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Welcome! 
 

Fusion Carpet Care, Inc. is pleased that you have decided to join our TEAM! We 
would like to take this opportunity, using this employee handbook, to personally welcome you 
and introduce you to some of our policies and procedures.  

 

We look forward to providing you with a fun and challenging environment in which you 
can reach your true potential! 

 

This Employee Policy Handbook sets forth the policies applicable to all full-time and 
part-time employees.  It contains the major policies and procedures.   The terms of individual 
written employment contracts supersede the policies contained herein to the extent the written 
contract is inconsistent with this handbook. 

 
  

 We ask you to read and familiarize yourself with the policies in this Employee Policy 
Handbook. 

  

  

 

  

*If you have any questions concerning the contents of this handbook, please consult 
your supervisor. 

 

 

 

Welcome to Fusion CRS! 
 

*Any written changes to this handbook will be distributed to all employees, so that they will be aware of the new policies or 
procedures.  No oral statements or representations can in any way change or alter the provisions of this handbook. 
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Overview 
This employee handbook has been prepared to help familiarize new employees with some of Fusion 

CRS guidelines, policies, and procedures.  It also outlines many of the benefits and services provided to you 
as an employee.  This handbook may not contain all company policies, should you have any questions, please 
discuss them with your manager.   

 FusionCRS reserves the right to revise its policies, programs, and/or benefit plans at any time, without 
any advanced notice.  FusionCRS also reserves the rights to make individual exceptions to these policies and 
procedures.  Any exception granted by FusionCRS is not intended to and does not restrict its right to insist on 
adherence to the policy or practice in the future.   

Violation of any FusionCRS policy and/or procedure may result in disciplinary action up to and 
including termination.  

 

Employment Status 
The Human Resources office is responsible for maintaining your personnel record.  Company policy 

requires all employees’ personnel files to be maintained confidentially and stored in a secure location.  This is 
the Company practice and only those with a business “need to know” will be permitted to view an employee’s 
file, except where required by law.  Human Resources and your supervisor should always have a current 
address and telephone number for each employee, as well as information regarding the person to be 
contacted in case of an emergency.  You are responsible for advising the Human Resources office and your 
supervisor of any changes. 

Your compensation, hours of employment, and all other terms and conditions of employment are 
subject to modification by FusionCRS at its discretion.  This information is CONFIDENTIAL and should never 
be discussed with other employees other than the company: 

o President 
o Vice President 
o Office Manager 

 Employment with the Company is on an “at-will” basis.  Employment at-will may be terminated at the 
will of either the Company or the employee.  Employment may be terminated with or without cause, and with or 
without notice, at any time by you or the Company.  Terms and conditions of employment with the Company 
may be modified at the sole discretion of the Company with or without cause and with or without notice unless 
there is a properly executed written agreement to the contrary. 

 Employee providing false, incomplete, or misleading information on the employment application or at 
any other time in the employment process will be subject to IMMEDIATE dismissal  

 

Evaluation Period 
All new hires begin employment on a ninety (90) day introductory period to benefit both the employee and 

FusionCRS.  If, during this period, you are unable to adapt successfully to the requirements of the position, the 
department, or any FusionCRS policies, your employment will be terminated.   

• If you are terminated for unsatisfactory performance at any time before the conclusion of your 90-day 
probationary period, you will not be eligible for state unemployment benefits 
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• Your supervisor will advise and council you if any problems become apparent.  If necessary your 
supervisor may invoke and/or extend the introductory period at any time for improper performance 
and/or behavior 

o You may be placed on a trial for a designated period to help correct recognized performance 
shortcomings that you and your supervisor agree can be corrected. 

o During this period supervisor will pay close attention to your performance and progress 

The Company’s probationary period in no way affects your status as an at-will employee.  All 
employees are employed on an at-will basis at all times, both during and after the completion of the 90-
day probationary period. 

 

Operating  
 

Standards of Conduct 
FusionCRS is committed to conducting its business affairs honestly and with integrity.  This 

commitment applies to our relationships with competitors, customers, vendors, and employees.  Each 
employee MUST maintain the highest standards of personal and professional ethics.  Our conduct and 
behavior policies are instrumental to the continued success of our company.   

An employee should not at any time conduct business that is not in the full spirit of honest and ethical 
behavior, noir should the employee cause another (employee or non) to act/behave in such a manner through 
inducement, suggestion, and/or coercion.   

Each employee is expected to report dishonest activities by other employees to their manager.  Failure 
to report such activity is considered in violation of company policy 

Knowingly submitting false information is also considered violation of company policies and standards 

Initiating or encouraging reprisal action against an employee who, in good faith, reports known, 
or suspected violations is prohibited  

 

Conduct and Work Performance 
Employees are expected to conduct themselves in a professional manner at all times demonstrating a 

positive attitude; and respect for co-workers, our customers, and their property  

The following guidelines have been developed to communicate the standards at FusionCRS.  

• Each employee is expected to: 
o Report to work on time, as scheduled, and be at the assigned work station at assigned starting time 
o Notify the appropriate manager when unable to report to work, or unable to report to work on time 
o Actively work during all work hours 
o Comply with all FusionCRS performance, conduct, safety and security policies/procedures 
o Wear appropriate business attire/uniform  
o Perform assigned tasks effectively and correctly  
o Address fellow employees, customers, & visitors in a professional and courteous manner 
o Maintain work place/area cleanliness  
o Refrain from behavior or conduct deemed offensive or undesirable 
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o Obtain approval from a manager before removing any company property for FusionCRS or personal use  

 

The following definitions and classifications are examples of violations for which counseling or other 
disciplinary actions may be taken  

• Examples of performance issues include but are not limited to: 
o Excessive absenteeism, tardiness, or failure to come to work 
o Failure to meet performance and work quality standards 
o Use of computers for personal use during business hours 
o Abusive or unauthorized use of FusionCRS supplies and equipment  
o Failure to adhere to safety/security standards 
o Reckless driving including speeding while operating company vehicles 
o Unauthorized use of company vehicles 
o Failure to immediately report an accident or job-related injury  

 

• Examples of inappropriate behavior and misconduct include but are not limited to: 
o Reporting to work intoxicated or under the influence or alcohol or un-prescribed drugs 
o Possession or use of alcohol on company property  
o Falsifying employment or any other FusionCRS records 
o Submitting a fraudulent injury claim 
o Failure to maintain confidentiality  
o Discrimination 
o Harassment, sexual or otherwise  
o Solicitation of outside work from customers  
o Fighting or otherwise physically assaulting another employee/customer/vendor 
o Use of obscene, abusive, or threatening language or gestures  
o Theft or misappropriation of other’s property 
o Misuse, abuse, or destruction of company policy  
o Gambling on company property 
o Possession, sale, or use of firearms or other weapons on FusionCRS premises or while on company 

business 
o Refusal to follow management directions or instructions concerning any job-related function 
o Insubordination  
o Deliberate concealment of another employee’s misconduct  
o Posting, removing, or defacing notices, signs or writing on company property  
o Embezzlement/theft of any money or property belonging to FusionCRS 
o Any behavior or practice whether or not mentioned in this handbook, inconsistent with the ordinary and 

reasonable conduct necessary for a productive work atmosphere  
o Downloading non-work-related files from the internet and use of personal email and instant messaging  
o Use of cell phones for personal communications in the office, customer’s home, or while driving  

Employees will be subject formal evaluations bi-yearly.  The evaluations will be performed by the 
employee’s supervisor on the following dates: 

 April 15th 

 October 15th  
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Availability  
 Employees are hired, in part, based on their availability to work.  If, for any reason, there is a change in 
an employee’s availability, FusionCRS should be notified in writing AT LEAST 10 days prior to the change.  
FusionCRS will make a reasonable attempt to modify the employee’s schedule to accommodate the changes.  

  

Employees are expected to report to work as scheduled, Monday-Saturday at 8am on time and 
prepared to start work.  Employees are expected to remain at work for their entire work schedule, except for 
meal periods or when required to leave on company authorized business.  Late arrival, early departure or other 
absences from scheduled hours are disruptive and must be avoided.    

 

Permission to come in late or leave early must be granted by your supervisor at LEAST 72 hours prior 
and will be evaluation on a first come, first serve basis 

  

As a new hire, you are required to be on-call after hours Monday-Sunday for emergency water remediation.  
After your training period you will adhere to hours on an on-call schedule.   

 

Absenteeism and Punctuality 
If it is not possible to be at work at the scheduled time, an employee shall call his or her supervisor or other 

appropriate person in the department before the start of his or her scheduled work time on each and every day 
of absence except when there are extenuating circumstances.   In all cases of absence or tardiness, 
employees must provide their supervisors with an honest reason or explanation.  Excessive absenteeism or 
tardiness (excused or unexcused) will not be tolerated.    

Personal appointments should be scheduled during non-work hours unless approved in advance by your 
supervisor.  

Calls from individuals other than the employee will not be accepted as appropriate notice unless the 
employee is physically unable to call themselves 

Prior to taking a leave of absence for purposes of vacation, military leave, bereavement leave, jury duty, 
personal leave, or other planned absence, an Employee Leave Request should be submitted to your 
immediate supervisor for approval at least two weeks prior to the scheduled leave date, unless the request is 
due to an unexpected emergency.  The nature of the emergency should then be shared with the supervisor. 

An employee who does not call or report to work for three consecutive work days will be considered to 
have voluntarily resigned employment with FusionCRS, unless there are extenuating circumstances.  

 

Personal Appearance  
All personnel are required to dress professionally and appropriately during regular business hours or 

while working at the office.  Good judgment and taste is always required.  Each employee is a representative of 
the Company in the eyes of our clients and the public, so it is important that each employee report to work 
properly groomed and wearing appropriate dress.  In addition, items of clothing that display sexual or other 
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potentially offensive statements, logos or designs are prohibited. Employees who report to work inappropriately 
dressed may be asked to leave and return in acceptable attire. 

Examples of inappropriate items include: torn jeans, flip-flops, tennis shoes, sweat shirts, sweat suits, 
tank-tops, mini-skirts or T-shirts 

The following guidelines are intended to assist the employee in meeting Company standards for 
cleanliness and personal appearance: 

• Technicians are to wear khaki pants or knee length shorts, a navy or black polo style shirt (Company uniform 
shirt) and non-marking slip resistant shoes 

• Office staff must wear blouses/shirts that are deemed business appropriate (tank top style blouses are not 
allowed) 

• Women must not wear tops that show inappropriate amounts of cleavage or ones bust 
• All employees are required to maintain the highest standards relating to personal hygiene including regular 

bathing, and clean hands and fingernails  
• A clean-shaven appearance is required.  Facial hair is permissible only in the form of a mustache, or closely 

groomed beard/goatee  
• Non-excessive jewelry is permitted when it will not interfere with your job or safety; facial jewelry other than 

standard ear rings is not allowed 
• Personal items such as pins, badges, or emblems may not be worn on work attire during work hours unless 

issued by FusionCRS  
• The use of colognes and other cosmetics is permitted so long as it is subtle and in good taste  

o Please keep in mind that some customers/co-workers may have allergies and be bothered by the overuse 
of fragrance  
 

Neatness of Work Area 
 It is FusionCRS policy to keep all areas of the business neat, clean and professional in appearance.  
Each employee is responsible for keeping his/her personal work area clean and uncluttered. 

Inappropriate or distasteful pictures, posters, or calendars on not permitted on/in company property. 

 

 

Problem Resolution  
 The cornerstone of effective communication is the employee-supervisor relationship.  If any employee 
has a problem or concern, he/she should discuss it with their immediate supervisor.   

 FusionCRS has an open-door policy and encourages all employees to come to management with any 
concerns that need addressed in hopes that the issue can be resolved, and corrective actions taken if 
necessary.   

 

Employee Relations 
Having complete confidence in our management staff and employees, FusionCRS is confident that any 

issues that arise in the work place can and will be handled fairly and professionally without the intervention of 
outside parties. 
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Management personnel are not obligated to, and will not, discuss any matter or issue between 
FusionCRS and employee with an outside party.   

 

Disciplinary Guidelines  
FusionCRS considers work rules, guidelines, and work performance important responsibilities.  They 

are essential to the proper management of our business and ensure that employees work together effectively.  
When these rules and guidelines are not followed, or an employee's work performance is below Company 
standards, written disciplinary actions will be taken in the form of: 

• Verbal Warning 
• Written Warning 
• Suspension/Termination of employment 

VIOLATIONS OF COMPANY RULES AND GUIDELINES, OR THE EMPLOYEE'S FAILURE TO IMPROVE WORK 
PERFORMANCE MAY RESULT IN DISCIPLINARY ACTION, UP TO AND INCLUDING TERMINATION.  THE 
COMPANY RESERVES THE RIGHT TO TERMINATE EMPLOYMENT WITH OR WITHOUT CAUSE AND WITH OR 
WITHOUT NOTICE.  HOWEVER, NONE OF THESE RULES AND GUIDELINES SHALL BE CONSTRUED TO LIMIT AN 
EMPLOYEE’S RIGHT TO DISCUSS WORKING CONDITIONS, WAGES, BENEFITS, OR OTHER TERMS AND 
CONDITIONS OF EMPLOYMENT. 

 

Use of Company Vehicles 
 All FusionCRS vehicles are to be used for company business ONLY, employees using their personal 
vehicles for company business will be given an appropriate car allowance. 

 

Conflicts of interest 
A conflict of interest exists when an employee’s loyalties or actions are divided between the Company’s 

interests and those of another, such as a competitor, supplier, or customer.  Both a conflict of interest and the 
appearance of a conflict of interest should be avoided.  It is not a conflict of interest for employees to discuss 
among themselves or with others issues relevant to their pay, benefits, supervisors, safety, and other working 
conditions, or otherwise legally engage in activity with others in an effort to change working conditions. 

An employee should avoid situations that create an actual or potential conflict of interest. If an 
employee who is unsure as to whether a certain transaction, activity, or relationship constitutes a conflict of 
interest or the appearance of a conflict of interest should discuss the situation with his or her immediate 
supervisor for clarification. 

This policy does not attempt to describe all possible conflicts of interest that could develop.  Some of 
the more common conflicts from which employees should refrain include the following: 

 

• Accepting personal gifts or entertainment from competitors, customers, suppliers, or potential suppliers. 
• Working for a competitor, supplier, or customer while employed by the Company. 
• Engaging in self-employment in competition with the Company. 
• Disclosing company trade secrets or confidential proprietary information (as defined in the Company 

Confidentiality and Trade Secrets Policy) for personal gain to the Company’s detriment. 
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• Having a direct or indirect financial interest in or relationship with a competitor, customer, or supplier, 
except that ownership of less than 1% of the publicly traded stock of a corporation will not be considered 
a conflict. 

• Using Company assets, including computers, or labor for personal use.  
• Acquiring any interest in property or assets of any kind for the purpose of selling or leasing it to the 

Company. 
• Committing the Company to give its financial or other support to any outside activity or organization, 

except within the ordinary course and scope of employment. 
• Developing a personal relationship with a subordinate employee of the Company that might interfere with 

the exercise of impartial judgment in decisions affecting the Company or any employees of the Company. 
 

 

 

Confidentiality 
As a condition of initial and continued employment with the Company, all current and former employees are 

expected to conduct themselves in a manner which protects and preserves the Company’s proprietary, 
confidential, and trade secret information.  "Trade secret" means information, including a formula, pattern, 
compilation, program, device, method, technique, or process, that: 

• Derives independent economic value, actual or potential, from not being generally known to the public or to other 
persons who can obtain economic value from its disclosure or use; and 

• Is the subject of efforts that are reasonable under the circumstances to maintain its secrecy. 
 

Confidential information obtained as a result of employment with FusionCRS is not to be used for personal 
gain.  Unauthorized use or disclosure of confidential information can result in civil and/or criminal penalties for 
both the employee and the company.   

 

Safety 
Great care has been taken to provide a safe work place, including the compliance to both federal and 

state laws and regulations 

 Specific safety and health rules will be posted.  All employees are required to be familiar with all 
FusionCRS safety rules and/or policies.  Each employee is responsible for remaining aware of, and following 
safe working procedures.  Failure to follow safety and health rules may result in disciplinary action up to and 
including termination.   

 A summary of these guidelines: 

• Report any unsafe conditions or practices immediately to your supervisor 
• Report all injuries to your supervisor immediately  
• Alert your supervisor if you become sick while at work 
• Employees are required to keep their work areas clean and free from hazard  
• NEVER remove guards or safety devices from equipment; report any broken or missing devices immediately  
• Smoking is prohibited except in designated areas  

 

Injury Reporting Procedure 
Employees are required to report any work-related injury or illness, no matter how small, to their 

immediate supervisor. The supervisor will supply, and the employee shall help the supervisor complete the 
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required injury and illness incident report.  In addition, all employees who have experienced a work-related 
injury or illness shall refer to and observe the Company policy or procedure in regard to submitting a claim for 
workers’ compensation. An employee who needs assistance with filing a claim for workers' compensation 
should contact Human Resources or a supervisor as soon as possible.  Failure to submit a timely claim can 
adversely affect workers' compensation benefits. 

 

Violence and Weapons 
The Company has a zero-tolerance policy for workplace violence, verbal and nonverbal threats and 

related actions.  Firearms and weapons cannot be brought into the workplace or to the job site at any time.  
Employees who violate this policy are subject to immediate discipline up to and including termination.  

Maintaining a safe workplace is one of the Company’s top priorities.  Suggestions regarding ways to 
improve security and reduce the risks of workplace violence are welcome and encouraged.  Employees who 
experience, witness or have information about incidents of workplace violence or threats thereof must promptly 
report what they know to any supervisor or manager.  The Company will not retaliate against any employee for 
providing information about actual or threatened violence.  Additionally, the Company will not knowingly 
tolerate retaliation by your co-workers.  

Note: Florida law prohibits employers from terminating, refusing to hire or discriminating 
against employees or applicants because they have a concealed weapons permit or because they 
legally own firearms that are locked in or locked to their vehicles in an employer’s parking lot “as long 
as a firearm is never exhibited on company property for any reason other than lawful defensive 
purposes.”   

 

Workplace Monitoring and Searches 
FusionCRS property including but not limited to phones, desks, lockers, computers, files, e-mails, 

toolboxes, and other property owned and/or operated by the company is subject to monitoring, interception, 
and review.  Reasons for this include but are not limited to: theft investigation, improper disclosure of 
confidential or proprietary information, personal abuse or monitoring workflow and productivity.  

 Computers, e-mail, and other communications systems are to be used for business purposes only.  Any 
attempt to gain access to restricted files by use of unauthorized codes or passwords is prohibited and will 
subject the employee to disciplinary action. 

 FusionCRS reserves the right to conduct searches of company property at any time.  A search of 
company property is not an allegation or accusation of criminal conduct.   

 FusionCRS also retains the right to search any locked or secured areas on the premises.  This 
includes the use of computer pass codes, which must be available to FusionCRS at all times.   

 

Substance Abuse 
FusionCRS may conduct pre-employment screening examinations designed to prevent the hiring of 

individuals who use illegal drugs. 
 

The following are strictly prohibited by the Company: 
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1. Possession or use of alcohol or being under the influence of alcohol while on the job. 
 
2. Driving a company vehicle while under the influence of alcohol or a controlled substance.  
 
3. Distribution, sale or purchase of an illegal or controlled substance. 
 
4. Possession or use of an illegal or controlled substance or being under the influence of an illegal or 

controlled substance while on the job. 
 
5. Being under the influence of a controlled or prescription drug while at work if it in any way negatively 

affects the employee's ability to perform his or her job in a safe and efficient manner. 
 

Violation of the above rules and standards of conduct will not be tolerated.   
 

Testing Based on Reasonable Suspicion - Employees may be referred by a supervisor to a 
company-approved physician or medical group for evaluation when the supervisor has reason to believe that 
the employee is intoxicated or using controlled substances or other illegal drugs during work hours or at a time 
which may affect job performance or safety.  Evidence of such behavior may include, but is not limited to:  
slurred speech, uneven gait, mood swings, violent temper, excessive absenteeism and/or tardiness, or a 
reportable work-related accident or injury if the employee appears to be under the influence. Refusal to submit 
to the test within the time specified may result in termination.   

 
Employees who voluntarily admit to substance abuse problems, prior to FusionCRS identifying a 

problem, and request assistance from rehabilitation program will be granted an unpaid leave of absence, up to 
3 months, to participate in rehabilitation.  A leave of absence for this purpose will be available ONE TIME 
ONLY and will be conditional upon the employee full compliance with the terms of the rehabilitation center.  
Any benefits for which the employee may have been eligible will continue in accordance with Leave of 
Absence Policy.  However, there will be no accrual for benefits during this time.   

Legally prescribed medications/drugs may be taken during working hours.  Employees should notify 
their supervisor if the use of the medication/drugs might affect their performance. Abuse of prescription 
medications will NOT be tolerated.   

 
Any employee involved in a work-related accident may, at the company’s discretion, be required to 

consent and submit to a drug and/or alcohol tests immediately thereafter, but in no case later than 32 hours 
after the accident.  

 
 

Solicitations and Contributions 
 Solicitation and distribution of materials on Company premises is prohibited without prior approval of 
management.  Employees may request permission to solicit other employees during non-working hours and in 
non-working areas of FusionCRS. 

Any request to solicit or sell on Company premises must be referred to your supervisor for approval.  
Management may designate a time and area in which the solicitation may occur.   

 

Company Property  
All desks, filing cabinets, computers, furniture, etc.. are property of FusionCRS and must be accessible 

to management at all times.  The use of personal locks on company equipment is not permitted.  
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 FusionCRS assumes no liability for personal property including electronic equipment, tools, toolboxes, 
etc…brought onto the Company’s premise or parking lot.   

 The use of company petty cash, credit cards, and checks cannot be used for any employee’s personal 
use.  Company credit cards and blank checks are not permitted to leave FusionCRS offices without the written 
consent of the owners of the company.   

 

Office Equipment and Tools 
Fax machines, copiers, computers, and other office equipment are for company business use only and 

should not be removed from the premises without expressed consent of FusionCRS. 

FusionCRS provides specialized equipment when needed.  Much of this equipment is designed to 
perform a specific task easier and/or faster than it could be done manually.  The equipment should only be 
used for its designed purpose.   

Any employee abusing FusionCRS tools and equipment will be subject to disciplinary actions up to and 
including termination.   

 

Mandatory Meetings 
Employees are required to attend periodic employee or crew meetings.  These meeting are held to 

discuss team performance, policies, procedures, products, events, and promotions.  These meetings are 
scheduled ahead of time and attendance is mandatory.  Employees unable to attend a mandatory meeting will 
need written consent from their supervisor.   

 

Personal Phone Calls 
FusionCRS recognizes that employees will need to make personal telephone calls from time to time.  

Please keep in mind that company phone lines are intended for business use. Company phones should not be 
used for personal call except in the case of an emergency.   

 Cell Phones - Personal cellular phones may be carried on your person.  However, receiving and 
placing personal cell phone calls is to be kept to an absolute minimum and reserved for emergencies and 
unusual circumstances.  Please inform your friends and families of this policy.  If the Company finds that 
excessive personal calls are interfering with company work, a requirement that all cell phones be turned off 
during business hours will be implemented.  Personal cellular phones must be set on “silent” or “vibrate” 
modes during work hours.  Sending or receiving of text messages is not permitted at any time other than 
during your lunch or break. 

**Employees who make or receive an excessive amount of personal cell phone calls or text messages or who 
are otherwise in violation of this policy will be subject to disciplinary action up to and including termination.   

 

Personal Mail 
 Employees should not use FusionCRS address for personal business including the delivery of 
personal mail.  Company stationary should not be used for personal correspondence.  Any communication 
sent out on company stationery must be official company business.   
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Severe Weather 
 FusionCRS will be open for business on all regularly scheduled days, regardless of weather 
conditions.  Every attempt should be made to report to work if weather conditions permit.  Employees should 
notify their manager s soon as possible if they will be absent from or late to work.  Your manager may approve 
late arrivals or early departures if it is determined that you made an effort to report to work for a full day.   

 

Suggestion  
 Employees are encouraged to submit suggestions concerning quality, working conditions, procedures, 
sales, marketing, and policies. 

 Here at FusionCRS we have an “open door policy” any employee wishing to express questions, 
concerns, and/or suggestions may let either his/her direct supervisor or another level of management know 
and I time will be set aside for you to meet with management and your issues will be addressed.   

 

 

 

Employment 
Orientation 
 New employees will be required to provide documentation of identity and employment eligibility in 
accordance with federal law.  The I-9 form is to be used for this purpose.  

 All employees will receive a copy of the employee handbook and will be given the opportunity to read 
the entire handbook and once completed, sign the acknowledgement of understanding form.  The signed 
acknowledgement of understanding form will be placed in the personnel folder.   

 

Equal Opportunity Employer  
The Company is an equal opportunity employer and makes decisions related to compensation and all 

terms, conditions or privileges of employment on the basis of merit.  Company policy prohibits unlawful 
discrimination based on race, color, creed, sex (including pregnancy), religion, marital status, age, national 
origin or ancestry, physical or mental disability, medical condition, sickle cell trait, genetic information, sexual 
orientation, or any other consideration made unlawful by federal, state, or local laws.  All such discrimination is 
unlawful and prohibited by the Company. 

 

Harassment 
 The Company is committed to providing a work environment that encourages mutual respect and is 
free of unlawful harassment, discrimination and bias.  The Company’s anti-harassment policy applies to all 
persons involved in the operation of the Company and prohibits unlawful harassment by any employee of 
FusionCRS, including supervisors and co-workers.  The law also prohibits unlawful harassment by any 
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employee towards customers, vendors, contractors and persons working or visiting on the Company’s 
premises and third parties are prohibited from unlawfully harassing an employee. 

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

• Any harassment or use by anyone in its employ of any derogatory epithet (whether verbal, written or 
gestural) based on race, color, creed, sex (including pregnancy), religion, marital status, age, national 
origin or ancestry, physical or mental disability, medical condition, genetic information, sexual orientation, 
or any other consideration made unlawful by federal, state or local laws; or sexual harassment, defined 
as: 

• unwanted sexual advances, or visual, verbal or physical conduct of a sexual nature; or 
• any form of sexually offensive behavior including gender-based harassment of a person of the same 

sex as the harasser when; 
o submission to the conduct is made explicitly or implicitly a term or condition of an individual's 

employment,  
o submission to or rejection of the conduct by an individual is used for employment decisions 

affecting an individual, or  
o such conduct has the purpose or effect of unreasonably interfering with the employee's work 

performance or creating an intimidating, hostile, or offensive work environment. 
 

Any employee violating this policy will be subject to disciplinary action up to and including termination of 
employment. 

 If you believe that this anti-harassment policy is being violated, either with respect to yourself or with 
respect to another employee, you are strongly encouraged to report that belief immediately, either:   

• to your supervisor (either in writing or personally), or 
• to your supervisor’s superior, if you believe that your supervisor is violating this policy, or 
• to the CEO or Company President  

 
**Any employee who, in good faith, filed a complaint of harassment, will be free from any and all reprisal or 
retaliation as a result of filing the complaint.  Investigators will make every effort to strike a balance between 
the parties’ desires for privacy and the need to conduct a fair and effective investigation.  

 

Criminal Convictions 
 FusionCRS reserves the right not to employ or retain in employment anyone convicted of a criminal 
offense involving dishonesty or breach of trust. 

 Conviction of a crime will not automatically result in a rejection of employment. All relevant 
circumstances such as length of time and the crime involved will be considered in relation to specific job 
requirements.   

 

Personnel Files 
The office manager is responsible for maintaining your personnel record.  Company policy requires all 

employees’ personnel files to be maintained confidentially and stored in a secure location.  This is the 
Company practice and only those with a business “need to know” will be permitted to view an employee’s file, 
except where required by law.   
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The office manager and your supervisor should always have a current address and telephone number for 
each employee, as well as information regarding the person to be contacted in case of an emergency.  You are 
responsible for advising the Human Resources office and your supervisor of any changes made to the 
following: 

o Last Name 
o Address 
o Emergency Contact 
o Marital Status 
o Phone Number 
o Gain or Loss of Dependents 
o Beneficiaries 
o W-4 Deductions 
 

Employment References 
 Information concerning former or current employees is considered confidential.  All mail and telephone 
inquiries are to be directed to the Office Manager.  Employees are strictly prohibited from providing any 
information regarding current or former employees.  

 Information released by the Office Manager will include dates of employment and position held ONLY.  
Unless required by court order or subpoena, the employee must provide a signed release to the Office 
Manager before additional information will be disclosed.   

 

Employment Relatives 
Family members (relatives) of current employees may be considered for employment if: 

• The applicant meets the requirements of the position and successfully completes the application process; and 
• The hiring of the applicant will not create an actual or perceived conflict of interest.  

If the hiring of an employee’s family member (relative) creates an actual or perceived conflict of interest, 
one of the employees may be requested to transfer to another position, if an available job exists. If no suitable 
vacancy exists, one of the employees may be terminated.  

Relatives will not be employed in positions which:  

• Actual or perceived conflicts of interest would be created; 
• A supervisory relationship would exist between the parties; 
• Relatives would work in the same department; 
• The employee would have access to the personnel records or salary information of their relative. 

On occasions when the relationship occurs after employment, management will determine the disposition of 
the affected employees. In situations such as described above, employees may be requested to transfer to 
other positions, if available jobs exist. As previously stated, if no suitable vacancy exists, one of the employees 
may be terminated.  

 

Outside Employment 
Outside employment, which interferes with an employee’s productivity or which, may result in conflict of 

interest should be avoided. An employee should notify their immediate supervisor if any outside employment is 
obtained.  
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Employees should carefully consider the demands of any additional work activity. Outside employment will not 
be considered an excuse for poor job performance, absenteeism, tardiness, leaving early, refusal to travel, 
refusal to work overtime or refusal to work different shifts.  

Accepting employment with any employer that competes with any activity of FusionCRS is strictly prohibited. 

Performing services for customers during non-working time that are normally performed by Company 
personnel during working hours is strictly prohibited.  

Employees are not to conduct any outside business during paid working time.  

 

Rehiring Former Employees  
Applications received from former employees will be processed according to the same procedures and 

given the same consideration afforded al other applicants. Prior performance records and circumstances 
surrounding prior termination will be considered.  

Any employee that leaves/left FusionCRS without providing sufficient notice (14 days) or is/was discharged by 
FusionCRS for reasons other of performance or misconduct will not be considered for rehire.  

 

Compensation  
Employment Classification 
FusionCRS categorizes all employees with respect to position and federal/state regulations. Summary 
definitions are:  

• Exempt Employee- any salaried executive, administrative, professional, or contracted position. These employees 
are exempt from both the minimum wage and overtime provisions of FLSA.  

• Nonexempt Employee- any salaried or hourly employee who is not exempt from the minimum wage or overtime 
provisions of FLSA. 

• Salaried Employee- employee whose wages are computed on an annual basis.  
• Hourly Employee- employee whose wages are computed on an hourly basis. 

Employees are also classified as one of the following three:   

• Full-time- any employee who is regularly scheduled to work 35 or more hours per week. Full-time employees are 
eligible for all standard Company benefits. 

• Part-time- any employee who is scheduled to work less than 35 hours per week.  Part-time employees are not 
eligible for standard Company benefits. 

• Temporary- any employee scheduled to fill a temporary job assignment that has a predetermined beginning and 
ending date. Temporary employees are not eligible for standard Company benefits.  

 

Hours of Work 
The standard workweek for full-time employees if five days. The work week for all employees is 

Monday 12:00am to Sunday 11:59pm. Work schedules are based on the needs of FusionCRS. An employee 
is not to deviate from the assigned work schedule without permission from their manager.  
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Break Policy  
 Office employees working more than six (6) consecutive hours are provided a non-paid lunch break of 

a minimum of thirty (30) minutes or one (1) hour for working more than eight (8) consecutive hours.  

Technicians working more than four (6) consecutive hours are provided a non-paid lunch break of a 
minimum thirty (30) minutes. This time may be divided up throughout the work day but is contingent upon the 
schedule. Breaks for meals or snacks are not to be taken in areas with public visibility. **Crew leads are 
responsible for making sure each employee on their assigned van has the opportunity to take their 
break. 

For every 4 hours worked, an employee is granted a paid 15-minute break period. Lunch periods are 
non-compensated time. Managers determine employee lunch and break periods.  

If an employee leaves the premises on a 15 minutes’ break, they are required clock in and out.  

 

Recording Time 
All nonexempt employees are required to record their hours worked each day, including “time in” and 

“time out”. Time cards should record the actual hours worked. Your supervisor must initial exceptions to normal 
hours.  

Office employees must also punch out for un-paid breaks and meal breaks.  

*All technicians and apprentices will have thirty (30) minutes total time subtracted from each shift 
where the employee worked over six (6) consecutive hours and a lunch break was not recorded.    

 

Overtime 
Employees are expected to work overtime when the need arises. Nonexempt employees will be paid 

normal overtime hourly rate for work time that exceeds 40 hours during a scheduled workweek. Exempt 
employees are not eligible for overtime. 

Holidays, sick leave, and vacations are not considered time worked for the calculation of overtime pay.  

 

Salary and Wage Increases 
Salary and wage increases are granted on the bases of performance and/or promotion. All salary or 

wage increases will be reviewed and approved by Management.  

 

Payroll 
Per federal and state laws, withholding and social security tax will be withheld from each employee’s 

pay or wages. If you have any questions regarding deductions from your pay, contact your Manager. 

Payroll checks will not be released to anyone other than the employee without prior written authorization to the 
Manager. This includes the employee’s family members.  

Pay and compensation should only be discussed with members of management. Any discussion of pay with 
another employee, client, or vendor will result in termination. 
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Bonus Plan 
From time to time, FusionCRS may institute bonus or incentive plans. Employees will receive details of 

any Bonus Plan or Incentive Plan as they are announced. Any Bonus or Incentive Plan can be terminated or 
changed at the manager’s discretion with no written notice. Bonuses will only be paid to active employees and 
are not paid to employees once they leave the company. 

 

Performance Reviews 
Supervisors and/or managers will be responsible for employee performance reviews (appraisals). 

Performance reviews evaluate an employee’s job performance, job-related strengths and job-related 
weaknesses. The review is used to develop a plan for improvement, if needed. Performance reviews are also 
used to determine changes in job status and/or salary level.  

During these reviews, the employee and the supervisor will outline the employee’s performance strengths and 
areas requiring improvement. Each review will establish: 

• Results desired by management; 
• Action management will take to help the employee obtain these results; 
• Actions the employee will take to improve deficient areas; 
• A completion date for correcting those deficiencies. 

The performance appraisal will be reviewed and approved by the supervisor. Appropriate salary increases (if 
any) will be granted once reviewed by the Management. The written performance review will be retained in the 
employee’s personnel file.  

 

Attendance Policy  
Any employee reporting to work late or calling in sick is now subject to our Performance Improvement 

Process. The Performance Improvement Process provides a means to address specific performance or 
conduct so that an employee will have sufficient time and information to correct any issues.  

This process normally includes four steps. They are: 

1st day late- Verbal coaching and counseling 

2nd day late- Written warning 

3rd day late- Final written warning 

4th day late- Termination  

“Late” is an employee who arrives 3 minutes or later for their scheduled shift. So, if you shift begins at 
8:00 and you show up at 8:03, you are considered late.  

Each time you are late, you will move forward in the Performance Improvement Process. Your first late will 
result in a verbal coaching session; your second late will result in a written warning and so on. A late will 
remain on the employee’s record for 90 days. After 90 days the late will drop from the Performance 
Improvement Process.  

A similar process will be in effect for unexcused absences such as calling out for work because you are sick, 
do not have transportation; your child is ill, etc. You could be considered excused if you have requested the 
time off in advance or have a note from your doctor. If you are out ill multiple days, it is considered 1 absence. 
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The Performance Improvement Process is the same as being late; however, if takes 120 days to clear your 
record.  

Being at work and on time every day is important. Your coworkers depend on you to do your job. FusionCRS 
recognizes that occasional absences are unavoidable. However, excessive absenteeism creates a hardship for 
your coworkers who must do your job as well as their own. Because of this, frequent absences can be cause 
for disciplinary action and dismissal. Excessive tardiness or extended breaks/lunches without your supervisor’s 
permission also can be cause for disciplinary action. 

The attendance policy for all FusionCRS employees is:  

• Employees must report absences to their immediate supervisor 60 minutes before the start of their scheduled 
work time. It is the responsibility of the employee to speak directly with their supervisor. This procedure holds for 
everyday of absence.  

• If an employee is going to be tardy, the supervisor must be directly notified within 15 minutes of the scheduled 
work-time.  

• A no-call/no-show, by an employee will be cause for disciplinary action up to and including termination of 
employment.  

• A no-call/no-show by an employee will be cause for disciplinary action up to, and including, termination of 
employment.  

• On the second consecutive day of absence without notification, the employee may, at the company’s discretion, 
be considered to have voluntarily resigned employment effective for the first day of the absence.  

 

Benefits 
The Benefits Program 

FusionCRS reserves the right to amend or terminate any of these programs at any time.  

 

Benefits Eligibility 
Full-time hourly employees (scheduled 35 hours or more per week) are eligible for standard Company 

benefits after the trial period of employment has ended. Part-time employees are not entitled to participate in 
FusionCRS benefits program.  

 

Holidays 
Hourly/Full-Time Associates- As an hourly, full-time associate, you are eligible to take 4 holidays off 

with pay each calendar year. Those holidays include New Year’s Day, July Fourth, Thanksgiving Day, and 
Christmas Day if you are regularly scheduled to work that day. Holiday pay is based on your current hourly 
wage multiplied by 8 hours for each holiday.  

Eligibility for Holiday Pay- Holidays with pay are available after you have worked for the company for 
ninety (90) days. To be eligible for holiday pay, you must be on the active payroll and work for the last 
scheduled work day before a holiday, the scheduled work day after the holiday and on the holiday (if you are 
scheduled to work) unless you have been excused by your supervisor. 

* Part-time employees are not eligible for holiday pay.  

 



   
 

22 
 

Paid Time Off 
FusionCRS has established paid time off for hourly employees who are full-time averaging a minimum 

of thirty-five (35) hours per week and salaried employees.  

PTO for employees is based on the employee’s regular rate in effect at the time the time off is taken.  

Your PTO is based on continuous service. If you are on an unpaid leave of absence, then your accruals will be 
affected. You are required to take any accrued Vacation Pay prior to going on an unpaid leave of absence.  

 

PTO Accrual Schedule 

Years of Service    Annual Vacation Time 

After one year    One Week 

After five years    Two Weeks 

 

Termination of Employment- If you terminate or are terminated from employment, FusionCRS will pay for 
the number of PTO days you have accrued but not take, if any.  

Holidays during PTO- If a paid holiday (you are eligible for) occurs during your PTO, you will receive pay for 
the holiday time, not PTO days you have accrued but not taken.  

Scheduling your PTO- You must schedule and receive your supervisor’s approval for all time off, at least 
three weeks (21 days) in advance by submitting a TIME OFF REQUEST. As you would expect, PTO 
schedules are dictated by workload demands. Thus, while every attempt will be made to accommodate your 
PTO request, your supervisor will determine preference, generally on a seniority basis. The following are times 
when it is difficult for us to honor time off requests: end of the month, when no notice is given and when we are 
fulfilling other requests on the requested date(s).  

 

If you do not take your time, you will lose it. At no time will an associate receive pay in lieu of not 
taking Vacation pay.  

 

Social Security 
The Social Security Administration and FusionCRS require your current name and correct social 

security number. If you have a name change or notice an incorrect social security number, please notify both 
parties.  

 

Military Leave 
Members of the U.S. Military Service will be granted time off (unpaid) for the performance for their 

service duties, including initial training, active duty, inactive duty training, and full-time National Guard duty.  

Reserve Military Duty- employees with military reserve obligations, ask your Human Resource Manager about 
Company pay benefits, if any, provided during your participation. 
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Failure to report back to work immediately after reserve duty or your military discharge will be regarded as 
voluntary resignation.  

 

Medical Leave of Absence  
Eligible full-time employees may be granted a non-paid medical leave of absence if temporarily 

disabled due to illness or injury. A medical leave of absence can be granted for up to twelve (120 weeks. 
Proper documentation by a physician will be required. Documentation must include the date on which the 
disability began, the reason the employee is not able to perform his or her duties, and the estimated date the 
employee will return to work. A Request for Leave of Absence form must be completed and approved by the 
supervisor and the Human Resource Manager.  

Seniority for benefit eligibility purposes will not accrue during a medical leave of absence.  

A written (unrestricted) release from the employee’s physician must be presented to the Human Resource 
Manager prior to returning to work.  

Employees may use any accrued PTO during absence.  

 

Family Leave of Absence  
Up to 24 weeks of leave (un-paid), Family Leave of Absence may be granted in any 12-month period. 

Family Leave of Absence may be granted for one or more of the following: 

• Birth of a child; 
• Placement of a child in the employee’s home for adoption or foster care; 
• Caring for a spouse, child or parent with a serious health condition. 

Maternity leaves are included in this policy. Extended maternity leaves that are not medically required will be 
considered personal leaves of absence.  

Employees on Family Leave of Absence are required to contact FusionCRS within three working days of 
Leave expiration.  

FusionCRS cannot guarantee placement within the same position or availability of a position at the 
conclusion of a personal, family, or medical leave of absence. Every effort will be made to reinstate an 
employee into the position that he/she held prior to the leave. If the same position is not available upon their 
return, FusionCRS, at its sole discretion, may offer the employee another available position.  

Employees who elect not to accept an alternative position after return from a leave of absence will be 
terminated. However, they will be eligible for rehire if their original position becomes available at a later date.  

Engaging in gainful employment during a leave of absence will be considered voluntary resignation.  

Employees may use any accrued PTO during absence.  

  

Worker’s Compensation  
All job-related injuries and accidents, regardless of the severity or lack thereof, must be immediately 

reported to your manager. Your manager will complete the appropriate report and submit it to the office 
manager. 
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All workers’ compensation payments will be made directly to the employee. Employees are required to 
provide a copy of all workers’ compensation payments to the office manager as soon after receipt as possible.  

Employees are expected to return to work immediately upon release by their doctor. Employees on 
workers’ compensation leave who have completed one year of continuous service with FusionCRS will be 
allowed to return to the same or comparable position if released within 12 weeks after injury.  

 

Unemployment Compensation  
 Employees are eligible for unemployment compensation as specified by the state unemployment 
compensation laws.  FusionCRS pays the entire cost of unemployment compensation coverage.   

 

Travel Expenses 
 All pre-approved company travel expenses are reimbursable.  FusionCRS will only reimburse 
reasonable expenses incurred while traveling on company business and reserves the rights to pay for travel 
expenses on a per diem basis.   

 

Reimbursable Expenses 
Expenses incurred in connection with the Company’s business will be reimbursed as set forth below.  

Claims for reimbursement must be submitted on the Expense Reimbursement form, which is available from 
your supervisor.  Expense reports must  

(1) be prepared monthly, 

(2) contain the reimbursable expenses incurred during the prior 30-day period along with supporting 
documentation (e.g. receipts for meals, mileage reports, etc.),  

(3) be signed by the employee, 

(4) be submitted to your supervisor on the first day of the month, and  

(5) be approved by your supervisor. 

 

 

Separation 
General 
 Employment with FusionCRS is on an at-will basis.  Employees are free to terminate their employment 
at any time, with or without cause.  In addition, FusionCRS may terminate the employment relationship at any 
time, with or without any cause.   
 

Job Abandonment  
 Two consecutive days of absence without properly notifying FusionCRS will be considered a voluntary 
resignation (abandonment).  The effective date of the termination will be the last day the employee reported to 
work.  In the event an employee abandons their job, they will not be entitled to any accrued vacation pay.   
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Voluntary Resignation 
 Employees are required to provide a minimum of two weeks’ notice prior to the effective date of their 
resignation.  FusionCRS may permit an employee to continue employment during the two weeks’ notice 
period or accept their resignation immediately.   
 

Performance-Based Release 
 A performance-based release is a separation initiated by FusionCRS for unacceptable job 
performance.  Specific accountability of job performance will be outlined for each employee, so they know what 
is expected of them.   
 
Acts of Misconduct  
 A termination for misconduct is a termination initiated by FusionCRS for unacceptable conduct or behavior.   
 

Other Forms Of separation  
 An individual’s employment with FusionCRS may also be terminated for, but not limited to, any of the 
following reasons: 

• Reduction in FusionCRS work force 
• Elimination of the employee’s position 
• Retirement 
• When deemed appropriate for reasons other than job abandonment 
• Performance based release 
• Act of misconduct 

 

Termination Procedures  
 On the day before the last day of work, or at FusionCRS request, employees are required to return all 
uniforms, company tools, equipment, keys, memoranda, notes, drawing, manuals, computer files, and/or other 
documents, including all copies of such items, which in any way relate to the business or affairs of FusionCRS 
or any of its employees, customers, consultants, or agents.  This includes company property such as corporate 
credit cards, etc… 
 
 Any employee leaves FusionCRS, regardless of separation reason or method, will generally be given 
the option of an exit interview with the Office Manager.  During the exit interview the employee will be given the 
opportunity to ask questions and/or make comments regarding their job.  Additionally, other issues, including 
the following may be discussed: 

• Reason for termination 
• Status of insurance and other benefits 
• Final pay 
• Returning of keys and other company property 
• Correct forwarding address 

 
Hourly and Salary employees: Resigning employees will receive their final pay on the next regularly 
scheduled payday.  Employees terminated by FusionCRS will be paid within 3 calendar days from the date 
of termination.  
 
Commissioned employees: FusionCRS reserves the right to hold commissions up to six months from the 
date of the separation, regardless of how the employee left the company.   
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Acknowledgement of Handbook 
I hereby certify that I have read and fully understand the contents of the Employee Handbook.  Furthermore, I have been 
given the opportunity to discuss any information contained therein or any concerns that I may have.  I certify that my 
employment and continued employment is based in part upon my willingness to abide by and follow FusionCRS policies, 
rules, regulations and procedures.  My signature below certifies my knowledge, acceptance and adherence to FusionCRS 
policies, rules, regulations and procedures and that FusionCRS offer of employment was based on my promise to abide 
by and follow said policies, rules, regulations and procedures. 

 

I further certify that my application and subsequent acceptance of employment is true and bona fide, and I am honestly 
interested in working in the position(s) for which I have been employed.  Furthermore, I certify that I have sought and 
obtained employment with this company solely to provide me with the benefits of a job and for no other purpose. 

 

I acknowledge that FusionCRS reserves the right to modify or amend its policies at any time, without prior notice.  These 
policies do not create any promises or contractual obligations between this Company and its employees.  At this Company, 
my employment is at will.  This means I am free to terminate my employment at any time, for any reason, with or without 
cause, and this Company retains the same rights.  I further understand and agree that the Owner/President of this Company 
is the only person who may make an exception to this, including the at-will status of my employment, and it must be in 
writing and duly executed by the Owner/President of this Company. 

If applicable to my employment, I have read and understood the notice regarding polygraph tests and my rights under this 
state's law. 

 

AUTHORIZATION TO RELEASE INFORMATION: I authorize the references and/or employers listed on my employment 
application, or any other documents I have provided to this Company, to give FusionCRS any and all information concerning 
my previous employment and pertinent information they may have, personal or otherwise, and release all parties from all 
liability for any damage that may result from furnishing such information to this Company.  I agree and understand that this 
Company and its agents may investigate or seek information concerning my background and/or previous employment, 
whether of record or not.  I further agree and understand that if employed, FusionCRS may at any time seek any information 
from whatever source, which in its discretion, it deems relevant to my employment.  I also understand that any investigation 
or information sought regarding my previous employment or consumer records may not be completed or in possession of 
this Company and thus my continued employment may be affected by such information once received.  I hereby 
acknowledge, confirm, convey, agree and grant this Company’s right to act on any additional information received including, 
at FusionCRS sole discretion, termination of my employment. 

  

NO DRUG USE POLICY: This Company does not hire persons who use illegal drugs.  All persons seeking employment or 
employed with this Company may be required to take and pass a screen for illegal drugs and may be subject to periodic 
tests for illegal drugs.  I hereby voluntarily consent to provide a urine specimen (or blood specimen as required for alcohol 
testing only) at a collection facility designated by this Company, and further consent to have the specimen tested at a 
laboratory selected by this Company.  I hereby certify that I: 

 

(Check one) do _______ or do not _______ use illegal drugs. 
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