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INTRODUCTORY STATEMENT

This handbook is designed to acquaint you with the Albany Research Institute, Inc. and provide you with information about working conditions, employee benefits, and some of the policies affecting your employment.  You should read, understand, and comply with all of the provisions of the handbook.  It describes many or your responsibilities as an employee and outlines the programs developed by the Institute to benefit the employees.  One of our objectives is to provide a work environment that is conducive to both personal and professional growth.

No employee handbook can anticipate every circumstance or question about policies.  As the Institute continues to grow, the need may arise to change policies described in the handbook.  The Institute therefore, reserves the right to revise, supplement, or rescind any policies or portion of the handbook from time to time as it deems appropriate, in its sole and absolute discretion.  Employees will, of course, be notified of such changes as they occur.  

The only recognized deviations from the stated policies are those authorized and signed by the President of the Albany Research Institute, Inc.

CONFLICTS OF INTEREST

Employees have an obligation to conduct business within guidelines that prohibit actual or potential conflicts of interest.  This policy established only the framework within which the Institute wishes to operate.  The purpose of these guidelines is to provide general direction so those employees can seek further clarification on issues related to the subject of acceptable standards of operation.

Transactions with outside firms must be conducted within a framework established and controlled by the executive level of the organization.  Business dealings with outside firms should not result in unusual gains for those firms.  Unusual gain refers to bribes, product bonuses, special fringe benefits, unusual price breaks, and other windfalls designed to ultimately benefit either the employer, the employee, or both.  Promotional plans that could be interpreted to involve unusual gain require specific executive-level approval.

An actual or potential conflict of interest occurs when an employee is in a position of influence a decision that may result in a personal gain for that employee or for a relative as a result of this organization’s business dealings.  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.

No “presumption of guilt” is created by the mere existence of a relationship with outside firms.  However, if an employee has any influence on transactions involving purchases, contracts, or leases, it is imperative that he or she disclose to an officer of the organization as soon as possible the existence of any actual or potential conflict of interest so that safeguards can be established to protect all parties.

Personal gain may result not only in where an employee or relative has a significant ownership in a firm with which this organization does business, but also when an employee or relative receives any kickback, bribe, substantial gift, or special consideration as a result of any transaction or business dealings involving the organization.

The materials, products, designs, plans, ideas, and data of this organization are the property of the employer and should never be given to an outside firm or individual, except through normal channels and with appropriate authorization.  Any improper transfer of material or disclosure of information, even though it is not apparent that an employee has personally gained by such action, constitutes unacceptable conduct.  Any employee who participates in such a practice will be subject to disciplinary action, up to and including possible discharge and legal action.

EQUAL EMPLOYMENT OPPORTUNITY

The Albany Research Institute, Inc. is an equal opportunity employer.  Our policy is clearly and simply stated as follows:

It is the policy of this organization that employment decisions shall be based on merit, qualifications, and competence.  Except where required or permitted by law employment practices shall not be influenced or affected by virtue of an applicant’s or employee’s race, color, religion, sex, national origin, age, sexual preference, status as disabled veteran of Vietnam era, or physical or mental handicap or any other characteristic protected by law.  In addition, it is the Institute’s policy to provide an environment that is free of unlawful harassment of any kind, including that, which is sexual, age-related, or ethnic.  This policy governs all aspects of employment, promotion, assignment, transfer, discharge, and other terms and conditions of employment. 

It is the Institute’s firm belief that adherence to these laws will better enable us to achieve our corporate goals by encouraging us to make employment decision on the basis of individual skill, talent, and merit rather than on the superficial characteristics or stereotypes associated with the group to which an employee or job applicant belongs.


SEXUAL HARASSMENT

Albany Research Institute, Inc., is vigorously committed to maintaining a working environment free of sexual harassment.

Sexual harassment on the job is illegal.

Employees have a right to work in an environment free of harassment, whether racial, sexual, or on any other basis.  Harassment may be verbal, physical, written, or visual.

If, on these bases, an employee feels he/she is, or is about to be discriminated against or harassed, he/she should contact his/her supervisor or Management immediately.

All complaints will be investigated immediately and appropriate action taken.

Discrimination and harassment will result in appropriate disciplinary actions, which could include dismissal.

DOMESTIC VIOLENCE

A. EDUCATION AND SUPPORT FOR EMPLOYEES WHO ARE VICTIMS OF DOMESTIC VIOLENCE

1. ARI will make available a list of resources for victims of domestic violence and abusers.  The list will be posted in the hall outside the ARI Office (604A)

2. ARI will make reasonable efforts to provide a safe environment for the victim-employee. 

3. ARI will not discriminate against a victim of domestic violence in hiring, staffing, or other terms, conditions, or privileges of employment.

B. LEAVE OPTIONS FOR EMPLOYEES WHO ARE VICTIMS OF DOMESTIC VIOLENCE

1. ARI will make reasonable efforts to help victims who need time off for medical and legal assistance, court appearances, counseling, relocation or to make other safety arrangements, when given prior day notification.  To this end, ARI will try to grant leave without pay or the employee may use their accrued leave.

C. EMPLOYEE PAYROLL AND BENEFIT CHANGE REQUEST

1. ARI will make reasonable efforts to get benefits in the victim-employee's own name when the victim-employee leaves a spouse (or covered domestic partner).

2. ARI will process the victim-employee's request for making changes to his/her electronic payroll transfers.

D. PERFORMANCE ISSUES RELATED TO BEING A VICTIM OF DOMESTIC VIOLENCE

1. ARI is aware that victims may have performance problems such as chronic absenteeism or trouble concentrating as a result of domestic violence.

2. ARI will make reasonable efforts to consider all aspects of the employee's situation and, to the extent possible, utilize all reasonable options to attempt to resolve the performance or conduct problem.

3. If reasonable attempts to resolve the performance are unsuccessful, ARI may decide to terminate the employee, or the employee may resign.  In that event, ARI will inform the employee that he/she may be eligible for unemployment insurance.

E. EMPLOYEES WHO COMMIT ACTS OR THREATS OF DOMESTIC VIOLENCE

1. Any employee, who threatens, harasses or abuses a family or household member at or from, the workplace will be subject to disciplinary action up to and including dismissal.  This includes employees who use workplace resources such as phones, fax machines, e-mail, mail or other means to threaten, harass or abuse a family or household member.

2. Some job positions may give an employee access to certain types of information or resources.  If he or she uses this access to enable an abuser to harm the victim, that employee will be subject to corrective or disciplinary action.

3. Some employees may be licensed to possess firearms as a condition of employment.  If such employee is arrested, convicted or the subject of an order of protection in a domestic violence related offense the employee's authority to possess a firearm may be unlawful under federal law 18 USC §922(g)(8)&(9) or suspended/revoked under New York Penal Law §400.00(11), Criminal Procedure Law §530.14 or Family Court Act §842-a.  ARI shall be notified by the employee in the event any of these circumstances occur.

EMPLOYMENT APPLICATIONS

Albany Research Institute, Inc. relies upon the accuracy of information contained in the employment application, as well as the accuracy of other data presented throughout the hiring process and employment.  Any misrepresentation, falsifications, or material omissions in any of this information or data may result in the employer’s exclusion of the individual from further consideration for employment or, if the person has been hired, termination of employment.

EMPLOYMENT REFERENCE CHECKS

To ensure that individuals who join the organization are well qualified and have a strong potential to be productive and successful, it is the policy of the Institute to check the employment references of all applicants.

We will respond in writing only to those reference check inquiries that are submitted in writing.  Responses to such inquiries will confirm only dates of employment, wage rates, and position(s) held.  No employment data will be released without a written authorization and release signed by the individual who is the subject of the inquiry.

ACCESS TO PERSONNEL FILES

Personnel files are the property of the Institute and access to the information they contain is restricted.  Generally, only officials and representatives of the employer who have legitimate reason to review information in a file are allowed to do so.  With reasonable advance notice, an employee may review material in his or her file but only in the employer’s offices and in the presence of the individual appointed by the employer to maintain the file.

Your name, home address, and telephone number, as well as, a person to notify in case of emergency should be filed with the Institute.  Neither your telephone number nor address will be released to outsiders without your permission.

IMMIGRATION LAW COMPLIANCE

The Albany Research Institute, Inc. is committed to employing only United States citizens and aliens who are authorized to work in the United States and complies with the Immigration Reform and Control Act of 1986.

As a condition of employment, each new employee must properly complete, sign, and date the first section of the Immigration and Naturalization Service Form I-9 with this organization, if their previous I-9 is more than three years old, of if their previous I-9 is no longer valid.

EMPLOYMENT CATEGORIES

It is the intent of the Institute to clarify the definitions of employment classifications so those employees understand their employment status and benefit eligibility.

Each employee is designated as either NONEXEMPT or EXEMPT from the federal and state wage and hour laws.

NONEXEMPT employees are entitled to overtime pay under the specific provisions of federal and state laws.

EXEMPT employees are excluded from specific provisions of federal and state wage and hour laws (Management, Administration, and Professional).  Employee receives an annual salary, no accrued sick/vacation benefits or holiday pay.  Health benefits are available to full-time employees.

In addition to the above categories, each employee will belong to one other employment category:

REGULAR FULL-TIME: Employees who are not in a temporary or probationary status and who are regularly scheduled to work the organization’s full-time schedule.  Generally, they are eligible for the employer’s full benefit package, subject to the terms, conditions, and limitations of each benefit program.

REGULAR PART-TIME: Employees who are not in a temporary or probationary status and who are regularly scheduled to work less than full-time work schedule but at least 20 hours per week.  Regular part-time employees are eligible for a portion of the employer’s benefit package subject to the terms, conditions, and limitations of each benefit program.

PART-TIME: Employees who are not in a temporary or probationary status and who are regularly scheduled to work less than 20 hours per week.  While they do receive all legally mandated benefits (such as Worker’s Compensation and Social Security benefits), they are ineligible for any of the employer’s other benefit programs.

PROBATIONARY: Employees who are being evaluated to determine whether further employment in a specific position or with the organization is appropriate.  Employees who satisfactorily complete the probationary period will be notified of their new employment classification.  The probationary period for all employees is 60 days.

TEMPORARY: Employees who are hired as interim replacements, to temporarily supplement the work force, or to assist in the completion of a specific project.  Employment assignments in this category are of a limited mature.  Employment beyond any initially stated period does not in any way imply a change in employment status.  “Temporary” employees retain that status until they are notified of a change.  While temporary employees receive all legally mandated benefits (such as workers’ compensation insurance and Social Security), they are ineligible for any of the employer’s other benefit programs.

PER DIEM: Employees who routinely work either a full-time or a part-time schedule and accept additional compensation in lieu of participation in all but legally-mandated benefit programs.  The employer offers this category to limited classifications and limited numbers of employees.  Individuals participating in this program must sign waivers of their rights to participate in the benefit programs applicable to regular employees.  Service in this category cannot be credited in any way toward any benefit program, given if the employee is later assigned to a benefit-eligible category.  A change to or from this category can be accomplished only with the written consent of the Institute.

PROBATIONARY PERIOD

An employee should use the initial period after being hired or rehired to determine whether the new position meets his or her expectations.  The employer uses this period to evaluate employee capabilities, attitude, and work habits.  Either the employee or the employer may end the employment relationship at will at any time during or after the probationary period, with or without cause or advance notice.

All new employees work on a probationary basis for the first 60 calendar days after their date of hire.  An exception is an employee who transfers employment from the V.A. Medical Center and has completed a 60-day period with the V. A.  Any significant absence will automatically extend the probationary period by the length of the absence.  If the employer determines that the designated probationary period does not allow sufficient time to thoroughly evaluate the employee, the employer may extend the probationary period one time for an additional 60 days.

Probationary employees will assume “regular” status upon satisfactory completion of the probationary period.  During the probationary period, new employees are eligible only for those benefits that are required by law, such as Workers’ Compensation Insurance, Social Security and Health Insurance (when offered by the Institute).  Upon satisfactory completion of the probationary period, however, employees become eligible for any other employer-provided benefits, subject to the terms and conditions of each benefit program. 

ATTENDANCE AND PUNCTUALITY

You are expected to report for work on time, on a regular basis. Unnecessary absenteeism and tardiness are expensive, disruptive, and place an unfair burden on other employees and the supervisor.  Continued unsatisfactory attendance could result in disciplinary action, including suspension and termination.  It may also have an adverse effect on any promotional consideration.

If you are going to be late or absent for any reason, call your supervisor, (if your supervisor is not available, call the Institute Office at (518) 626-5627.), as far in advance as possible but within two (2) hours of the start of your tour of duty.  Explain the reason for the absence and expected time of return to work.

Note: It is your responsibility to ensure that proper notification is given.  Asking another employee, friend or relative to give this notification is not considered proper, except under emergency conditions.

An employee who fails to give such notification will be charged with absence without official leave (AWOL).  If you are absent without notifying the Institute, you are subject to termination.  If notice is given and the Institute does not think the absence is justified, it will be considered unexcused.  The discipline that will be administered for unexcused absences includes, but is not limited to, suspension or termination.

LUNCH AND BREAKS

To provide for rest and relaxation from regular work operations, a ten (10) minute rest period is scheduled near the middle of the first and second halves of the workday.  A lunch period of thirty (30) minutes is scheduled during the middle of the tour of duty.  It is recommended that employees take their breaks and lunchtime in an area away from the work area.

WORK SCHEDULES

The normal work schedule for all REGULAR FULL -TIME employees is eight hours a day, five days a week.  Supervisors will advise all employees of the times their schedules will normally begin and end.  The normal tour of duty is 8:00 a.m. – 4:30 p.m.  Staffing needs and operational demands may necessitate variations in starting and ending times, as well as variations in the total hours that may be scheduled each day and week.

PAY PERIODS

All employees are paid bi-weekly on every other Thursday.  Each paycheck will include earnings for all work performed through the end of the pervious payroll period.

In the event that a regularly scheduled payday falls on a day off (e.g., holiday), employees will be paid on the first day of work following the regularly scheduled payday.

HOURS OF WORK AND OVERTIME

Exempt Employees

Exempt employees are paid on a salary basis; i.e., their compensation is not based on the number of hours they work.

Deductions from Salaries – Under the provisions of the Fair Labor Standards Act no deduction will be made from the salary of any Executive, Administrative, or Professional employee for time lost in any week in which the employee does any work, unless the time lost is:

a) An absence of a day or more for personal reasons, sickness or accident for which the appropriate leave is unavailable; or

b) An absence of a day or more if the employee’s attendance is unsatisfactory.

Supplements to Salaries – Since time on the job is not the basis for compensating exempt employees, there will normally be no additional compensation for time worked beyond regularly scheduled hours.  In the unusual circumstance that satisfactory performance of an assigned responsibility mandates time on the hob substantially in excess of regular hours, Management may approve supplemental payment to compensate the employee for personal time lost.

Non-exempt Employees

All non-exempt employees are paid on the basis of hours worked.  (The term weekly salary,” when used in connection with non-exempt employees, describes the employees’ gross pay for the regularly scheduled weekly hours of work.)

When operating requirements or other needs cannot be met during regular working hours, employees will be given the opportunity to volunteer for overtime work assignments.  All overtime work must receive the supervisor’s prior authorization.  Overtime assignments will be distributed as equitably as practical to all employees qualified to perform the required work.  Overtime compensation is paid to all non-exempt employees at the following rate(s) and in accordance with federal and state laws:

· One and one-half times straight-time rate for all hours over 8 in a workday.

· One and one-half times straight-time rate for all hours over 40 in a workweek.

As required by law, overtime pay is based on actual hours worked.  Time off on sick leave, vacation leave, or any leave of absence will not be considered hours worked for purposes of performing overtime calculations.

Employees who work overtime without receiving prior authorization from the supervisor may be subject to disciplinary action, up to and including possible discharge.

Time Worked

The following provisions apply to the calculation of non-exempt employees’ hours worked.  Lunch or Dinner Periods – Time off for lunch or dinner is not to be counted as time worked.

Paid Holidays and Paid Absences – Regularly observed paid holidays and approved paid absences are counted as time worked.  Hours of work performed on a regularly paid holiday will also be counted.

Rest Periods – Rest periods of from five (5) to twenty (20) minutes’ duration are counted as time worked.

Late Arrivals – Tardiness of less than fifteen (15) minutes is not to be deducted from hours worked.  Where tardiness is in excess of fifteen (15) minutes, the total time, including the first fifteen (15) minutes, is to be deducted.

Early Arrivals and Late Departures – The Federal Fair Labor Standards Act recognizes a reasonable time for getting to and leaving work stations, which time is considered as hours worked.  The Institute has interpreted “reasonable time” as fifteen (15) minutes prior to and following schedules opening and closing hours.  Employees should not arrive at work stations or record their time earlier than fifteen (15) minutes before starting time, and are not to remain on the premises more than fifteen (15) minutes after closing time unless permission has been granted to work overtime.

Work Away from Premises or at Home – A non-exempt employee shall not be permitted to perform work at home unless approved in advance by Management.  If approved, work performed off the premises, job site or at home by a non-exempt employee must be counted as time worked.

Travel – Time spent in travel between the employee’s home and normal work location is not counted as time worked.  However, when the employee travels to a special assignment in another city, the time spent traveling in excess of normal commuting time is counted as hours worked.  Travel delays caused by outside factors, such as bad weather; need not be counted as working time.

Recording Working Time

The Fair Labor Standards Act allows employers some latitude in the way working time is recorded.  Albany Research Institute, Inc., starting and stopping time may be rounded to the nearest quarter (1/4) of an hour.

Time Records for Non-exempt Employees

Federal and State Laws require that the Institute keep records of hours worked by non-exempt employees.  These time records serve as evidence that the Institute is conforming with the laws in its working hours and are the basis on which overtime is paid under Federal Fair Labor Standards Act.

Time records must be complete and accurate.  The maintenance of inaccurate records, or the misrepresentation of the amount of actual time worked, in favor either of the Institute or of the employees, is a violation of the law.  The actual number of hours worked must be recorded during the week in which they are worked and verified by the direct supervisor.

WAGE POLICY

Wage Payment Procedure
All employees are required to have direct deposit.  Forms are signed at initial hiring.

Payroll Deduction

By law, the Institute is required to deduct, where applicable, Federal Withholding Taxes, Social Security Taxes, State Withholding Taxes, State Disability, and garnishments from an employee’s pay (and Health Insurance where applicable).

Final Paycheck for Dismissed Employees

A final paycheck will be issued to a dismissed employee by the paycheck company at the next regular disbursement via direct deposit.

Final Paycheck for Voluntarily Resigning Employees
The final paycheck for a voluntarily resigning employee will be made available by the paycheck company at the next regular disbursement via direct deposit.

Reporting Pay/Minimum Hours

1. Any employee (other than salaried workers) who reports for work on a regularly scheduled workday, and who is sent home due to lack of work, will be entitled to four (4) hours pay at his/her regular rate of pay, unless such employee has been previously notified not to report.  This provision shall not apply should it be necessary to suspend work due to conditions beyond the control of the Institute.

2. Any employee (other than salaried workers) called in to work in an emergency will be paid for a minimum of four (4) hours work.

ILLNESS AND INJURIES PROCEDURE

Regardless of the nature or severity, all injuries incurred while on the job must be reported to the Supervisor at once.

The Institute insures you against accidental injuries under the Workers’ Compensation Act.

In case of serious injury, the supervisor or designee to the Personnel Health Unit or the Medical Center Emergency Room when the Personnel Health Unit is closed.

An injured employee who is sent home will be paid for the remainder of the workday.

Any employee who fails to report an injury will be subject to disciplinary action.

Employees who become ill during working hours should request permission from their supervisor to go home or seek outside treatment.  An employee who is sent home because of illness will be charged sick leave for the remainder of the workday.

In case of serious illness, employees are required to notify the Institute in writing, within two (2) days, of the probable length of absence so that sick leave may be arranged.

WORKERS’ COMPENSATION INSURANCE

The employer provides a comprehensive workers’ compensation insurance program at no cost to the employees.  This program covers any injury or illness sustained in the course of employment that requires medical, surgical, or hospital treatment.  Subject to applicable legal requirements, workers’ compensation insurance provides benefits after a short waiting period or, if the employee is hospitalized, immediately.

Any employee who sustains a work-related injury or illness should inform his or her supervisor immediately.  No matter how minor an on-the-job injury may appear, it is important that it be reported immediately.  This will enable the employee to qualify for coverage as quickly as possible.

Prompt reporting is the key.  Benefits are automatic effective date of hire but nothing can happen until your employer known about the injury.  Insure your rights to benefits by reporting every injury, no matter how slight.  Even a cut finger can be disabling if an infection develops.

UNEMPLOYMENT INSURANCE

Under the Unemployment Insurance code, unemployment insurance is provided by payroll taxes paid to the State by the Institute.  Unemployment insurance is payable to covered employees who are unemployed through no fault of their own, able to work, available to work, actively seeking employment. And who have met all of the eligibility requirements of the law.

DISABILITY INSURANCE

Disability Insurance programs help protect you, the employee, against loss because of unemployment resulting primarily from non-occupational illness or injury (including disability due to pregnancy).  It usually pays hospital benefits, in addition to wages lost, to claimants hospitalized for non-occupational illness or injury beginning he 8th consecutive day of disability.

Most wage earners under the unemployment insurance provisions are also covered under the disability insurance provisions.  Employees pay for the disability insurance and its administration through payroll deductions for the State of New York.

PERFORMANCE REVIEW

Supervisors and employees are strongly encouraged to discuss job performance and goals on an informal, day-to-day basis.  A formal written performance evaluation will be conducted at the end of an employee’s initial period of hire, known as the probationary period.  Additional formal performance reviews are conducted to provide both supervisors and employees the opportunity to discuss job tasks, identify and correct weaknesses, encourage and recognize strengths, and discuss positive, purposeful approaches for meeting goals.

EMPLOYEE BENEFITS

Eligible employees in this organization are provided a wide range of benefits.  A number of the programs (such as Social Security, Workers’ Compensation, State disability, and unemployment insurance) cover all employees in the manner prescribed by law.

Benefits eligibility is dependent upon a variety of factors, including employee classification.  Your supervisor can identify the programs for which you are eligible.  Details of many of these programs can be found elsewhere in the employee handbook.

The following benefit programs are available to eligible employees:

Health Insurance 

Vacation Benefits

Holidays

Sick Leave Benefits (short-term Disability)

Leave of Absence

Parking

Individual Retirement Account – employee only contributions

Some benefit programs require contributions from the employee (e.g. Health Insurance and Retirement Account), but most are fully paid by the employer.

HEALTH BENEFITS

ARI offers Group health benefits for their employees.  ARI will contribute 66.67% toward the cost of your coverage for Full time employees and pro-rate coverage for part-time employees over 20 hours, but less than 40 hours per week.  The employee cost is payroll deductible in a pre-tax environment.

VACATION POLICY

The following employee classifications are eligible for vacation benefits according to the guidelines set forth in this policy:

Regular full-time employees

Regular part-time employees

It is the policy of the Institute to grant vacations with pay to provide qualifying employees with periods of rest, relaxation and recreation in recognition of services performed.

Vacation Allowance

Vacation allowance for eligible employees for each vacation year is based upon length of service.  Employees are not eligible for paid vacations during the first two (2) months of employment.  Full-time physicians and nurses accrue vacation leave at a rate of eight (8) hours per pay period.  All other Regular Full-time employees receive four (4) hours per pay period with 1 to 3 years of service; six (6) hours for 4 to 15 years of Institute service; eight (8) hours for 15+ years of Institute service.  Regular Part-time employees accrue at the rate of 1 hour per 20 hours of work.  Excess hours are carried forward to the next pay period.
 (Eg 24/p/w= 48 p/p/p 2 hrs accrued carry forward 8.  This may require more than 2 pay periods before accrual increases)
Eligibility Provisions – Holidays, Leave of Absence, Illness Occurring During Vacation

Vacation benefits under this plan apply to all regular full-time employees and regular part-time employees normally scheduled to work at least twenty (20) hours per week.

Part-time employees normally scheduled to work less than twenty (20) hours per week and temporary employees are not eligible for paid vacation benefits.

The vacation year is defined as the twelve (12) month period commencing January 1st and ending with December 31st.

Eligibility Provisions – General

If a designated holiday is observed during an employee’s vacation period, the employee will be eligible for additional time off with pay equal to the holiday time off for which the employee is eligible.

An employee will not receive additional vacation time due to illness or disability occurring while on vacation.

Vacation Pay

Vacation pay for full-time employees and part-time will be computed by multiplying the employee’s current straight-time hourly rate by the number of vacation allowance taken.

Vacation Scheduling

Employees who have satisfied all eligibility requirements may submit vacation requests to their supervisors.  Requests will be evaluated based upon various factors, including anticipated operating requirements and staffing considerations during the proposed period of absence.

Employees are strongly encouraged to take earned vacation during the vacation year following its accrual.  In the event that an employee has not used all vacation benefits by the end of the benefit year, he or she will be allowed to carry over the balance, not to exceed 240 hours (prorated for part-time employees), into the next vacation year.

Vacations should normally be taken in units of at least one (1) week.  An employee may, however, take one (1) week of his or her vacation allowance in separate days subject to approval by the Supervisor.

Whenever possible, employees should take their total vacations.  Pay in Lieu of vacation will not be granted unless absolutely necessary to meet staffing requirements, and only upon approval by Management.

Eligibility Provisions – Terminating Employees

A terminating employee will receive pay in lieu of vacation allowance accrued during the current vacation year.  Upon termination of employment, employees will be paid for vacation benefits that have accrued through the last day of work.  For the purpose of this calculation, any partial month of service will be treated as a full month of service.

HOLIDAYS POLICY

The Institute will grant holiday time off to all eligible employees on the holidays listed below:

New Year’s Day (January 1)

Martin Luther King, Jr. Day (third Monday in January)

Presidents’ Day (third Monday in February)

Memorial Day (last Monday in May)

Independence Day (July 4)

Labor Day (first Monday in September)

Columbus Day (second Monday in October)

Veterans’ Day (November 11)

Thanksgiving Day (fourth Thursday in November)

Christmas Day (December 25)

According to the applicable restrictions, the Institute will grant paid holiday time off to all eligible non-exempt and exempt employees who have completed one calendar day of service in an eligible employment classification.  Holiday pay will be calculated based on the employee’s straight-time pay rate (as of the date of the holiday) times the number of hours the employee would otherwise have worked on that day.  Eligible employees classification(s):

Regular full-time employees

Regular part-time employees

To be eligible for holiday pay, non-exempt employees must work the last scheduled day immediately preceding the holiday and the first scheduled day immediately following it.  An employee scheduled to perform work on a designated holiday, who does not report and is not excused, will forfeit the holiday.

A recognized holiday that falls on a Saturday will be observed on the proceeding Friday.  A recognized holiday that falls on a Sunday will be observed on the following Monday.

If a recognized holiday falls during an eligible employee’s paid absence (e.g., vacation, sick leave), holiday pay will be provided instead of the paid time off benefit that would otherwise have applied.

If an eligible employee works on a recognized holiday, he or she will receive holiday pay wages and one and one-half times his or her straight-time rate for the hours worked on the holiday.

Paid time off for holidays will not be counted as hours worked for the purposes of determining overtime.

RETIREMENT PLAN

ARI offers a retirement plan
.  Employee contributions are made with pre-tax dollars and all plan earnings avoid taxation until the money is withdrawn.  Employees are eligible to enroll during open sessions, held twice a year.  See the personnel department for specific details and the plan description. 

SICK LEAVE POLICY

If you are sick, or other circumstances prevent you from being on time of on the job, you must notify your immediate supervisor in advance, if possible, that you will be unable to report to work and the reason why.  You should call in as soon as possible, but not later than two (2) hours after the normal starting time.  Calling in when absent or tardy must be for a good and sufficient reason and mere notification of an absence does not necessarily make it an excused absence.  If the absence is for more than one (1) day, you are required to keep in touch with the supervisor so plans can be made to handle your assignments while you are absent.

The Institute reserves the right to require a physician’s certificate at any time.

Calculating Sick Leave

A Regular full-time or part-time employee who is eligible will be entitled to four (4) hours of sick leave per pay period.  Regular Part-time employees accrue at the rate of 1 hour per 20 hours of work.  Excess hours are carried forward to the next pay period.
 (Eg 24/p/w= 48 p/p/p 2 hrs accrued carry forward 8.  This may require more than 2 pay periods before accrual increases)
If the sick leave account is depleted, there will be an appropriate reduction of salary for the hour(s) taken off.

Eligibility Provisions – Terminating Employees 

A terminating employee will not receive pay in lieu of sick leave accrued.

UNPAID LEAVE

Unpaid leave is time granted without pay for personal, medical, funeral, maternity, voting etc. that is without compensation.  Accrual of Annual and Sick time will be calculated on a proportional basis. 

LEAVES OF ABSENCE POLICY

Leaves of absence shall be granted in cases of medical, personal, funeral, military, jury duty, maternity, and voting.  Whether or not service time will accumulate during the leave of absence will be determined for each individual case upon the expiration of the leave.

To be valid, a leave of absence must be confirmed in writing.

If you have been granted a leave of absence of indefinite duration, you shall give a one (1) week notice of intent to return to work and the Institute shall be under no obligation to re-employ you before the expiration of that notice.

Effect of Leave of Absence on Employee Benefits

Time spent on an unpaid leave of absence of over thirty (30) days, except a military leave of absence, will not be counted as time employed in determining your eligibility for benefits that accrue on the basis of length of employment.

MEDICAL LEAVE

The Institute may provide unpaid medical leave to eligible employees who are temporarily unable to work due to a medical disability.  The employee classification(s) eligible for medical leave:

Regular full-time employees

Regular part-time employees

As soon as an eligible employee becomes aware of a need for a medical leave of absence, he or she must provide a satisfactory statement form a physician that verifies the existence and nature of the medical disability.  The statement will contain the approximate date the leave is expected to begin, its anticipated duration, and the date the employee can be expected to return to work.  Any changes in this information should be promptly reported to the employer.

Eligible employees may be granted leave for the period of the disability, up to a maximum of 120 days.  Pending the supervisor’s approval, employees may take any available sick leave or vacation leave prior to the effective date of the medical leave of absence.  If this initial period of absence proves insufficient, consideration will be given to a written request for a single extension of no more than thirty (30) days.

Medical disabilities include (but are not limited to) all temporary disabilities associated with pregnancy, childbirth, and related medical conditions.

Employees returning from medical leave are required to provide a physician’s verification of the employee’s fitness to return to work.  To the extent possible, employees will be returned to their former position or will be offered the first available comparable position for which they are qualified.

Employees who sustain a work-related injury will be eligible for a medical leave of absence for the period of disability in accordance with all applicable laws covering occupational disability.

PERSONAL LEAVE

In accordance with the guidelines set forth in this policy, the Institute may provide unpaid personal leave to eligible employees who wish to take time off work duties to fulfill their personal obligations.  The employee classification(s) eligible for personal leave:

Regular full-time employees

Regular part-time employees

Employees may request personal leave only after having completed the probationary period of sixty (60) days and are of eligible employment classification.  Personal leave may be granted for a period of up to fifteen (15) calendar days.  If this initial period of absence proves insufficient, consideration will be given to a written request for a single extension of no more than fifteen (15) days.  Pending the supervisor’s approval, employees may take any available sick leave or vacation leave prior to the effective date of the personal leave of absence.

Requests for personal leave will be evaluated based on a number of factors, including anticipated operational requirements and staffing considerations during the proposed period of absence.

The employer will continue to provide insurance benefits until the end of the first full month of personal leave.  At that time, employees must pay the full cost of their insurance benefits.  The employer will resume payment of the costs of these benefits when the employee returns to active employment.  To the extent possible, employees returning from personal leave will be returned to their former position or will be offered the first available comparable position for which they are qualified.

If an employee fails to report to work at the expiration of the approved leave period, the employer will assume that the employee has resigned.

BEREAVEMENT LEAVE POLICY

It is the policy of the Institute to grant employees reasonable bereavement time off when a death occurs in an employee’s immediate family.

Immediate family is considered to be: spouse, parent, daughter, son, brother, sister, mother-in-law, father-in-law, daughter-in-law, brother-in-law, grandparent, grandchild, a person who is legally acting in one of the above capacities, or another relative living in the employee’s residence.

Bereavement time-off is directly related to your individual sick or annual leave; to the extent that you have time.  Otherwise the time is available as unpaid leave with authorization from the Executive Director or President if ED is not available.

JURY DUTY LEAVE POLICY

Leave of absence for jury duty will be granted to regular full-time employees who have completed their probationary period.  Upon presentation of proof of such duty, the Institute will pay the employee the difference between the amount received for jury duty and regular straight-time wage or salary for that period. 

An employee on jury duty will be expected to work as much of the regularly scheduled shift as the jury duty schedule permits, to the extent that combined time on jury duty and at work does not exceed eight (8) hours on a given day.

MILITARY LEAVE POLICY

It is our policy to afford such re-employment rights as are required by the laws of the United States.  Military leaves of absence will be granted for regular full-time employees to coincide with all National Defense Programs in the following manner:

1. Employees entering active military service for a single enlistment period will be granted a general military leave of absence.  The employer will make every effort to reinstate employees returning form military leave to their former jobs or equivalent positions, depending on the availability of such position.

2. Employees who are members of a National Guard or Military Reserve unit may elect to treat summer training periods as vacation with pay in the amount of earned vacation allowance.  Training leaves will not normally exceed two weeks per year, plus travel time.

3. Employees who elect not to treat military training periods with a National Guard or Military Reserve unit as vacation will be paid the amount by which military base pay is short of their salary for two weeks per year.

MATERNITYLEAVE

Maternity leave without pay will be granted to regular full and part-time employees up to a period of four (4) months based on the date of departure.  Maternity cases are allowed to work as long as their health permits with the approval of their physicians.  All leaves granted will expire after three (3) months from the date of delivery.  Leaves will not be extended unless supported by a doctor’s certificate.  An attending physician’s statement is required indication the anticipated delivery date so that proper departure and return-to-work dates may be arranged.

An employee may not accept other employment while on maternity leave.

An employee must receive medical clearance from her doctor at the time of reinstatement from a maternity leave of absence and will be reinstated to her former or similar position.

While on maternity leave, the employee will continue to contribute her share of the health insurance cost by submitting a check to the Albany Research Institute, Inc. on a biweekly basis for the duration of the maternity leave.  The investigators will continue to contribute their share of the health insurance cost for the duration of the maternity leave.

PATERNITY LEAVE

A male employee may request only annual or LWOP for purposes of assisting or caring for his minor children or the mother of his newborn child while she is incapacitated for maternity reasons.  Each leave request for this reason will be considered on its own.

VOTING LEAVE

We strongly encourage employees to register and vote for candidates of their choice.  Normally, employees may arrange to register and vote outside normal working hours.  If, due to work location or schedule, this is not possible, Management will decide how much time off shall be granted and whether or not it shall be paid, with due consideration to state and local laws.

PARKING

If you drive to work, all vehicles must be registered with the VA Police and it is suggested that you park on one of the lots provided for you by the Institute/VA Medical Center.  Illegal parking on streets in the vicinity of the Institute/VA Medical Center creates a safety hazard.  Vehicles illegally parked may be towed away at the owner’s expense.

Your supervisor can tell you which parking lot is best to use.

You should park within the allotted spaces and obey all directional signs and speed limits. Please extend proper courtesies to other drivers using the parking lots.  If you are improperly parked or in an unauthorized area, you may be asked to move the vehicle.

Should you be involved in an accident while on Institute/VA property, notify the VA Police immediately.  Parking facilities are provided for all institute/VA employees.  Do not park in the spaces marked “reserved”.  For your own protection, always lock your car doors.  The Institute/VA Medical Center is not responsible for loss, damage, or theft in the parking areas.

EMPLOYEE CONDUCT AND WORK RULES

To assure orderly operations and provide the best possible work environment, the Institute expects employees to follow rules of conduct that will protect the interests and safety of all employees and the Institute.  It is not possible to list all forms of behavior that are considered unacceptable in the work place, but the following are examples of infractions of rules of conduct that may result in disciplinary action, including suspension or termination of employment.

· Theft or inappropriate removal or possession of property

· Falsification of time keeping records

· Working under the influence of alcohol or illegal drugs

· Possession, distribution, sale, transfer, or use of alcoholic or illegal drugs in the work place, while on duty, or while operating Institute/VA owned vehicles or equipment

· Fighting or threatening violence in the work place.

· Negligence or improper conduct leading to damage of Institute/VA owned property

· Insubordination or other disrespectful conduct

· Violation of safety or health rules

· Smoking in prohibited areas

· Gambling on Institute/VA property

· Sexual or other unlawful harassment

· Possession of dangerous or unauthorized materials, such as, explosives or firearms, in the workplace

· Excessive absenteeism or absence without approval

· Unauthorized use of telephones, mail system, or other Institute/VA owned equipment

· Unauthorized disclosure of confidential information

· Unsatisfactory performance or conduct

· Failure to report injury or accident

Employment with this organization is at the mutual consent of the Institute and the employee, and either party may terminate that relationship at any time, with or without cause or with or without advance notice.

DRUG AND ALCOHOL USE

Drug and alcohol use is highly detrimental to the safety and productivity of employees in the work place.  No employee may be under the influence of any illicit drug or alcohol while in the work place, while on duty, or while operating a vehicle or equipment owned or leased by the employer.

Possessing, distributing, transferring, purchasing, selling, using, or being under the influence of alcoholic beverages or illegal drugs while on the employer’s property, while attending business-related activities, while on duty, or while operating a vehicle or machine leased or owned by the employer may also lead to disciplinary action, including suspension without pay or discharge.

Physician-prescribed medications are permitted, provided they do not adversely affect job performance or the safety of the employee or other individuals in the work place.

GAMBLING

The Institute takes a position that gambling among its employees can lead to bad morale, hard feelings, and financial hardships.  Therefore, gambling is prohibited on Institute/VA premises and will be a cause for discipline.  That includes card playing, dice, lotteries, betting on horses or any other wagering.  Any employee who is involved with selling or attempting to sell football cards or run betting pools will be subject to discipline.

DISCIPLINE AND MISCONDUCT PROCEDURES

1. Counseling or oral reprimand – You are counseled by the supervisor following a minor offense in an effort to eliminate possible misunderstanding and to explain what constitutes proper conduct.

2. Written reprimand – You receive a written notice of discipline following intentional or repeated minor offenses.

3. Final written warning – You receive a written notice of discipline following serious misconduct or further repeated minor offenses; disciplinary time off without pay may also be given.  The purpose of a final written warning is to make certain that the employee understands the seriousness of the misconduct and that further misconduct will most likely result in discharge.

4. Discharge – You are discharged as the result of a serious offense or the final step in the accumulation of minor offenses of the same nature.

When you have not been following the Institute rules and have willfully broken those rules, the supervisor fills out an “Employee Reprimand Form” in your presence.  When it is completed, both you and the supervisor should review and sign the form.

The form is filed in your personnel file folder.

DRESS CODE

Although no formal dress code exists, you are asked to wear articles of clothing suitable to the type of work you do and the environment in which you work.  Articles of clothing should be neat, clean, in good taste, and not constitute a safety hazard.  Interpretation of this code will be left to the supervisor.

GRIEVANCE POLICY

A grievance is any problem of an employee or group of employees resulting from work requirements or the conditions under which work is performed.

Our goal is to find equitable solutions at the lowest possible level.  These procedures will be kept as informal and confidential as possible.  This is to ensure equality and fair play for all concerned.

All grievances will go first to an employee’s immediate supervisor for resolution.

If the problem cannot be solved at this level, the employee should follow the steps outlined below.  Records must be kept of all grievances (exception: minor grievances settled with immediate supervisor).

Copies of all records will be sent to management.

The following procedure is established to enable you to get prompt action on a personal request or grievance.

Step 1.  You shall take the matter up with the immediate supervisor and try to work out a satisfactory settlement.

Step 2.  In the event a satisfactory settlement is not reached in Step 1, you may select two (2) fellow employees to assist in the grievance.  The two employees so selected will then review the matter with you and the supervisor to help work out a satisfactory settlement.

Step 3.  In the event a satisfactory settlement is not reached in Step 2 within two (2) working days, a further written report bringing the case up to date will be made, after the case will be appealed to Management.  The Executive Director or President will then review the written reports and hear any additional information offered by either party, after which an attempt will be made to work out a satisfactory settlement.  Every reasonable effort will be made to complete this step within a period of one (1) week.

PROMOTION PROCEDURE

1. Whenever a job opening arises as a result of resignation, transfer, or creation of a position, present employees will be given first consideration.

2. Factors to be considered in the promotion of employees include education, experience in the present and previous jobs held while with the Institute, performance records, ability, character, skill, and willing participation in on-the-job training programs.  Seniority will be a major factor in the selection of employees for promotion only when two (2) or more employees are equal in all other respects.

3. This promotion policy is not applicable in the following situations:

a) Temporary opening – is a position, which is established for a prescribed time period, or for the time it takes to complete a project or a series of assignments.

b) Reassignment of personnel which is not a promotion but is actually a reorganization of the Institute.

c) Reassignment of an employee made at the discretion of Management of the Institute in order to correct a faulty placement, eliminate personal disagreements, or compensate for physical problems.  Such relationships between people working together, and provide suitable opportunities for handicapped workers currently on the payroll.

TERMINATION/RESIGNATION AND LAY-OFF POLICY

In the event an employee resigns, advance notice is expected; i.e., at least two (2) weeks for non-exempt and thirty (30) days for exempt personnel.

Should it be found necessary to terminate the employee because of lack of work or funding or the inability to do the job successfully, the can be terminated, with or without cause and with or without notice at any time.

INSTITUTE/VA PROPERTY

Care of Institute/VA Property
1. An employee is expected to exercise due care in the use of Institute/VA property and to utilize such property only for authorized purposes.  Negligence in the care and use of Institute/VA property may be considered cause for suspension and/or dismissal.

2. Unauthorized removal of Institute/VA property from the premises, or its conversion to personal use, is prohibited and will be considered cause for suspension and/or dismissal.

Return of Institute Property
Institute property issued to you must be returned to the Institute at the time you terminate employment, or when it is requested by your supervisor or designated representative.

Personal Property
The Institute assumes no responsibility for loss or damage to the personal property of an employee.

SAFETY & HEALTH POLICY AND RULES

Establishment and maintenance of a safe work environment is the shared responsibility of the Institute and employees from all levels of the organization.  The Institute will attempt to do everything within its control to assure a safe environment and compliance with federal, state, and local safety regulations.  Employees are expected to obey safety rules and to exercise caution in all their work activities.  They are asked to immediately report any unsafe conditions to their supervisor.  Not only supervisors, buy employees at all levels of the organization are expected to correct unsafe conditions as promptly as possible.

All accidents that result in injury must be reported to the appropriate supervisor, regardless of how insignificant the injury may appear.  Such reports are necessary to comply with laws and initiate insurance and workers’ compensation procedures.

The Albany Research Institute tries to provide and maintain certain standards of safety, sanitation, and health in accordance with federal, state, and city laws, regulations and ordinances.

Employees are required to observe the following safety rules, set up after careful study of existing hazards, in the interests of providing a safe, healthful place in which to work.

1. Unskilled persons shall not be permitted to operate or tamper with machines.

2. Machines and their electrical cords shall be grounded.  No electrically operated machine or fan shall be used in such a position or manner to cause the cord to be stretched or otherwise extend across an aisle or passageway, or to be on the floor in a manner likely to create a tripping hazard.  If temporary use across an aisle is required or necessary, portable barriers shall be erected.  Frayed or badly worn cords shall be replaced.  Cords should not be allowed to come in contact with heat producing equipment.

3. Machines shall never be cleaned or adjusted while in motion.

4. Only qualified persons shall do installation, repair, or maintenance of any equipment.

5. Employees shall familiarize themselves with the location of fire extinguishers and shall study instructions for their operation to enable them to place such equipment in operation promptly in the event of an emergency.  Employees will also be required to view safety videos and read the Chemical Hygiene Plan and Research Safety Plan.

6. Aisles shall be kept clear at all times of all obstructions.  When supplies or other machines are received, they shall be placed in permanent, safe storage as quickly as possible.

7. Flammable liquids shall be stored in safe containers of not more than one (1) gallon in capacity and it shall be marked “FLAMMABLE”.

8. Animal Exposure Surveillance Program (AESP).  The AESP is designed to monitor and support the health of personnel having direct exposure with a variety of vertebrate animals, animal tissues, body fluids, wastes or living quarters.  These personnel may be exposed to occupational hazards such as bites, scratches, or zoonotic diseases.  Personnel may be allergic to animal proteins or latex.  Personnel eligible for medical surveillance under this program include medical center employees (including Without Compensation Employees), students, volunteers or visitors who have direct contact to vertebrate animals, animal tissues, body fluids, wastes or living quarters or work with a zoonotic disease agent.  Personnel involved in isolated one time contact will be informed of specific health precautions and appropriate inoculation or medical constraints.  Isolated one time contact will not require participation in the medical monitoring program.

9. Radiation Safety (if applicable).

TELEPHONE USAGE

Use of Institute/VA phones for personal calls should be for emergencies only.  Calls should be made during lunch hours or authorized breaks.  If it is necessary to make or receive a call during working hours, keep it as brief as possible. 

SMOKING POLICY

In keeping with the employer’s intent to provide a safe and healthful work environment, smoking is prohibited throughout the work place.

This policy applies equally to all employees, patients, and visitors.

Any employee found smoking in an unauthorized area will be subject to disciplinary action.

SUGGESTIONS

The Institute maintains an open mind with regard to the improvement of its operating procedures and encourages its employees to make suggestions to this end.  Suggestions are appreciated on such subjects as safety and ways to save labor, money, energy, time, and materials.

All suggestions should be submitted in writing.  Management will be happy to discuss any suggestion with the originator.

Complaints should be directed first to the employee’s supervisor.  If the complaint is not sufficiently dealt with by the supervisor, the employee should submit the complaint, in writing, to Management.

SUPERVISOR’S ROLE IN THE INSTITUTE

We all know that good, sound leadership is important in any organization.  Effective, sound leadership requires that subordinated get the job done in the safest, least expensive, and most effective way and still achieve the quantity and quality of production desired.  To do this, supervisors are ever mindful of the importance of trying to meet the subordinates’ individual and personal needs.  Through cooperation and team effort, the Institute’s goals and the needs of the employees are achieved.

TRAINING AND EDUCATION

The assessment of training needs is a natural and essential part of the process of objective setting and appraisal.  Such an assessment is the determination of what additional competence is required by each staff member to carry out effectively, the work for which he/she is accountable, and to reach successfully the objectives he/she has set.  Our training program also plans for the personal growth and advancement of staff toward meeting the future needs of the Institute.

Most people have come to realize that self-development is usually genuine development and that it requires effort and commitment upon the part of both the supervisor and employee.  There is no better way to build the kind of team relationship needed to realize personal and Institute goals and to maximize the growth of all concerned.

The supervisor, along with the employee, decides what experiences – changes of assignment, training, etc., are needed and where to get them.  The supervisor and the employee working together will build a greater commitment to the training plan.

All ARI employees should attend the monthly VA Research Service staff meeting, held the 3rd Thursday of each month.

EMPLOYMENT STATUS OF INDIVIDUALS WITH 
LIFE-THREATENING ILLNESSES

The Institute recognizes that employees with life-threatening illnesses, such as cancer, heart disease, and AIDS, may wish to continue their normal pursuits, including work, to the extent that their condition allows.  The decision to continue work will be based on the ability to meet normal performance standards and on the receipt of satisfactory medical evidence that the employees do not present an immediate threat to themselves or others.  Evaluation of the potential dangers presented by individuals with life-threatening diseases will occur on a case-by-case basis and will consider existing medical and scientific evidence.

ETHICAL PRACTICES AND PROCEDURES DEALING WITH ALLEGED VIOLATIONS OF ETHICAL
 STANDARDS IN RESEARCH

The Albany Research Institute, Inc. follows both the VA policy and guidelines for Ethical Practices and Procedures for dealing with Instances of Alleged Violations of Ethical Standards in Research as described in VA Circular 10-87-111, dated September 28, 1987 and the NIH guide for Responsibilities of Awardee and Applicant Institutions for Dealing with and Reporting Possible Misconduct in Science as described in Vol. 18, No. 30, September 1, 1989, Special Issue of NIH Guide for Grants and Contracts.

ACKNOWLEDGEMENT OF RECEIPT OF EMPLOYEE HANDBOOK AND EMPLOYMENT APPLICATION DISCLAIMER 
ALBANY RESEARCH INSTITUTE, INC.

ALBANY, NEW YORK 12208

I hereby acknowledge that I received a copy of the Albany Research Institute’s Employee Handbook.  I understand that the information contained in this manual is merely a summary of present policies and procedures and is not intended or to be construed as a contract of employment nor a legal document.  I further understand that the Institute reserves the right to revise such policies or procedures at any time, with or without notice to me.

I also understand and agree in consideration of my employment to conform to the rules and regulation of the Institute, and that my employment and compensation can be terminated, with or without cause, and with or without notice, at any time, at the option of either the Institute or myself.  I understand that no supervisor, manager, or representative of the Institute, other than the President of the Institute, has any authority to enter into any agreement for employment of any specified period of time, or to make any agreement contrary to the foregoing.  Termination of employment by the Institute shall be in writing and signed by the President.

I recognize that it is my responsibility to read and understand the policies and procedures outlined in the Employee Handbook, which I have been given.

_________________________________

EMPLOYEE’S SIGNATURE

_________________________________

EMPLOYEE’S NAME (TYPED OR PRINTED)

_________________________________

DATE OF RECEIPT

Give this to your supervisor after you sign and date it.

Albany Research Institute, Inc.

Albany, New York 12208

EMPLOYEE INFORMATION STATEMENT

TOUR OF DUTY: Employees are considered to be full time when working 40 hours per week.  The normal tour of duty is from 8:00 a.m. until 4:30 p.m., Monday through Friday.

PAYCHECKS:  Employees of the Albany Research Institute, Inc. are paid on a biweekly basis.  Paychecks are issued on the Tuesday following the end of the biweekly pay period.  It shall be the employee’s responsibility to insure that their time sheet is signed by their ARI investigator and turned in to the Executive Director the last Friday of the pay period. If the time card is not received on time, a two-week delay in payroll will result.  
HOLIDAYS:  Full-time employees of the Institute receive ten (10) paid holidays per year. (New Years Day, Martin Luther King, JR’s Birthday, Washington’s Birthday, Memorial Day, July 4th, Labor Day, Columbus Day, Veterans Day, Thanksgiving Day, and Christmas Day).  Part-time employees receive only those holidays falling on their regularly scheduled workdays.

ANNUAL LEAVE: Full-time physicians and nurses of the Institute accrue annual leave at the rate of eight (8) hours per pay period.  All other full-time employees receive (4) hours for 1 to 3 years of service; six (6) hours for 4 to 15 years of service; and eight (8) hours for 15+ years of service.  Part-time employees accrue leave prorated to their part-time hours.

SICK LEAVE: Full-time employees of the Institute accrue sick leave at the rate of four (4) hours per pay period.  Part-time employees accrue sick leave prorated to their part-time hours.
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� This section inserted 3/26/02


� This section modified to mirror VA HR practices 10/1/02


� 401(k) replaced with a 403(b) plan last half of 2001.  Paychex 401(k1) cancelled and replaced with Princor (Principal Financial Services) Financial Services Corporation offering and Individual Retirement Account � This is a new section as of 10/12/01


� This section modified to mirror VA HR practices 10/1/02





� This section added October 2001.
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