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MANAGEMENT STATEMENTS 

 

In order to operate and manage its business, Integrisys must make many decisions on a day-to-day basis.  

Because these decisions may affect employees, Integrisys has prepared this Employee Handbook as a guideline 

for employer-employee relations. 

 

We hope this Handbook will express our welcome to new colleagues and assist you in becoming familiar with 

our policies, practices and procedures.  We hope it will answer many questions and provide a continuing source 

of reference during your career at Integrisys. 

 

While the Company intends to use this Handbook on a day-to-day basis, questions concerning application or 

administration of its various provisions may inevitably arise.  All employees should, therefore, understand that 

from time to time, Integrisys is required to interpret portions of these policies or to deviate from their expressed 

provisions. 

 

One of our goals, as a corporation, is to create and maintain a collaborative environment between colleagues.  

To further this goal, all colleagues are welcomed and encouraged to offer suggestions for improvement of these 

policies, employment practices or working conditions. 

 

We will periodically issue supplements and revisions to this Handbook, which should be promptly filed. 

 

 

Management Team 

Integrisys Communications Group, Inc. 

 

 

Statement of Philosophy 

 

“Integrity is doing the right thing, even when no one is looking.” 

 

Integrity is the cornerstone of our business.  We will conduct our affairs in a manner consistent with the highest 

ethical standards. 

 

To meet this commitment, we agree to abide by the following Code of Ethics: 

 

 Engage in fair and honest business practices. 

 Show respect for each other, our customers, suppliers, shareholders and the communities in which we 

operate. 

 Communicate in an honest, factual and accurate manner, and in our professional activities, conduct 

ourselves  

    in accordance with the highest standards of moral, ethical and legal behavior. 

 Strive to execute our responsibilities in a manner consistent with the highest standards of our professions &         

    industry. 

 Provide competent service to Integrisys, and our clients, at all times avoiding any conflicts of unethical 

    competitive practices, or any unethical act that might negatively affect our personal or corporate reputation. 
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Our Mission Statement 

 

Integrisys Communications Group, Inc. – “Integrisys” – will provide comprehensive, high quality 

communication solutions in the form of product and service for voice, data, video & fiber optic cable.  This 

mission provides value to our customers because: 

 

 The trend in communication technology is to converge all forms of business communication. 

 Communication is essential to today’s highly competitive, global economy – businesses do not have the 

luxury of any downtime.  Integrisys offers a one-stop solution utilizing and servicing the most advanced 

and proven communication technologies. 

 Businesses can no longer manage multiple outsourcers for their communication needs.  They need to go to 

one provider who can ensure that they have the correct technologies in place for today and tomorrow.  “One-

stop” or one source of this technology, implementation, maintenance, and upgrading is critical to sustaining 

a sound business infrastructure. 

 

 

OPERATIONAL POLICIES 

 

Equal Opportunity Employment and Affirmative Action 

 

It is the policy of Integrisys to create a favorable work environment in which all employees regardless of race, 

color, creed, national origin, gender, age, disability, sexual orientation, marital status or religious affiliation can 

enjoy equal opportunities in their relationship with the Company. 

 

In establishing qualifications for employment, no requirement will be adopted that would be discriminatory on 

the basis of race, color, creed, national origin, gender, age, disability, sexual orientation, marital status or 

religious affiliation. 

 

No questions on an application form or in any personnel proceedings will be framed so as to elicit information 

concerning the protected characteristics listed above. 

 

No appointment to or removal from a position will be affected in any manner solely by the person’s protected 

characteristics. 

 

Any employee or applicant who feels they have been subjected to discrimination should report their complaint 

to the President or Vice President who will investigate and attempt to resolve the complaint. 

 

 

Introductory Period of Employment 

 

New or re-hired employees will serve a three-month (90 day) Introductory Period of Employment.  During this 

period, employees are not eligible for any Company benefits. 

 

The end of the 90-day period does not constitute a contract for employment.  Colleagues should be aware that 

at the end of the 90 days, they will receive an evaluation from their supervisor(s) and manager(s).  Input will 

also be solicited from peers, administrative personnel, and supervisors.  This evaluation will include review of 

skills mastery, including technical and communications.  Other issues covered will comprise overall reliability 

(including punctuality, absenteeism and attendance), mastery of policies and procedures, quality of work, 

degree of productivity, initiative, teamwork and accomplishments. This evaluation and the completion of the 

introductory period do not ensure a rate increase.  Increases will be determined by colleague progress and 

achievement and are contingent on market conditions. This is the time for on-the-job training and learning 
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techniques to ensure our customers benefit from quality installations/and service.  Safety for our employees is 

also emphasized.  If you have questions, this is the time to ask. 

 

Length of service, used to calculate certain benefits, begins on the first day you actually work.  After you have 

completed your 90-day introductory period and if you are a full-time, regular employee as defined later in this 

manual, you are eligible to join the health insurance programs, receive holiday pay, and start accruing vacation 

days. 

 

 

Employment Classifications 

 

It is the intent of Integrisys to clarify the definitions of employment classifications so that all colleagues 

understand their employment status and benefit eligibility.  These classifications do not guarantee employment 

for any specified period of time.  Accordingly, the right to terminate the employment relationship at will and at 

any time is retained by both the employee and Integrisys. 

 

Each colleague is classified as either NON-EXEMPT or EXEMPT from federal and state wage and hour laws.  

NON-EXEMPT colleagues are paid an hourly wage and are entitled to overtime pay under the specific 

provisions of federal and state laws.  EXEMPT colleagues are excluded from specific provisions of federal and 

state wage and hour laws.  A colleague’s EXEMPT or NON-EXEMPT classification may be changed only upon 

written notification by Integrisys management. 

 

In addition to the above classifications, each colleague will belong to one other employment category: 

 

Regular Full-Time Employees are those who are not in a temporary introductory status and who are regularly 

scheduled to work Integrisys’ full-time schedule.  Generally, they are eligible for Integrisys’ benefit package, 

subject to the terms, conditions and limitations of each benefit program. 

 

Part-Time Employees are those who are not assigned to a temporary or introductory status and who are 

regularly scheduled to work less than 40 hours per week.  While they do receive all legally mandated benefits 

(such as Social Security and Workers’ Compensation Insurance), they are ineligible for all of Integrisys’ other 

benefits programs. 

 

Introductory Employees are those whose performance is being evaluated to determine whether further 

employment in a specific position or with Integrisys is appropriate.  Employees who satisfactorily complete the 

introductory period (90 days, see specific category) will be notified of their new employment classification. 

 

Temporary Employees are those who are hired as interim replacements, to temporarily supplement the work 

force (i.e., seasonal or holiday staff), or to assist in the completion of a specific project.  Employment 

assignments in this category are of a limited duration.  Employment beyond any initially stated period does not 

in any way imply a change in employment status.  Temporary employees retain that status unless and until 

notified of a change.  While temporary employees receive all legally mandated benefits (such as Social Security 

and Workers’ Compensation Insurance), they are ineligible for all of Integrisys’ other benefits programs. 

 

 

Conflict of Interest 

 

Integrisys colleagues have an obligation to conduct business within guidelines that prohibit actual or potential 

conflicts of interest.  This policy establishes only the framework within which Integrisys wishes the business to 

operate.  The purpose of these guidelines is to provide general direction so that colleagues can seek further 

clarification on issues related to the subject of acceptable standards of operation.  Contact the Office Manager 

for more information or questions regarding any possible conflicts of interest. 
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An actual or potential conflict of interest occurs when a colleague is in a position to influence a decision that 

may result in a personal gain for that employee or for a relative of that colleague as a result of Integrisys’ 

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 Integrisys colleague 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 

employees have any influence on transactions involving purchases, contracts or leases, it is imperative that they 

disclose to an officer of Integrisys, 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 cases where a colleague or relative has a significant ownership in a firm 

with which 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 Integrisys. 

 

No employee at any time can accept payment from an end user for any side work or work directly for any end 

user or any other Integrisys client.  Taking cash, checks or any other form of payment will result in immediate 

termination and considered fraud.  Offenders will be immediately terminated and prosecuted to the full extent 

of the law. 

 

 

Outside Employment 

 

Colleagues may hold outside jobs as long as they meet the performance standards of their job with Integrisys.  

All colleagues will be judged by the same performance standards and will be subject to Integrisys’ scheduling 

demands, regardless of any existing outside work requirements. 

 

If Integrisys determines that a colleague’s outside work interferes with performance or the ability to meet the 

requirements of the Company, as they are modified from time to time, the employee will be asked to terminate 

the outside employment if he or she wishes to remain with Integrisys. 

 

Outside employment that constitutes a conflict of interest is prohibited.  Employees may not receive any income 

or material gain from individuals outside Integrisys for materials produced or services rendered while 

performing their jobs. 

 

 

Non-Disclosure Policy 

 

The protection of confidential business information is vital to the interests and the success of Integrisys.  Such 

confidential information includes, but is not limited to, the following examples: 

 

 Compensation data 

 Computer processes 

 Computer programs and codes 

 Customer lists 

 Customer preferences 

 Financial information 

 Payroll information 

 Marketing strategies 

 Pending projects and proposals 
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 Current projects and proposals 

 Past projects and proposals 

 New materials research 

 Technological data 

 Technological prototypes 

 Personnel information 

 

All colleagues will be required to sign a non-disclosure agreement as a condition of employment.  Colleagues 

who improperly use or disclose trade secrets or confidential business information may be subject to disciplinary 

action, up to and including termination of employment and legal action, even if they do not actually benefit 

from the disclosed information. 

 

 

Non-Solicitation Policy 
 

Acceptance of employment with Integrisys constitutes an agreement that the employee will not solicit current 

clients, past clients, or clients with pending proposals or with whom Integrisys is in negotiations. 

 

While working at Integrisys, colleagues are prohibited from soliciting employment with a vendor, client, sub-

contractor, etc, and in some cases may be contractually prevented from doing so by mutual agreements between 

Integrisys and a particular client.   

 

 

Workplace Monitoring 

 

Workplace monitoring may be conducted by Integrisys to ensure quality control, colleague safety, security, and 

customer satisfaction. 

 

Computers furnished to employees are the property of Integrisys.  As such, computer usage and files may be 

monitored or accessed. (See Computer Use Policy). 

 

Because Integrisys is sensitive to the legitimate privacy rights of colleagues, every effort will be made to 

guarantee that workplace monitoring is done in an ethical and respectful manner. 

 

 

Computer & E-Mail Usage 

 

Computers, computer files, the e-mail system, and software furnished to colleagues are Integrisys’ property 

intended for business use.  Colleagues should not use a password, access a file, or retrieve any stored 

communication without authorization.  To ensure compliance with this policy, computer and e-mail usage may 

be monitored. 

 

Integrisys strives to maintain a workplace free of harassment and is sensitive to the diversity of its colleagues.  

Therefore, Integrisys prohibits the use of computers and the e-mail system in ways that are disruptive, offensive 

to others, or harmful to morale. 

 

For example, the display or transmission of sexually explicit images, messages, and cartoons is not allowed.  

Other such misuse includes, but is not limited to, ethnic slurs, racial comments, off-color jokes, or anything that 

may be construed as harassment or showing disrespect for others. 

 

E-mail may not be used to solicit others for commercial ventures, religious or political causes, outside 

organizations, or other non-business matters. 
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Integrisys purchases and licenses the use of various computer software for business purposes and does not own 

the copyright to this software or its related documentation.  Unless authorized by the software developer, 

Integrisys does not have the right to reproduce such software for use on more than one computer. 

 

Colleagues may only use software on local area networks or on multiple machines according to the software 

license agreement.  Integrisys prohibits the illegal duplication of software and its related documentation. 

 

Colleagues should notify their immediate supervisor or the Vice President upon learning of violations of this 

policy.  Employees who violate this policy will be subject to disciplinary action, up to and including termination 

of employment. 

 

 

Company Property 

 

All employees of Integrisys are expected to show utmost respect for any and all property belonging to the 

Company.  This includes, but is not limited to Company vehicles, tools and equipment, materials and supplies, 

office and administrative spaces, as well as physical plant(s) and grounds.   

 

Our presentation and appearance say as much about our commitment to excellence as does the quality of our 

work.  It is therefore the responsibility of all of us to see that Company property (as detailed above), be kept in 

excellent condition at all times.    

 

Maintenance of Company property and physical space is also a matter of safety. Grounds, spaces and vehicles 

should be kept clean and free of debris at all times, in order to reduce the possibility for accident or injury. 

 

 

Material Recycling Policy 

 

In an effort to offset costs and to ensure that no one colleague (or group of colleagues) profits at the expense of 

others (or the Company), it is the policy of Integrisys that any and all scrap wire and/or cable containing copper 

or other metals will be recycled by the Company. This material represents a significant cost to the Company, 

and any percentage returned represents a reduction in overall expenditures. All proceeds will be deposited into 

the general fund, resulting in a more suitable and equitable distribution of this asset. 

 

It is the responsibility of each field supervisor to insure that any and all scrap is accounted for and returned to 

the main office for storage in a timely fashion and no later than the completion of a job or project. Once an 

adequate amount of scrap is accumulated (to ensure the highest possible price) it will be taken for recycling by 

a representative of the Company. 

 

Violation of this policy will result in disciplinary action, up to and including termination of employment for 

theft, resulting in termination for gross misconduct.   

 

 

Company Vehicle Usage Policy 
 

In many cases, employees are provided with Company vehicles.  These vehicles are to be used for Company 

business only (including, in some cases, commuting to and from the office and/or job site.) 

 

Company vehicles are not to be driven to run personal errands during the workday, and after hour and/or 

weekend use is prohibited.  The only exception to this is if you are on a job site after hours or on the weekend 

and need to get to a restaurant or in an emergency.  In addition to driving safely, it will be the employee’s 
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responsibility to assure regular maintenance, and to keep the vehicle clean, and in good working order.  General 

maintenance includes such things as proper tire pressure, fluid checks, oil changes, etc.  Any mechanical 

problems are to be reported to a supervisor or member of the management team immediately.  Colleagues 

should consult with Vice President or supervisor regarding a vehicle that may be out of service for any amount 

of time above and beyond basic maintenance. 

 

Drivers who are required to see that maintenance is performed (i.e. oil changes, etc.) will be paid as hours 

worked for reasonable time spent on the care of the vehicle. Authorization from your supervisor is required.  

Drivers must report mileage on time sheets weekly.  Drivers must submit a Weekly Expense report to be 

reimbursed for all maintenance performed on the vehicles.  Any work needed on the vehicle exceeding $200 

must be approved in advance by the Vice President. 

 

No pets, hitchhikers, or non-Integrisys personnel (including family members) are allowed to ride in Company 

vehicles. 

 

 

Company Gas Cards 

 

Each Company vehicle is assigned a Voyager gas card for gasoline purchases and oil changes. These cards are 

to be stored in the vehicle's glove compartment. If you have been assigned a vehicle, do not keep the card on 

your person - these cards stay with the vehicles at all times.  Please insure that you record your mileage 

accurately when using the card.  Failure to do so may result in disciplinary action up to and including 

termination. 

 

 

Travel Policy 

 

Integrisys is committed to providing a fair and equitable policy regarding reimbursement for Travel Time.  Fully 

in compliance with State and Federal laws, Integrisys will compensate this time in the following manner: 

 

Drivers:  All driving time, from the driver’s home to worksite, beyond one hour, is considered “hours 

worked”, and therefore will be compensated at your regular hourly rate of pay for all time driven in excess 

of one hour each way, including overtime, if applicable.   

 

If a driver is required by your supervisor to come to the office before going to a worksite, (to pick up 

materials, supplies, etc.), all subsequent driving time to the worksite will be considered “hours worked”, 

and therefore will be compensated at your regular rate of pay, including overtime, if applicable.  If you 

report to the office without your supervisor’s request, you will not be paid. 

 

Mid-day travel: All subsequent driving time from one job site to another will be compensated at the 

employee's regular rate of pay, including overtime, if applicable. 

 

Riders:  All riding time beyond the travel time of one hour, is considered “hours worked”  and will be 

compensated at the regular hourly rate of pay.  Travel time by the rider during mid-day is considered “hours 

worked” and will be compensated at the regular rate of pay, including overtime, if applicable. 

 

If an employee is required to come to the office before going to a worksite (to attend a meeting or training 

session, etc.), all subsequent time spent riding to a worksite, will be compensated at the employee’s regular 

rate of pay.   
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Time returning from work for the first 60 minutes to home is considered commuting time, not “hours worked”, 

and therefore is not paid time.  Any additional time beyond the 60 minute commute is considered “hours 

worked” and will be paid at the regular rate of pay or overtime, if applicable. 

 

Colleagues who are required to perform a job that includes overnight stay will be compensated for time traveled 

both to and from the job for any time over one hour each way at their regular hourly rate, as this time is beyond 

the normal commuting time.  This policy applies to both drivers and riders. 

 

**All travel must be noted on your time sheet with the code “TR” and assigned to the appropriate job 

number to which you are traveling. 

 

 

Personal Charges Incurred During Travel 
 

Whenever possible, no personal charges should be added to a hotel bill when a colleague is required to stay in 

a hotel due to job assignment.  This includes, but is not limited to, personal phone calls, Pay-per-View and 

movie rentals, bar tabs, etc.  The employee is responsible for paying these charges.  If an Integrisys charge card 

is used without prior authorization, you must write a check to Integrisys immediately to pay for the charges.  

Incurring these unauthorized charges is considered employee theft and may result in termination for gross 

misconduct. 

 

 

Per Diem Policy During Overnight Travel 

 

Per Diem will be paid at a rate of $25.00 each night that you are required to stay overnight at a remote job site.  

Payment for ‘return day’ will be determined by remote site distance and at the discretion of the Project Manager.  

Depending upon site distance and duration, this policy may be adjusted for particular projects. Integrisys will 

pay lodging costs, excluding phone charges, pay-per-view movies, etc.  

 

 

Work Schedule & Break Policy 

 

The normal work schedule for all colleagues is a five-day workweek.  The workday begins at 8:00 am and ends 

at 4:30 pm, but this may vary depending on the job site restrictions.  Employees are required by law to receive 

a 30 minute lunch period.  Non-exempt colleagues will not be paid for their lunch break.  Supervisors will 

advise employees of the times their schedules will normally begin and end.  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.  Consult your supervisor for a schedule. In addition, you will receive two 

15-minute paid break periods – one in the first half of your shift, and one in the second.  Meal breaks must be 

noted on your time sheet and deducted from the hours worked for that day. 

 

 

Smoking Policy 

 

Integrisys is committed to eliminating the harmful effects and discomforts that smoking in the workplace 

produces.  Smoking is prohibited anywhere in the building and must be done outside of the office building, at 

least ten feet from any entry point.  Please be considerate of dropping any cigarette butts on the ground and 

dispose of them in the proper manner.  Also, do not stand next to any open windows so that the cigarette smoke 

does not blow into the offices. 

 

Employees are not to smoke at any work site, except in the designated areas, where the same rules as above will 

apply. This includes customer homes and driveways. 
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Any damage due to smoking in a Company vehicle may result in repairs to the employee's expense.  Damage 

to the vehicle related to smoking that is considered “excessive”, including, but not limited to, burns to the 

interior/exterior of the vehicle may be cause for termination of employment. 

 

 

Personal Telephone Calls 

 

Personal phone calls can be costly and disrupt the flow of work.  The Company requests that personal phone 

calls be limited to those of an emergency nature.  If outside local calls need to be made, employees are requested 

to do so during their lunch or break periods. Abuse of this policy will result in disciplinary action. 

 

 

Payroll Policy 

 

The Integrisys pay period is from Monday through Sunday.  Direct Deposit pay stubs are emailed out by 

Thursday and amounts paid by direct deposit will be available in employee bank accounts by Friday morning. 

 

Integrisys, as required by federal laws, withholds the necessary income and Social Security taxes. The employee 

must authorize all other payroll deductions in writing.  

 

If you do not wish to participate in the Direct Deposit program, you can have a physical paper check.  These 

checks will be available for you to pick up at the office (in your personal vehicle) by Friday morning at 8:00 

a.m.  If you wish us to mail your paycheck, we will mail the checks on Wednesday mornings for arrival with 

Friday’s mail. 

 

Timekeeping 

 

Federal and State laws require Integrisys to keep accurate records of time worked in order to calculate employee 

pay and benefits.  All colleagues are required to accurately complete their time sheets reflecting actual hours 

worked.  The Vice President or Project Manager will review these timesheets for accuracy.  Altering, falsifying 

or tampering with time records will result in disciplinary action, up to and including termination of employment 

for gross misconduct.   Be mindful that we check your start time with the GPS readings on your vehicle! 

 

Your time sheets are due to the Office Manager by noon on Monday (Tuesday if Monday is a holiday).  

Please email your timesheet to the Office Manager at:  admin@IntegrisysGroup.com . Your email address will 

serve as your signature. Please be sure job numbers are on your time sheets and that all information is filled in. 

If you do not know the job number, ASK YOUR SUPERVISOR!  

 

Any adjustments due to addition errors or GPS verification of time to or from a job site will be emailed to the 

employee.  Please initial all changes made or respond to the email attached to the time sheet, verifying your 

acceptance of the modifications.  If you hand-write your time sheet, please understand that NH state law requires 

that you initial any changes to your time sheet. 

 

If a time sheet is deemed unacceptable or if we disagree with the time reported, we will ask you for a new time 

sheet.  Failure to provide a new time sheet correcting errors will result in disciplinary action up to and including 

termination for gross misconduct (falsifying a time record).  

 

Overtime 

 

When job requirements demand, hourly employees may occasionally be asked to work overtime.  All overtime 

work must receive the Vice President’s or Project Manager’s prior authorization. 

mailto:admin@IntegrisysGroup.com
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Overtime compensation is paid to all non-exempt employees in accordance with Federal and State wage and 

hour restrictions.  Overtime pay is based on actual hours worked.  Time off on vacation or holidays will not be 

considered hours worked for purposes of performing overtime calculations.  Holiday hours that you work, and 

for which you are paid, are computed for overtime purposes.  Overtime at 1½ times your usual rate will be paid 

after 40 hours.  If eligible for holiday pay, holiday work will be paid at a rate of double time for the hours 

worked.  If you are still in the Training Period, any time worked on a designated holiday will be paid at straight 

time with no holiday pay.  Regular overtime rates will apply to the time worked.  

 

Shift Differential Policy  

 

Shift differential is paid to a colleague, with non-exempt status, who is required by Integrisys to work an 

assigned evening or night shift.  Work that is scheduled during the evening or night hours on the basis of 

convenience to the colleague shall not be considered an assigned evening or night shift for the purpose of this 

policy. 

 

A shift differential of 1.25% of the colleague’s regular rate of pay will be paid when the assigned shift begins 

after five o’clock in the afternoon.  After 40 hours of work if on this assigned night shift, the rate will increase 

to an additional 1.5% of the shift differential rate. 

 

A colleague working a regularly assigned daytime shift will not receive shift differential if the shift goes beyond 

the regular-assigned hours, but these additional hours will count toward regular overtime, if the colleague 

exceeds 40 hours for the week.   

 

Paid leave and holiday hours taken during an assigned evening or night shift, will be paid at the colleague’s 

regular rate of pay, not at the shift differential rate. Travel time payable per the travel policy will also be paid 

at the colleague’s regular rate of pay and will count toward overtime.    

 

 

Expense Reimbursement 
 

Integrisys will reimburse employees who incur expenses on behalf of the Company or in the course of job 

related activities.  Expense report forms may be obtained from the Office Manager or supervisor and must be 

authorized by the supervisor before submission.  An attached receipt must accompany all expenses listed on the 

expense report.    Please staple receipts to the back of the expense report in order of the listed charges. 

 

Sexual Harassment Policy 

 

Introduction 

It is the policy of Integrisys Communications Group to provide a positive, discrimination-free working 

environment for all employees.  Sexual harassment is unacceptable conduct that will not be tolerated.  All 

employees of this Company share responsibility for avoiding, discouraging, and reporting any form of sexual 

harassment. 

 

Because Integrisys takes allegations of sexual harassment seriously, we will respond promptly to complaints of 

sexual harassment and where it is determined that such inappropriate conduct has occurred, we will act promptly 

to eliminate the conduct and impose such corrective action as is necessary, including disciplinary action where 

appropriate.  

 

Any employee found in violation of this policy may be disciplined, up to and including termination. 

Retaliation against persons raising concerns about sexual harassment is prohibited, and will constitute separate 

grounds for disciplinary action, up to and including termination.  
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Please note that while this policy sets forth our goals of promoting a workplace that is free of sexual harassment, 

the policy is not designed or intended to limit our authority to discipline or take remedial action for workplace 

conduct which we deem unacceptable, regardless of whether that conduct satisfies the definition of sexual 

harassment. 

 

Laws Governing Sexual Harassment 

Sexual harassment in the workplace is a form of sex discrimination prohibited by Title VII of the Civil Rights 

Act of 1964, and by NH RSA 354-A: 7 of the New Hampshire state statutes.  EEOC Guidelines require 

employers to affirmatively address the issue of sexual harassment and to adopt procedures for the prompt 

resolution of employee complaints.  

 

Definitions of Sexual Harassment 

Sexual harassment can be defined as any unwelcome sexual advance, requests for sexual favors, or other verbal 

or physical conduct of a sexual nature when:  

 

1) Submission to such conduct is made either explicitly or implicitly a term or condition of        

an individual’s employment status; or 

 

2) Submission to or rejection of such conduct is used as the basis for decisions 

affecting that individual with regard to employment (pay raises, work assignments, 

discipline, etc); or 

     

3) Such conduct has the purpose or effect of unreasonably interfering with an individual’s work 

performance, or creates an intimidating, hostile or offensive work environment. The work environment 

includes, site locations, offices, all Company events or activities, attendance-mandated meetings at 

outside locations, driving to work sites in Company vehicles, etc.  

 

Although sexual harassment often takes place when the alleged harasser is in a position of power or influence 

(e.g., supervisor to supervisee), other types of harassment are also possible.  Sexual harassment may involve 

the behavior of a person of either gender against a person of the opposite or same gender.  It is not necessarily 

limited to offensive physical contacts or requests for sexual favors.  

 

Sexual or “off color” remarks, name-calling, lewd gestures, obscene materials (photographs, cartoons, e-mails, 

etc) and inappropriate touching may also constitute sexual harassment. Additional forms of harassment include 

(but are not limited to): unwelcome sexual advances (whether they include touching or not), sexual epithets, 

jokes, written or verbal references to sexual conduct, gossip regarding one’s own or others sex life, comments 

on an individual’s body, comments about an individual’s sexual activity, deficiency or prowess, or orientation. 

 

Other possible examples of sexual harassment include (but are not limited to) unwelcome leering, whistling, 

and brushing against another person’s body, suggestive or insulting comments, or inquiries into one’s sexual 

experiences. 

 

Responsibilities of Integrisys Personnel 

All officers, owners and managers of the Company are responsible for:  development, dissemination and 

implementation of this policy, serving as a resource for all matters dealing with sexual harassment complaints, 

advising and investigating sexual harassments complaints, and compliant, and effective resolution of all such 

complaints. 

 

All managers, supervisors, and foremen are responsible for providing a work environment that is free from 

harassment and intimidation, informing complainants about Company policy and their right to speak with the 
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CEO about this issue, and participating in investigations and resolutions of complaints and the implementation 

of recommended recourse. 

 

All employees are responsible for ensuring adherence to this policy, discouraging sexual harassment in the work 

environment, and cooperating with any investigation that might result. 

 

Any person who is consulted about potentially sexually harassing behavior must advise the accuser of the 

Integrisys Sexual Harassment policy and encourage prompt reporting to the Vice President or immediate 

supervisor.  When a first-hand allegation of sexual harassment is made, and the alleged harasser is named, a 

report must be made to any supervisor, Vice President or President. 

 

Confidentiality 

Integrisys will make all reasonable efforts to maintain the confidentiality of any parties involved in a sexual 

harassment investigation.  Confidentiality, however, cannot be guaranteed.  Furthermore, whether informal or 

formal resolution is sought, anonymous complaints will not be brought against any Integrisys employee or 

officer. 

 

False Claims of Sexual Harassment 

Integrisys reserves the right to discipline any employee who brings false complaints of sexual harassment.  No 

complaint will be considered “false” solely because it cannot be corroborated. 

 

Sexual Harassment Complaint Procedures 

 

1)  Any colleague who feels that he or she has been the victim of sexual harassment should contact the 

Vice President or another member of management with whom the employee feels comfortable.  This 

report can be oral or written, but a written summary of the complaint will be prepared and presented 

to the employee to confirm the accuracy of the summary by signing it. 

 

2)  Upon receipt of the complaint, the Manager receiving the complaint will contact the person who 

allegedly initiated the sexual harassment, inform that person of the basis of the complaint and give 

him or her the opportunity to respond to the complaint.  That person may submit an additional response 

in writing following this discussion. 

 

3)  A prompt and thorough investigation will be performed by Management.  After completing the 

investigation, the Manager will submit in writing, a confidential summary of the complaint, the 

response, and the facts of the investigation to the Vice President or President. 

 

To the fullest extent possible, Integrisys will keep complaints and the terms of their resolution, as well as any 

information obtained during the course of the investigation, confidential. 

 

Complaining parties and witnesses will not be retaliated against for lodging complaints and/or cooperating in 

any related investigation.  Any retaliation is illegal and will subject offenders to disciplinary action. 

 

If, following the investigation of the complaint, it is determined that sexual harassment has occurred, appropriate 

disciplinary action up to and including termination will be taken. 

 

State and Federal Remedies 

In addition to the above, if you believe you have been subjected to sexual harassment, you may file a formal 

complaint with either or both of the government agencies set forth below.  Using our complaint process does 

not prohibit you from filing a complaint with these agencies.  Each of the agencies has a short time period for 

filing a claim (EEOC-180 days; NHCAD – 6 months). 
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A) The United States Equal Employment Opportunity Commission (EEOC) 

1 Congress Street – 10th Floor 

Boston, MA  02114 

617-565-3200 

 

B) The New Hampshire Human Rights Commission 

163 Loudon Road 

Concord, NH  03301 

603-271-2767 

 

 

Drug-Free Workplace 

 

Integrisys reserves the right to require a drug/alcohol test after any type of incident involving a vehicle, or in 

the event of a requirement by a certain contractual agreement with a client.   

 

It is the policy of Integrisys Communications Group to maintain a drug-free work place.  Colleagues are 

expected to report to work in an appropriate mental and physical condition. 

 

Integrisys recognizes that drug dependency is an illness and a major health problem.   Illegal drug use by 

Integrisys employees could be dangerous to the colleague’s health and safety, cause irreparable damage to the 

reputation of Integrisys, and potentially lead to significant legal liability on the part of Integrisys. 

 

If an employee needs help in dealing with drug related problems he or she should speak with the Vice President, 

who can refer either he or she to proper counseling or rehabilitation programs.  Conscientious efforts to seek 

help will not jeopardize one’s job or be recorded in a colleague’s personnel records.  The laws of confidentiality 

will bind any such conversations with the Vice President.  No discussion with anyone outside of the Vice 

President can be had, without the express permission of the colleague. 

 

The unlawful manufacture, distribution, possession or use of a controlled substance, including alcohol while at 

work or while conducting business for Integrisys, is absolutely prohibited, as is appearing at work under the 

influence of alcohol or a controlled substance.  Violations of this policy will result in disciplinary action, up to 

and including termination, and may have legal consequences. 

 

Furthermore, if a colleague is convicted under a criminal drug statute for any violation occurring while the 

employee was conducting business for Integrisys, the employee must report the conviction to his/her supervisor 

within five business days.  

 

 

Uniforms and Personal Appearance 
 

All employees are expected to present a neat, professional appearance at all times.  Field employees may be 

provided with Company shirts that they will be required to wear to work and on the job.  Pants must be of denim 

or khaki work pant style.  All clothing should be clean and un-torn.  Proper protective footwear is also required.  

(See safety policy for additional information.) 

 

Staff in the field will not wear rings on any area of their body that is ‘body pierced’.  Rings are a safety hazard 

and are in violation of the safety code that is in place at Integrisys.  Studs, however, may be worn. 

 

 

 

 



 

- 16 - | P a g e  
 

Job Preparation and Administrative Tasks 
 

From time to time, a colleague may be required to perform job preparation or administrative tasks, at the office, 

before reporting to a job site.  In this case, the colleague will be paid from the time of arrival at the office until 

the completion of work on the job site.  (See Travel policy for specifics regarding “Rider” and “Driver” times, 

as well as other related policies.)  This is time that must be authorized by a supervisor and recorded on your 

time sheet separately from job site time.  Please make sure you assign the time to the appropriate job number. 

 

 

Safety Issues 

 

Integrisys Communications Group is committed to providing and maintaining a safe and healthy workplace for 

all.  Though safety is a primary responsibility of management, every colleague has an important role to play in 

maintaining a safe workplace.  Every individual is expected to familiarize him/herself with our Health and 

Safety Policies, which are clearly defined in a separate manual.  All colleagues will be provided with an 

individual copy.  

 

 

Whistleblower’s Protection Act 

 

In compliance with federal and state laws (RSA-275-E), Integrisys adheres to the mandates of protection for 

any employee who reports violations of laws or refuses to execute illegal directives, participate in investigations 

or hearings into such, that may come to him/her, by way of their employment with the Company. 

 

No employee who in good faith, engages in any of these activities shall be discharged, threatened in any way, 

or discriminated against because such involvement. 

 

Should any employee feel that he/she is being subject to such threat, discrimination or discharge, he/she should 

immediately report this by filling out the appropriate form, which may be obtained from the CEO.   

 

 

BENEFITS AND RELATED POLICIES 

 

Introduction 

 

Integrisys strives to provide the best, most equitable and cost effective benefits for its colleagues in recognition 

of the influence benefits have on the welfare of the employee.  Employees should recognize that the total cost 

to provide the benefit program is a significant supplement to the colleague’s pay and should therefore be viewed 

as additional compensation. 

 

Integrisys provides various benefits to its colleagues, depending on their category of employment and/or length 

of service.  These benefits typically include the benefits summarized in this Handbook.  However, the Company 

also reserves the right to change, revise or eliminate any and all of these employment benefits at any time. 

 

Policies and provisions that govern the Company’s benefit program will apply to all regular, full-time 

(40 hour) employees whether exempt (salaried) or non-exempt (hourly) status. While some benefits may earn 

credit during an employee’s Introductory Period, eligibility in some cases will not occur until employees obtain 

regular status (i.e., after 90 days). 

 

When employees work a regularly scheduled workweek of less than full-time (less than 40 hours, but more than 

20 hours), some benefits may be determined on a pro-rated amount of hours. 
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Benefit costs have risen sharply over the years, particularly in the area of insurance plans.  These include 

mandatory insurance benefit plans such as worker’s compensation, Social Security and un-employment 

insurance, whose rates are controlled by law. 

 

Discretionary benefits are those selected and controlled by Integrisys.  Some benefits may require contributions 

from employees, some are fully paid by Integrisys.   

 

Holidays 

 

All regular employees are currently given six (6) paid holidays per year; paid at their current pay rate.  

Integrisys’ recognized holidays are:   Memorial Day, July 4th, Labor Day, Thanksgiving Day, Christmas Day 

and New Year’s Day. 

 

When hourly employees work less than 40 hours per week, but more than 20 hours, paid time benefits will be 

determined on a pro-rata basis.  During orientation, an employee will be eligible for a paid holiday after 90 days 

of employment.  In order to be paid for the designated holiday, an employee must work a full day on the last 

regularly scheduled workday preceding the holiday and the first regularly scheduled workday following the 

holiday. 

 

During a holiday week, to be eligible for overtime pay, an employee must work more than 40 hours. 

 

On occasion, as the need arises, at the discretion of the Company and/or the preference of the colleague, an 

employee may work on a regularly scheduled holiday.  In the event of this occurrence, the employee may either 

be paid for the time worked, or take another day in lieu of the holiday.  If colleagues work on a scheduled 

holiday, they will be paid at their regular rate of pay plus holiday pay with overtime paid for hours worked over 

40, provided the 90-day Training Period has been fulfilled. 

 

There is no cash payoff for unused holiday time at termination. 

 

From time to time, Integrisys may need to trade holidays to match and meet a client’s holiday schedule.  Your 

supervisor will notify you. 

 

Vacation Time 

 

Vacation time off with pay is available to eligible employees to provide opportunities for rest, relaxation, and 

personal pursuits.  Employees in the following employment classifications(s) are eligible to earn and use 

vacation time as described in this policy.   

 

After initial 90-day probation period, employees will be accruing vacation at a rate of one hour per pay period 

worked, which will provide for one week (five, eight hour days) of vacation at the end of their first year, if no 

unpaid leave has been taken. 

 

At completion of first year, accrual rate rises to 1.55 hours per pay period for a total available of two weeks’ 

vacation (ten 8-hour days), if no unpaid leave has been taken. 

 

After five years, accrual rate rises to 2.3 hours per pay period worked, which provides for three weeks (fifteen, 

8- hour days) of vacation, if no unpaid leave has been taken. Paid vacation time can be used in minimum 

increments of one day.  To take vacation, employees should request advance approval from their supervisors.  

Requests will be reviewed based on a number of factors, including business needs and staffing requirements.  

Because Integrisys is a small Company, time off must be scheduled at least two weeks in advance.  
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Vacation time off is paid at the employee’s base pay rate at the time of vacation.  It does not include overtime 

or any special forms of compensation such as incentives, commissions, bonuses or shift differentials.   

 

As stated above, employees are encouraged to use available paid vacation time for rest, relaxation, and personal 

pursuits.  In the event that available vacation is not used by the end of the benefit year, employees may carry 

unused time forward to the next benefit year.  If the total amount of unused vacation time reaches a cap of 160 

hours, further vacation accrual will stop. When the employee uses paid vacation time and brings the available 

amount below the cap, vacation accrual will begin again. 

 

There is no payment of accrued vacation time upon discharge with cause, or voluntary termination 

without a working two-week notice served in good stead.  

 

 

Sick Time 

 

Integrisys does not currently provide paid sick time. 

 

 

Insurance Benefits 

 

Integrisys currently does not offer a group health or dental insurance plan.  Integrisys currently offers group life 

insurance in the amount of $15,000. per person and is 100% covered on the employee behalf.  Should an 

employee wish to have additional coverage that is also available on a voluntary basis, and must be paid for by 

the employee.  This coverage goes into effect the first of the month following the employee’s introductory 

period.   

 

 

Jury Duty 

 

Colleagues are to notify their supervisors promptly upon receipt of a jury summons and subsequent notice of 

selection to service as a juror.  Employees so required to serve will be paid the difference between jury duty 

compensation and regular salary for up to one week on evidence of their summons and participation in the jury 

process.  

 

 

Military Duty 

 

Integrisys will allow a leave of absence to allow a colleague to perform military duties.  Notify your Supervisor 

ahead of time so that arrangements in scheduling can be made.  If temporary military service causes an absence 

from regularly scheduled work, the colleague shall receive regular compensation for time lost less the 

compensation received from the military.  The maximum time compensation is ten (10) working days per year. 

 

You should provide the Vice President with your military orders at least two (2) weeks in advance of your 

absence.  After completion of your military duty, you should give your Supervisor all compensation records 

received from your military duty. 

 

Integrisys will make every effort to place an employee in a similar position upon the employee’s return from 

being called to active military service. 
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Workers’ Compensation Insurance 

 

Integrisys provides a comprehensive workers’ insurance program at no cost to 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. 

 

Employees who sustain work-related injuries or illnesses should inform their supervisor immediately.  No 

matter how minor an on-the-job injury may appear, it is important that it be reported immediately.  This will 

enable an eligible employee to qualify for coverage as quickly as possible. 

 

Neither Integrisys nor the insurance carrier will be liable for the payment of worker’s compensation benefits 

for injuries that occur during an employee’s voluntary participation in any off-duty recreational, social, or 

athletic activity sponsored by Integrisys.   

 

 

Out-of-Work Work Policy 

 

When a colleague is out-of-work due to an injury, it is critical that Integrisys be apprised of the employee’s 

medical condition and expected date to return to work.  To that end, colleagues are required to contact their 

supervisor immediately following their initial visit to a physician and thereafter on a schedule established by 

the supervisor.  This contact will continue for the duration of the absence.  

 

 

Family Medical Leave Act 

 

The Family and Medical Leave Act (FMLA) of 1993, insures that any employee who has worked for Integrisys 

for at least one year, and for 1,250 hours over the previous 12 months, may be provided with up to 12 weeks of 

unpaid, job-protected leave for certain family or medical reasons. (In the event that the employee roster drops 

below 50, for more than 20 weeks, this law will no longer apply). 

 

Unpaid leave must be granted for any of the following reasons: 

 To care for the employee’s child after birth, or placement for adoption or foster care. 

 To care for the employee’s spouse, son or daughter, or parent who has a serious health condition. 

 For a serious health condition that makes the employee unable to perform the employee’s job. 

 

Integrisys and/or the colleague may exercise options to substitute available paid leave, depending upon the 

situation. 

 

The employee may be required to provide advance leave notice and medical certification.  If these requirements 

are not met, taking of leave may be denied. 

 

Integrisys may require medical certification to support a request for leave because of a serious health condition, 

and may require second or third opinions (at its expense), as well as a fitness for duty report before a colleague 

may return to work. 

 

Continuation of benefits and protection of job or position are assured by the FMLA. 

 

 The use of FMLA leave may not result in the loss of any employment benefit that had accrued prior to 

the start of the leave. 

 Upon return from FMLA leave, most employees must be restored to their original or equivalent positions 

with equivalent pay, benefits and other employment terms. 
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The FMLA makes it unlawful for Integrisys to: 

 

 Interfere with, restrain, or deny the exercise of any right provided under FMLA. 

 Discharge or discriminate against any person for opposing any practice made unlawful by FMLA, or for 

involvement in any proceeding under or relating to FMLA. 

 

 

The US Department of Labor is authorized and will investigate and resolve complaints of violations, and any 

employee may bring civil action against Integrisys for violations.  The FMLA does not affect any Federal or 

State law prohibiting discrimination, or supersede any State or local law, or collective bargaining agreement 

that provides greater family or medical leave rights. 

 

 

ADMINISTRATIVE POLICIES 

 

Personnel Data Changes 

 

It is the responsibility of each employee to promptly notify Integrisys of any changes in personnel data.  Personal 

mailing addresses, telephone numbers, number and names of dependents, individuals to be contacted in the 

event of an emergency, educational accomplishments, licensing, certifications, and other such status reports 

should be accurate and current at all times.  If any personnel data has changed, notify the Office Manager. 

 

The accuracy of your information is important for a number of reasons:   

 In emergency situations 

 To insure that all colleagues are receiving the maximum benefits to which they are entitled 

 Keeping administration apprised of most recent accomplishments, achievements and certifications, 

insures proper consideration for pay raises, job assignments, and promotions, as well as, in some cases, 

increasing our possibilities of landing a job or contract, e.g., some clients require certain certifications, or 

licenses. 

 

 

Access to Personnel File 

 

Integrisys maintains a personnel file on each employee.  The personnel file includes such information as the 

employee’s job application, resume, records of training, documentation of performance development, salary 

increases, and all other employment-related records. 

 

Personnel files are the property of Integrisys and access to the information contained therein is confidential.  

Generally, only supervisors and management personnel of Integrisys, who have a legitimate reason to review 

information in the files, are allowed to do so. 

 

With reasonable advance notice, colleagues may review their own personnel files in Integrisys’ offices and in 

the presence of an individual appointed by Integrisys to maintain the files.  Employees are entitled to have 

copies of their files. 

 

 

Employment Reference Check 

 

The Office Manager will respond to all reference check inquiries from other employers.  Responses to such 

inquiries will be limited to factual information that can be substantiated by Integrisys records. 
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Exit Interview Upon Employment Termination 

 

Upon termination, a colleague will have a final meeting with two managers.  At that time, any keys, intellectual 

property computer disks and or files or Company materials will be returned.  If the Company has discharged an 

employee, he or she will be paid within 72 hours.  Employees who resign or voluntarily quit will be paid on the 

next regular payday.   

 

All accrued vacation time (subject to Termination Notice policy above), and/or any un-reimbursed Integrisys-

related expenses (submitted on an authorized expense form) will be included in final pay.   

 

Any outstanding balances for insurance deductions, etc. will be deducted from final pay. 

 

At time of separation, be it voluntary resignation or termination by Integrisys, final pay will be available for 

pick-up at the office.  If you have returned all Company-owned property, we will mail you your final paycheck 

upon your request (in writing to our Office Manager).  If you have not returned your Company property, you 

may do so when you pick up your check at the office. 
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INTEGRISYS COMMUNICATIONS GROUP, INC. 

720 EAST INDUSTRIAL PARK DRIVE, UNIT #9 

MANCHESTER, NH 03109 

(603) 431-8155 

 

 

Acknowledgement of Receipt of Integrisys Communications Group Handbook 
(to be signed by employee and returned to the Office Manager) 

 

 

 

I hereby acknowledge receipt of a copy of the Integrisys Communications Group Handbook. This handbook is 

intended to be a guide for employees and Integrisys Communications Group in implementing employment 

practices in a manner fair and equitable to all employees.  

 

I understand that it is my responsibility to read and be familiar with the information contained in the handbook. 

I understand and hereby agree to comply with all the policies contained in the handbook and any subsequent 

revision. I understand that the content of the handbook is presented as a matter of information only.  

 

The plans, policies, and procedures described are not conditions of employment. I understand that Integrisys 

Communications Group reserves the right to modify, revoke, suspend, terminate or change any or all of the 

plans, policies and procedures in whole or in part at any time, with or without notice, solely and at its discretion. 

 

This handbook is not a contract and should not be construed to create any contract of employment or any 

promises regarding employment, terms or conditions, either expressed or implied, including, without limitation, 

any contract of employment for a definite duration. I also acknowledge that I am an employee (at will) and that 

Integrisys Communications Group or I may terminate my employment at any time with or without cause and 

with or without notice.  I also understand and acknowledge that failure to comply with any of the rules, policies 

or procedures govern my employment whether contained in the handbook or otherwise, may lead to discipline 

up to and including termination of my employment.  

 

Wherefore, and acknowledgment a receipt as indicated above, I place my signature and name on this form, with 

the understanding that the original document will remain in my employment file. Acknowledgement of receipt 

of employee handbook:  

 

 

 

Employee Name:  ___________________________________________________  

                              (Please print name)  

 

Employee Signature:  ________________________________________________ 

 

 

Date:    ____________________ 
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INTEGRISYS COMMUNICATIONS GROUP, INC. 

720 EAST INDUSTRIAL PARK DRIVE, UNIT #9 

MANCHESTER, NH 03109 

(603) 431-8155 

 

NON-DISCLOSURE AGREEMENT 

 

 

As stated in the Employee Handbook and as an employee of Integrisys, you are required to sign a non-disclosure 

agreement (herein known as “Agreement”).  To fulfill your job duties, Integrisys may provide you with certain 

confidential, non-public and proprietary information.  Integrisys wants to ensure that any such information shall 

be kept in the strictest of confidence.   

 

Confidential information is defined as all data, reports, analyses, prints, bids, work scopes and other materials 

(in whatever form maintained, including hard copy or computerized) containing or otherwise reflecting 

information about Integrisys or its customers.  By signing this Agreement, you understand to use the confidential 

information solely in connection with its purpose, be it on a job site or compiling customer data for transmittal.  

You agree, either directly or indirectly, not to disclose, reveal, divulge, publish or otherwise make known any 

confidential information to any person for any reason or purpose whatsoever. 

 

Promptly upon completion of your job, you shall return all written information or delete any computerized 

versions of work orders, prints, work scopes and the like.  

 

By signing this Agreement, you acknowledge and understand that the provisions of this Agreement are of a 

special and unique nature, the loss of which cannot be accurately compensated for in damages by an action at 

law and that the breach of the provisions of this Agreement would cause Integrisys irreparable harm.  Money 

damages would not be an adequate remedy for any breach of the provisions of this Agreement. You understand 

that Integrisys will be entitled to equitable relief, including, without limitation, an injunction or injunctions to 

prevent breaches of this Agreement by you or any of your Representatives and to specifically enforce the terms 

and provisions of this Agreement, this being in addition to any other remedy to which Integrisys is entitled at 

law or in equity. 

 

You agree to keep information confidential for three years after your termination date with us. 

 

 

 

Signed:  __________________________________________         Date:  __________________ 

 

 

Printed Name:     ______________________________________________ 

 


