regulations, or subject to the Federal Hazard
Communications Standard (29 CFR 1910.1200), must provide employees with
information on the contents on Material Safety Data Sheets (MSDS), or equivalent
information about the substance that trains employees to use the substance safely.

Employers shall make available on a timely and reasonable basis a Material Safety
Data Sheet on each hazardous substance in the workplace upon request of an employee,
an employee collective bargaining representative, or an employee’s physician.

Employees have the right to see and copy their medical records and records of
exposure to potentially toxic materials or harmful physical agents.

Employers must allow access by employees or their representatives to accurate
records of employee exposures to potentially toxic materials or harmful physical
agents, and notify employees of any exposures in concentration or levels exceeding
the exposure limits allowed by Cal/OSHA standards.

Any employee has the right to observe monitoring or measuring of employee
exposure to hazards conducted pursuant to Cal/OSHA regulations.

WHEN CAL/OSHA COMES TO THE WORKPLACE:
A trained Cal/OSHA safety engineer or industrial hygienist may periodically visit

the workplace to make sure your company is obeying job safety and health laws.
An inspection will also be conducted when a legitimate complaint is filed by an

employee with the Division of Occupational Safety and Health.
Cal/OSHA also goes to the workplace to investigate a serious injury or fatality.
When an inspection begins, the Cal/OSHA investigator will show official

identification from the Division of Occupational Safety and Health.
The employer, or someone the employer chooses, will be given an opportunity

to accompany the investigator during the inspection. A representative of the
employees will be given the same opportunity. Where there is no authorized
employee representative, the investigator will talk to a reasonable number of
employees about safety and health conditions at the workplace.

VIOLATIONS, CITATIONS & PENALTIES:
If the investigation shows that the employer has violated a safety and health

standard or order, then the Division of Occupational Safety and Health issues a
citation. Each citation specifies a date by which the violation must be abated. A
notice, which carries no monetary penalty, may be issued in lieu of a citation for
certain non-serious violations.

Citations carry penalties of up to $7,000 for each regulatory or general violation
and up to $25,000 for each serious violation. Additional penalties of up to $7,000 per
day for regulatory or general violations and up to $15,000 per day for serious
violations may be proposed for each failure to correct a violation by the abatement
date shown on the citation. A penalty of not less than $5,000 nor more than $70,000
may be assessed an employer who willfully violates any occupational safety and
health standard or order. The maximum civil penalty that can be assessed for each
repeat violation is $70,000. A willful violation that causes death or permanent
impairment of the body of any employee results, upon conviction, in a fine of not more
than $250,000, or imprisonment up to three years, or both and if the employer is a
corporation or limited liability company the fine may not exceed $1.5 million.

The law provides that employers may appeal citations within 15 working days
of receipt to the Occupational Safety and Health Appeals Board.

An employer who receives a citation, Order to Take Special Action, or Special
Order must post it prominently at or near the place of the violation for three working
days, or until the unsafe condition is corrected, whichever is longer, to warn
employees of danger that may exist there. Any employee may protest the time
allowed for correction of the violation to the Division of Occupational Safety and Health
or the Occupational Safety and Health Appeals Board.

District Offices

SAFETY AND HEALTH PROTECTION
ON THE JOB State of California

Department of Industrial Relations

California law provides job safety and health protection for workers under the Cal/OSHA program. This poster explains the basic requirements and procedures for compliance
with the state’s job safety and health laws and regulations. The law requires that this poster be displayed. (Failure to do so could result in a penalty of up to $7,000.)

Enforcement of Cal/OSHA job safety and health standards is carried out by the Division of Occupational Safety and Health, under the California Department of Industrial Relations, which has primary
responsibility for administering the Cal/OSHA program. Safety and health standards are promulgated by the Occupational Safety and Health Standards Board. Anyone desiring to register a complaint
alleging inadequacy in the administration of the California Occupational Safety and Health Plan may do so by contacting the San Francisco Regional Office of the Occupational Safety and Health
Administration (OSHA), U.S. Department of Labor (Tel: 415-975-4310). OSHA monitors the operation of state plans to assure that continued approval is merited. SEPTEMBER 2005

Anaheim
Sacramento
Santa Rosa
West Covina

2100 East Katella Ave.–Suite 125, Anaheim 92806
2424 Arden Way–Suite 125, Sacramento 95825
1221 Farmers Lane–Suite E, Santa Rosa 95405
1906 West Garvey Ave. S.–Suite 200, West Covina 91790

(714) 939-8611
(916) 263-2803
(707) 576-2419
(626) 472-0046

Regional Offices

Cal/OSHA Consultation Service

Area & Field Offices:
(559) 454-1295

(510) 622-2891

(916) 263-0704

(909) 383-4567

(619) 767-2060

(818) 901-5754

(562) 944-9366

Headquarters: 2424 Arden Way–Suite 485, Sacramento CA 95825 — (916) 263-5765

1901 North Gateway Blvd.
Suite 102, Fresno 93727

1515 Clay St.–Suite 1103
Oakland 94612

2424 Arden Way–Suite 410
Sacramento 95825

464 West Fourth St.–Suite 339
San Bernardino 92401

7575 Metropolitan Dr.–Suite 204
San Diego 92108

6150 Van Nuys Blvd.–Suite 307
Van Nuys 91401

10350 Heritage Park Dr.–Suite 201
Santa Fe Springs 90670

• Fresno/Central Valley

• Oakland/Bay Area

• Sacramento/Northern CA

• San Bernardino

• San Diego/Imperial Counties

• San Fernando Valley

• Santa Fe Springs/Los
• Angeles/Orange County.

Sacramento 2424 Arden Way–Suite 485, Sacramento 95825 (916) 263-5750
Regional Office



1. Applicability of Order This order shall apply to all persons employed in household occupations 
whether paid on a time, piece rate, commission, or other basis, unless such occupation is performed 
for an industry covered by an industry order of this Commission, except that:  

(A) Provisions of Sections 3 through 12 of this order shall not apply to persons employed 
in administrative, executive, or professional capacities. The following requirements shall 
apply in determining whether an employee's duties meet the test to qualify for an 
exemption from those sections: 

(1) Executive Exemption A person employed in an executive capacity means 
any employee: 

(a) Whose duties and responsibilities involve the management of 
the enterprise in which he/she is employed or of a customarily 
recognized department or subdivision thereof; and 

(b) Who customarily and regularly directs the work of two or more 
other employees therein; and  

(c) Who has the authority to hire or fire other employees or whose 
suggestions and recommendations as to the hiring or firing and as 
to the advancement and promotion or any other change of status of 
other employees will be given particular weight; and 

(d) Who customarily and regularly exercises discretion and 
independent judgment; and 

(e) Who is primarily engaged in duties which meet the test of the 
exemption. The activities constituting exempt work and non-
exempt work shall be construed in the same manner as such items 
are construed in the following regulations under the Fair Labor 
Standards Act effective as of the date of this order: 29 C.F.R. 

NOTE: The Internet version of this Industrial Welfare Commission 
Order may be posted as is required at places of employment. To 
obtain the official printed Order, you may call 415.703.5070 and it 
will be mailed to you free of charge. You may also request copies by 
writing to the Department of Industrial Relations, Public 
Information Office, P.O. Box 420603, San Francisco, CA 94142-0603. 

Industrial Welfare Commission 
order No. 15-2001 

Regulating wages, hours and working conditions for 
Household Occupations  

(Effective January 1, 2001 as amended) 
(Updated as of January 1, 2005)  



Sections 541.102, 541.104-111, and 541.115-116. Exempt work shall 
include, for example, all work that is directly and closely related to 
exempt work and work which is properly viewed as a means for 
carrying out exempt functions. The work actually performed by the 
employee during the course of the workweek must, first and 
foremost, be examined and the amount of time the employee 
spends on such work, together with the employer's realistic 
expectations and the realistic requirements of the job, shall be 
considered in determining whether the employee satisfies this 
requirement. 

(f) Such an employee must also earn a monthly salary equivalent to 
no less than two (2) times the state minimum wage for full-time 
employment. Full-time employment is defined in Labor Code 
Section 515(c) as 40 hours per week. 

(2) Administrative Exemption A person employed in an administrative 
capacity means any employee: 

(a) Whose duties and responsibilities involve either: 

(i) The performance of office or non-manual work directly related 
to management policies or general business operations of his 
employer or his/hers employer's customers; or 

(ii) The performance of functions in the administration of a school 
system, or educational establishment or institution, or of a 
department or subdivision thereof, in work directly related to the 
academic instruction or training carried on therein; and 

(b) Who customarily and regularly exercises discretion and 
independent judgment; and 

(c) Who regularly and directly assists a proprietor, or an employee 
employed in a bona fide executive or administrative capacity (as 
such terms are defined for purposes of this section); or 

(d) Who performs under only general supervision work along 
specialized or technical lines requiring special training, experience, 
or knowledge; or 

(e) Who executes under only general supervision special 
assignments and tasks; and 

(f) Who is primarily engaged in duties which meet the test of the 
exemption. The activities constituting exempt work and non-



exempt work shall be construed in the same manner as such terms 
are construed in the following regulations under the Fair Labor 
Standards Act effective as of the date of this order 29 C.F.R. 
Sections 541.201-205, 541.207-208, 541.210, and 541.215. Exempt 
work shall include, for example, all work that is directly and closely 
related to exempt work and work which is properly viewed as a 
means for carrying out exempt functions. The work actually 
performed by the employee during the course of the workweek 
must, first and foremost, be examined and the amount of time the 
employee spends on such work, together with the employer's 
realistic expectations and the realistic requirements of the job, shall 
be considered in determining whether the employee satisfies this 
requirement. 

(g) Such employee must also earn a monthly salary equivalent to 
no less than two (2) times the state minimum wage for full-time 
employment. Full-time employment is defined in Labor Code 
Section 515(c) as 40 hours per week. 

 (3) Professional Exemption A person employed in a professional capacity means any 
employee who meets all of the following requirements: 

(a) Who is licensed or certified by the State of California and is 
primarily engaged in the practice of one of the following 
recognized professions: law, medicine, dentistry, optometry, 
architecture, engineering, teaching, or accounting; or  

(b) Who is primarily engaged in an occupation commonly 
recognized as a learned or artistic profession. For the purposes of 
this subsection, "learned or artistic profession" means an employee 
who is primarily engaged in the performance of: 

(i) Work requiring knowledge of an advanced type in a 
field or science or learning customarily acquired by a 
prolonged course of specialized intellectual instruction 
and study, as distinguished from a general academic 
education and from an apprenticeship, and from 
training in the performance of routine mental, manual, 
or physical processes, or work that is an essential part of 
or necessarily incident to any of the above work; or  

(ii) Work that is original and creative in character in a 
recognized field of artistic endeavor (as opposed to 
work which can be produced by a person endowed with 
general manual or intellectual ability and training), and 
the result of which depends primarily on the invention, 



imagination, or talent of the employee or work that is an 
essential part of or necessarily incident to any of the 
above work; and  

(iii) Whose work is predominantly intellectual and 
varied in character (as opposed to routine mental, 
manual, mechanical, or physical work) and is of such 
character that the output produced or the result 
accomplished cannot be standardized in relation to a 
given period of time. 

(c) Who customarily and regularly exercises discretion and 
independent judgment in the performance of duties set forth in 
subparagraphs (a) and (b). 

(d) Who earns a monthly salary equivalent to no less than two (2) 
times the state minimum wage for full-time employment. 

(e) Subparagraph (b) above is intended to be construed in 
accordance with the following provisions of federal law as they 
existed as of the date of this order: 29 C.F.R. Sections 541.207, 
541.301(a)-(d), 541.302, 541.306, 541.307, 541.308, and 541.310. 

(f) Notwithstanding the provisions of this subparagraph, 
pharmacists employed to engage in the practice of pharmacy, and 
registered nurses employed to engage in the practice of nursing, 
shall not be considered exempt professional employees, nor shall 
they be considered exempt from coverage for the purposes of this 
subparagraph unless they individually meet the criteria established 
for exemption as executive or administrative employees. 

(g) Subparagraph (f) above shall not apply to the following 
advanced practice nurses: 

(i) Certified nurse midwives who are primarily engaged 
in performing duties for which certification is required 
pursuant to Article 2.5 (commencing with Section 2746) 
of Chapter 6 of Division 2 of the Business and 
Professions Code.  

(ii) Certified nurse anesthetists who are primarily 
engaged in performing duties for which certification is 
required pursuant to Article 7 (commencing with 
Section 2825) of Chapter 6 of Division 2 of the Business 
and Professions Code.  



(iii) Certified nurse practitioners who are primarily 
engaged in performing duties for which certification is 
required pursuant to Article 8 (commencing with 
Section 2834) of Chapter 6 of Division 2 of the Business 
and Professions Code.  

(iv) Nothing in this subparagraph shall exempt the 
occupations set forth in clauses (i), (ii), and (iii) from 
meeting the requirements of subsection 1(A)(3)(a)-(d) 
above. 
 
(h) Except, as provided in subparagraph (i), an 
employee in the computer software field who is paid on 
an hourly basis shall be exempt, if all of the following 
apply: 

(i) The employee is primarily engaged in work that is 
intellectual or creative and requires the exercise of 
discretion and independent judgment.  

(ii) The employee is primarily engaged in duties that 
consist of one or more of the following: 

- The application of systems analysis 
techniques and procedures, including 
consulting with users, to determine 
hardware, software, or system functional 
specifications. 

- The design, development, documentation, 
analysis, creation, testing, or modification of 
computer systems or programs, including 
prototypes, based on and related to user or 
system design specifications. 

- The documentation, testing, creation, or 
modification of computer programs related 
to the design of software or hardware for 
computer operating systems. 

(iii) The employee is highly skilled and is proficient in 
the theoretical and practical application of highly 
specialized information to computer systems analysis, 
programming, and software engineering. A job title 
shall not be determinative of the applicability of this 
exemption. 



(iv) The employee's hourly rate of pay is not less than 
forty-five dollars and eighty-four cents ($45.84). The 
Division of Labor Statistics and Research shall adjust 
this pay rate on October 1 of each year to be effective on 
January 1 of the following year by an amount equal to 
the percentage increase in the California Consumer 
Price Index for Urban Wage Earners and Clerical 
Workers.  

(i) The exemption provided in subparagraph (h) does not apply to 
an employee if any of the following apply: 

(i) The employee is a trainee or employee in an entry-
level position who is learning to become proficient in 
the theoretical and practical application of highly 
specialized information to computer systems analysis, 
programming, and software engineering. 
(ii) The employee is in a computer-related occupation 
but has not attained the level of skill and expertise 
necessary to work independently and without close 
supervision. 

(iii) The employee is engaged in the operation of 
computers or in the manufacture, repair, or 
maintenance of computer hardware and related 
equipment. 

(iv) The employee is an engineer, drafter, machinist, or 
other professional whose work is highly dependent 
upon or facilitated by the use of computers and 
computer software programs and who is skilled in 
computer-aided design software, including CAD/CAM, 
but who is not in a computer systems analysis or 
programming occupation. 

(v) The employee is a writer engaged in writing 
material, including box labels, product descriptions, 
documentation, promotional material, setup and 
installation instructions, and other similar written 
information, either for print or for on screen media or 
who writes or provides content material intended to be 
read by customers, subscribers, or visitors to computer-
related media such as the World Wide Web or CD-
ROMs. 

(vi) The employee is engaged in any of the activities set 



forth in subparagraph (h) for the purpose of creating 
imagery for effects used in the motion picture, 
television, or theatrical industry. 

(B) Except as provided in Sections 1, 2, 4, 10, and 15, the provisions of this order shall not 
apply to personal attendants. The provisions of this order shall not apply to any person 
under the age of 18 who is employed as a baby sitter for a minor child of the employer in 
the employer's home. 

(C) The provisions of this order shall not apply to any individual who is the parent, 
spouse, child, or legally adopted child of the employer. 

(D) The provisions of this order shall not apply to any individual participating in a 
national service program, such as AmeriCorps, carried out using assistance provided 
under Section 12571 of Title 42 of the United States Code. (See Stats. 2000, ch. 365, 
amending Labor Code Section 1171.) 

2. Definitions 

(A) An "alternative workweek schedule" means any regularly scheduled workweek 
requiring an employee to work more than eight (8) hours in a 24-hour period. 
(B) "Commission" means the Industrial Welfare Commission of the State of California. 
 
(C) "Division" means the Division of Labor Standards Enforcement of the State of 
California. 
 
(D) "Emergency" means an unpredictable or unavoidable occurrence at unscheduled 
intervals requiring immediate action. 
 
(E) "Employ" means to engage, suffer, or permit to work. 
 
(F) "Employee" means any person employed by an employer. 
 
(G) "Employer" means any person as defined in Section 18 of the Labor Code, who 
directly or indirectly, or through an agent or any other person, employs or exercises 
control over the wages, hours, or working conditions of any person. 
 
(H) "Hours worked" means the time during which an employee is subject to the control of 
an employer, and includes all the time the employee is suffered or permitted to work, 
whether or not required to do so. 

(I) "Household Occupations" means all services related to the care of persons or 
maintenance of a private household or its premises by an employee of a private 
householder. Said occupations shall include but not be limited to the following: butlers, 
chauffeurs, companions, cooks, day workers, gardeners, graduate nurses, grooms, house 
cleaners, housekeepers, maids, practical nurses, tutors, valets, and other similar 



occupations. 

(J) "Personal attendant" includes baby sitters and means any person employed by a 
private householder or by any third party employer recognized in the health care industry 
to work in a private household, to supervise, feed, or dress a child or person who by 
reason of advanced age, physical disability, or mental deficiency needs supervision. The 
status of "personal attendant" shall apply when no significant amount of work other than 
the foregoing is required. 
 
(K) "Minor" means, for the purpose of this order, any person under the age of 18 years. 
 
(L) "Primarily" as used in Section 1, Applicability, means more than one-half the 
employee's work time. 
 
(M) "Shift" means designated hours of work by an employee, with a designated beginning 
time and quitting time. 

(N) "Split shift" means a work schedule, which is interrupted by non-paid non-working 
periods established by the employer, other than bona fide rest or meal periods. 
 
(O) "Teaching" means, for the purpose of Section 1 of this Order, the profession of 
teaching under a certificate from the Commission for Teacher Preparation and Licensing 
or teaching in an accredited college or university. 
 
(P) "Wages" includes all amounts for labor performed by employees of every description, 
whether the amount is fixed or ascertained by the standard of time, task, piece, 
commission basis, or other method of calculation. 
 
(Q) "Workday" and "day" mean any consecutive 24-hour period beginning at the same 
time each calendar day. 
 
(R) "Workweek" and "week" mean any seven (7) consecutive days, starting with the same 
calendar day each week. "Workweek" is a fixed and regularly recurring period of 168 
hours, seven (7) consecutive 24-hour periods. 

3. Hours and Days of Work 

(A) A LIVE-IN employee shall have at least 12 consecutive hours free of duty during each 
workday of 24 hours, and the total span of hours for a day of work shall be no more than 
12 hours, except under the following conditions: 

(1) The employee shall have at least three (3) hours free of duty during the 12 hours span 
of work. Such off-duty hours need not be consecutive, and the schedule for same shall be 
set by mutual agreement of employer and employee, provided that 

(2) An employee who is required or permitted to work during scheduled off-duty hours 



or during the 12 consecutive off-duty hours shall be compensated at the rate of one and 
one-half (1 ½) times the employee's regular rate of pay for all such hours worked. 

(B) No LIVE-IN employee shall be required to work more than five (5) days in any one 
workweek without a day off of not less than 24 consecutive hours except in an emergency 
as defined in subsection 2(D), provided that the employee is compensated for time 
worked in excess of five (5) workdays in any workweek at one and one-half (1 ½) times 
the employee's regular rate of pay for hours worked up to and including nine (9) hours. 
Time worked in excess of nine (9) hours on the sixth (6th) and seventh (7th) workdays 
shall be compensated at double the employee's regular rate of pay. 

(C) The following overtime provisions are applicable to non-LIVE-IN employees 18 years 
of age or over and to employees 16 or 17 years of age who are not required by law to 
attend school and are not otherwise prohibited by law from engaging in the subject work. 
Such employees shall not be employed more than eight (8) hours in any workday or more 
than 40 hours in any workweek unless the employee receives one and one-half (1 ½) times 
such employee's regular rate of pay for all hours worked over 40 hours in the workweek. 
Eight (8) hours of labor constitutes a day's work. Employment beyond eight (8) hours in 
any workday or more than six (6) days in any workweek is permissible provided the 
employee is compensated for such overtime at not less than: 

(1) One and one-half (1 ½) times the employee's regular rate of pay for all 
hours worked in excess of eight (8) hours up to and including 12 hours in any 
workday, and for the first eight (8) hours worked on the seventh (7th) 
consecutive day of work in a workweek; and  

(2) Double the employee's regular rate of pay for all hours worked in excess of 
12 hours in any workday and for all hours worked in excess of eight (8) hours 
on the seventh (7th) consecutive day of work in a workweek. 

(3) The overtime rate of compensation required to be paid to a nonexempt full-
time salaried employee shall be computed by using the employee's regular 
hourly salary as one-fortieth (1/40) of the employee's weekly salary. 

(D) One and one-half (1 ½) times a minor's regular rate of pay shall be paid for all work 
over 40 hours in any workweek except minors 16 and 17 years old who are not required 
by law to attend school and may therefore be employed for the same hours as an adult are 
subject to subsections (A) and (B) or (C) above. 

(VIOLATIONS OF CHILD LABOR LAWS are subject to civil penalties of from $500 to 
$10,000 as well as to criminal penalties. Refer to California Labor Code Sections 1285 to 
1312 and 1390 to 1399 for additional restrictions on the employment of minors and for 
descriptions of criminal and civil penalties for violation of the child labor laws. 
Employers should ask school districts about any required work permits.) 
 
(E) An employee may be employed on seven (7) workdays in one workweek with no 



overtime pay required when the total hours of employment during such workweek do not 
exceed 30 and the total hours of employment in any one workday thereof do not exceed 
six (6). 

(F) The provisions of Labor Code Sections 551 and 552 regarding one (1) day's rest in 
seven (7) shall not be construed to prevent an accumulation of days of rest when the 
nature of the employment reasonably requires the employee to work seven (7) or more 
consecutive days; provided, however, that in each calendar month, the employee shall 
receive the equivalent of one (1) day's rest in seven (7). 

(G) Except as provided in subsections (D) and (F), this section shall not apply to any 
employee covered by a valid collective bargaining agreement if the agreement expressly 
provides for the wages, hours of work, and working conditions of the employees, and if 
the agreement provides premium wage rates for all overtime hours worked and a regular 
hourly rate of pay for those employees of not less than 30 percent more than the state 
minimum wage. 
 
(H) Notwithstanding subsection (G) above, where the employer and a labor organization 
representing employees of the employer have entered into a valid collective bargaining 
agreement pertaining to the hours of work of the employees, the requirement regarding 
the equivalent of one (1) day's rest in seven (7) (see subsection (F) above) shall apply, 
unless the agreement expressly provides otherwise. 
 
(I) If an employer approves a written request of an employee to make up work time that is 
or would be lost as a result of a personal obligation of the employee, the hours of that 
makeup work time, if performed in the same workweek in which the work time was lost, 
may not be counted toward computing the total number of hours worked in a day for 
purposes of the overtime requirements, except for hours in excess of 11 hours of work in 
one (1) day or 40 hours of work in one (1) workweek. If an employee knows in advance 
that he/she will be requesting makeup time for a personal obligation that will recur at a 
fixed time over a succession of weeks, the employee may request to make up work time 
for up to four (4) weeks in advance; provided, however, that the makeup work must be 
performed in the same week that the work time was lost. An employee shall provide a 
signed written request for each occasion that the employee makes a request to make up 
work time pursuant to this subsection. While an employer may inform an employee of 
this makeup time option, the employer is prohibited from encouraging or otherwise 
soliciting an employee to request the employer's approval to take personal time off and 
make up the work hours within the same workweek pursuant to this subsection. 

4. Minimum Wages  

(A) Every employer shall pay to each employee wages not less than six dollars and 
twenty-five cents ($6.25) per hour for all hours worked, effective January 1, 2001, and not 
less than six dollars and seventy-five cents ($6.75) per hour for all hours worked, effective 
January 1, 2002, except:  



LEARNERS: Employees during their 160 hours of employment in occupations 
in which they have no previous similar or related experience, may be paid not 
less than 85% of the minimum wage rounded to the nearest nickel.  

(B) Every employer shall pay to each employee, on the established payday for the period 
involved, not less than the applicable minimum wage for all hours worked in the payroll 
period, whether the remuneration is measured by time, piece, commission, or otherwise.  

(C) When an employee works a split shift, one (1) hour's pay at the minimum wage shall 
be paid in addition to the minimum wage for that workday, except when the employee 
resides at the place of employment.  

(D) The provisions of this section shall not apply to apprentices regularly indentured 
under the State Division of Apprenticeship Standards.  

5. Reporting Time Pay 
 
(A) Each workday an employee is required to report for work and does report, but is not put to work 
or is furnished less than half said employee's usual or scheduled day's work, the employee shall be 
paid for half the usual or scheduled day's work, but in no event for less than two (2) hours nor more 
than four (4) hours, at the employee's regular rate of pay, which shall not be less than the minimum 
wage.  

(B) If an employee is required to report for work a second time in any one workday and is furnished 
less than two (2) hours of work on the second reporting, said employee shall be paid for two (2) hours
at the employee's regular rate of pay, which shall not be less than the minimum wage.  

(C) The foregoing reporting time pay provisions are not applicable when:  

(1) Operations cannot commence or continue due to threats to employees or property; or 
when recommended by civil authorities; or  

(2) Public utilities fail to supply electricity, water, or gas, or there is a failure in the public 
utilities, or sewer system; or  

(3) The interruption of work is caused by an Act of God or other cause not within the 
employer's control.  

(D) This section shall not apply to an employee on paid standby status who is called to perform 
assigned work at a time other than the employee's scheduled reporting time.  

6. Licenses for Disabled Workers  

(A) A license may be issued by the Division authorizing employment of a person whose 
earning capacity is impaired by physical disability or mental deficiency at less than the 
minimum wage. Such licenses shall be granted only upon joint application of employer 



and employee and employee's representative if any.  

(B) A special license may be issued to a nonprofit organization such as a sheltered 
workshop or rehabilitation facility fixing special minimum rates to enable the 
employment of such persons without requiring individual licenses of such employees.  

(C) All such licenses and special licenses shall be renewed on a yearly basis or more 
frequently at the discretion of the Division. 

(See California Labor Code, Sections 1191 and 1191.5) 

7. Records  

(A) Every employer shall keep accurate information with respect to each employee 
including the following: 

(1) Full name, home address, occupation and social security number. 

(2) Birth date, if under 18 years, and designation as a minor. 

(3) Time records showing when the employee begins and ends each work 
period. Meal periods, split shift intervals and total daily hours worked shall 
also be recorded. Meal periods during which operations cease and authorized 
rest periods need not be recorded. 

(4) Total wages paid each payroll period, including value of board, lodging, or 
other compensation actually furnished to the employee. 

(5) Total hours worked in the payroll period and applicable rates of pay. This 
information shall be made readily available to the employee upon reasonable 
request. 

(6) When a piece rate or incentive plan is in operation, piece rates or an 
explanation of the incentive plan formula shall be provided to employees. An 
accurate production record shall be maintained by the employer. 

(B) Every employer shall semimonthly or at the time of each payment of wages furnish 
each employee, either as a detachable part of the check, draft, or voucher paying the 
employee's wages, or separately, an itemized statement in writing showing: (1) all 
deductions; (2) the inclusive dates of the period for which the employee is paid; (3) the 
name of the employee or the employee's social security number; and (4) the name of the 
employer, provided all deductions made on written orders of the employee may be 
aggregated and shown as one item. 

(C) All required records shall be in the English language and in ink or other indelible 
form, properly dated, showing month, day and year, and shall be kept on file by the 



employer for at least three years at the place of employment or at a central location within 
the State of California. An employee's records shall be available for inspection by the 
employee upon reasonable request. 

(D) Clocks shall be provided in all major work areas or within reasonable distance thereto 
insofar as practicable. 

8. Cash Shortage and Breakage  

No employer shall make any deduction from the wage or require any reimbursement 
from an employee for any cash shortage, breakage, or loss of equipment, unless it can be 
shown that the shortage, breakage, or loss is caused by a dishonest or willful act, or by the 
gross negligence of the employee.  

9. Uniforms and Equipment  

(A) When uniforms are required by the employer to be worn by the employee as a 
condition of employment, such uniforms shall be provided and maintained by the 
employer. The term "uniform" includes wearing apparel and accessories of distinctive 
design or color.  

NOTE: This section shall not apply to protective apparel regulated by the Occupational 
Safety and Health Standards Board.  

(B) When tools or equipment are required by the employer or are necessary to the 
performance of a job, such tools and equipment shall be provided and maintained by the 
employer, except that an employee whose wages are at least two (2) times the minimum 
wage provided herein may be required to provide and maintain hand tools and 
equipment customarily required by the trade or craft. This subsection (B) shall not apply 
to apprentices regularly indentured under the State Division of Apprenticeship Standards.  

NOTE: This section shall not apply to protective equipment and safety devices on tools 
regulated by the Occupational Safety and Health Standards Board.  

(D) A reasonable deposit may be required as security for the return of the items furnished 
by the employer under provisions of subsections (A) and (B) of this section upon issuance 
of a receipt to the employee for such deposit. Such deposits shall be made pursuant to 
Section 400 and following of the Labor Code or an employer with the prior written 
authorization of the employee may deduct from the employee's last check the cost of an 
item furnished pursuant to (A) and (B) above in the event said item is not returned. No 
deduction shall be made at any time for normal wear and tear. All items furnished by the 
employer shall be returned by the employee upon completion of the job. 

10. Meals and Lodging  

(A) "Meal" means an adequate, well-balanced serving of a variety of wholesome, 



nutritious foods.  

(B) "Lodging" means living accommodations available to the employee for full-time 
occupancy which are adequate, decent, and sanitary according to usual and customary 
standards. Employees shall not be required to share a bed.  

(C) Meals or lodging may not be credited against the minimum wage without a voluntary 
written agreement between the employer and the employee. When credit for meals or 
lodging is used to meet part of the employer's minimum wage obligation, the amounts so 
credited may not be more than the following:  

 
(D) Meals evaluated as part of the minimum wage must be bona fide meals consistent 
with the employee's work shift. Deductions shall not be made for meals not received or 
lodging not used. 

Effective Dates: January 1, 
2001 

January 1, 
2002 

Lodging:   

Room occupied alone $29.40 per 
week 

$31.75 per 
week 

Room shared $24.25 per 
week 

$26.20 per 
week 

Apartment-two-thirds 
(2/3) of the ordinary 
rental value, and in no 
event more than 

$352.95 per 
month 

$381.20 per 
month 

Where a couple are both 
employed by the 
employer, two-thirds 
(2/3) of the ordinary 
rental value, and in no 
event more than 

$522.10 per 
month 

$563.90 per 
month 

Meals:   

Breakfast $2.25 $2.45 

Lunch $3.10 $3.35 

Dinner $4.15 $4.50 



(E) If, as a condition of employment, the employee must live at the place of employment 
or occupy quarters owned or under the control of the employer, then the employer may 
not charge rent in excess of the values listed herein.  

11. Meal Periods 

(A) No employer shall employ any person for a work period of more than five (5) hours 
without a meal period of not less than 30 minutes, except that when a work period of not 
more than six (6) hours will complete the day's work the meal period may be waived by 
mutual consent of the employer and the employee.  

(B) An employer may not employ an employee for a work period of more than ten (10) 
hours per day without providing the employee with a second meal period of not less than 
30 minutes, except that if the total hours worked is no more than 12 hours, the second 
meal period may be waived by mutual consent of the employer and the employee only if 
the first meal period was not waived. 

(C) Unless the employee is relieved of all duty during a 30 minute meal period, the meal 
period shall be considered an "on duty" meal period and counted as time worked. An "on 
duty" meal period shall be permitted only when the nature of the work prevents an 
employee from being relieved of all duty and when by written agreement between the 
parties an on-the-job paid meal period is agreed to. The written agreement shall state that 
the employee may, in writing, revoke the agreement at any time. 

(D) If an employer fails to provide an employee a meal period in accordance with the 
applicable provisions of this order, the employer shall pay the employee one (1) hour of 
pay at the employee's regular rate of compensation for each workday that the meal period 
is not provided. 

12. Rest Periods 

(A) Every employer shall authorize and permit all employees to take rest periods, which 
insofar as practicable shall be in the middle of each work period. The authorized rest 
period time shall be based on the total hours worked daily at the rate of ten (10) minutes 
net rest time per four (4) hours or major fraction thereof. However, a rest period need not 
be authorized for employees whose total daily work time is less than three and one-half (3 
½) hours. Authorized rest period time shall be counted as hours worked for which there 
shall be no deduction from wages. 

(B) If an employer fails to provide an employee a rest period in accordance with the 
applicable provisions of this order, the employer shall pay the employee one (1) hour of 
pay at the employee's regular rate of compensation for each workday that the rest period 
is not provided. 

13. Change Rooms and Resting Facilities  



(A) Employers shall provide suitable lockers, closets, or equivalent for the safekeeping of 
employees' outer clothing during working hours, and when required, for their work 
clothing during non-working hours. When the occupation requires a change of clothing, 
change rooms or equivalent space shall be provided in order that employees may change 
their clothing in reasonable privacy and comfort. These rooms or spaces may be adjacent 
to but shall be separate from toilet rooms and shall be kept clean.  

NOTE: This section shall not apply to change rooms and storage facilities regulated by the 
Occupational Safety and Health Standards Board.  

(B) Suitable resting facilities shall be provided in an area separate from the toilet rooms 
and shall be available to employees during work hours.  

14. Seats  

(A) All working employees shall be provided with suitable seats when the nature of the 
work reasonably permits the use of seats.  

(B) When employees are not engaged in the active duties of their employment and the 
nature of the work requires standing, an adequate number of suitable seats shall be placed 
in reasonable proximity to the work area and employees shall be permitted to use such 
seats when it does not interfere with the performance of their duties.  

15. Penalties (See California Labor Code, Section 1199) 

(A) In addition to any other civil penalties provided by law, any employer or any other 
person acting on behalf of the employer who violates, or causes to be violated, the 
provisions of this order, shall be subject to the civil penalty of: 

(1) Initial Violation -- $50.00 for each underpaid employee for each pay period 
during which the employee was underpaid in addition to the amount which is 
sufficient to recover unpaid wages. 

(2) Subsequent Violations -- $100.00 for each underpaid employee for each pay 
period during which the employee was underpaid in addition to an amount 
which is sufficient to recover unpaid wages. 

(3) The affected employee shall receive payment of all wages recovered. 

(B) The labor commissioner may also issue citations pursuant to California Labor  Code 
Section 1197.1 for non-payment of wages for overtime work in violation of this order. 

16. Elevators  

Adequate elevator, escalator or similar service consistent with industry-wide standards 
for the nature of the process and the work performed shall be provided when employees 



are employed four floors or more above or below ground level.  

17. Exemptions  

If, in the opinion of the Division after due investigation, it is found that the enforcement of 
any provision contained in Section 7, Records; Section 12, Rest Periods; Section 13, Change 
Rooms and Resting Facilities; Section 14, Seats; or Section 16, Elevators, would not 
materially affect the welfare or comfort of employees and would work an undue hardship 
on the employer, exemption may be made at the discretion of the Division. Such 
exemptions shall be in writing to be effective and may be revoked after reasonable notice 
is given in writing. Application for exemption shall be made by the employer or by the 
employee and/or the employee's representative to the Division in writing. A copy of the 
application shall be posted at the place of employment at the time the application is filed 
with the Division.  

18. Filing Reports (See California Labor Code, Section 1174(a)) 

19. Inspection (See California Labor Code, Section 1174)  

20. Separability 

If the application of any provision of this order, or any section, subsection, subdivision, 
sentence, clause, phrase, word, or portion of this order should be held invalid or 
unconstitutional or unauthorized or prohibited by statute, the remaining provisions 
thereof shall not be affected thereby, but shall continue to be given full force and effect as 
if the part so held invalid or unconstitutional had not been included herein.  

21. Posting of Order  

Every employer shall keep a copy of this order posted in an area frequented by employees 
where it may be easily read during the workday. Where the location of work or other 
conditions make this impractical, every employer shall keep a copy of this order and 
make it available to every employee upon request. 
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	 T	 S	 M	 SEMI-MONTHLY PAYROLL PROCESSING CALENDAR 2008

	 PAY PERIODS	 TIME SHEETS DUE BY 5:00 PM ON	 PAY DAY

	12/15/2007	 thru	 12/31/2007	 1/02/2008	 1/4/2008

	 1/1/2008	 thru	 1/15/2008	 1/16/2008	 1/21/2008

	 1/16/2008	 thru	 1/31/2008	 2/1/2008	 2/5/2008

	 2/1/2008	 thru	 2/15/2008	 2/16/2008	 2/20/2008

	 2/16/2008	 thru	 2/29/2008	 3/1/2008	 3/5/2008

	 3/1/2008	 thru	 3/15/2008	 3/17/2008	 3/20/2008

	 3/16/2008	 thru	 3/31/2008	 4/1/2008	 4/4/2008

	 4/1/2008	 thru	 4/15/2008	 4/16/2008	 4/21/2008

	 4/16/2008	 thru	 4/30/2008	 5/1/2008	 5/5/2008

	 5/1/2008	 thru	 5/15/2008	 5/16/2008	 5/20/2008

	 5/16/2008	 thru	 5/31/2008	 6/2/2008	 6/5/2008

	 6/1/2008	 thru	 6/15/2008	 6/16/2008	 6/20/2008

	 6/16/2008	 thru	 6/30/2008	 7/1/2008	 7/3/2008

	 7/1/2008	 thru	 7/15/2008	 7/16/2008	 7/21/2008

	 7/16/2008	 thru	 7/31/2008	 8/1/2008	 8/5/2008

	 8/1/2008	 thru	 8/15/2008	 8/16/2008	 8/20/2008

	 8/16/2008	 thru	 8/31/2008	 9/2/2008	 9/5/2008

	 9/1/2008	 thru	 9/15/2008	 9/16/2008	 9/19/2008

	 9/16/2008	 thru	 9/30/2008	 10/1/2008	 10/6/2008

	 10/1/2008	 thru	 10/15/2008	 10/16/2008	 10/20/2008

	10/16/2008	 thru	 10/31/2008	 11/1/2008	 11/5/2008

	 11/1/2008	 thru	 11/15/2008	 11/17/2008	 11/20/2008

	11/16/2008	 thru	 11/30/2008	 12/1/2008	 12/5/2008

	 12/1/2008	 thru	 12/15/2008	 12/16/2008	 12/19/2008 

Remember all time sheets received after the due date will be processed with the next payroll. 
If a payday falls on a Saturday it will be moved forward to the Friday before it. 
If a payday falls on a Sunday or Federal Holiday it will be moved to the next working day.
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	 T	 S	 M	 EMPLOYEE HANDBOOK TRACY STEIN MANAGEMENT SERVICES, INC. AND CO-EMPLOYER

Confirmation of Receipt with At-will Language

I have received my copy of the Company’s employee handbook. I understand and agree that it is my responsibility to read 
and familiarize myself with the policies and procedures contained in the handbook.

I understand that except for employment at-will status, any and all policies or practices can be changed at any time by the 
Company. The Company reserves the right to change my hours, wages, and working conditions at any time. I understand 
and agree that other than the president of the Company, no manager, supervisor, or representative of the Company has 
authority to enter into any agreement, express or implied, for employment for any specific period of time, or to make any 
agreement for employment other than at-will; only the president has the authority to make any such agreement and then 
only in writing, signed by the president.

I understand and agree that nothing in the employee handbook creates or is intended to create a promise or representation 
of continued employment and that employment at the Company is employment at-will; employment may be terminated 
at the will of either the Co.-Employer or my-self.  My signature certifies that I understand that the foregoing agree-
ment on at-will status is the sole and entire agreement between the company and my-self concerning the duration of my 
employment and the circumstances under which my employment may be terminated. It supersedes all prior agreements, 
understandings, and representations concerning my employment with the Company.

SIGNATURE OF CO-EMPLOYEE	 DATE

	

THIS PAGE SHOULD BE SIGNED AND RETURNED TO TSM AT PO BOX 580631 ELK GROVE, CA  95758

TRACY STEIN MANAGEMENT SERVICES, INC. 
P.O. BOX 580631 
ELK GROVE, CA 95758–0011

FAX: (916) 399-9878
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Confirmation of Receipt with At-will Language

I have received my copy of the Company’s employee handbook. I understand and agree that it is my responsibility to read 
and familiarize myself with the policies and procedures contained in the handbook.

I understand that except for employment at-will status, any and all policies or practices can be changed at any time by the 
Company. The Company reserves the right to change my hours, wages, and working conditions at any time. I understand 
and agree that other than the president of the Company, no manager, supervisor, or representative of the Company has 
authority to enter into any agreement, express or implied, for employment for any specific period of time, or to make any 
agreement for employment other than at-will; only the president has the authority to make any such agreement and then 
only in writing, signed by the president.

I understand and agree that nothing in the employee handbook creates or is intended to create a promise or representation 
of continued employment and that employment at the Company is employment at-will; employment may be terminated 
at the will of either the Co.-Employer or my-self.  My signature certifies that I understand that the foregoing agree-
ment on at-will status is the sole and entire agreement between the company and my-self concerning the duration of my 
employment and the circumstances under which my employment may be terminated. It supersedes all prior agreements, 
understandings, and representations concerning my employment with the Company.

Introductory Statement

Welcome! As an employee of Tracy Stein Management Services Inc. and Co Employer, you are an important member 
of a team effort. We hope that you will find your position with Tracy Stein Management Services Inc. and Co Employer 
rewarding, challenging, and productive.

Because our success depends upon the dedication of our employees, we are highly selective in choosing new members of 
our team. We look to you and the other employees to contribute to the success of Tracy Stein Management Services Inc. 
and Co Employer.

This employee handbook is intended to explain the terms and conditions of employment of all full- and part-time em-
ployees and supervisors. Written employment contracts between Tracy Stein Management Services Inc. and Co Employer 
and some individuals may supersede some of the provisions of this handbook.

This handbook summarizes the policies and practices in effect at the time of publication. This handbook supersedes all 
previously issued handbooks, and any policy or benefit statements or memoranda that are inconsistent with the policies 
described here. Your supervisor or manager will be happy to answer any questions you may have.

At-will Employment Status

Company personnel are employed on an at-will basis. Employment at-will may be terminated with or without cause and 
with or without notice at any time by the employee or the Company. Nothing in this handbook shall limit the right to 
terminate at-will employment. No manager, supervisor, or employee of the Company has any authority to enter into an 
agreement for employment for any specified period of time or to make an agreement for employment on other than at-
will terms. Only the Co- Employer of the Company has the authority to make any such agreement, which is binding only 
if it is in writing.

Integration Clause and the Right to Revise

This employee handbook contains the employment policies and practices of the Company in effect at the time of publica-
tion. All previously issued handbooks and any inconsistent policy statements or memoranda are superseded.

The Company reserves the right to revise, modify, delete, or add to any and all policies, procedures, work rules, or ben-
efits stated in this handbook or in any other document, except for the policy of at-will employment. However, any such 
changes must be in writing and must be signed by the president of the Company.

Any written changes to this handbook will be distributed to all employees so that employees will be aware of the new 
policies or procedures. No oral statements or representations can in any way alter the provisions of this handbook.

This handbook sets forth the entire agreement between you and the Company as to the duration of employment and the 
circumstances under which employment may be terminated. Nothing in this employee handbook or in any other person-
nel document, including benefit plan descriptions, creates or is intended to create a promise or representation of continued 
employment for any employee.
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EEO with ADA Provision

This Company is an equal opportunity employer and makes employment decisions on the basis of merit. We want to have 
the best available persons in every job. Company policy prohibits unlawful discrimination based on race, color, creed, gen-
der, religion, marital status, age, national origin or ancestry, physical or mental disability, and medical condition including 
genetic characteristics, sexual orientation, or any other consideration made unlawful by federal, state, or local laws. It also 
includes a perception that anyone has any of those characteristics, or is associated with a person who has or is perceived as 
having any of those characteristics. All such discrimination is unlawful.

The Company is committed to compliance with all applicable laws providing equal employment opportunities. This com-
mitment applies to all persons involved in the operations of the Company and prohibits unlawful discrimination by any 
employee of the Company, including supervisors and co-workers.

To comply with applicable laws ensuring equal employment opportunities to qualified individuals with a disability, the 
Company will make reasonable accommodations for the known physical or mental limitations of an otherwise qualified 
individual with a disability who is an applicant or an employee unless undue hardship would result.

Any applicant or employee who requires an accommodation in order to perform the essential functions of the job should 
contact a Company representative with day-to-day personnel responsibilities and request such an accommodation. The 
individual with the disability should specify what accommodation he or she needs to perform the job. The Company 
will then conduct an investigation to identify the barriers that interfere with the equal opportunity of the applicant or 
employee to perform his or her job. The Company will identify possible accommodations, if any, that will help eliminate 
the limitation. If the accommodation is reasonable and will not impose an undue hardship, the Company will make the 
accommodation.

If you believe you have been subjected to any form of unlawful discrimination, submit a written complaint to your super-
visor or the individual with day-to-day personnel responsibilities. Your complaint should be specific and should include 
the names of the individuals involved and the names of any witnesses. The Company will immediately undertake an effec-
tive, thorough, and objective investigation and attempt to resolve the situation. 

If the Company determines that unlawful discrimination has occurred, effective remedial action will be taken com-
mensurate with the severity of the offense. Appropriate action also will be taken to deter any future discrimination. The 
Company will not retaliate against you for filing a complaint and will not knowingly permit retaliation by management 
employees or your co-workers.

Unlawful Harassment

The Company is committed to providing a work environment free of unlawful harassment. Company policy prohibits 
sexual harassment and harassment based on pregnancy, childbirth or related medical conditions, race, religious creed, 
color, national origin or ancestry, physical or mental disability, medical condition, marital status, age, sexual orientation, 
or any other basis protected by federal, state, or local law or ordinance or regulation. All such harassment is unlawful. The 
Company’s anti-harassment policy applies to all persons involved in the operation of the Company and prohibits unlawful 
harassment by any employee of the Company, including supervisors and co-workers. It also prohibits unlawful harassment 
based on the perception that anyone has any of those characteristics, or is associated with a person who has or is perceived 
as having any of those characteristics. 

Prohibited unlawful harassment includes, but is not limited to, the following behavior:

•	 Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual advances, invitations, or 
comments;

•	 Visual displays such as derogatory and/or sexually-oriented posters, photography, cartoons, drawings, or gestures;

•	 Physical conduct including assault, unwanted touching, intentionally blocking normal movement or interfering with 
work because of sex, race, or any other protected basis;

•	 Threats and demands to submit to sexual requests as a condition of continued employment, or to avoid some other 
loss, and offers of employment benefits in return for sexual favors; and

•	 Retaliation for reporting or threatening to report harassment.
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If you believe that you have been unlawfully harassed, submit a written complaint to your supervisor, or the personnel 
administrator Gary Montgomery at (916) 399-9878 as soon as possible after the incident. Your complaint should include 
details of the incident or incidents, names of the individuals involved, and names of any witnesses. Your supervisor will 
refer all harassment complaints to the personnel administrator, investigative officer, or the president of the Company. The 
Company will immediately undertake an effective, thorough, and objective investigation of the harassment allegations.

If the Company determines that unlawful harassment has occurred, effective remedial action will be taken in accordance 
with the circumstances involved. Any employee determined by the Company to be responsible for unlawful harassment 
will be subject to appropriate disciplinary action, up to, and including termination. A company representative will advise 
all parties concerned of the results of the investigation. The Company will not retaliate against you for filing a complaint 
and will not tolerate or permit retaliation by management, employees or co-workers.

The Company encourages all employees to report any incidents of harassment forbidden by this policy immediately 
so that complaints can be quickly and fairly resolved. You also should be aware that the Federal Equal Employment 
Opportunity Commission and the California Department of Fair Employment and Housing investigate and prosecute 
complaints of prohibited harassment in employment. If you think you have been harassed or that you have been retaliated 
against for resisting or complaining, you may file a complaint with the appropriate agency. The nearest office is listed in 
the telephone book.
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Employment Policies and Practices
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New Employees

The first six months of continuous employment at the Company is considered a trial period.  During this time you will 
learn your responsibilities, get acquainted with fellow employees, and determine whether or not you are happy with your 
job.  During this time your supervisor will closely monitor your performance. 

Upon completion of the trial period, the Company will review your performance. If the Company finds your performance 
satisfactory and decides to continue your employment, it will advise you of any improvements expected from you. At that 
time, you may express suggestions to improve the Company’s efficiency and operations. Completion of the trial period 
does not entitle you to remain employed by the Company for any definite period of time, but rather allows both you 
and the Company to evaluate whether or not you are right for the position. After completion of the trial period, eligible 
employees will receive the benefits described in this handbook.

Regular Employees

Regular employees are those who are hired to work on a regular schedule. Regular employees may be classified as full-time 
or part-time.

Full-time Employees

Regular full-time employees are those who are scheduled for and do work 40 hours per week. Following the completion of 
the trial period, regular full-time employees are eligible for most employee benefits described in this handbook.

Part-time Employees

Part-time employees are those who are scheduled for and do work fewer than 20 hours per week. Part-time employees are 
eligible for the following Company benefits: Disability Insurance, Unemployment Compensation, and Workers Compen-
sation.

Job Duties

During the trial period, your supervisor will explain your job responsibilities and the performance standards expected of 
you. Be aware that your job responsibilities may change at any time during your employment. From time to time, you may 
be asked to work on special projects, or to assist with other work necessary or important to the operation of your depart-
ment or the Company. Your cooperation and assistance in performing such additional work is expected.

The Company reserves the right, at any time, with or without notice, to alter or change job responsibilities, reassign or 
transfer job positions, or assign additional job responsibilities.  

Work Schedules

The Company is normally open for business between the hours of 8:00 a.m. and 5:00 p.m. Monday through Friday.  Your 
supervisor will assign your individual work schedule.  All employees are expected to be at their work area and at the start 
of their scheduled shifts, ready to work.

Exchanging work schedules with other employees is discouraged. However, if you need to exchange schedules, notify your 
supervisor, who may authorize an exchange if possible. Work schedule exchanges will not be approved for the mere conve-
nience of an employee or if the exchange interferes with normal operations or results in excessive overtime. 

The workweek begins at 8:00 a.m. Monday and ends at 5:00 p.m. on Friday.

Meal and Rest Periods

Due to the nature of work performed, all employees working 5 or more hours a day are provided with a 1⁄2 hour (30 
minute) on duty meal period.  The employee will be compensated for the meal time at their hourly rate of pay.  On duty 
meal periods are to be taken at time scheduled by the supervisor.  

Employees are allowed a 10-minute rest period for every four hours of work or major portion thereof.  See your supervisor 
for your specific meal and rest period schedule.
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You are expected to observe your assigned working hours and the time allowed for meal and rest periods. Do not leave the 
premises during your rest period and do not take more than 10 minutes for each rest period. 

Timekeeping Requirements

All non-exempt employees are required to use a time sheet to record time worked for payroll purposes. Employees 
must record their own time at the start and at the end of each work period.  Any handwritten marks or changes on the 
timesheet must be initialed by a supervisor. Completing another employee’s timesheet, allowing another employee to 
complete timesheet, or altering a time sheet is not permissible and is subject to disciplinary action.

Salaried and exempt employees also may be required to record their time on duty a time sheet.

Any errors on your timesheet should be reported immediately to your supervisor.

Payment of Wages

All employees of the Company are paid on the 5th and 20th of each month with checks mailed the day before. If either 
the 5th or 20th fall on a Saturday, Sunday or legal holiday pay day will be on the following working day.  If you observe  
an error on your check, please report it immediately to Gary Montgomery in payroll processing at (916) 394-1067 or  
your supervisor.

The Company offers automatic payroll deposit for employees at all locations. You may begin and stop automatic payroll 
deposit at any time. To begin automatic payroll deposit, you must complete a form (available from your supervisor and 
return it to Gary Montgomery in the payroll department at least 10 days before the pay period for which you would like 
the service to begin. You should carefully monitor your payroll deposit statements for the first two pay periods after the 
service begins.

To stop automatic payroll deposit, complete the form available from your supervisor and return it to payroll at least 10 
days before the pay period for which you would like the service to end. You will receive a regular payroll check on the first 
pay period after the receipt of the form, provided it is received no later than 10 days before the end of the pay period.

Advances

The Company does not permit advances against paychecks.

Personnel Records

You have a right to inspect certain documents in your personnel file, as provided by law, in the presence of a Company 
representative at a mutually convenient time. No copies of documents in your file may be made, with the exception of 
documents that you have previously signed. You may add your comments to any disputed item in the file.

The Company will restrict disclosure of your personnel file to authorized individuals within the Company. Any request 
for information contained in personnel files must be directed to the personnel manager. Only the personnel manager is 
authorized to release information about current or former employees. Disclosure of personnel information to outside 
sources will be limited. However, the Company will cooperate with requests from authorized law enforcement or local, 
state, or federal agencies conducting official investigations and as otherwise legally required.

Employee References

All requests for references must be directed to the Gary Montgomery at P.O. Box 580631, Elk Grove, Ca. 95758-0011.   
No other manager, supervisor, or employee is authorized to release references for current or former employees.  By policy, 
the Company discloses only the dates of employment and the title of the last position held of former employees.  If you 
authorize the disclosure in writing, the Company also will inform prospective employers of the amount of salary or wage 
you last earned.

Performance Evaluations

Each employee will receive periodic performance reviews conducted by his or her supervisor. Your first performance evalu-
ation will take place after completion of your trial period. Subsequent performance evaluations will be conducted annually.  
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The frequency of performance evaluations may vary depending upon length of service, job position, past performance, 
changes in job duties, or recurring performance problems.

Your performance evaluations may review factors such as the quality and quantity of the work you perform, your knowl-
edge of the job, your initiative, your work attitude, and your attitude toward others. The performance evaluations are 
intended to make you aware of your progress, areas for improvement, and objectives or goals for future work performance. 
Favorable performance evaluations do not guarantee increases in salary or promotions. Salary increases and promotions 
are solely within the discretion of the Company and depend upon many factors in addition to performance. After the 
review, you will be required to sign the evaluation report simply to acknowledge that it has been presented to you, that you 
have discussed it with your supervisor, and that you are aware of its contents.

Open-door

Suggestions for improving the Company are always welcome. At some time, you may have a complaint, suggestion, or 
question about your job, your working conditions, or the treatment you are receiving. Your good-faith complaints, ques-
tions, and suggestions also are of concern to the Company. We ask you to first discuss your concerns with your supervisor, 
following these steps:

1	 Within a week of the occurrence, bring the situation to the attention of your immediate supervisor, who will then 
investigate and provide a solution or explanation.

2	 If the problem persists, you may describe it in writing and present it to the personnel manager, who will investigate 
and provide a solution or explanation. We encourage you to bring the matter to the personnel manager as soon as 
possible after you believe that your immediate supervisor has failed to resolve it.

This procedure, which we believe is important for both you and the Company, cannot guarantee that every problem will 
be resolved to your satisfaction. However, the Company values your observations and you should feel free to raise issues of 
concern, in good faith, without the fear of retaliation.

Employment of Relatives

Relatives of employees may be eligible for employment with the Company only if individuals involved do not work in a 
direct supervisory relationship, or in job positions in which a conflict of interest could arise. The Company defines “rela-
tives” as spouses, children, siblings, parents, in-laws, and step-relatives. Present employees who marry will be permitted to 
continue working in the job position held only if they do not work in a direct supervisory relationship with one another or 
in job positions involving conflict of interest.

Conflicts of Interest

All employees must avoid situations involving actual or potential conflict of interest. Personal or romantic involvement 
with a subordinate employee of the company, which impairs an employee’s ability to exercise good judgment on behalf of 
the Company, creates an actual or potential conflict of interest. Supervisor-subordinate romantic or personal relationships 
also can lead to supervisory problems, possible claims of sexual harassment, and morale problems.

An employee involved in any of the types of relationships or situations described in this policy should immediately and 
fully disclose the relevant circumstances to his or her immediate supervisor, or any other appropriate supervisor, for a 
determination about whether a potential or actual conflict exists. If an actual or potential conflict is determined, the Com-
pany may take whatever corrective action appears appropriate according to the circumstances. Failure to disclose facts shall 
constitute grounds for disciplinary action.

These types of relationships are therefore prohibited and violations of this policy will subject an employee to disciplinary 
action, up to, and including termination.

Involuntary Termination

Violation of Company policies and rules may warrant disciplinary action. The Company has established a system of 
progressive discipline that includes verbal warnings, written warnings. The system is not formal and the Company may, in 
its sole discretion, utilize whatever form of discipline is deemed appropriate under the circumstances, up to, and including, 
termination of employment. The Company’s policy of progressive discipline in no way limits or alters the at-will employ-
ment relationship.
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Voluntary Termination

Voluntary termination results when an employee voluntarily resigns his or her employment, or fails to report to work 
for three consecutively scheduled workdays without notice to, or approval by, his or her supervisor. All Company-owned 
property, including vehicles, keys, and credit cards, must be returned immediately upon termination of employment.
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Standards of Conduct
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Prohibited Conduct

The following conduct is prohibited and will not be tolerated by the Company. This list of prohibited conduct is illustra-
tive only; other types of conduct that threaten security, personal safety, employee welfare and the Company’s operations 
also may be prohibited. 

Falsifying employment records, employment information, or other Company records;

Recording the work time of another employee or allowing any other employee to record your work time, or falsifying any 
time card, either your own or another employee’s;

Theft and deliberate or careless damage or destruction of any Company property, or the property of any employee or 
customer; 

Removing or borrowing Company property without prior authorization;

Unauthorized use of Company equipment, time, materials, or facilities;

Provoking a fight or fighting during working hours or on Company property;

Participating in horseplay or practical jokes on Company time or on Company premises;

Carrying firearms or any other dangerous weapons on Company premises at any time;

Engaging in criminal conduct whether or not related to job performance;

Causing, creating, or participating in a disruption of any kind during working hours on Company property;

Insubordination, including but not limited to failure or refusal to obey the orders or instructions of a supervisor or mem-
ber of management, or the use of abusive or threatening language toward a supervisor or member of management;

Using abusive language at any time on Company premises;

Failing to notify a supervisor when unable to report to work; 

Unreported absence of three consecutive scheduled workdays;

Failing to obtain permission to leave work for any reason during normal working hours;

Failing to observe working schedules, including rest and lunch periods;

Failing to provide a physician’s certificate when requested or required to do so;

Sleeping or malingering on the job;

Making or accepting personal telephone calls during working hours, except in cases of emergency;

Working overtime without authorization or refusing to work assigned overtime;

Wearing disturbing, unprofessional or inappropriate styles of dress or hair while working;

Violating any safety, health, security or Company policy, rule, or procedure;

Committing a fraudulent act or a breach of trust under any circumstances; and

Committing of or involvement in any act of unlawful harassment of another individual.

This statement of prohibited conduct does not alter the Company’s policy of at-will employment. Either you or the Com-
pany remains free to terminate the employment relationship at any time, with or without reason or advance notice.

Drug and Alcohol Abuse

The Company is concerned about the use of alcohol, illegal drugs, or controlled substances as it affects the workplace. Use 
of these substances, whether on or off the job can detract from an employee’s work performance, efficiency, safety, and 
health, and therefore seriously impair the employee’s value to the Company. In addition, the use or possession of these 
substances on the job constitutes a potential danger to the welfare and safety of other employees and exposes the Com-
pany to the risks of property loss or damage, or injury to other persons.

Furthermore, the use of prescription drugs and/or over-the-counter drugs also may affect an employee’s job performance 
and may seriously impair the employee’s value to the Company. 
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The following rules and standards of conduct apply to all employees either on Company property or during the workday 
(including meals and rest periods). Behavior that violates company policy includes:  

•	 Possession or use of an illegal or controlled substance, or being under the influence of an illegal or controlled sub-
stance while on the job; 

•	 Driving a Company vehicle while under the influence of alcohol or a controlled substances; and

•	 Distribution, sale, or purchase of an illegal or controlled substance while on the job.

•	 Violation of these rules and standards of conduct will not be tolerated. The Company also may bring the matter to 
the attention of appropriate law enforcement authorities. 

•	 In order to enforce this policy, the Company reserves the right to conduct searches of Company property or em-
ployees and/or their personal property and to implement other measures necessary to deter and detect abuse of this 
policy. 

•	 An employee’s conviction on a charge of illegal sale or possession of any controlled substance while off Company 
property will not be tolerated because such conduct, even though off duty, reflects adversely on the Company. In ad-
dition, the Company must keep people who sell or possess controlled substances off the Company’s premises in order 
to keep the controlled substances themselves off the premises.

•	 Any employee who is using prescription or over-the-counter drugs that may impair the employee’s ability to safely 
perform the job, or affect the safety or well-being of others, must notify a supervisor of such use immediately before 
starting or resuming work. 

•	 The Company will encourage employees with alcohol or drug dependencies to seek treatment and/or rehabilitation. 
The Company is not obligated, however, to continue to employ any person whose performance of essential job duties 
is impaired because of drug or alcohol use.   This policy on treatment and rehabilitation is not intended to affect the 
Company’s treatment of employees who violate the regulations described previously. Rather, rehabilitation is an op-
tion for an employee who acknowledges a chemical dependency and voluntarily seeks treatment to end that depen-
dency.

Punctuality and Attendance

As an employee of the Company, you are expected to be punctual and regular in attendance. Any tardiness or absence 
causes problems for your consumer, fellow employees and your supervisor. When you are absent, your assigned work must 
be performed by others. 

Employees are expected to report to work as scheduled, on time, and prepared to start work. Employees also are expected 
to remain at work for their entire work schedule, or when required to leave on authorized Company business. Late ar-
rival, early departure, or other unanticipated and unapproved absences from scheduled hours are disruptive and must be 
avoided. 

If you are unable to report for work on any particular day, you must under all but the most extenuating circumstances 
call your supervisor at least six (6) hours before the time you are scheduled to begin working for that day. If you call less 
than two (2) hours before your scheduled time to begin work and do not arrive in time for your assigned shift, you will be 
considered tardy for that day. In all cases of absence or tardiness, employees must provide their supervisor with an honest 
reason or explanation. Employees also must inform their supervisor of the expected duration of any absence. Excessive 
absenteeism or tardiness, whether excused or not, will not be tolerated. This Company defines excessive absenteeism as 
more than 2days absence in a 3-month period.

If you fail to report for work without any notification to your supervisor and your absence continues for a period of three 
days, the Company will consider that you have abandoned your employment. 

Dress Code and Other Personal Standards

Employees are expected to wear appropriate clothing for activity(s) with the consumer.  Appropriate professional clothing 
is permissible. Clothing should be neat, clean and tasteful.  Avoid clothing that can create a safety hazard. Supervisors’ 
managers may issue more specific guidelines.
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Confidentiality

Each employee is responsible for safeguarding all confidential information obtained during employment.  In the course 
of your work, you may have access to confidential information regarding the Consumer and or their family. Confidential 
information is not to be shared with ANY other party.  Divulgence of any information includes revealing that the con-
sumer is a recipient of regional center services. You have responsibility to prevent revealing or divulging ANY information 
unless it is necessary for you to do so in the performance of your duties. Access to confidential information should be on 
a “need-to-know” basis and must be authorized by your Co.-Employer or supervisor. Any breach of this policy will not be 
tolerated and legal action may be taken by the Company.
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Operational Considerations

	 T	 S	 M	 EMPLOYEE HANDBOOK



PAGE 18 of 22

Employee Property

An employee’s personal property, including but not limited to lockers, packages, purses, and backpacks, may be inspected 
upon reasonable suspicion of unauthorized possession of Company property.

Health and Safety

All employees are responsible for their own safety, as well as that of others in the workplace. To help us maintain a safe 
workplace, everyone must be safety-conscious at all times. Report all work-related injuries or illnesses immediately to your 
supervisor and Gary Montgomery at (916) 394-1067, in the payroll department. 

Smoking

Smoking is not allowed on the property.

Housekeeping

All employees are expected to keep their work areas clean and organized. People using common areas such as lunch 
rooms, and restrooms are expected to keep them sanitary. Please clean up after meals and dispose of trash properly.

Conducting Personal Business

Employees are to conduct only Company business while at work. Employees may not conduct personal business or busi-
ness for another employer during their scheduled working hours.
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Employee Benefits
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Holiday—Vacation - Sick Leave

The funding for your position is received through the Regional Center who in turn receives their funding from the State 
of California Department of Developmental Services (DDS).  At this time DDS does not fund paid Holidays, Vacation 
or Sick Leave for this service.  

Insurance Benefits

Medical Insurance—The funding for your position is received through the Regional Center who in turn receives their 
funding from the State of California Department of Developmental Services (DDS).  At this time DDS does not fund 
Medical Insurance for this service. 

Disability Insurance—Each employee contributes to the State of California to provide disability insurance mandated by 
the California Unemployment Insurance Code. Contributions are made through a payroll deduction. Disability insurance 
is payable when you cannot work because of illness or injury not caused by employment at the Company or when you 
are entitled to temporary workers’ compensation at a rate less than the daily disability benefit amount. Specific rules and 
regulations governing disability are available from the personnel manager. 

Unemployment Compensation—The Company contributes thousands of dollars each year to the California Unemployment 
Insurance Fund on behalf of its employees.

Social Security—Social Security is an important part of every employee’s retirement benefit. The Company pays a match-
ing contribution to each employee’s Social Security taxes. 

Workers’ Compensation—You are protected by the Company’s workers’ compensation insurance policy while employed by 
the Company, at no cost to you. The policy covers you in case of occupational injury or illness.

Family and Medical Leave Eligibility

Employees who have more than 12 months of service, who have worked at least 1,250 hours during the previous 12-
month period before the date the leave is to begin, and who are employed at a work site where the Company maintains 
on the payroll (as of the date of the leave request) at least 50 part- or full-time employees within 75 miles (measured in 
road miles) of the work site where the employee requesting the leave works, are eligible under federal Family and Medical 
Leave Act and state California Family Rights Act family leave laws to take up to a maximum of 12 workweeks of unpaid 
family/medical leave within a 12-month period. 

Family/medical leave time is permitted for the birth of the employee’s child or placement of a child with the employee for 
adoption or foster care, to care for the employee’s spouse, child, or parent who has a serious health condition, or for a seri-
ous health condition that makes the employee unable to perform his or her job.

Family Leave and Pregnancy

Time off from work because of the employee’s disability due to pregnancy, childbirth, or related medical condition is not 
counted as time used for California Family Rights Act leave, but is counted as time used for Family and Medical Leave 
Act leave. Pregnant employees may have the right to take a pregnancy disability leave in addition to family or medical 
leave. Such employees should contact their supervisor regarding their individual situation. Any leave taken for the birth, 
adoption, or foster care placement of a child does not have to be taken in one continuous period of time. California 
Family Rights Act leave taken for the birth or placement of a child will be granted in minimum amounts of two weeks. 
However, the Company will grant a request for a California Family Rights Act leave (for birth/placement of a child) of 
less than two weeks’ duration on any two occasions. Any leave taken must be concluded within one year of the birth or 
placement of the child with the employee.
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The following procedures shall apply when an employee requests family leave:

	 Please contact your Co.-Employer as soon as you realize the need for family/medical leave.

	 If the leave is based on the expected birth, placement for adoption or foster care, or planned medical treatment for 
a serious health condition of the employee or a family member, the employee must notify the Company at least 30 
days before leave is to begin. The employee must consult with his or her Co.-Employer regarding scheduling of any 
planned medical treatment in order to minimize disruption to the operations of the Company. Any such scheduling 
is subject to the approval of the health care provider of the employee or the health care provider of the employee’s 
child, parent, or spouse.

If the employee cannot provide 30 days’ notice, the Company must be informed as soon as practical.

Recreational Activities and Programs

The Company or its insurer will not be liable for payment of workers’ compensation benefits for any injury that arises 
out of an employee’s voluntary participation in any off-duty recreational, social, or athletic activity that is not part of the 
employee’s work-related duties.

Workers Compensation

The Company, in accordance with state law, provides insurance coverage for employees in case of work-related injury. The 
workers’ compensation benefits provided to injured employees may include:

Medical care;

Cash benefits, tax free, to replace lost wages; and

Vocational rehabilitation to help qualified injured employees return to suitable employment.

To ensure that you receive any workers’ compensation benefits to which you may be entitled, you will need to:

Immediately report any work-related injury to your Co.-Employer or Gary Montgomery at (916) 394-1067;

Seek medical treatment and follow-up care if required;

Complete a written Employee’s Claim Form (DWC Form 1) and return it to Gary Montgomery Fax 916-399-9878; and

Provide the Company with a certification from your health care provider regarding the need for workers’ compensation 
disability leave, as well as your eventual ability to return to work from the leave.

Upon submission of a medical certification that an employee is able to return to work after a workers’ compensation leave, 
the employee under most circumstances will be reinstated to his or her same position held at the time the leave began, or 
to an equivalent position, if available. An employee returning from a workers’ compensation leave has no greater right to 
reinstatement than if the employee had been continuously employed rather than on leave. For example, if the employee 
on workers’ compensation leave would have been laid off had he or she not gone on leave, or if the employee’s position has 
been eliminated or filled in order to avoid undermining the Company’s ability to operate safely and efficiently during the 
leave, and no equivalent or comparable positions are available, then the employee would not be entitled to reinstatement.

An employee’s return depends on his or her qualifications for any existing openings. If, after returning from a work-
ers’ compensation disability leave, an employee is unable to perform the essential functions of his or her job because of 
a physical or mental disability, the Company’s obligations to the employee may include reasonable accommodation, as 
governed by the Americans with Disabilities Act.
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Confirmation of Receipt with At-will Language

I have received my copy of the Company’s employee handbook. I understand and agree that it is my responsibility to read 
and familiarize myself with the policies and procedures contained in the handbook.

I understand that except for employment at-will status, any and all policies or practices can be changed at any time by the 
Company. The Company reserves the right to change my hours, wages, and working conditions at any time. I understand 
and agree that other than the president of the Company, no manager, supervisor, or representative of the Company has 
authority to enter into any agreement, express or implied, for employment for any specific period of time, or to make any 
agreement for employment other than at-will; only the president has the authority to make any such agreement and then 
only in writing, signed by the president.

I understand and agree that nothing in the employee handbook creates or is intended to create a promise or representation 
of continued employment and that employment at the Company is employment at-will; employment may be terminated 
at the will of either the Co.-Employer or my-self.  My signature certifies that I understand that the foregoing agree-
ment on at-will status is the sole and entire agreement between the company and my-self concerning the duration of my 
employment and the circumstances under which my employment may be terminated. It supersedes all prior agreements, 
understandings, and representations concerning my employment with the Company.

SIGNATURE OF EMPLOYEE	 DATE
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