Career Orientation Handbook

Company Policies for C/O Employees

Personal Appearance and Grooming:

· Employees are expected to follow traditional modes of dress while working

· Hairstyles should be of a conservative nature—clean and neat at all times

· Clothing should be in good repair, clean, neat and appropriate

Working Hours and Breaks:

· Full-time employees are expected to work 55 minutes per day with occasional overtime required

· You should be at your workstation prepared to work on time

· More than three tardies per term will result in morning detention

· No more than eight absences per semester

· Employees will have traditional holiday breaks and time off for good behavior

Compensation:

· You will be compensated every nine weeks according to the pay (grade) scale with respect to your output and performance

· Bonuses are paid for work over and above the call of duty (what is expected of all employees)

· You can expect to be promoted faster than at any other time in your life

· You will gain valuable hands-on experience, self-understanding, positive self-esteem, and important life skills to aid you in the world of work

Safety and Personal Conduct:

· Stop accidents before they happen.  Ask first!

· Keep hands, feet, and other objects in your personal work station

· There will be absolutely no profanity, ridicule of fellow employees, obnoxious noises, projectiles thrown or disruptions of any kind during the designated work hours

· Always follow the directions of the operation manager, the safety procedures, the personal conduct listed, and the official company handbook

· Always treat your fellow employees and supervisors with respect

Equal Opportunity:

· This is an equal opportunity employment institution.  We do not discriminate on the basis of race, religion, color, creed, sex, age, or ethnic background.
· We promote on the basis of merit 
