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I.
ABOUT THIS MANUAL
This is an employee manual intended to provide general information about the policies and practices of the Sasscer, Clagett & Bucher ("the firm").  It is not a contract.  Please read this carefully. We are happy to answer any questions you may have about the firm or this informational manual.

In reviewing this manual, it is essential that you have a clear understanding of the following:

THIS DOCUMENT IS NOT A CONTRACT.  IT IS STATEMENT OF EMPLOYER POLICY.   FOR A SPECIFIC EMPLOYEE, THE FIRM MAY, IN ITS SOLE DISCRETION, WAIVE ANY POLICY, CONDITION, QUALIFICATION OR REQUIREMENT OF THE FIRM, INCLUDING THOSE CONTAINED IN THIS MANUAL.  SUCH A WAIVER WILL HAVE NOT EFFECT ON THE APPLICATION OF FIRM POLICIES ON ALL OTHER PRESENT OR FUTURE EMPLOYEES. 

YOUR EMPLOYMENT IS AN AT-WILL EMPLOYMENT AND BOTH THE EMPLOYER AND YOU, THE EMPLOYEE, RESERVE ALL RIGHTS OF AN AT-WILL EMPLOYMENT.

SERIOUS OFFENSES AS DETERMINED BY THE EMPLOYER MAY RESULT IN IMMEDIATE TERMINATION.

THE FIRM RESERVES THE RIGHT TO CHANGE POLICIES WITHOUT NOTICE TO OR RECOURSE BY THE EMPLOYEE.

II.
OFFICE MANAGEMENT, HOURS & EQUIPMENT
The office is officially open from 8:30 am to 4:30 p.m.  Employees are expected to be present and ready to commence work at 8:30 a.m.  Personal appearance and attire must be consistent with a professional office environment.  Full time secretaries are given one hour for lunch.

Occasionally, an attorney may require a secretary to work beyond 4:30 p.m. or on a weekend.  Although no additional compensation will be given, commitment to excellency and professionalism are strong factors in salary and performance evaluations.

The telephone, photocopier and other equipment are meant for business use.  Personal long distance telephone calls are not permitted without permission and reimbursement for the cost.

Any personal, staff or administrative matter that you would like considered by the partnership may be taken up with your supervising attorney Thomas McManus and Mark Foley, the staff liaisons.

You will receive a paycheck biweekly based on your agreed annual salary.

For the first three months, all employees are "probationary".  During that time, the firm has the right to release any employee for any reason.  After that time, the employee becomes an employee at will.  Secretaries work for the firm and will offer assistance to others when their work permits.

Any employee who plans to leave the firm is expected to give two weeks notice.

III.
VACATION, SICK LEAVE AND PERSONAL DAYS
A.
Vacation
After completing six months full-time employment, all salaried employees are entitled to one week paid vacation in their first year of employment.  Thereafter, vacation entitlement is determined by anniversary dates of employment.  All salaried employees employed for one to five complete years are entitled to take two weeks paid vacation during each year of such employment.  Commencing with the sixth year, and each year thereafter, ending with the tenth year of employment, one additional vacation day will be given.  After ten years of employment, all salaried employees are entitled to three weeks paid vacation per year.

Each employee should coordinate the dates of his/her planned vacations with the supervising attorney and report same to Trisha Woods, our office manager.

This paragraph applies to employees employed for at least five full years, but not for ten full years.  Such employees may accumulate unused vacation time and use it in successive years subject to these conditions:  (1) no more than a total of five weeks vacation time may be accumulated in any year (i.e., any additional unused vacation leave is lost); and (2) no more than three weeks vacation may be taken in any three month period.  On separation from the firm, the employee shall be entitled to compensation for any unused vacation time not to exceed a maximum of five weeks vacation.
This paragraph applies to employees employed for at least ten full years.  Such employees may accumulate unused vacation time and use it in successive years subject to these conditions:  (1) no more than a total of ten weeks vacation time may be accumulated in any year (i.e., any additional unused vacation leave is lost); and (2) no more than three weeks vacation leave may be taken in any three month period.  On separation from the firm, the employee shall be entitled to compensation for unused vacation time not to exceed a maximum of ten weeks vacation.
B.
Sick Leave
When an employee is sick, Trisha Woods should be contacted and advised of the illness and its anticipated duration.

For illness or injury during the calendar year, an employee will be entitled to five days of paid sick leave.  After one (1) full year of employment, any unused sick leave at the end of the calendar year may be accrued and used for illness, injury or pregnancy in any successive calendar year of employment.  Regardless of the employee(s years of employment or amount of unused sick leave from prior years, no employee shall be entitled to more than ten (10) days of paid sick leave in any year.  An employee will not be entitled to payment for sick leave unless their absence is shown by them (if requested) to be directly related to illness or injury.  Since sick leave is solely for illness, an employee shall not be entitled to any payment for unused sick leave on separation from the firm no matter how long employed by the firm.
Absent special circumstances, sick leave taken in excess of the employee(s available sick leave entitlement will not be paid (resulting in a salary adjustment).  You may be asked to produce a physician's certificate to verify the need for your absence, particularly if you are out on sick leave for more than three days.

The number of days any employee takes for sick leave will directly affect all salary and performance evaluations as well as any bonus.

Pregnancy of an employee involves two separate issues:  leave and compensation.  The firm will permit the employee a total of eight weeks leave due to the pregnancy, delivery or post-partum care.  After that time, the partnership will not guarantee further employment.

Any female employee employed full-time for two complete years at the time of delivery shall be entitled to four weeks paid maternity leave.  The employee also may elect to be paid for whatever vacation time and sick leave that is available to her (as calculated by anniversary date of employment) during the eight week period.  Payments will be made biweekly during the eight week period.

C.
Holidays
At the commencement of each year, a schedule of office holidays will be posted.  Each staff person here for at least six months is entitled to one additional annual personal day effective 1-1-97.

IV.
RETIREMENT
For all employees who have worked full time for more than 6 continuous months in the calendar year and who are employed in the same capacity by the firm on December 31st, an amount representing ten percent of your base salary (effective January 1, 2006, (base salary( does not include bonuses; accordingly, a retirement contribution will not be made on any bonus that you receive) will be deposited in the following fashion:  

·  The Firm will make a Safe Harbor contribution on your behalf, equal to 3% of your base salary.  These funds will be 100% vested and non-forfeitable.  

· Additionally, the Firm will make a Profit Sharing contribution on your behalf, equal to 7% of your base salary.  This Profit Sharing contribution will be fully vested after you complete 3 years of service with the Firm.  

The same percentage (10% total) will be contributed to your account in each successive year provided you are still employed as of December 31st of that year and have been so employed continuously during that year.  You will have no right to any retirement funds (or portions thereof) for the year of your departure unless you remain employed through December 31st of that year.  

There are various statutory limits and restrictions on the Plan contributions.  For further information, please read the Summary Plan Description of the Sasscer, Clagett & Bucher 401(k) Profit Sharing Plan.

V.
GROUP LIFE AND HEALTH INSURANCE
When a full time employee has been employed for three full months, she/he is eligible to apply for individual health insurance under the firm group policy.  When the application has been accepted by the firm's health insurer, such employee will be covered.  Effective June 15, 2006, after the required waiting period, new non-attorney employees will be provided at firm expense with individual coverage under the firm(s (basic( health insurance plan.  Any employee wishing to upgrade to the (premium plan or to obtain husband and wife or family coverage may do so through payroll deductions (i.e., paid by the employee).  All new attorneys hired after June 15, 2006, will be provided at firm expense with individual coverage under the firm(s (basic( health insurance plan.  Should the employee wish to upgrade any coverage (to the (premium( plan or to husband and wife or family coverage), the firm will contribute one-half of the increased premium cost with the employee contributing the other half through payroll deduction.


If the employee wishes to obtain family coverage, etc., he/she must pay for the difference between such coverage and the individual coverage, provided such additional coverage is available and offered by the insurer.  Health insurance is, of course, optional and any employee is free to participate in any other plan available to him/her.  In doing so, however, the employee will not be entitled to any salary or benefit adjustment of any kind.

The terms and provisions of the health insurance contract can be obtained from Trisha Woods.  Whether an expense is or should be covered by health insurance is strictly between the employee and the health insurance company.  

When an employee has been employed for three full months, he/she is eligible for a group life insurance policy in the amount of $35,000 with UNUM.   See Trisha Woods for further information. 

VI.
SALARIES AND BONUSES
At the end of every year, the salaries of all employees employed on or before June 30 of that year are reviewed and an evaluation is made of the employee's performance.  No employee is entitled to an automatic salary increase or adjustment.  Salary adjustments are made strictly on merit and on a case by case basis.

Occasionally, a bonus will be given at the end of the year.  Whether a bonus is given will depend on a number of factors, including the financial success of the firm for that year, the productivity of the employee, the employee's willingness to perform additional tasks for other attorneys and assume administrative duties, and the employee's contribution to the office environment.  Starting January 1, 2006, retirement contributions will not be made on bonuses that you might receive. 

VII.
SEXUAL HARASSMENT POLICY


Employees, staff members and partners shall treat other members of the firm with respect.  Sexually offensive words, conduct or actions will not be tolerated.  Any employee who has been or is being subjected to any sexually offensive or harassing words, conduct or actions by any other member of the firm should report all such incidents to the partnership.  Mr. McManus is the partner responsible for receiving in confidence all such complaints.  Complaints will be investigated.  No employee will suffer any adverse personnel action by reason of any complaint, even if unsubstantiated.

10

