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HANDBOOK DISCLAIMER 

 
We prepared this handbook to help employees find the answers to many 
questions that they may have regarding their employment with BeVera 
Solutions, LLC (“BeVera”). Please take the necessary time to read it. 
 
We do not expect this handbook to answer all questions. Supervisors and 
Human Resources also serve as a major source of Information. 
 
Neither this handbook nor any other verbal or written communication by a 
management representative is, nor should it be considered to be, an 
agreement, contract of employment, express or implied, or a promise of 
treatment in any particular manner in any given situation, nor does it 
confer any contractual rights whatsoever. BeVera adheres to the policy of 
employment at will, which permits the Company or the employee to end 
the employment relationship at any time, for any reason, with or without 
cause or notice. 
 
No Company representative other than the CEO and/or Human Resources 
Director may modify at-will status and/or provide any special arrangement 
concerning terms or conditions of employment in an individual case or 
generally and any such modification must be in a signed writing. 
 
Many matters covered by this handbook, such as benefit plan 
descriptions, are also described in separate Company documents. These 
Company documents are always controlling over any statement made in 
this handbook or by any member of management. 
 
This handbook states only general Company guidelines. The Company 
may, at any time, in its sole discretion, modify or vary from anything stated 
in this handbook, with or without notice, except for the rights of the parties 
to end employment at will, which may only be modified by an express 
written agreement signed by the employee and the CEO and/or Human 
Resources Director. 
 
This handbook supersedes all prior handbooks. 
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Section 1 - Governing Principles of Employment 
 

 
 

1-1. Introduction 
 
 

Welcome! 
 
For employees who are commencing employment wi th  BeVera,  on  beha l f  of  
the  BeVera fami ly ,  le t  me extend a  warm and s incere we lcome.  
 
For employees who have been wi th us,  thank you for  your past  and 
cont inued serv ice .  
 
I  want  to  take th is  t ime to  extend my persona l  best wishes fo r  your success 
and happ iness here  a t  BeVera.   I t  is  our employees who prov ide the  
serv ices tha t  our customers re ly  upon,  and who wi l l  enab le  us to  create  new 
opportun i t ies in  the years to  come.   Our success re l ies on your ded ica t ion 
to  our customers ’  success.  There fore,  we st r ive  to prov ide you the benef i ts  
tha t  wi l l  encourage you to take great  care  o f  our customers.  
 
This handbook descr ibes the  programs,  po l ic ies and benef i ts  we ’ve  
estab l ished to  g ive  our employees a  sa fe  and reward ing p lace o f  
employment.   
 
P lease read them care fu l ly  as they wi l l  answer most  o f  the quest ions you 
might  have about  our to ta l  rewards package.   
 
I ’m  grate fu l  to have you onboard  and I  hope your exper ience here wi l l  be  
one o f  the most  reward ing chapters o f  your career.    
 
So,  aga in ,  we lcome to BeVera.  
 
S incere ly ,  
 
 
 
 
 
 
 
Vincen t 

 

 

V incent  Lot t ,  CEO
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1-2. Equal Employment Opportunity 
 
 

BeVera So lu t ions,  LLC is  an Equa l  Opportun i ty  Employer tha t  does not  
d iscr im inate  on the  basis  of  actua l  o r  perce ived race,  creed,  co lor ,  re l ig ion ,  
a l ienage or nat iona l  o r ig in , ancest ry ,  c i t izensh ip s tatus,  age,  d isab i l i ty  o r  
hand icap,  sex, mar i ta l  s tatus,  ve teran sta tus,  sexua l  o r ienta t ion ,  genet ic  
in format ion,  a rrest record , o r  any other character is t ic  p ro tected by 
app l icab le  federa l ,  s tate  or loca l  laws. Our management  team is  ded icated to 
th is  po l icy wi th respect  to  recru i tment ,  hi r ing ,  p lacement,  p romo t ion , 
t ransfer,  t ra in ing ,  compensat ion ,  benef i ts ,  employee act iv i t ies and genera l  
t rea tment  dur ing  employment .  
 
Accommodat ions fo r  Ind iv idua ls  wi th  Disab i l i t ies:  The Company wi l l  make 
reasonab le accommodat ions,  as requ ired by law, fo r  the known physica l  o r  
menta l  d isab i l i t ies o f  an  otherwise qua l i f ied  app l icant  o r  employee,  un less 
do ing so  wou ld  impose an undue hardship  upon the Company's  business 
operat ions. An accommodat ion  is  not  reasonab le i f ,  even  wi th  the  
accommodat ion,  the  employee is  unab le to  perfo rm essent ia l  job  dut ies in  a  
manner that  wou ld  not  endanger the  employee's  hea l th  or sa fe ty o f  the 
employee  or o thers.  
 
Any app l icant  o r  employee who be l ieves they requ ire an accommodat ion  in  
order  to perform the essent ia l  funct ions o f  the  job  shou ld contact h is  or  her 
Superv isor and/or Human Resources Director to  request such an 
accommodat ion.  Employees shou ld  speci fy  what  accommodat ion  they need 
to  perform the job and submit  support ing  medica l  doc umenta t ion  exp la in ing  
the  under ly ing  physica l  o r  menta l  d isab i l i ty  and the basis  fo r  the requested 
accommodat ion.  The Company then wi l l  rev iew and ana lyze the request , 
inc lud ing engag ing in  an  in teract ive process wi th  the  employee or app l icant , 
to  ident i fy  i f  such an accommodat ion  can be made.  The Company wi l l  
eva luate  requested accommodat ions, and as appropr ia te  ident i fy  o ther 
possib le  accommodat ions,  i f  any. The employee wi l l  be  not i f ied o f  the  
Company's decis ion  regard ing the  request  wi th in  a reasonab le  per iod.  The 
Company t rea ts a l l  med ica l  in format ion  submit ted  as part  o f  the 
accommodat ion process in  a conf ident ial  manner.  
 
The Company wi l l  endeavor to  accommodate the  s incere  re l ig ious be l ie fs  of  
i ts  employees to  the  extent  such accommodat ion  does not  p ose an undue 
hardsh ip  on the  Company's opera t ions.  I f  employees wish  to  request  such an 
accommodat ion,  they shou ld contact the Manager and/or the  Employee's  
Superv isor and/or Human Resources Director . 
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Employees wi th  quest ions or concerns about equa l  employment  
opportun i t ies in  the workp lace are  encouraged to  br ing  these issues to  the  
a t ten t ion  o f BeVera ’s  Human Resources Director.  The Company wi l l  no t 
a l low any fo rm o f re ta l ia t ion  aga inst  ind iv idua ls  who  ra ise  issues o f  equa l  
employment opportun i ty . I f  employees fee l  they have been sub jected to  any 
such re ta l ia t ion ,  they shou ld  contact  BeVera ’s  Human Resources Director 
and/or the  CEO.  To ensure  our workp lace is  f ree o f  a r t i f ic ia l  barr ie rs ,  
v io la t ion  o f  th is  po l icy inc lud ing any improper re ta l ia tory conduct  wi l l  lead to 
d isc ip l ine ,  up  to  and inc lud ing d ischarge.  A l l  employees must  coopera te  wi th  
a l l  invest iga t ions. 
 
 
 

 

1-3. Non-Harassment 
 
 

I t  is  BeVera ’s  po l icy to proh ib i t  in tent iona l  and un in tent iona l  harassment  o f  
any ind iv idua l  by another person .   Th is  inc ludes harassment on the  basis  o f 
any pro tected c lass i f ica t ion  inc lud ing,  bu t  no t  l im i ted  to , race,  co lor ,  
na t iona l  o r ig in ,  d isab i l i ty ,  re l ig ion ,  mar i ta l  s ta tus,  ve teran sta tus, sexua l  
o r ien tat ion  or age.  The purpose o f  th is  po l icy is  no t  to  regu late  our 
employees '  persona l  mora l i ty ,  bu t  to  ensure  tha t  in the  workp lace,  no  one 
harasses another ind iv idua l .  
 
I f  an employee fee ls  tha t  he  or she has been sub jected to  conduct  wh ich  
v io la tes th is  po l icy,  he  or she shou ld  immedia te ly  report  the mat ter  to  the ir  
Superv isor or  Manager. I f  the  employee is  unab le  fo r  any reason to  contact  
th is  person,  or  i f  the  employee has not  rece ived a  sa t is factory response 
wi th in  f ive  (5)  business days af te r  report ing  any inc ident o f  what  the  
employee perce ives to  be harassment ,  the  employee shou ld  contact  
BeVera ’s  Human Resources Director.  I f  the  person toward whom the 
compla in t  is  d i rected  is  one o f  the ind iv idua ls  ind ica ted above,  the employee 
shou ld contact any h igher - leve l  manager in  h is  or  her report ing  h ierarchy  
and/or the  CEO.  
 
Every report  o f perce ived  harassment  wil l  be  fu l ly  invest iga ted and 
correct ive  act ion  wi l l  be taken where  appropr ia te.  A l l  compla in ts  wi l l  be  kept  
conf ident ia l  to  the extent possib le ,  bu t  conf ident ia l i ty  cannot be guaranteed.  
In  add i t ion ,  the  Company wi l l  no t  a l low any  fo rm o f  re ta l ia t ion  aga inst  
ind iv idua ls  who report  unwelcome conduct  to  management  or  who coopera te  
in  the invest iga t ions o f  such reports  in accordance  wi th  th is  po l icy.  I f  the  
employee fee ls  he or she has been sub jected to any such re ta l iat ion , he or 
she shou ld  report  i t  in  the same manner in  wh ich  the  employee would  report  
a  c la im o f  perce ived  harassment  under th is  po l icy.  V io la t ion  of  th is  po l icy 
inc lud ing any improper re ta l ia tory conduct  wi l l  resu l t  in  d isc ip l inary act ion ,  
up  to  and inc lud ing d ischarge .  A l l  employees must cooperate  wi th a l l  
invest igat ions.  
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1-4. Sexual Harassment 
 
 

I t  is  BeVera ’s  po l icy to proh ib i t  harassment  o f  any employee by any 
superv isor,  employee,  customer or vendor on the basis  o f  sex or gender.  
The purpose of  th is  po l icy is  no t  to  regu la te  persona l  mora l i ty  wi th in  the  
Company. I t  is  to  ensure tha t  a t  the  Company a l l  employees  are  f ree  f rom 
sexua l  harassment .  Whi le i t  is  no t  easy to  def ine  prec ise ly  what types o f 
conduct  cou ld  const i tu te sexua l  harassment ,  examples o f p roh ib i ted  
behavior inc lude unwelcome sexua l  advances, requests fo r  sexua l  favors,  
obscene gestures,  d isp lay ing sexua l ly  graph ic  magazines,  ca lendars or 
posters,  send ing sexua l ly  exp l ic i t  e -mai ls ,  text messages and o ther verba l  o r  
physica l  conduct  o f  a sexua l  na ture,  such as un inv i ted  touch ing o f  a  sexua l  
na ture  or sexua l ly  re lated comments.  Depend ing upon the c i rcumstances,  
improper conduct  a lso can inc lude sexua l  jok ing, vu lgar or  of fensive  
conversat ion  or jokes,  comment ing  about  the employee 's physica l  
appearance,  conversat ion  about  one 's own or someone e lse's  sex  l i fe ,  o r  
teas ing or o ther conduct d i rected toward a  person because o f the ir  gender 
wh ich  is  su f f ic ien t ly  severe  or pervasive to  create  an unpro fess iona l  and 
host i le  work ing environment .  
 
I f  an employee fee ls  he or she has been sub jected to  conduct  wh ich  v io lates 
th is  po l icy,  they shou ld  immedia te ly  report  the  mat ter  to the ir  Superv isor or  
Manager.  I f  unab le fo r  any reason to contact  th is  person,  or  i f  the  employee 
has not  rece ived a  sa t is factory response wi th in  f ive  (5)  business days a f te r  
report ing any inc ident  o f  perce ived  harassment ,  the  employee shou ld  contact  
BeVera ’s  Human Resources Director  and/or  CEO. I f  the person toward whom 
the compla in t is  d i rected  is  one o f the  ind iv idua ls  ind ica ted above,  the 
employee shou ld  contact  any h igher - leve l  manager in the ir  report ing  
h ierarchy.  Every report  of  perce ived harassment  wi l l  be  fu l ly  invest iga ted  
and correct ive  act ion  wi l l  be  taken where  appropr iate .  A l l  compla ints  wi l l  be  
kept  conf ident ia l  to the  extent  possib le ,  bu t  conf ident ia l i ty  cannot  be 
guaranteed. In add i t ion,  the  Company wil l  no t  a l low any fo rm o f re ta l iat ion  
aga inst  ind iv idua ls  who report  unwelcome conduct  to management  or  who 
coopera te in  the  invest iga t ions o f such  reports  in  accordance  wi th th is  
po l icy.  I f  the  employee fee l s  he or she has  been sub jected to any such 
re ta l ia t ion ,  they shou ld  report  i t  in the  same manner in  wh ich  a c la im o f  
perce ived harassment wou ld be reported under th is  po l icy.  V io lat ion  o f  th is  
po l icy inc lud ing any improper re ta l ia tory conduct  wi l l  resu l t  in  d isc ip l inary  
act ion , up  to and inc lud ing d ischarge. A ll  employees must  coopera te  wi th  
a l l  invest iga t ions. 
 

 
 

 

1-5. Drug-Free and Alcohol-Free Workplace 
 
 

To he lp  ensure  a  safe ,  hea l thy and product ive  work environment  fo r  our  

employees and o thers,  to pro tect  Company property ,  and to ensure  e f f ic ient  

operat ions, BeVera has adopted a  po l icy o f  mainta in ing  a workp lace f ree  o f 

d rugs and a lcoho l .  Th is  po l icy app l ies to a l l  employees  and o ther ind iv idua ls  

who perform work fo r  the  Co mpany. 
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The un lawfu l  o r  unauthor ized use,  abuse,  so l ic i ta t ion , the f t ,  possession,  

t ransfer,  purchase, sa le or d is t r ibu t ion of  cont ro l led  substances,  d rug 

parapherna l ia  or  a lcoho l  by an ind iv idual  anywhere on Company premises,  

wh i le  on  Company business (whe ther or  no t  on  Company premises) or  wh i le 

represent ing the  Company,  is  st r ic t ly  p roh ib i ted .  Employees and o ther 

ind iv idua ls  who work fo r  the  Company a lso  are  proh ib i ted f rom report ing  to  

work or work ing wh i le they are us ing or under the  in f luence of  a lcoho l  o r  an y 

cont ro l led  substances, wh ich  may impact  the employee 's ab i l i ty  to  perform 

the ir  job or otherwise pose safe ty  concerns,  except  when the use is  pursuant  

to  a  l icensed medica l  p ract i t ioner 's inst ruct ions and the l icensed medica l  

p ract i t ioner author ized the  employee or ind iv idua l  to  report  to  work. 

However,  th is  does not  extend any r igh t  to  report  to  work under the in f luence 

o f  medica l  mar i juana or to  use medica l  mar i juana as a defense to  a posi t ive  

drug test ,  to  the extent  the  employee is  sub ject  to  any drug  test ing  

requ irement ,  to  the  extent  permit ted  by and in  accordance wi th app l icab le  

law.  Th is  rest r ic t ion does not  app ly  to  responsib le  dr ink ing of  a lcoho l  a t  

business meet ings and re la ted socia l  out ings.  

 

V io la t ion  o f th is  po l icy wi l l  resu l t  in  d isc ip l inar y act ion ,  up  to  and inc lud ing 

d ischarge.  The BeVera main ta ins a po l icy o f  non -d iscr im inat ion  and wi l l  

endeavor to  make reasonab le accommodat ions to  ass is t  ind iv idua ls  

recover ing  f rom substance and a lcoho l  dependencies, and those who have a 

medica l  h is tory wh ich  re f lects  t rea tment  fo r  substance abuse cond i t ions.  

However,  employees may not  request  an accommodat ion  to avo id  d isc ip l ine  

fo r  a  po l icy v io la t ion .  We encourage employees to seek ass is tance before  

the ir  substance abuse or a lcoho l  m isuse renders them u nab le to  perform the 

essent ia l  funct ions o f the ir  jobs,  o r  jeopard izes the  hea l th  and safe ty  of  any 

Company employee,  inc lud ing themselves.  

 

Employees must  not i fy  BeVera ’s  Human Resources Director wi th in  f ive  

ca lendar days i f  they are  convic ted of  a  cr im in a l  d rug v io lat ion  in  the  

workp lace.  With in  ten  (10) days o f  such not i f ica t ion  or o ther actua l  not ice ,  

BeVera he Company wi l l  adv ise  the  contract ing  agency of  such convic t ion.  

 

Employees who are  requ ired to opera te  motor veh ic les in  carry ing  out  the  

performance of  the ir  job  ass ignments must  not i fy  the  Company wi th in  f ive  

ca lendar days o f be ing convic ted o f  a  DUI .   With in  ten  (10) days o f such 

not i f ica t ion  or o ther actua l  not ice ,  the  BeVera wi l l  adv ise  the  cont ract ing 

agency of  such convic t ion .  

 

A l l  employees  are hereby advised tha t  fu l l  compl iance wi th  the  fo rego ing 

po l icy sha l l  be  a  cond i t ion  of  employment  a t BeVera.    

 

Any employee who v io la tes the  fo rego ing drug -f ree workp lace po l icy 

descr ibed above sha l l  be  sub ject  to d iscip l ine  up to  and inc lud ing immedi a te  

d ischarge. 
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At the  d iscret ion  o f  BeVera,  any employee who v io lates the  drug -f ree 

workp lace po l icy may be requ ired,  in  connect ion  wi th  or in  l ieu  of  

d isc ip l inary sanct ions,  to part ic ipa te to  the  Company's sa t is fact ion  in  an 

approved drug ass is tance or rehab i l i ta t ion  program.  

 

In  order to main ta in  a drug -f ree workp lace,  the  Company has estab l ished a 

drug-f ree awareness program to  educate  employees on the  dangers o f d rug 

abuse in  the workp lace,  our drug -f ree workp lace po l icy,  the  ava i lab i l i ty  o f  

any drug-f ree counse l ing ,  rehab i l i tat ion and employee ass is tance programs 

and the pena l t ies tha t  may be imposed for  v io la t ions o f our drug -f ree 

workp lace po l icy.  (Such educat ion  may inc lude:  (1 )  d is t r ibu t ion o f  our drug -

f ree workp lace po l i cy a t the  employment in terv iew;  (2)  a  d iscussion o f   our 

po l icy a t  the  new employee or ien ta t ion  session;  (3 )  d is t r ibu t ion  o f   a  l is t   o f   

approved drug ass is tance agencies,  o rgan iza t ions and c l in ics;  (4 )  

d is t r ibu t ion  o f pub l ished educat iona l  mater ia ls  rega rd ing the dangers o f   

d rug abuse;  (5 )  reor ien ta t ion  o f  a l l   invo lved employees in   cases in   wh ich  

a  drug-re la ted acc ident or  inc ident occurs;  (6 )  inc lus ion o f   the po l icy in   

employee handbooks and any o ther personne l  po l icy pub l ica t ions;  (7 )  

lectures or  t ra in ing  by  loca l  d rug abuse ass is tance experts ; (8 )  d iscussion 

by  the  Company's sa fe ty  experts on the hazards associa ted wi th drug 

abuse;  and (9) v ideo tape presenta t ions on the  hazards of   d rug abuse.  

 
 

 

1-6. Workplace Violence 
 
 

BeVera is  s t rong ly  commit ted  to  prov id ing  a  sa fe workp lace.  The purpose o f 

th is  po l icy is  to  m in im ize the  r isk o f persona l  in ju ry to  employees and 

damage to  Company and persona l  p roperty .  

 

BeVera does not expect  employees to  become experts in  psycho logy or to  

physica l ly  subdue a  th reaten ing or v io len t  ind iv idua l .  Indeed,  BeVera 

speci f ica l ly  d iscourages employees f rom engag ing in any physica l  

conf ronta t ion  wi th a  v io len t o r  po tent ia l ly  v io len t  ind iv idua l .  However,  

BeVera does expect  and encourage employees to  exerc ise  reasonab le 

judgment  in  ident i fy ing  potent ia l ly  dangerous s i tua t ions.  

 

Experts  in  the  menta l  hea l th  pro fess ion sta te tha t  p r io r  to  engag ing in  acts 

o f   v io lence,  t roub led ind iv idua ls  o f ten  exh ib i t  one or more of   the  fo l lowing 

behaviors or s igns:  over -  resentment,  anger and host i l i ty ;  ext reme ag i ta t ion;  

making ominous threats such as bad th ings wi l l  happen to  a part icu lar  

person,  or  a  ca tast roph ic  event wi l l  occur;  sudden and s ign i f icant decl ine  in   

work performance;  i r responsib le ,  i r ra t iona l ,  in t im idat in g,  aggressive or 

o therwise inappropr ia te  behavior;  react ing  to  quest ions wi th an antagon ist ic  

o r  overt ly  negat ive  a t t i tude;  d iscussing weapons and the ir  use, and/or 

brand ish ing weapons in   the  workp lace;  overreact ing  or react ing  harsh ly  to  

changes in  Company po l ic ies and procedures;  persona l i ty  conf l ic ts  wi th  

co-workers;  obsession or preoccupat ion  wi th  a  co -worker or  superv isor;  
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at tempts to sabotage the work or equ ipment  of  a  co -worker;  b laming o thers 

fo r  m istakes and c i rcumstances;  o r  demonst ra t ing  a  prop ensi ty  to behave 

and react  i r ra t iona l ly .  

 

 

Prohibi ted Conduct  

 

Threats,  th reaten ing language or any o ther acts o f  aggression or v io lence 

made toward or by any Company employee WILL NOT BE TOLERATED. For 

purposes of  th is  po l icy,  a  th reat inc ludes any verba l  o r  physica l  harassment  

or  abuse,  any a t tempt  a t  int im idat ing or inst i l l ing  fear in  others, menacing 

gestures,  f lash ing o f weapons,  s ta lk ing  or any  o ther host i le ,  aggressive ,  

in ju r ious or dest ruct ive  act ion  undertaken for  the  purpose o f  dominat ion  or  

in t im idat ion.  To the extent  permit ted  by law,  employees and v is i to rs  are  

proh ib i ted  f rom carry ing  weapons onto  customer or company premises.  

 

Procedures for  Reporting a Threat  

 

A l l  po tent ia l ly  dangerous s i tua t ions,  inc lud ing th reats by co -workers,  shou ld  

be reported immedia te ly  to any member o f  management wi th  whom the 

employee fee ls  comfortab le.  Reports  of  th reats may be main ta ined 

conf ident ia l  to  the extent main ta in ing conf ident ia l i ty  does not  impede 

BeVera ’s  ab i l i ty  to  invest igate  and respond to  the  com p la in ts.  A l l  th reats wi l l  

be  prompt ly  invest igated.  A l l  employees must cooperate  wi th a l l  

invest igat ions.  No employee wi l l  be  sub jected to re ta l ia t ion , in t im idat ion  or 

d isc ip l inary act ion  as a  resu l t  o f  report ing  a  th reat  in  good fa i th  under th is  

po l icy.  

 

I f  the  Company determines,  a f te r  an  appropr ia te  good fa i th  invest iga t ion ,  

tha t  someone has v io la ted th is  po l icy,  the  Company wi l l  take swi f t  and 

appropr ia te correct ive  act ion .  

 

I f  the  employee is  the  rec ip ien t  o f  a  th reat  made by an outs ide party,  tha t  

employee shou ld  fo l low the steps deta i led  in  th is  sect ion.  I t  is  important  fo r  

the  Company to  be aware o f  any potent ia l  danger in  i ts  of f ices. Indeed,  the 

Company wants to  take e f fect ive  measures to  pro tect  everyone f rom the 

th reat o f  a  v io len t  act  by employe es or by anyone e lse .  

 
 

 

1-7. Federal Contractors: Pay Transparency 
 

 

BeVera wi l l  no t  d ischarge or in  any other manner d iscr im inate  aga inst  

employees or app l icants because they have inqu ired about,  d iscussed or 

d isc losed the ir  own pay or the pay o f another employee or app l icant.  

However,  employees who have access to  the  comp ensat ion  in format ion  o f   

o ther employees or app l icants as a  part  o f  the ir  essent ia l  job  funct ions 

cannot  d isc lose the  pay o f   o ther employees or app l icants to  ind iv idua ls  who 
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do not  o therwise have access to  compensat ion  in format ion,  un less the  

d isc losure  is :  1 )  in   response to  a  fo rmal compla in t o r  charge; 2)  in   

fu r therance o f   an invest iga t ion ,  p roceed ing,  hear ing  or act ion ,  inc lud ing an 

invest igat ion conducted by  the employer;  o r  3 )  consis tent  wi th  the 

cont ractor 's  lega l  du ty to  fu rn ish  informat ion .  

 

 

 

 

Section 2 - Operational Policies 
 

 
 

2-1. Employee Classifications 
 
 

For purposes o f  th is  handbook,  a l l  BeVera employees fa l l  wi th in  one o f  the 

c lass i f ica t ions be low.  

 

Regu lar Fu l l -T ime Employees -  Employees who are  regu lar ly  schedu led to  

work 40 hours per week or 80 hours per pay per iod  who were  not  h i red  on a 

short - te rm basis . Employees are  e l ig ib le fo r  BeVera's  benef i ts  package,  

sub ject  to  te rms,  cond i t ions,  and l im i ta t ions of  each benef i t  p rogram.  

 

Part -T ime Employees -  Employees who are  regu la r ly  schedu led to  work less 

than 30 hours per week and were  not  h i red  on a  short - te rm basis .  Employees 

rece ive  a l l  lega l ly  mandated benef i ts,  e.g . ,  Socia l  Secur i ty  and workers '  

compensat ion  insurance;  however,  employees are  ine l ig ib le  fo r  BeVera ’s  

benef i t  p rograms except  fo r  e l ig ib i l i ty  to part ic ipate  in  the  S imple IRA p lan 

or 401(k) p lan  (wh ichever is  o f fe red a t  the  t ime).   

 

Temporary Employees -  Employees who are  h i red as in ter im rep lacements to  

temporar i ly  supp lement  the  workforce,  or  to  ass is t  in  the  comple t ion  o f a  

speci f ic  p ro ject .  Employment  ass ignments in  th is  ca tegory are  of  l im i ted  

dura t ion .   Employment  beyond any in i t ia l ly  s ta ted per iod  does not  in  any way 

imply a change in  employment  s ta tus. Temporary employees re ta in  tha t  

s ta tus unt i l  no t i f ied  o f  a change.   Employees rece ive  a l l  lega l ly  mandated 

benef i ts ,  e .g. ,  Socia l  Secur i ty  and workers '  compensat ion  insurance;  

however, employees are  ine l ig ib le  fo r  a l l o f  BeVera 's  benef i t  p rograms 

except fo r  e l ig ib i l i ty  to  part ic ipa te  in  the S imple  IRA p lan o r 401(k) p lan  

(wh ichever is  o ffe red a t the  t ime).   

 

Seasona l  Students Employees -  Employees who have estab l ished an 

employment re la t ionsh ip wi th  BeVera but  who are  ass igned to  work on an 

in termit ten t basis  wh i le  they are  on breaks f rom schoo l .   They can wo rk up 

to  40-hour weeks depend ing on the  needs o f  the  customers they are  

support ing .  Ass ignments can be short  e.g . ,  over  win ter breaks or longer 

per iods over the  summer.   Seasona l  students are  encouraged to remain  as 

employees and work a t  BeVera dur ing  the ir  t ime o f f  f rom schoo l .  
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Employees rece ive a l l  lega l ly  mandated benef i ts ,  e .g. ,  Socia l  Secur i ty  and 

workers '  compensat ion  insurance;  however,  employees are  ine l ig ib le  fo r  a l l  

o f  BeVera's  o ther benef i t  p rograms except  fo r  e l ig ib i l i ty  to part ic ipa te in  the  

401(k)p lan . 

 

In  add i t ion  to  the  above c lass i f icat ions, employees are ca tegor ized as  e i ther 

"exempt"  o r  "non-exempt”  fo r  purposes o f  federa l  and sta te wage and hour 

laws.  Employees c lass i f ied  as exempt  do not  rece ive  overt ime pay;  they 

genera l ly  rece ive  the  same weekly  sa lary regard less o f hours worked.  Such 

a  sa lary may be pa id  less f requent ly  than weekly .  The employee  wi l l  be 

in formed o f  these c lass i f ica t ions upon h i re  and in formed of  any subsequent  

changes to  the  c lass i f ica t ions.  

 

 

 

2-2. Trial Period 
 
 

The f i rs t  th ree months o f an  employees ' employment is  an  in t roductory 

per iod . Th is  is  an  opportun i ty fo r  BeVera to  eva luate  the  employee 's  

performance.  I t  a lso is  an  opportun i ty  for  the  employee to  decide whether he 

or she is  happy be ing employed by the BeVera.  The Company may extend 

the int roductory per iod i f  i t  des ires.  Comple t ion o f the  in t roductory per iod  

does not  a l te r  the  employee's  a t -wi l l  s tatus.  

 

BeVera may conduct  a  fo rmal  performance rev iew at  the  end o f  the 

in t roductory per iod .  

 

 
 

 

2-3. Your Employment Records 
 
 

In  order to obta in  the ir  pos i t ion ,  employees have prov ided persona l  

in format ion,  such as address and te lephone number.  Th is  informat ion  is  

conta ined in  the ir  personne l  f i le .  

 

Employees shou ld  keep the ir  personne l  f i le  up  to  date  by in forming the  

Human Resources Director o f  any changes.  Employees a lso  shou ld  in form 

the Human Resources Director o f any specia l ized t ra in ing or sk i l ls  they 

acqu ire , as we l l  as any changes to  any requ ired v isas.  Unreported changes 

o f  address, mar i ta l  s tatus, e tc . can a ffect  wi thho ld ing tax and benef i t  

coverage.  Further,  an  "out  o f  da te" emerge ncy contact  o r  an  inab i l i ty  to  

reach employees in  a  cr is is  cou ld cause a  severe  hea l th  or sa fe ty r isk or 

o ther s ign i f icant  p rob lem.  
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2-4. Working Hours and Schedule 
 
 

BeVera is  normal ly  open for  business f rom 8:00 am to  5 :00 pm,  Monday 

through Fr iday.  Employees wi l l  be  ass igned a  work schedu le  and wi l l  be  

expected to  beg in  and end work accord ing to  the  schedu le .  To accommodate  

the  needs o f  the  business,  a t  some po int  BeVera may need to  change 

ind iv idua l  work schedu les on e i ther a  short - te rm or long-term basis .  

 

Employees wi l l  be  prov ided meal  and rest  per iods as requ ired by law.  A 

superv isor wi l l  p rov ide fu r ther deta i ls .  

 

 

 

2-5. Timekeeping Procedures 
 
 

Federa l  and Sta te laws requ ire  BeVera to  keep an accura te  record  o f t ime 

worked in  order to  ca lcu la te employee pay and benef i ts .  T ime worked is  a l l  

the  t ime physica l ly  spent  on the  job ,  performing ass igned dut ies. Accurate  

and t ime ly record ing of  t ime worked is  the  responsib i l i ty  o f  each employee. 

Do not permit  anyone access to  your e lect ron ic  t i me record .  Do not  share  

your password wi th anyone.  Do not leave passwords in  p la in  v iew (e .g. ,  

taped to  your PC,  e tc . ) .  

 

Employees must  record  the ir  actua l  t ime worked for  payro l l  and benef i t  

purposes.  Non- exempt  employees must record  the  t ime work beg ins  and 

ends, as we l l  as the  beg inn ing and end ing t ime o f  any departure f rom work 

fo r  any non -work-re la ted reason,  on fo rms as prescr ibed by management .  

 

Your t imecard  a l lows you to  record  " Ind irect "  t ime in  advance (e.g . ,  ho l iday,  

vacat ion ,  e tc . ) .  You may no t  record  "Direct "  t ime ( t ime charged to your 

pro ject /cont ract / task order)  in  advance.  

 

I f  an employee is  on extended leave,  t rave l  o r  having d i f f icu l ty  accessing 

the ir  t ime card  they shou ld  contact the ir  superv isor to  verba l ly  in form Payro l l  

o f  the ir  hours  tha t  shou ld  be in  the ir  t imecard .  Upon re turn,  the  employee 

must enter the  hours on the ir  t imecard  and cert i fy i ts  correctness by 

e lect ron ica l ly  s ign ing the  t imecard .  

 

Fa ls i fy ing  your t imecard may resu l t  in  d isc ip l inary act ion ,  up  to  and inc lud ing 

employment te rminat ion . A l te r ing ,  fa ls i fy ing ,  tampering ,  o r  record ing t ime on 

another employee ’s  t imecard may a lso  resu l t  in  d isc ip l inary act ion,  up  to  and 

inc lud ing employment  te rminat ion .  
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TIMECARD PROCEDURES: 

 

To  ga in  access to the  BeVera e lect ron ic Time and At tendance System open 

your web browser and logon to  the  ESP21 Employee Porta l  a t:  

https://bevera-esp21.com  .    

 

Log on wi th  the  user ID and Password g iven to  you by Hum an Resources 

personne l  dur ing in -processing.  F i rs t  t ime Users se lect  the  "Time" Tab, and 

then se lect  the  icon next  to  your name.  Review the in format ion  and make 

necessary correct ions to the  f i le . S t rongly  suggest  you change the temporary 

User ID and Passwo rd g iven to  you.  We suggest  a t  least  s ix  characters 

us ing a  combinat ion  of  le tte rs ,  numbers and characters.  Se lect "Update" 

located at  the  bot tom of  the  f i le .  Se lect  the  "Time" Tab to  access the 

t imecard .  

 

Employees wi l l  record  the ir  t ime on a dai ly  basis  the  last hour o f each 

workday.  T ime is  to  be recorded to the  nearest  one quarter  o f  the  hour.  

 

I f  an employee works on more than one cont ract,  o r  mul t ip le  d i rect charge 

numbers on a  cont ract,  they are  to record  the  t ime worked on each 

app l icab le  charge number.   

 

A t  the  end o f  a  Pay Per iod ,  employees are  to  comple te  the ir  t imecard  and 

s ign  i t  at  the  end o f the ir  workday us ing the  prompt  "S ign th is  Timecard",  

Th is  wi l l  permit  rev iew by the  superv isor who wi l l  "Approve" the  t imecard  fo r  

Payro l l  and Contract  Account ing  processing.  

 

Your coopera t ion  in  fo l lowing these procedures wi l l  a l low BeVera Account ing 

personne l  ample  t ime to  prepare  the  payro l l  and accurate ly  account  fo r  labor 

expenses. 

 

 
CORRECTIONS: A l l  changes on a t imecard  requ ire  an exp lanat ion .  Changes 

wi l l  p rompt  a  drop -down menu "Add a  Comment  fo r  St ra ight  T ime Change".  

Enter a  short  exp lanat ion  fo r  the change.  Cl ick on the  "Submit "  bu t ton  to  

record  the  change comment . Note :  i f  you have to  go back to  the  prev ious 

week or pay per iod to  make a  correct ion,  f i rs t  contact  your superv isor and 

they wi l l  contact the  t imecard admin is t rator to  r eopen the t imecard . Once 

corrected, bo th  you and the superv isor are  requ ired to re -  s ign  the  t imesheet 

e lect ron ica l ly .  

 

 

OVERTIME REQUESTS:  Overt ime requests must  be f i l led - in and approved 

by your superv isor pr io r  to  work ing overt ime (you wi l l  no t  be ab le  to enter 

th is  t ime on your t imecard i f  i t  has not  been approved).  Fa i lu re  to  work 

schedu led overt ime or overt ime worked wi thout  pr io r  au thor iza t ion  f rom the 

superv isor may resu l t  in d isc ip l inary act ion ,  up  to  and inc lud ing possib le  

https://bevera-esp21.com/
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te rminat ion o f employmen t .  I f  you t ry  to  save/s ign  your t imecard  on a  day 

tha t  a l ready had overt ime saved to  tha t  day noth ing wi l l  happen. You need to  

go to  a day wi thout  overt ime and  save/s ign  i t  there.  

 

LEAVE REQUESTS/JURY DUTY/RESERVE DUTY:   Leave requests fo r  

Persona l  T ime Of f,  Leave Without  Pay,  Jury Duty,  and Reserve Duty must  be 

f i l led  in  and approved by your superv isor pr io r  to  tak ing leave (you wi l l  no t  

be  ab le  to  enter th is  t ime on you r t imecard  i f  i t  has not  been approved).  

Employees on approved leave are  author ized to  enter leave hours in 

advance. Upon re turn ,  the  employee must  rev iew the ent r ies and cert i fy  i ts  

correctness by e lect ron ica l ly  s ign ing the t imecard .  

 

For ass is tance wi th t ime card ent r ies or correct ions p lease contact  your 

superv isor or  BeVera ’s  Human Resou rces Director.   
 

 
 

 

2-6. Overtime 
 
 

L ike  most  successfu l  companies,  BeVera exper iences per iods o f  ext remely 

h igh act iv i ty .  Dur ing  these busy per iods, add i t iona l  work is  requ ired  f rom a l l  

o f  us . Superv isors are  responsib le  fo r  moni to r ing  business act iv i ty  and 

request ing  overt ime work i f  i t  is  necessary.   E f fo r t  wi l l  be  made to  prov ide 

employees wi th  adequate advance not ice  in  such  s i tua t ions.  

 

Any non-exempt  employee who works overt ime wi l l  be  compensated a t the  

ra te  of  one  and one-ha l f  t imes (1 .5) the ir  normal  hour ly  wage for  a l l  t ime  

worked in  excess  o f  40  hours each week,  un less o therwise requ ired by law. 

 

Employees may work overt ime on ly  wi th  pr io r  management  author iza t ion .  

 

For purposes  o f  ca lcu la t ing  overt ime for non-exempt employees, the  

workweek beg ins a t  12  a .m.   on  Monday and ends 168 hours la ter  a t  12  a .m.   

on  the  fo l lowing Monday.  

 
 

 

2-7. Travel Time for Non-Exempt Employees 
 
 

Overnight, Out-of-Town Trips 
 

Non-exempt employees wi l l  be  compensated for  t ime spent  t rave l ing (except  

fo r  meal  per iods) dur ing  the ir  normal  work ing hours,  on  days they are  

schedu led to  work and on unschedu led work days (such as weekends). Non -

exempt  employees a lso  wi l l  be  pa id fo r  any t ime spent  performing job  dut ies 

dur ing  o therwise non -compensab le  t ravel  t ime; however,  such work shou ld  

be l im i ted  absent  advance management  author iza t ion .  
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Out-of-Town Trips for  One Day  

 

Non-exempt employees who t rave l  ou t  of  town  for  a one-day ass ignment wi l l  

be  pa id  fo r  a l l  t rave l  t ime,  except  fo r ,  among o ther th ings:  t ime spent  

t rave l ing  between the employee's  home and the loca l  ra i l road,  bus or p lane 

termina l ;  and meal  per iods.  

 

Local  Travel  

 

Non-exempt employees wi l l  be  compensated for  t ime spent  t rave l ing f rom 

one job  s i te  to  another job  s i te  dur ing  a  workday.  The t r ip  home,  ho wever,  is  

non-compensab le when the employee goes d i rect ly  home f rom the f ina l  job  

s i te ,  un less i t  is  much  longer than the regu lar commute home f rom the 

regu lar works i te.  In such case,  the  port ion  of  the  t r ip home in  excess  o f  the  

regu lar commute is  compensab le. 

 

Commuting T ime 

 

Under the  Porta l  to  Porta l  Act ,  t rave l  f rom home to  work and f rom work to 

home is  genera l ly  non -compensab le .  However,  i f  a non -exempt  employee 

regu lar ly  reports  to  a  works i te  near the ir home, but  is  requ ired  to  report  to  a 

works i te  fa r ther away than the regu lar works i te ,  the  add i t iona l  t ime spent 

t rave l ing  is  compensab le . 

 

I f  compensab le  t rave l  t ime resu l ts  in  more  than 40 hours worked by a  non -

exempt  employee,  the employee wi l l  be  compensated at  an  overt ime ra te  o f 

one and one-ha l f  (1  ½) t imes the regu lar ra te .  

 

To the  extent  tha t  app l icab le  s ta te  law prov ides  greater benef i ts,  s tate  law 

app l ies.  

 
 

 

2-8. Safe Harbor Policy for Exempt Employees 
 
 

I t  is  BeVera ’s  po l icy and pract ice  to  accura te ly  compensate  employees and 

to  do so in  compl iance wi th  a l l  app l icab le  s ta te  and federa l  laws. To ensure 

proper payment  and that  no  improper deduct ions are made,  employees must  

rev iew pay stubs prompt ly  to  ident i fy  and report  a l l  e rrors . 

 

Those c lass i f ied  as exempt  sa lar ied employees wi l l  rece ive  a sa lary wh ich is  

in tended  to compensate  them for a l l  hours  they may work fo r  BeVera.  Th is  

sa lary wi l l  be  estab l ished a t  the t ime o f h i re  or c lass i f ica t ion  as an exempt  

employee.  Whi le  i t  may be sub ject  to  rev iew and modi f icat ion  f rom t ime to  

t ime, such as dur ing sa lary rev iew t imes,  the sa lary wi l l  be a  predetermine d 

amount  tha t  wi l l  not  be  sub ject  to  deduct ions fo r  var ia t ions  in  the quant i ty  or  

qua l i ty  o f  the  work performed.  
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Under federa l  and sta te  law,  sa lary is  sub ject  to  certa in  deduct ions.  For 

example , un less s tate  law requ ires o therwise,  sa lary can be reduced for  the  

fo l lowing reasons:  

 

•  Fu l l -day absences for  persona l  reasons accordance wi th  a  bona f ide  

p lan,  po l icy or p ract ice o f  p rov id ing  wage rep lacement  benef i ts  fo r  

such absences (deduct ions a lso may be made for  the  exempt  

employee 's  fu l l -day absences due to  s ickness or d isab i l i ty  be fore  the  

employee has qua l i f ied fo r  the  p lan,  po l icy or p ract ice or af te r  the  

employee has exhausted the  leave a l lowance under the  p lan);  

 

•  Fu l l -day d isc ip l inary suspensions fo r  in fract ions  o f  our  wr i t ten  po l ic ies 

and procedures;  

 

•  Fami ly  and Medica l  Leave Act absences (e i ther fu l l -  o r  part ia l -day 

absences);  

 

•  To  o f fse t  amounts rece ived as payment  f rom the court  fo r  ju ry  and 

wi tness fees or f rom the mi l i ta ry  as mi l i ta ry  pay;  

 

•  The f i rs t  o r  last  week of  employment  in  the  event  the  employee works 

less than a  fu l l  week;  and 

 

•  Any fu l l  work  week in  wh ich  the employee does not  perform any work.  

 

 

Sa lary may a lso  be reduced for  certa in types of  deduct ions such as a  port ion 

o f  hea l th ,  denta l  o r  l i fe insurance premiums; s ta te ,  federa l  o r  loca l  taxes;  

soc ia l  secur i ty ; o r  vo luntary cont r ibu t ions to  a n IRA or 401(k)  p lan . 

 

In  any work week in  wh ich  the  employee performed any work,  sa lary wi l l  no t  

be  reduced for  any o f  the  fo l lowing reasons:  

 

•  Part ia l  day absences for  persona l  reasons,  s ickness or d isab i l i ty ;  

 

•  An absence because the Company has decided to c lose a  fac i l i ty  on  a  

schedu led work day;  

 

•  Absences for  ju ry  duty,  a t tendance as a  wi tness,  o r  m i l i ta ry  leave in 

any week in  wh ich  the  employee  performed any work (sub ject  to  any 

o f fse ts as se t  fo r th  above);  and 

 

•  Any other deduct ions proh ib i ted  by s ta te or federa l  law 
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However,  un less s ta te law prov ides  o therwise,  deduct ions may be made to  

accrued leave for  fu l l -  o r  part ia l -day absences for  persona l  reasons, 

s ickness or d isab i l i ty .  

 

I f  employees be l ieve they have been sub ject  to  any improper deduct ions, 

they shou ld  immedia te ly  report  the  matter  to  a  supe rv isor.  I f  the  superv isor 

is  unava i lab le  or i f  the  employee be l ieves i t  wou ld  be inappropr iate  to  

contact  tha t  person (or i f  the  employee has not  rece ived a  prompt  and fu l ly  

acceptab le  rep ly) ,  they shou ld  immedia te ly  contact  the Human Resources 

Director.  

 

 
 

2-9. Your Paycheck 
 
Employees wi l l  be  pa id  b i -weekly ,  (every two weeks) fo r  a l l  the  t ime worked 

dur ing  the past  pay per iod . Payro l l  s tubs wi l l  d isp lay i temize deduct ions 

made f rom gross earn ings.  By law,  BeVera is  requ ired  to make deduct ions 

fo r  Socia l  Secur i ty ,  Federa l  income tax and any o ther appropr ia te  taxes.  

These requ ired deduct ions a lso  may inc lude any court -ordered 

garn ishments.   Payro l l  s tubs a l so  wi l l  d i f fe rent ia te  between regu lar pay 

rece ived and overt ime pay rece ived.  

 

I f  there  is  an  error in  an employee 's pay,  the employee shou ld  br ing  the  

matter  to the  at ten t ion  o f the ir  Superv isor and/or the  Human Resources 

Director so  the  Company can reso l ve  the  mat ter  qu ick ly  and amicab ly .  

 

Paychecks wi l l  be  g iven on ly  to  the  employee, un less the  employee requests 

tha t  they be mai led or author izes in  wr i t ing  tha t another person may accept  

the  check.  

 

 
 

 

2-10. Direct Deposit 
 
 

BeVera st rong ly  encourages employees to  use d i rect deposi t .  Author iza t ion  

fo rms and setup inst ruct ions are ava i lable  on BeVera ’s  Payro l l  Processing 

Porta l  (Paycom).   Employees wi l l  rece ive  an emai l  inv i ta t ion to se tup the ir  

Direct  Deposi t  on  Paycom.  

 

 
 

 

2-11. Salary Advances 
 
 

BeVera does not permit  advances on paychecks or aga inst  accrued pa id  t ime 

o f f .   Advance pay fo r  vacat ion  must  be requested in  wr i t ing a t least two 

weeks pr io r  to  the  vacat ion  per iod .  
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2-12. Performance Review 
 
 

Superv isors and employees are  st rong ly encouraged to  d iscuss job  

performance and goa ls  on an in formal , day -to -day basis .  Add i t iona l  fo rmal  

performance eva luat ions are  conducted to  prov ide both  superv isors and 

employees the  opportun i ty to d iscuss job  tasks , encourage and recogn ize  

st rengths,  ident i fy and correct  weaknesses,  and d iscuss posi t ive , purposefu l  

approaches for  meet ing  goa ls .  Performance Reviews wi l l  be  based  on such 

factors as qua l i ty  and quant i ty o f  work ,  knowledge o f  job ,  in i t ia t ive ,  

a t tendance,  persona l  conduct record and a t t i tude toward the  job  and the 

o ther employees.  The rev iew presents an opportun i ty  to  d iscuss performance 

as we l l  as  to  determine the  areas fo r  improvement  or  deve lopment .  

 

The performance of  a l l  employees  wi l l  be  eva luated twice  a  year,  beg inn ing 

a t  the  ca lendar -year end.   Employees tha t  work on cont ract tasks may 

rece ive  performance eva luat ions based on the  f isca l  year or  cont ract  

ann iversary.  

 

Mer i t -based pay ad justments are  awarded  by BeVera  in  an  ef fo r t  to  

recogn ize  t ru ly  super io r  employee performance.   The decis ion  to  award such 

an ad justment  is  dependent  upon numerous factors,  inc lud ing the  

in format ion documented by th is  fo rmal  performance eva luat ion  process.  

 

 
 

 

2-13. Job Postings 
 
 

BeVera is  ded ica ted to  ass is t ing employees in  managing the ir  careers  and 

reach ing the ir  p ro fess iona l  goa ls  th rough promot ion  and t ransfer 

opportun i t ies.  Th is  po l icy out l ines the  on - l ine  job post ing  program which is  

in  p lace fo r  a l l  employees.  To be  e l ig ib le  to  app ly  fo r  an  open posi t ion ,  

employees must  meet  the fo l lowing requirements:  

 

 

•  be  a current ,  regu lar,  fu l l - t ime or part - t ime employee;  have been in  

current  posi t ion  fo r  a t  least  s ix  (6)  months;  main ta in  a  performance 

ra t ing  o f  sat is factory or above;  

 

•  no t  be  on conduct /performance -re la ted probat ion  or warn ing;  

 

•  meet  the  job  qua l i f icat ions l is ted  on the job  post ing ;  and  

 

•  p rov ide the ir  current  manager wi th  not ice  pr io r  to app ly ing fo r  the  

posi t ion. 
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I f  employees f ind  a  posi t ion  o f in terest  on  the  job  post ing websi te  and they 

meet  the  e l ig ib i l i ty  requ irements, an on- line  job post ing app l ica t ion  must  be 

comple ted in  order to  be considered for  the  posi t ion .  Not  a l l  pos i t ions are  

guaranteed to  be posted. The Company reserves the  r ight  to seek app l icants 

so le ly  f rom outs ide  sources or to  post  posi t ions interna l ly  and e xterna l ly  

s imul taneously .  

 

For more speci f ic  in format ion  about  the program, p lease contact  the  Huma n 

Resources Department .   

 

 

 

 

 

Section 3 - Benefits 
 

 
 

3-1. Benefits Overview/Disclaimer 
 
 

In  add i t ion  to  good work ing cond i t ions and compet i t ive pay,  i t  is  BeVera ’s  

po l icy  to  prov ide a  combinat ion o f  supp lementa l  benef i ts to a l l  e l ig ib le  

employees.  In  keep ing wi th  th is  goa l ,  each benef i t  p rogram has been 

care fu l ly  devised.  These benef i ts  inc lude t ime -o f f  benef i ts,  such as 

vacat ions and ho l idays,  and insurance and other p lan benef i ts .  We are  

constant ly  s tudying and  eva luat ing  our benef i ts programs and po l ic ies to  

bet te r  meet present  and future  requ irements.  These po l ic ies have been 

deve loped over the  years and cont inue to  be re f ined to  keep up wi th  

chang ing t imes 

and needs. 

 

The next  few pages conta in a  br ie f  ou t l ine  of  the  benef i ts  programs BeVera 

prov ides employees and the ir  fami l ies.  Of  course,  the  in format ion  presented 

here  is  intended to  serve on ly  as gu ide l ines.  

 

The descr ip t ions o f the  insurance and o ther p lan  benef i ts  mere ly  h igh l igh t  

certa in  aspects o f  the  app l icab le  p lans fo r  genera l  informat ion  on ly .  The 

deta i ls  o f  those p lans are  spe l led  out in  the  o f f ic ia l  p lan  documents,  wh ich  

are  ava i lab le  fo r  rev iew upon request  f rom the  Human Resources Director 

and/or Benef i ts  Admin is t ra tor.  Add i t ional ly ,  the  pr ov is ions o f  the p lans,  

inc lud ing e l ig ib i l i ty  and benef i ts prov is ions,  a re summarized in  the  summary 

p lan descr ip t ions ("SPDs") fo r  the  p lans (wh ich  may be rev ised f rom t ime to  

t ime).  In  the  determinat ion  o f benef i ts  and a l l  o ther mat ters under each p lan,  

the  te rms o f  the o f f ic ia l  p lan documents sha l l  govern  over the  language o f  

any descr ip t ions o f the  p lans,  inc lud ing the  SPDs and th is  handbook.  

 

Further,  BeVera ( inc lud ing the o f f icers and admin is t ra tors who are  

responsib le  fo r  admin is ter ing  the  p lans) re ta ins fu l l  d iscre t ionary author i ty  to 
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in te rpre t  the  te rms of  the  p lans, as we l l  as fu l l  d iscret ionary author i ty  wi th 

regard  to  admin is t ra t ive mat ters ar is ing  in  connect ion  wi th the  p lans and a l l  

issues concern ing benef i t  te rms, e l ig ib i l i ty  and ent i t lement .  

 

Whi le  the  Company in tends to main ta in  these employee benef i ts , i t  reserves 

the  abso lu te r igh t  to  modi fy ,  amend or te rminate  these benef i ts  at  any t ime 

and for  any reason.  

 

I f  employees have any quest ions regard ing benef i ts ,  they shou ld  contact  th e 

Human Resources Director and/or Benefi ts  Admin is t ra tor.  

 
 

 
 

 

3-2. Paid Holidays 
 
 

BeVera wi l l  g rant 8  hours ho l iday t ime of f  to a l l  e l ig ib le  Fu l l  T ime Employees 

on the  ho l idays l is ted be low.   Part  T ime Employees wi l l  be  granted 6  hours 

ho l iday t ime o ff ,  p rora ted at  75% of  the  fu l l - t ime rate .   Note:  i f  an  ind iv idua l  

is  no t  schedu led to  work on a  day, wh ich  a lso  happens to  be a  ho l iday,  

ho l iday prora ted pay wi l l  no t  app ly .   

 

New Year 's  Day 

Mart in  Luther K ing, Jr .  Day 

Pres ident 's  Day  

Memoria l  Day  

Independence Day  

Labor Day  

Co lumbus Day  

Thanksg iv ing  Day  

Chr is tmas Day  

Veterans '  Day 

 

BeVera wi l l  g rant pa id  ho l iday t ime o f f to  a l l  e l ig ib le  (Fu l l  T ime) employees 

immedia te ly  upon ass ignment to an e l ig ib le  employment c lass i f ica t ion .  

Ho l iday pay wi l l  be  ca lcu la ted based on the  employee 's  s t ra igh t - t ime pay 

ra te  (as o f  the  date  o f  the  ho l iday).  

 

To be e l ig ib le fo r  ho l iday pay,  employees must  be in  a  pay sta tus or  us ing 

Pa id  Time Of f  (PTO) the  last  schedu led day immedia te ly  preced ing and the 

f i rs t  schedu led day immedia te l y  fo l lowing the  ho l iday.  

 

A  recogn ized ho l iday tha t fa l ls  on  a  Saturday wi l l  be observed on the  

preced ing Fr iday.  A recogn ized ho l iday tha t  fa l ls  on  a  Sunday wi l l  be  

observed on  the  fo l lowing Monday.  Except ions to  th is  po l icy wi l l  be  made 

when the Fr iday is  a lso  a  f lex day. 

 

I f  a  recogn ized ho l iday fa l ls  dur ing an e lig ib le  employee's  pa id  absence 
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(such as vacat ion  or s ick leave),  ho l iday pay wi l l  be prov ided instead o f  the  

pa id  t ime o f f benef i t  tha t  wou ld  o therwise have app l ied .  

 

I f  e l ig ib le nonexempt  employees work on a  recogn ized ho l iday,  they wi l l  

rece ive  ho l iday pay p lus wages a t  the ir  s t ra igh t - t ime ra te  fo r  the  hours 

worked on the  ho l iday.  

 

E l ig ib le  employees may defer a  ho l iday if  the ir  schedu les do not a l low for  

the  day to  be taken of f .   Th is  is  fo r  employees whose schedu le  does not 

a l low for  the  day to  be taken o ff .   I t  must  be used in  the same ca lendar year 

and must  be schedu led wi th  the  pr io r  approva l  of  the  employee ’s  superv isor 

and noted on the  employee ’s  t imecard . Once approved,  the  employee wi l l  

not i fy  Payro l l  when to  schedu le  the  deferred ho l iday and the Ho l iday charge 

code wi l l  be  made ava i lab le on the  employee ’s  fu ture  t imecard.    

 

PTO for  ho l idays wi l l  no t  be  counted as hours worked for  the  purposes of  

de termin ing overt ime.  

 

 

3-3. Paid Time Off 
 
 

BeVera apprec iates how hard  employees work and recogn izes the  

importance o f p rov id ing  t ime for  rest  and re laxat ion . BeVera fu l ly  

encourages employees to  get th is  rest  by tak ing pa id  t ime o f f .   Pa id  Time Off  

(PTO) is  an a l l -purpose t ime-o f f po l icy to  be used for  vacat ion,  i l lness,  

in ju ry,  bereavement  and persona l  business.   I t  combines t rad i t iona l  vacat ion  

and s ick leave p lans in to  one f lex ib le,  pa id  t ime -o f f po l icy.   Employees in  the  

fo l lowing employment  c lass i f icat ions are e l ig ib le  to  request  PTO as 

descr ibed: 

 

Regu lar fu l l - t ime employees 

 

 

Employees in  an  e l ig ib le  employment  c lass i f ica t ion beg in  to  earn  PTO  

immedia te ly .  Employees can request use o f  PTO af te r  i t  is  earned.   The 

hours accrued per pay per iod  is  based on 80 hours o f pa id  t ime for  a  fu l l -

t ime employee and 60 hours fo r  a  specia l  part  t ime employee. I f  an  

employee is  in  a  non –  pay sta tus dur ing th e  pay per iod ,  the  PTO accrua l  

wi l l  be  reduced accord ing ly .  PTO accrual  increases wi th  the  length  of  

employment as shown in  the  fo l lowing schedu le :  
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Employment 

Status 

 

0-3 years 
 

3-5 years 
 

6+ years 

  

Hours 
per 

Pay 
Period 

Hours 
per 
year 

 
Hours 
per 
Pay 
Period 

Hours 
per 
year 

 
Hours 
per 
Pay 
Period 

Hours 
per   
year 

Full Time 
Regular 

4.615 120 6.154 160 7.692 200 

 

 

The length  o f e l ig ib le serv ice  is  ca lcu la ted based on a "benef i t  year” .   Th is  

12-month  per iod  beg ins when the employee starts  to earn  PTO.   An 

employee 's  benef i t  year may be extended for  any s ign i f icant  leave o f  

absence except  m i l i ta ry  leave o f absence.  Mi l i ta ry  leaves o f absence have 

no ef fect  on  th is  ca lcu la t ion .  

 

PTO may be used in  m in imum increments o f  one -ha l f  hour.   To schedu le  

p lanned PTO, employees shou ld  request advance approva l  f rom the ir  

superv isors.  Requests wi l l  be rev iewed based on a number o f factors,  

inc lud ing business needs and staf f ing requ irements.  

 

Employees who have an unexpected need to  be absent f rom work shou ld 

not i fy  the ir  d i rect  superv isor before the  schedu led start  o f  the ir  workday,  i f  

poss ib le .  The d i rect superv isor must  a lso  be contacted on each add i t iona l  

day of  an  unexpected absence.  

 

In  most  leave absence cases,  employees must  use a l l  ava i lab le PTO pr io r  to  

app ly ing  fo r  Leave Without Pay (LWOP). An employee on approved medica l -

re la ted leave may request  to  use the ir  ava i lab le  PTO on an incrementa l  

basis  speci f ica l ly  fo r  the  purpose o f  paying the ir  share  of  employer -prov ided 

benef i ts ,  fo r  up  to  n inety (90) days.  These  requests may be granted on a 

case by case basis  wi th  Human Resources recommendat ion  and approva l .  

PTO is  pa id  at  the  employee 's  base pay ra te  at  the  t ime o f  absence.   I t  does 

not  inc lude overt ime or any specia l  fo rms o f  compensat ion ,  such as 

incent ives,  commiss ions, bonuses,  sh i f t  d i f fe rent ia l  o r  (hea l th  and wel fa re) 

Payments.  

 

As an add i t iona l  cond i t ion  of  e l ig ib i l i ty  fo r  PTO, an employee on an extended 

absence for  i l lness or in ju ry must  app ly  fo r  any o ther ava i lab le compensat ion  

and benef i ts,  such as short - te rm d isab i l i ty  o r  workers '  compensat ion .   PTO 

wi l l  be  used to  supp lement  any payments tha t an  employee is  e l ig ib le to  

rece ive  f rom sta te d isab i l i ty  insurance,  workers '  compensat ion ,  o r  BeVera -

prov ided d isab i l i ty  insurance programs.   The  combinat ion  o f  any such 

d isab i l i ty  payments and PTO cannot  exceed the employee's  normal  weekly  

earn ings.  
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In  the  event  tha t  ava i lab le  PTO is  not  used by the  end o f  the benef i t  year,  

employees may carry  unused t ime forward  to  the  next  benef i t  year.   I f  the  

to ta l  amount  of  unused PTO reaches a  cap of  200 hours,  fu r ther accrua l  wi l l  

s top .   When the employee uses PTO and br ings the  ava i lab le  amount  be low 

the cap, accrua l  wi l l  beg in  aga in .  

 

Employees may se l l  PTO in  a  40 -hour increment  at  any t ime dur ing the  ye ar.   

To request  a  PTO Buyback, open your web browser and logon to the  

Employee Porta l ,  https://bevera-esp21.com.  Under the  Leave menu 

se lect  PTO Buyback and submit the  request .   I f  the employee has less than 

160 hours o f  accrued leave then they wi l l  no t  be  a l lowed to  submit  the  

request  un less “Request overr ide o f  160 hour accrued leave requ irement”  

checkbox is  checked.   A comment  is  no t requ ired but  recommended.  

 

Af te r  the  PTO Buyback has been submitted  the em p loyee ’s  superv isor ,  

bus iness un i t  d i rector and CEO wi l l  rece ive  a  not i f icat ion  o f  the  request .   

The superv isor/business un i t  d i rector wi l l  recommend approva l /d isapprova l  

o f  the  PTO Buyback request .  The CEO wi l l  need to  approve the f ina l  

request  be fore the  PTO Buyback can be processed in the  next  payro l l  cyc le .  

 

Upon terminat ion  of  employment , employees wi l l  be  pa id fo r  unused PTO 

that  has been earned through the last day o f  work.  

 

 
 

 

3-4. Lactation Breaks 
 
 

BeVera wi l l  p rov ide a  reasonab le amount  o f  b reak t ime to accommodate  

employees desir ing  to  express breast  m ilk  fo r  the ir  in fant  ch i ld,  in  

accordance wi th  and to  the  extent  requ ired by app l icab le  law.  The break 

t ime, i f  poss ib le ,  must  run concurrent ly  wi th  rest  and meal  per iods a l ready 

prov ided.  I f  the  break t ime cannot  run  concurrent ly  wi th  rest and meal  

per iods a l ready prov ided, the  break t ime wi l l  be  unpa id,  sub ject  to  

app l icab le  law.  

 

The Company wi l l  make reasonab le  ef for ts  to  prov ide employees wi th the  

use of  a room or locat ion  other than a toi le t  s ta l l  to express mi lk  in  pr iva te .  

Th is  locat ion  may be the employee 's pr iva te  o f f ice,  i f  app l icab le .  The 

Company may not  be  ab le  to  prov ide add i t iona l  b reak t ime i f  do ing so  wou ld  

ser iously  d isrupt  the  Company's opera t ions,  sub ject  to app l icab le law.  

P lease consu l t  the  Human Resources  Director  and/or Benef i ts  Admin is t ra tor 

wi th  quest ions regard ing th is  po l icy.  

 

Employees shou ld  advise management  if  they need break t ime and an area 

for  th is  purpose.  Employees wi l l  no t be d iscr im inated aga inst  o r  re ta l ia t ed  

aga inst  fo r  exerc is ing the ir  r igh ts  under th is  po l icy.  

https://bevera-esp21.com/
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3-5. Workers' Compensation 
 
 

BeVera prov ides a  comprehensive  workers '  compensat ion  insurance program 

at  no  cost  to employees f rom the day they beg in  work.   BeVera pays the  

ent i re  cost  of  th is  coverage. Employees are  covered by Workers '  

Compensat ion i f  they are  incapaci ta ted by in ju ry or i l lness ar is ing  out o f  

the ir  employment . Th is  program covers any in ju ry or i l lness susta ined in  the  

course o f  employment tha t  requ ires medica l ,  surg ica l ,  o r  hosp i ta l  t rea tment .    

Sub ject  to app l icab le lega l  requ irements,  workers '  compensat ion insurance 

prov ides benef i ts  a f te r  a  short  wa i t ing  per iod  or,  i f  the  employee is  

hosp i ta l ized, immedia te ly .  

 

Employees who susta in  work -re la ted in ju r ies or i l lnesses shou ld  in form the ir  

superv isor and Human Resources immedia te ly .  Employees are  not  

au thor ized to  go to  a  physic ian  wi thout  f i rs t  adv is ing  the ir  superv isor or  

manager.   I f  no t i f ica t ion  is  no t  possib le  and the employee requ ires  

immedia te  medica l  t reatment,  the  superv isor must be not i f ied a t  the very 

f i rs t  possib le opportun i ty .   I f  a  work -re lated in ju ry requ i res medica l  a t ten t ion  

by a  physic ian  or any o ther medica l  fac i l i ty  tha t p roduces a  b i l l ,  a  c la im must 

be made out  the  same day by Human Resources.  The Human Resources 

department is  responsib le  fo r  submit t ing the  requ ired paperwork to  the 

appropr ia te s ta te  of f ices.  

 

Employees wi l l  no t  be  e l ig ib le  fo r  regu lar compensat ion ,  ho l iday pay or 

accrua l  of  PTO when rece iv ing  Workers '  Compensat ion .   Group benef i t  

coverage a l ready in  p lace wi l l  be  cont inued by BeVera fo r  up  to  90 days in  a 

ca lendar year,  as long as the  employee cont inues to  pay the ir  share  o f  the  

premiums. I f  an  employee does not  make payment  or  a t the  end o f  the  90 

days,  coverage wi l l  cease at  the  end o f tha t  month.  Employee wi l l  be  

prov ided wi th  COBRA paperwork fo r  cont inuat ion  o f  the  group p lan in wh ich  

the  employee is  responsib le  fo r  a l l  costs.  

 

Ne i ther BeVera nor the  insurance carr ie r  wi l l  be  l iab le  fo r  the  payment o f 

workers '  compensat ion  benef i ts  fo r  in ju ries that  occur dur ing  an employee 's  

vo luntary part ic ipa t ion  in  any o f f -du ty recreat iona l ,  soc ia l ,  o r  a th let ic  act iv i ty  

sponsored by BeVera.  

 

 

 

 

3-6. Jury Duty 
 
 

BeVera encourages employees to  fu l f i l l  the i r  c iv ic  responsib i l i t ies by serv ing  

ju ry  duty when requ ired.   Employees who have comple ted a  min imum of  90  

ca lendar days o f serv ice  in an e l ig ib le c lass i f ica t ion may request  up  to two 

weeks o f pa id  ju ry  duty leave  over any ca lendar two -year per iod .   BeVera 
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wil l  no t  d iscr im inate  aga inst , d ischarge, or  re fuse to permit  an  employee for  

tak ing t ime o ff  to  fu l f i l l  ju ry  duty and/or to  serve on an inquest  ju ry  or  t r ia l  

ju ry .  

 

Jury duty pay wi l l  be  ca lcu la ted on the  employ ee 's base pay ra te  t imes the 

number o f  hours the employee would  o therwise have worked on the  day o f  

absence.  Employee c lass i f ica t ions tha t  qua l i fy  fo r  pa id  ju ry  duty leave are :  

 

Regu lar Fu l l -T ime employees 

 

 

I f  employees are  requ ired to  serve ju ry  duty be yond the per iod  o f  pa id  ju ry  

duty leave,  they may use any ava i lab le  pa id  t ime o f f ( fo r  example ,  vacat ion  

benef i ts)  o r  may request  LWOP.  

 

Employees must  show the ju ry  duty summons to the ir  superv isor as soon as 

possib le  so  tha t the  superv isor may arrange to  accommodate the ir  absence.   

Employees are  expected to  report  fo r  work whenever the  court  schedu le  

permits .  

 

E i ther BeVera or the  employee may request  an  excuse f rom jury duty i f ,  in  

BeVera 's  judgment ,  the  employee 's  absence would  create  ser ious 

operat iona l  d i f f icu l t ies.  

 

 

 

3-7. Voting Leave 
 
 

BeVera encourages employees to  fu l f i l l  the i r  c iv ic  responsib i l i t ies by 

part ic ipa t ing  in e lect ions.   Genera l ly ,  employees shou ld  f ind  t ime to  vo te 

e i ther before  or a f te r  the ir  regu lar work schedu le .   I f  employees are unab le  

to  vo te  in an e lect ion  dur ing the ir  nonwork ing hours,  BeVera wi l l  g rant  up  to  

2  hours o f pa id  t ime o f f  to  vo te .  Employees must submit  a  voter 's  rece ip t  on  

the  f i rs t  work ing day fo l lowing the e lect ion  to  qua l i fy  fo r  pa id  t ime o f f .  

 

Employees shou ld  request  t ime o f f to  vote  f rom the ir  superv isor a t least  two 

work ing days pr io r  to  the  E lect ion Day.   Advance not ice is  requ ired so  tha t  

the  necessary t ime o f f  can be schedu led a t  the  beg inn ing or end o f the  work 

sh i f t ,  wh ichever  prov ides the  least  d isrupt ion  to  the normal  work schedu le .  
 
 
 
 

3-8. Health Insurance Programs 
 
 

BeVera 's  hea l th  insurance p lan prov ides employees and the ir  dependents 

access to  medica l ,  denta l ,  and v is ion  care  insurance benef i ts .   Employees in 

the  fo l lowing employment  c lass i f ica t ions are  e l ig ib le  to  part ic ipa te  in  the  
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hea l th  insurance p lan:  

 

Regu lar Fu l l -T ime employees 

 

 

E l ig ib le  employees may part ic ipa te  in  the  hea l th insurance p lan sub ject  to  a l l  

te rms and cond i t ions o f the  agreement  between BeVera and the insurance 

carr ie r .  

 

A  change in  employment  c lass i f icat ion  tha t  wou ld  resu l t  in  loss  of  e l ig ib i l i ty  

to  part ic ipa te  in  the hea l th  insurance p lan may qua l i fy  an  employee for  

benef i ts  cont inuat ion  under the  Conso l ida ted Omnibus Budget  Reconci l ia t ion  

Act  (COBRA).  Refer to the  Benef i ts  Continuat ion  (COBRA) po l icy fo r  more 

in format ion.  

 

Upon becoming e l ig ib le  to  part ic ipa te  in  these p lans,  employees wi l l  rece ive  

summary p lan descr ip t ions (SPDs) describ ing  the  benef i ts  in  greater deta i l .  

P lease re fer to  the  SPDs for  deta i led p lan in format ion .  Of course,  fee l  f ree  

to  contact  BeVera ’s  Human Resources Director and/or Benef i ts  Admin is t ra tor 

wi th  any fu r ther quest ions.  

 

 
 

 

3-9. Long-Term Disability Benefits 
 
 

At th is  t ime,  BeVera does not  p rov ide Long -Term Disab i l i ty  benef i ts.   
 
 

 

3-10. Short Term Disability 
 
 

At th is  t ime,  BeVera does not  p rov ide Short -Term Disab i l i ty  benef i ts.   

 
 

 

3-11. Employee Assistance Program 
 
 

At th is  t ime,  BeVera does not  p rov ide an Employee Assis tance Program.  

 

 
 

3-12. Employee Referral Awards 
 
 

BeVera encourages a l l  employees to  re fer qua l i f ied  job  app l icants fo r  

ava i lab le job  open ings.  Other than managers in  the  l ine  of  au thor i ty  and a l l  

Human Resources personne l , a l l  employees are  e l ig ib le  to rece ive employee 

re ferra l  awards. When making re ferr a ls ,  inst ruct  the  app l icant  to  l is t  the  

employee 's  name on the ir  employment app l ica t ion  as the  re ferra l  source. I f  
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the  referra l  is  h i red  and comple tes 3  months o f  serv ice  and the employee is  

s t i l l  the  employee o f the  Company, the  employee is  e l ig ib le  to  re ce ive  a  

monetary award. The reward current ly  ranges f rom $200 -$750 depend ing on 

the  posi t ion  be ing recru i ted .  The award is  gross amount  fo r  bo th  regu lar 

part - t ime h ires and regu lar fu l l - t ime h i res.  

 

 
 

 

3-13. IRA Savings Plan  
 
 

BeVera has estab l ished an IRA p lan to  prov ide employees the  potent ia l  fo r  

fu ture f inancia l  secur i ty  fo r  ret i rement .  A l l  employees over the  age o f  18  

can part ic ipa te  in  the  IRA ret i rement  savings p lan.  

 

You may jo in  the p lan dur ing  your in i t ia l onboard ing wi th the  co mpany or 

quarter ly .  You may make changes to  the p lan quarter ly  in  January,  Apr i l ,  

Ju ly ,  and October.  The HR Department wi l l  send out  informat ion  the  month  

pr io r  to  the  beg inn ing of  the  quarter  to  prov ide the  informat ion  you need to 

make any changes.   E l ig i b le  employees may part ic ipate  in  the  IRA p lan 

sub ject  to  a l l  te rms and cond i t ions o f  the  p lan.  

 

The IRA re t i rement sav ings p lan a l lows you to  e lect  how much sa lary you 

want  to  cont r ibu te  and d i rect  the investment  of  your p lan  account ,  so  you 

can ta i lo r  your own re t i rement  package to  meet your ind iv idua l  needs.    

BeVera a lso cont r ibu tes an add i t iona l  match ing amount to each employee 's  

IRA cont r ibu t ion  of  up  to 3%.  

 

Because your cont r ibut ion  to  a n  IRA p lan is  automat ica l ly  deducted f rom 

your pay before federa l  and sta te  tax wi thho ld ings are  ca lcu la ted,  you save 

tax do l la rs  now by having your current  taxab le amount  reduced.   Whi le  the 

amounts deducted genera l ly  wi l l  be taxed when they are  f ina l ly  d is t r ibu ted, 

favorab le  tax ru les typ ica l ly  app ly  to  IRA d is t r ibu t ions dur ing re t i rement .  

 

Complete  deta i ls  o f  the  IRA savings p lan are  descr ibed on the  IRA porta l  

wh ich  is  ava i lab le  to  a l l  employees tha t have e lected to  part ic ipate  in the  

p lan.  Deta i ls  can a lso  be obta ined f rom the Human Resources Director .   
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Section 4 - Leaves of Absence 
 

 
 

4-1. Personal Leave 
 
 

I f  employees are  ine l ig ib le  fo r  any other Company leave o f absence,  BeVera 

under certa in  c i rcumstances,  may grant  a  persona l  leave o f absence wi thout  

pay.  A wr i t ten request  fo r  a persona l  leave shou ld  be presented to  

management  a t least two (2) weeks befor e  the ant ic ipa ted start  of  the  leave. 

I f  the  leave is  requested fo r  medica l  reasons and employees are  not  e l ig ib le  

fo r  leave under the federa l  Fami ly  and Medica l  Leave Act  (FMLA) or any 

sta te  leave law,  medica l  cert i f icat ion  a lso  must  be submit ted .  The req uest  

wi l l  be  considered on the  basis  o f s ta ff ing  requ irements and the reasons for  

the  requested leave,  as we l l  as performance and at tendance records. 

Normal ly ,  a leave of  absence wi l l  be  granted fo r  a  per iod  o f  up  to  e ight  (8 )  

weeks.  However,  a persona l  leave may be extended i f ,  p r io r  to  the  end o f  

leave,  employees submit  a wr i t ten  request  fo r  an  extension to  management  

and the request is  g ranted.  Dur ing the  leave, employees wi l l  no t  earn  

vacat ion ,  persona l  days or s ick days. BeVera wi l l  cont inue hea l th ins urance 

coverage dur ing  the leave i f  employees submit  the ir  share o f  the  month ly  

premium payments to  the  Company in  a t ime ly manner, sub ject  to  the  te rms 

o f  the  p lan documents.  

 

When the employees ant ic ipa te  return ing to  work,  they shou ld  not i fy  

management  o f the  expected return  date.  Th is  not i f ica t ion  shou ld  be made at  

least  one (1) week before  the  end of  the leave.  

 

Upon comple t ion  of  the  persona l  leave of  absence,  the  Company wi l l  a t tempt  

to  re turn  employees to the ir  o r ig ina l  job  or a  s im i la r  posi t ion ,  su b ject to 

preva i l ing  business considera t ions.  Re insta tement ,  however,  is  no t  

guaranteed.  

 

Fa i lu re  to  advise  management  o f  ava i labi l i ty  to  re turn to work,  fa i lu re  to 

re turn  to  work when not i f ied  or a  cont inued absence f rom work beyond the 

t ime approved by th e Company wi l l  be  considered a  vo luntary res ignat ion o f  

employment.  

 
 
 

 

4-2. Military Leave 
 
 

I f  employees are  ca l led  into  act ive  mi l i tary  serv ice  or en l is t  in  the  un i fo rmed 

serv ices,  they wi l l  be  e l ig ib le  to  rece ive  an unpa id  mi l i ta ry  leave of  absence.  

To be e l ig ib le fo r  m i l i ta ry  leave,  employees must prov ide management wi th  

advance not ice  o f serv ice  ob l igat ions unless they are  prevented f rom 

prov id ing such not ice  by mi l i ta ry  necessi ty  or  i t  is  o therwise impossib le  or 

unreasonab le  to  prov ide such not ice .  Prov ided the absence does not  exceed 
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app l icab le  s ta tutory l im i ta t ions,  employees wi l l  re ta in  re employment  r igh ts 

and accrue sen ior i ty  and benef i ts  in accordance wi th  app l icab le  federa l  and 

sta te  laws.  Employees shou ld  ask management  fo r  fu r ther in format ion  about  

e l ig ib i l i ty  fo r  Mi l i ta ry  Leave.  

 

I f  employees are  requ ired to  a t tend year ly  Reserves or Nat iona l  Guard  duty, 

they can app ly  fo r  an  unpa id  temporary mi l i ta ry  leave o f absence not  to  

exceed the number o f  days a l lowed by law ( inc lud ing t rave l) .  They shou ld  

g ive  management as much advance not ice  o f  the ir  need for  m i l i ta ry  leave as 

possib le  so  tha t BeVera So lut ions, LLC can mainta in  proper coverage whi le  

employees are away.  
 

 

4-3. Leave without Pay (LWOP) 
 
 

BeVera prov ides leaves o f  absence wi thout  pay to  e l ig ib le  employees who 

wish  to  take t ime o ff  f rom work dut ies to fu l f i l l  persona l  ob l igat ions.   

Employees in  the  fo l lowing employment  c lass i f ica t ions are  e l ig ib le  to  request  

LWOP as descr ibed in th is  po l icy : 

 

Regu lar Fu l l -T ime employees 

Part -Time employees 

 

 

As soon as e l ig ib le employees become aware of  the  need for  LWOP,  they 

shou ld request  LWOP f rom the ir  superv isor.  

 

LWOP may be granted fo r  a per iod  o f up to  30 ca lendar days every year.   I f  

th is  in i t ia l  per iod  o f  absence proves insuf f ic ien t,  considerat ion wi l l  be  g iven 

to  a  wr i t ten  request  fo r  a  s ing le  extension o f  no more than 30 ca lendar days.   

With  the  superv isor 's  approva l ,  an  employee may take any ava i lab le  PTO as 

part  of  the  approved per iod  o f LWOP.  

 

Requests fo r  LWOP wi l l  be eva luated based on a  number of  factors,  

inc lud ing ant ic ipa ted work load requ irements and staf f ing considera t ions 

dur ing  the proposed per iod  o f  absence.  

 

Sub ject  to the  te rms,  cond i t ions, and l imi ta t ions o f  the app l icab le p lans,  

hea l th  insurance benef i ts  wi l l  be  prov ided by BeVera unt i l  the  end o f  the  

month  in  wh ich  approved LWOP beg ins.  

 

Benef i t  accrua ls  such as Persona l  T ime Of f  and Hol iday pay benef i ts  wi l l  be 

d iscont inued dur ing  the approved LWOP per iod.  

 

When LWOP ends, every reasonab le  e ffo r t  wi l l  be  made to  re turn  the  

employee to the  same posi t ion , i f  i t  is  ava i lab le ,  o r  to a  s im i la r  ava i lab le  

posi t ion fo r  wh ich  the  employee is  qua l i f ied .   However,  BeVera cannot  

guarantee re insta tement in  a l l  cases.  
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I f  an employee fa i l s  to  report  to work prompt ly  a t the  exp ira t ion o f  the  

approved LWOP per iod,  BeVera wi l l  assume the employee has res igned.  

 

Employees who have been in  LWOP sta tus fo r  a  per iod  o f  s ix ty  (60) 

(exc lud ing FMLA or o ther protected t ime) wi l l  be  admin is t ra t ive ly  t e rminated.  

 

Requests fo r  except ions to th is  po l icy must  be submitted in  wr i t ing  by the  

employee ’s  superv isor and approved by the  CEO.  

 

 

 

Section 5 - General Standards of Conduct 
 

 
 

5-1. Workplace Conduct 
 
 

BeVera endeavors to  mainta in  a  posi t ive work environment . Each employee 

p lays a  ro le  in  foster ing  th is  environment .  Accord ing ly ,  we a l l  must  ab ide by 

certa in  ru les o f conduct ,  based on honesty,  common sense and fa i r  p lay.  

 

Because everyone may not  have the same idea about proper workp lace 

conduct ,  i t  is  he lp fu l  to  adopt  and enforce ru les a l l  can fo l low.  Unacceptab le  

conduct  may sub ject  the  o f fender to  d iscip l inary act ion ,  up  to  and inc lud ing 

d ischarge,  in  the Company's  so le  d iscret ion .   The fo l lowing are  examples o f 

some,  but  no t a l l ,  conduct  wh ich can be considered unacceptab le :

 

 

1 . Obta in ing  employment  on the  basis  o f  false  or m is lead ing in format ion .  

2 . Stea l ing ,  removing or defac ing BeVera So lu t ions,  LLC property or  a  co -

worker 's  property ,  and/or d isc losure  of  conf ident ia l  in format ion .  

3 . Complet ing another employee's  t ime records.   

4 . V io la t ion  o f sa fe ty  ru les and po l ic ies.  

5 . V io la t ion  o f BeVera So lut ions, LLC's Drug and A lcoho l -Free Workp lace 

Po l icy.   

6 . F ight ing,  th reaten ing or d isrupt ing  the  work o f  o thers or other v io la t ions o f 

BeVera So lu t ions,  LLC's Workp lace V io lence Po l icy.  

7 . Fa i lu re  to  fo l low lawfu l  inst ruct ions o f  a  superv isor.   

8 . Fa i lu re  to  perform assigned job  dut ies.  

9 . V io la t ion  o f the  Punctua l i ty  and At tendance Po l icy,  inc lud ing but no t  l im i ted  

to  i r regu lar a t tendance,  hab i tua l  lateness or unexcused absences.  

10 . Gambl ing  on Company property .  

11 . Wi l l fu l  o r  care less dest ruct ion  or damage to  Company assets or to  the 

equ ipment  or  possessions o f another employee.  

12 . Wast ing  work mater ia ls .  

13 . Performing work o f  a  persona l  nature  dur ing  work ing t ime.   

14 . V io la t ion  o f the  So l ic i ta t ion and Dist r ibut ion  Po l icy.  
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15. V io la t ion  o f BeVera So lut ions, LLC's Harassment  or  Equa l  Employment 

Opportun i ty  Po l ic ies.  

16 . V io la t ion  o f the  Communicat ion and Computer Systems Po l icy .  

17 . Unsat is factory job performance.  

18 . Any other v io la t ion  o f Company po l icy.  

 

 

Obviously ,  not  every type o f m isconduct can be l is ted .  Note  that  a l l  employees 

are  employed a t -wi l l ,  and BeVera reserves the  r igh t to impose whatever 

d isc ip l ine  i t  chooses,  or  none a t  a l l ,  in  a part icu lar  instance.  The Company wi l l  

dea l  wi th each s i tua t ion  ind iv idua l ly  and noth ing in  th is  handbook shou ld  be 

const rued as a  promise o f  speci f ic  t rea tment  in  a  g iven s i tua t ion .  However,  

BeVera wi l l  endeavor to  u t i l ize  progress ive  d isc ip l ine but  reserves the  r ight  in  

i ts  so le  d iscret ion  to  te rminate  the  employee a t  any t ime for  any reason . 

 

 

The observance o f  these ru les wi l l  he lp  to  ensure  that  our workp lace remains a  

sa fe  and desirab le  p lace to  work.  

 

 

 

5-2. Punctuality and Attendance 
 
 

Employees are  h i red  to  perform important  funct ions at  BeVera.  As wi th  any 

group e f fo r t ,  opera t ing e f fect ive ly  takes coopera t ion  and commitment  f rom 

everyone.  There fore ,  a t tendance and punctua l i ty  a re  very important .  

Unnecessary absences and la teness are expensive , d isrupt ive  and p lace an 

unfa i r  burden on fe l low employees and Superv isors.  We e xpect  exce l len t  

a t tendance f rom a l l  employees.  Excessive  absentee ism or ta rd iness wi l l  resu l t  

in  d isc ip l inary act ion up to  and inc lud ing d ischarge.  

 

We do recogn ize ,  however,  there  are  t imes when absences and tard iness 

cannot  be avo ided.  In  such cases, emp loyees are  expected to not i fy  

Superv isors as ear ly  as possib le,  bu t  no la ter  than the  start  o f the  work day.  

Asking another employee,  f r iend or re la t ive  to  g ive  th is  not ice  is  improper and 

const i tutes grounds for  d isc ip l inary act ion .  Employees shou ld ca l l ,  s ta t ing the  

nature  o f the  i l lness and i ts  expected dura t ion ,  fo r  every day o f absentee ism.  

 

Unreported absences o f  th ree (3) consecut ive  work days genera l ly  wi l l  be  

considered a  vo luntary res ignat ion o f  employment  wi th the  Company
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5-3. Use of Communications and Computer Systems 
 
 

BeVera ’s  communicat ion  and computer systems are  intended pr imar i ly  fo r  

business purposes;  however l im i ted persona l  usage is  permitted i f  i t  does not  

h inder performance o f  job  dut ies or v io la te  any o ther Company po l icy.  Th is  

inc ludes the  vo ice mai l ,  e -mai l  and In ternet  systems.  Users have no leg i t imate  

expecta t ion  of  p r ivacy in  regard  to  the ir  use of  the  BeVera So lu t ions,  LLC 

systems. 

 

BeVera may access the  vo ice  mai l  and e -mai l  systems and obta in  the  

communicat ions wi th in  the  systems, inc lud ing past  vo ice  mai l  and e -mai l  

messages,  wi thout  not ice  to users o f  the system,  in  the ord inary course o f 

business when the Company deems i t  appropr ia te  to  do so.  The reasons for  

wh ich  the  Company may obta in  such access inc lude,  but a re  not l im i ted  to :  

mainta in ing  the  system;  prevent ing  or invest iga t ing  a l legat ions o f  system 

abuse or m isuse;  assur ing  compl iance wi th  so f tware  copyr igh t laws;  comply ing  

wi th  lega l  and regu la tory requests fo r  informat ion ; a nd ensur ing  tha t  Company 

operat ions cont inue appropr iate ly  dur ing the  employee 's  absence.  

 

Further,  BeVera may rev iew In ternet  usage to  ensure  tha t  such use wi th  

Company property ,  o r  communicat ions sent  v ia the  In ternet  wi th Company 

property , a re  appropr ia te .  The reasons for  wh ich  the  Company may rev iew 

employees '  use of  the  In ternet  wi th  Company property  inc lude, but  a re not  

l im i ted  to :  main ta in ing  the system;  prevent ing  or invest iga t ing a l legat ions of  

system abuse or m isuse;  assur ing  compliance wi th so ftw are  copyr igh t laws;  

comply ing  wi th lega l  and regu la tory requests fo r  in format ion ;  and ensur ing tha t  

Company opera t ions cont inue appropr ia te ly  dur ing  the  employee 's  absence.  

 

The Company may store e lect ron ic  communicat ions fo r  a  per iod  o f  t ime a f te r  

the  communicat ion  is  created.  From t ime to  t ime,  cop ies o f  communicat ions 

may be de leted.  

 

The Company's po l ic ies proh ib i t ing  harassment ,  in the ir  en t i re ty,  app ly  to  the  

use of  Company's  communicat ion  and computer systems.  No one may use any 

communicat ion  or computer system in a  manner that  may be const rued by 

o thers as harass ing or o f fensive  based on race,  na t iona l  o r ig in ,  sex,  sexua l  

o r ien tat ion , age,  d isab i l i ty ,  re l ig ious be l ie fs  or  any o ther character is t ic  

p ro tected by federa l ,  s tate  or loca l  law.  

 

Further,  s ince the  Company's  communicat ion  and computer systems are 

in tended for  business use,  a l l  employees,  upon request ,  must  in form 

management  o f any pr iva te  access codes or passwords.  

 

Unauthor ized dup l ica t ion  of  copyr igh ted computer so f tware  v io la tes the  law  

and is  st r ic t ly  p roh ib i ted.  
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No employee may access,  o r  a t tempt  to  obta in  access to ,  another employee 's  

computer systems wi thout  appropr ia te  author izat ion .  

 

V io la tors o f  th is  po l icy may be sub ject  to  d isc ip l inary act ion ,  up  to  and 

inc lud ing d ischarge.  

 

 

 

5-4. Use of Social Media 
 
 

BeVera respects the  r igh t  o f  any employee to  main ta in  a  b log or web page or 

to  part ic ipa te  in  a  soc ia l  network ing,  Twit te r  o r  s im i la r  s i te ,  inc lud ing but  no t  

l im i ted  to  Facebook and L inkedIn .  However,  to  pro tect  Company in terests and 

ensure employees focus on the ir  job  duties,  employees must  adhere  to  the  

fo l lowing ru les:  

 

Employees may not  post on a  b log or web page or part ic ipa te  on a socia l  

ne twork ing p lat fo rm,  such as Twit te r  o r  s im i la r  s i te ,  dur ing work t ime or a t  an y 

t ime wi th  Company equ ipment  or  p roperty .  

 

A l l  ru les regard ing conf ident ia l  and propr ie tary business informat ion  app ly  in  

fu l l  to  b logs,  web pages and socia l  network ing p la t fo rms,  such as Twit te r ,  

Facebook,  L inkedIn  or s im i la r  s i tes.  Any in format ion  tha t  cannot  be d isc losed 

through a  conversat ion ,  a  note  or an  e -mai l  a lso cannot  be d isc losed in  a  b log,  

web page or soc ia l  network ing s i te .  

 

Whether the employees are  post ing  someth ing on the ir  own b log,  web page,  

soc ia l  network ing, Twit te r  o r  s im i la r  s i te or  on someone e lse 's,  i f  the  employee 

ment ions the  Company and a lso  expresses e i ther a  po l i t ica l  op in ion  or an 

op in ion regard ing the  Company's act ions tha t cou ld  pose an actua l  o r  po tent ia l  

conf l ic t  of  in terest  wi th the  Company, the  poster must inc lude a d isc la imer.  

The poster shou ld  speci f ica l ly  s tate  that the  op in ion expressed is  h is /her 

persona l  op in ion and not  the Company's posi t ion .  Th is  

is  necessary to  preserve the  Company's good wi l l  in  the  marketp lace.  

 

Any conduct  tha t is  impermiss ib le under the  law i f  expressed in  any o ther fo rm 

or fo rum is  impermiss ib le  i f  expressed through a b log,  web page,  soc ia l  

ne twork ing,  Twit te r  o r  s im i la r  s i te.  For example ,  posted mater ia l  tha t  is  

d iscr im inatory,  obscene,  defamatory, l ibe lous or v io lent  is  fo rb idden.  Company 

po l ic ies app ly  equa l ly  to  employee social  media  usage.  

 

BeVera encourages a l l  employees to  keep in  m ind the  speed and manner in  

wh ich  in format ion  posted on a  b log, web page,  and/or soc ia l  ne twork ing s i te  is  

rece ived and o ften  misunderstood by readers.  Emplo yees must use the ir  best 

judgment .  Employees wi th  any quest ions shou ld  rev iew the gu ide l ines above 

and/or consu l t  wi th the ir  manager.  Fa i lure  to  fo l low these gu ide l ines may 

resu l t  in  d isc ip l ine ,  up  to  and inc lud ing d ischarge.  
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5-5. Personal and Company-Provided Portable Communication Devices 
 
 

BeVera prov ided portab le communicat ion  devices (PCDs),  inc lud ing ce l l  

phones and persona l  d ig i ta l  ass is tants,  shou ld be used pr imar i ly  fo r  business 

purposes.  Employees have no reasonab le  expecta t ion o f  p r ivacy in  regard to  

the  use o f  such devices, and a l l  use is  sub ject  to  moni to r ing ,  to  the  maximum 

extent  permit ted  by app l icab le  law.  Th is  inc ludes, as permit ted ,  the  r igh t  to  

moni to r  persona l  communicat ions as necessary.  

 

Some employees may be author ized to  use the ir  own PCD for business 

purposes.  These employees shou ld  work wi th  the  IT department  to conf igure 

the ir  PCD for business use.  Communications sent  v ia a  persona l  PCD a lso  may 

sub ject  to  moni to r ing  i f  sent  th rough the Company's  netw orks and the PCD 

must be prov ided for  inspect ion  and rev iew upon request .  

 

A l l  conversat ions,  text  messages and e -mai ls  must  be pro fess iona l .  When 

send ing a  text  message or us ing a PCD for business purposes,  whether i t  is  a  

Company-prov ided or persona l  dev ice ,  employees must  comply wi th  app l icab le  

Company gu ide l ines, inc lud ing po l ic ies on sexua l  harassment ,  d iscr im inat ion , 

conduct ,  conf ident ia l i ty ,  equ ipment  use and opera t ion  of  veh ic les.  Using a  

Company- issued PCD to  send or rece ive persona l  text  messages is  proh ib i ted  

a t  a l l  t imes and persona l  use dur ing  work ing hours shou ld be l im i ted  to  

emergency s i tua t ions.  

 

I f  employees who use a  persona l  PCD for business res ign or are  d ischarged,  

they wi l l  be requ ired to  submit the  device  to  the  IT department fo r  rese t t ing  on 

or before  the ir  last  day o f  work.  At  tha t  t ime,  the IT department  wi l l  reset  and 

remove a l l  in format ion f rom the device , inc lud ing but  no t  l im i ted to,  Company 

in format ion and persona l  da ta (such as contacts ,  e -mai ls  and photographs).  

The IT department  wi l l  make ef fo r ts  to  prov ide employees wi th  the  persona l  

da ta in  another fo rm (e .g .,  on  a d isk) to the  extent  p ract icab le ;  however,  the  

employee may lose some or a l l  persona l da ta  saved on the device .  

 

Employees may not  use the ir  persona l  PCD for busi ness un less they agree to  

submit  the  device  to  the  IT department  on or before  the ir  last  day o f  work fo r  

reset t ing  and  remova l  of  Company in format ion .  Th is  is  the  on ly  way current ly  

possib le  to  ensure  tha t  a l l  Company in format ion  is  removed f rom the device  a t 

the  t ime o f  te rminat ion .  The remova l  of  Company in format ion  is  cruc ia l  to  

ensure compl iance wi th the  Company's  conf ident ia l i ty  and propr ie tary 

in format ion po l ic ies and ob ject ives.  

 

 

P lease note  that  whether employees use the ir  persona l  PCD or a  Company -

issued device,  the  Company's e lect ron ic communicat ions po l ic ies,  inc lud ing 

but  no t l im i ted  to,  p roper use o f  communicat ions and computer systems,  

remain in  ef fect .  
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Portable  Communication Device Use Whi le Driv ing  

 

Employees who dr ive  on Company business must  ab ide by a l l  s tate  or loca l  

laws proh ib i t ing  or l im i t ing PCD (ce l l  phone or persona l  d ig i ta l  ass is tant )  use 

wh i le  dr iv ing .  Further, even i f  usage is  permit ted ,  employees may choose to  

re f ra in  f rom using any PCD whi le  dr iv ing.  "Use" inc ludes,  bu t  is  no t  l im i ted to,  

ta lk ing  or l is ten ing to  another person or send ing an e lect ron ic  or  text  message 

v ia  the PCD. 

 

Regard less o f  the c i rcumstances,  inc lud ing s low or s topped t raf f ic ,  i f  any use 

is  permit ted  wh i le  dr iv ing,  employees shou ld  proceed to  a  sa fe  locat ion o ff  the  

road and safe ly  s top the  veh ic le  before  p lac ing or accept ing  a ca l l .  I f  

acceptance of  a  ca l l  is  abso lu te ly  necessary wh i le  dr iv ing , and permitted by 

law,  employees must  use a  hands - f ree  opt ion  and advise the  ca l le r  tha t they 

are  unab le  to speak a t  tha t  t ime and wi l l  re turn  the ca l l  short ly .  

 

Under no c i rcumstances shou ld  employees fee l  tha t  they need to  p lace 

themselves a t  r isk to  fu l f i l l  bus iness needs.  

 

S ince th is  po l icy does not  requ ire  any employee to  use a  ce l l  phone whi le  

dr iv ing ,  employees who are  charged wi th  t ra f f ic  v io la t ions resu l t ing  f rom the 

use of  the ir  PCDs whi le  dr iv ing  wi l l  be  so le ly  responsib le fo r  a l l  l iab i l i t ies tha t  

resu l t  f rom such act ions.  

 

Text ing  and e -mai l ing  wh i le  dr iv ing is  proh ib i ted  in a l l  c i rcumstances . 

 
 

 

5-6. Camera Phones/Recording Devices 
 
 

Due to the  potent ia l  fo r  issues such as invasion o f p r ivacy,  sexua l  harassment  

and loss of  p roduct iv i ty , as we l l  as inappropr ia te d isc losure  o f conf ident ia l  

in format ion,  no  employee may use a camera phone funct ion  on any phone on 

company property  or  wh i le  performing work fo r  the  Company.  

 

The use of  tape recorders,  Dic taphones or o ther types of  vo ice record ing 

devices anywhere on Company property , inc lud ing to  record conversat ions or 

act iv i t ies o f o ther emp loyees or management ,  o r  wh i le  performing work fo r  the  

Company, is  a lso  st r ic t ly  p roh ib i ted , un less the  device  was prov ided to  you by 

the  Company and is  used so le ly  fo r  leg i t imate  business purposes.  

 
 

 

5-7. Inspections 
 
 

BeVera reserves the right to require employees while on Company 

property, or on client property, to agree to the inspection of their persons, 
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personal possessions and property, personal vehicles parked on 

Company or client property, and work areas. This includes lockers, 

vehicles, desks, cabinets, work stations, packages, handbags, 

briefcases and other personal possessions or places of concealment, as 

well as personal mail sent to the Company or to its clients. Employees 

are expected to cooperate in the conduct of any search or inspection.  

This right will only be exercised if there is reasonable suspicion of the 

violation of a company policy whereby an inspection is required to 

validate or invalidate the suspicion. 

 

 

5-8. Smoking 
 
 

Smoking, including the use of e-cigarettes, is prohibited on Company 

premises, except in designated smoking areas.  Smoking is strictly 

prohibited on Customer premises and inside all Company vehicles. 

 
 

 

5-9. Personal Visits and Telephone Calls 
 
 

Disruptions during work time can lead to errors and delays. Therefore, 

personal telephone calls must be kept to a minimum, and only be made or 

received after working time, or during lunch or break time. 

 

For safety and security reasons, employees are prohibited from having 

personal guests visit or accompanying them anywhere in BeVera facilities 

other than the reception areas. 

 
 

 

5-10. Solicitation and Distribution 
 
 

To avoid distractions, solicitation by the employee of another employee is 

prohibited while either employee is on work time. "Work time" is defined 

as the time the employee is engaged, or should be engaged, in 

performing his/her work tasks for BeVera. Solicitation of any kind by non-

employees on Company premises is prohibited at all times. 

 

Distribution of advertising material, handbills, printed or written literature 

of any kind in working areas of the Company is prohibited at all times. 

Distribution of literature by non-employees on Company premises is 

prohibited at all times. 
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5-11. Confidential Company Information 
 
 

During the course of work, employees may become aware of confidential 

information about BeVera business, including but not limited to 

information regarding Company finances, pricing, products and new 

product development, software and computer programs, marketing 

strategies, suppliers and customers and potential customers. Employees 

also may become aware of similar confidential information belonging to 

the Company's clients. It is extremely important that all such information 

remain confidential, and particularly not be disclosed to BeVera 

competitors.  

 

Any employee who improperly copies, removes (whether physically or 

electronically), uses or discloses confidential information to anyone 

outside of the Company may be subject to disciplinary action up to and 

including termination. Employees may be required to sign an agreement 

reiterating these obligations. 

 

 

12. Conflict of Interest and Business Ethics 
 
 

It is BeVera’s policy that all employees avoid any conflict between their 

personal interests and those of the Company. The purpose of this policy 

is to ensure that the Company's honesty and integrity, and therefore its 

reputation, are not compromised. The fundamental principle guiding this 

policy is that no employee should have, or appear to have, personal 

interests or relationships that actually or potentially conflict with the best 

interests of the Company. 

 

It is not possible to give an exhaustive list of situations that might involve 

violations of this policy. However, the situations that would constitute a 

conflict in most cases include but are not limited to: 

 

1.  Holding an interest in or accepting free or discounted goods from any 

organization that does, or is seeking to do, business with the Company, 

by any employee who is in  a position to directly or indirectly influence 

either the Company's decision to do business, or the terms upon which 

business would be done with such organization; 

 

2.  Holding any interest in an organization that competes with the 

Company; 

 

3.  Being employed by (including as a consultant) or serving on the board 

of any organization which does, or is seeking to do, business with the 

Company or which competes with the Company; and/or 
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4.  Profiting personally, e.g., through commissions, loans, expense 

reimbursements or other payments, from any organization seeking to do 

business with the Company. 

 

A conflict of interest would also exist when a member of the employee's 

immediate family is involved in situations such as those above. 

 

This policy is not intended to prohibit the acceptance of modest 

courtesies, openly given and accepted as part of the usual business 

amenities, for example, occasional business- related meals or 

promotional items of nominal or minor value. 

 

It is the employee's responsibility to report any actual or potential conflict 

that may exist between the employee (and the employee's immediate 

family) and the Company. 

 

 
 

 

5-13. Use of Facilities, Equipment and Property, Including Intellectual 

Property 
 
 

Equipment essential in accomplishing job duties is often expensive and 

may be difficult to replace. When using property, employees are expected 

to exercise care, perform required maintenance, and follow all operating 

instructions, safety standards and guidelines. 

 

Employees should notify their supervisor if any equipment, machines, or 

tools appear to be damaged, defective or in need of repair. Prompt 

reporting of loss, damages, defects and the need for repairs could prevent 

deterioration of equipment and possible injury to employees or others. 

Supervisors can answer any questions about the employees' 

responsibility for maintenance and care of equipment used on the job. 

 

Employees also are prohibited from any unauthorized use of the 

Company's intellectual property, such as audio and video tapes, print 

materials and software. 

 

Improper, careless, negligent, destructive, or unsafe use or operation of 

equipment can result in discipline, up to and including discharge. 

 

Further, the Company is not responsible for any damage to employees' 

personal belongings unless the employee's supervisor provided advance 

approval for the employee to bring the personal property to work. 
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5-14. Health and Safety 
 
 

The health and safety of employees and others on Company property are 

of critical concern to BeVera. The Company intends to comply with all 

health and safety laws applicable to our business. To this end, we must 

rely upon employees to ensure that work areas are kept safe and free of 

hazardous conditions. Employees are required to be conscientious about 

workplace safety, including proper operating methods, and recognize 

dangerous conditions or hazards. Any unsafe conditions or potential 

hazards should be reported to management immediately, even if the 

problem appears to be corrected. Any suspicion of a concealed danger 

present on the Company's premises, or in a product, facility, piece of 

equipment, process or business practice for which the Company is 

responsible should be brought to the attention of management 

immediately. 

 

Periodically, the Company may issue rules and guidelines governing 

workplace safety and health. The Company may also issue rules and 

guidelines regarding the handling and disposal of hazardous substances 

and waste. All employees should familiarize themselves with these rules 

and guidelines, as strict compliance will be expected. 

 

Any workplace injury, accident, or illness must be reported to the 

employee's supervisor as soon as possible, regardless of the severity of 

the injury or accident. 

 

 
 

 

5-15. Hiring Relatives/Employee Relationships 
 
 

A familial relationship among employees can create an actual or at least a 

potential conflict of interest in the employment setting, especially where 

one relative supervises another relative. To avoid this problem, BeVera 

may refuse to hire or place a relative in a position where the potential for 

favoritism or conflict exists. 

 

In other cases, such as personal relationships where a conflict or the 

potential for conflict arises, even if there is no supervisory relationship 

involved, the parties may be separated by reassignment or discharged 

from employment, at the discretion of the Company. Accordingly, all 

parties to any type of intimate personal relationship must inform 

management. 

 

If two employees marry, become related, or enter into an intimate 

relationship, they may not remain in a reporting relationship or in positions 

where one individual may affect the compensation or other terms or 
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conditions of employment of the other individual. The Company generally 

will attempt to identify other available positions, but if no alternate position 

is available, the Company retains the right to decide which employee will 

remain with the Company. 

 

For the purposes of this policy, a relative is any person who is related by 

blood or marriage, or whose relationship with the employee is similar to 

that of persons who are related by blood or marriage. 

 

 

 

5-16. Employee Dress and Personal Appearance 
 
 

Employees are expected to report to work well groomed, clean, and 

dressed according to the requirements of their position. Some employees 

may be required to wear uniforms or safety equipment/clothing. 

Employees should contact their supervisor for specific information 

regarding acceptable attire for their position. If employees report to work 

dressed or groomed inappropriately, they may be prevented from working 

until they return to work well-groomed and wearing the proper attire. 

 

 
 

 

5-17. Publicity/Statements to the Media 
 
 

All media inquiries regarding the position of the Company as to any 

issues must be referred to CEO.  Only CEO is authorized to make or 

approve public statements on behalf of the Company.  No employees, 

unless specifically designated by CEO, are authorized to make those 

statements on behalf of Company. Any employee wishing to write and/or 

publish an article, paper, or other publication on behalf of the Company 

must first obtain approval from CEO. 

 

 

 

5-18. Operation of Vehicles 
 
 

All employees authorized to drive Company-owned or leased vehicles or 

personal vehicles in conducting Company business must possess a 

current, valid driver's license and an acceptable driving record. Any 

change in license status or driving record must be reported to 

management immediately. 

 

Employees must have a valid driver's license in their possession while 

operating a vehicle off or on Company property. It is the responsibility of 

every employee to drive safely and obey all traffic, vehicle safety, and 
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parking laws or regulations. Drivers must demonstrate safe driving habits 

at all times. 

 

Company-owned or leased vehicles may be used only as authorized by 

management. 

 

Portable Communication Device Use While Driving 

 

Employees who drive on Company business must abide by all state or 

local laws prohibiting or limiting portable communication device (PCD) 

use, including cell phones or personal digital assistants, while driving. 

Further, even if use is permitted, employees may choose to refrain from 

using any PCD while driving. "Use" includes, but is not limited to, talking 

or listening to another person or sending an electronic or text message 

via the PCD. 

 

Regardless of the circumstances, including slow or stopped traffic, if any 

use is permitted while driving, employees should proceed to a safe 

location off the road and safely stop the vehicle before placing or 

accepting a call. If acceptance of a call is absolutely necessary while the 

employees are driving, and permitted by law, they must use a hands-free 

option and advise the caller that they are unable to speak at that time and 

will return the call shortly. 

 

Under no circumstances should employees feel that they need to place 

themselves at risk to fulfill business needs. 

 

Since this policy does not require any employee to use a PCD while 

driving, employees who are charged with traffic violations resulting from 

the use of their PCDs while driving will be solely responsible for all 

liabilities that result from such actions. 

 

Texting and e-mailing while driving is prohibited in all circumstances. 

 

 

 
 

5-19. Business Expense Reimbursement 
 
 

Employees will be reimbursed for reasonable approved expenses 

incurred in the course of business. These expenses must be approved by 

the employee's Supervisor, and may include air travel, hotels, motels, 

meals, cab fare, rental vehicles, or gas and car mileage for personal 

vehicles. All expenses incurred should be submitted to AR/AP Manager 

along with the receipts in a timely manner. 

 

Exempt Employees. Labor hours incurred by an exempt employee, on 
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approved travel, will include the time traveling to or from a work location. 

Only travel time that alone or in combination with actual time worked is 

equal to the maximum number of hours in the employee’s assigned shift 

on a regular workday may be treated as time worked. Travel time in 

excess of the hours scheduled for the employees regular assigned shift or 

occurring on a day of rest or Government holiday, is not a reimbursable 

expense. 

 

Non-Exempt Employees. Labor hours incurred by a non-exempt 

employee, on approved travel, traveling to or from a work location shall be 

reimbursed in accordance with applicable state laws 

 

Employees are expected to exercise restraint and good judgment when 

incurring expenses. Employees should contact their Supervisor in 

advance if they have any questions about whether an expense will be 

reimbursed. 

 
 

 

5-20. References 
 
 

BeVera will respond to reference requests through the Human Resources 

Department.  The Company will provide general information concerning 

the employee such as date of hire, date of discharge, and positions held. 

Requests for reference information must be in writing, and responses will 

be in writing. Please refer all requests for references to the Human 

Resources Department. 

 

Only the Human Resources Department may provide references. 

 

 
 

 

5-21. If You Must Leave Us 
 
 

Should the employees decide to leave the Company, we ask that they 

provide a Supervisor with at least two (2) weeks advance notice of 

departure.  Thoughtfulness will be appreciated. All Company, property 

including, but not limited to, keys, security cards, parking passes, laptop 

computers, fax machines, uniforms, etc., must be returned at separation. 

Employees also must return all of the Company's Confidential Information 

upon separation. To the extent permitted by law, employees will be 

required to repay the Company (through payroll deduction, if lawful) for 

any lost or damaged Company property. As noted previously, all 

employees are employed at-will and nothing in this handbook changes 

that status. 
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5-22. Exit Interviews 
 
 

Employees who resign are requested to participate in an exit interview 

with the Human Resources Representative, if possible. 

 

 

 

23. A Few Closing Words 
 
 

This handbook is intended to give employees a broad summary of things 

they should know about BeVera Solutions, LLC. The information in this 

handbook is general in nature and, should questions arise, any member 

of management should be consulted for complete details. While we intend 

to continue the policies, rules and benefits described in this handbook, 

BeVera, in its sole discretion, may always amend, add to, delete from or 

modify the provisions of this handbook and/or change its interpretation of 

any provision set forth in this handbook. Employees should not hesitate to 

speak to management if they have any questions about the Company or 

its personnel policies and practices. 
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General Handbook Acknowledgment 
 

 
 

This Employee Handbook is an important document intended to help employees become 

acquainted with BeVera Solutions, LLC. This document is intended to provide guidelines 

and general descriptions only; it is not the final word in all cases. Individual 

circumstances may call for individual attention. 
 

Because the Company's operations may change, the contents of this Handbook may be 

changed at any time, with or without notice, in an individual case or generally, at the 

sole discretion of management. 
 

Please read the following statements and sign below to indicate your receipt and 

acknowledgment of this Handbook. 

 

I have received and read a copy of BeVera Solutions, LLC's 

Employees Handbook. I understand that the policies, rules and 

benefits described in it are subject to change at the sole discretion 

of the Company at any time. 
 

I further understand that my employment is terminable at will, 

either by myself or the Company, with or without cause or notice, 

regardless of the length of my employment or the granting of 

benefits of any kind. 
 

I understand that no representative of BeVera Solutions, LLC other 

than the CEO and/or Human Resources Director may alter "at will" 

status and any such modification must be in a signed writing. 
 

I understand that my signature below indicates that I have read and 

understand the above statements and that I have received a copy of 

the Company's Employee Handbook. 
 
 
Employee's Printed Name:                                                    

Employee's Signature:                                                            

Position:                                                 

Date:    
 

The signed original copy of this acknowledgment should be given to management - it 

will be filed in your personnel file. 
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Receipt of Sexual Harassment Policy 
 

 
 

It is BeVera Solutions, LLC's  policy to prohibit harassment of  any employee by  any 

supervisor, employee, customer or vendor on the basis of  sex or gender. The purpose 

of this policy is not to regulate personal morality within the Company. It is to ensure 

that at the Company all employees are free from sexual harassment. While it is not easy 

to define precisely what types of conduct could constitute sexual harassment, examples 

of prohibited behavior include unwelcome sexual advances, requests for sexual favors, 

obscene gestures, displaying sexually graphic magazines, calendars or posters, sending 

sexually explicit e-mails, text messages and other verbal or physical conduct of  a 

sexual nature, such as uninvited touching of  a sexual nature or sexually related 

comments. Depending upon the circumstances, improper conduct also can include 

sexual joking, vulgar or offensive conversation or jokes, commenting about the 

employee's physical appearance, conversation about one's own or someone else's sex 

life, or teasing or other conduct directed toward a person because of their gender which 

is sufficiently severe or pervasive to create an unprofessional and hostile working 

environment. 
 

If the employees feel they have been subjected to conduct which violates this policy, 

they should immediately report the matter to the Manager. If unable for any reason to 

contact this person, or if the employee has not received a satisfactory response within 

five (5) business days after reporting any incident of perceived harassment, the employee 

should contact Human Resources Director. If the person toward whom the complaint is 

directed is one of the individuals indicated above, the employee should contact any 

higher-level manager in their reporting hierarchy. Every report of perceived harassment 

will be fully investigated and corrective action will be taken where appropriate. All 

complaints will be kept confidential to the extent possible, but confidentiality cannot be 

guaranteed. In addition, the Company will not allow any form of retaliation against 

individuals who report unwelcome conduct to management or who cooperate in the 

investigations of such reports in accordance with this policy. If the employees feel they 

have been subjected to any such retaliation, they should report it 

in the same manner in which a claim of perceived harassment would be reported under 

this policy. Violation of this policy including any improper retaliatory conduct will result 

in disciplinary action, up to and including discharge. All employees must cooperate with 

all investigations. 
 

I have read and I understand BeVera Solutions, LLC's  Sexual Harassment Policy. 

Employee's Printed Name:    

Employee's Signature:     

Position:    

Date:    
 

The signed original copy of this receipt should be given to management - it will be filed 

in your personnel file. 
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Receipt of Non-Harassment Policy 
 

 
 

It is BeVera Solutions, LLC’s policy to prohibit intentional and unintentional harassment of 

any individual by another person on the basis of any protected classification including, 

but not limited to, race, color, national origin, disability, religion, marital status, veteran 

status, sexual orientation or age. The purpose of this policy is not to regulate our 

employees' personal morality, but to ensure that in the workplace, no one harasses 

another individual. 
 

If the employee feels that he or she has been subjected to conduct which violates this 

policy, he or she should immediately report the matter to the Manager. If the employee 

is unable for any reason to contact this person, or if the employee has not received a 

satisfactory response within five (5) business days after reporting any incident of what the 

employee perceives to be harassment, the employee should contact Human Resources 

Director. If the person toward whom the complaint is directed is one of the individuals 

indicated above, the employee should contact any higher-level manager in his or her 

reporting hierarchy. Every report of perceived harassment will be fully investigated and 

corrective action will be taken where appropriate. All complaints will be kept confidential 

to the extent possible, but confidentiality cannot be guaranteed. In addition, the 

Company will not allow any form of retaliation against individuals who report unwelcome 

conduct to management or who cooperate in the investigations of such reports in 

accordance with this policy. If the employee feels he or she has been subjected to any 

such retaliation, he or she should report it in the same manner in 

which the employee would report a claim of perceived harassment under this policy. 

Violation of this policy including any improper retaliatory conduct will result in 

disciplinary action, up to and including discharge. All employees must cooperate with all 

investigations. 
 

I have read and I understand BeVera Solutions, LLC's  Non-Harassment  Policy. 

Employee's Printed Name:    

Employee's Signature:     

Position:    

Date:    
 

The signed original copy of this receipt should be given to management - it will be filed in  

your personnel file. 

 




