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REPORTING TIME PAY 

Non-exempt minor employees under the age of 18 who are required to report to work and are 

subsequently sent home by the Company without completing their assigned shift due to a lack 

of work will be paid any applicable reporting time pay. 

 Employees will be paid for one hour or half of their scheduled shift, whichever is more. All time 

worked prior to dismissal count toward these totals. Reporting time pay will be compensated at 

the employee’s regular rate of pay.  

 

PERFORMANCE EVALUATION 

Employees will generally receive an appraisal of their job performance upon the completion of 

one year of employment and annually thereafter. This evaluation may be either written or oral. 

Such evaluation may not occur exactly on the anniversary date, but thereabout, at the 

discretion of the supervisor or manager. 

If in this appraisal employees are given an evaluation sheet or other written document, 

employees will be required to sign it. An employee’s signature does not necessarily indicate 

that the employee agrees with all the comments, but merely that the employee has been given 

the opportunity to examine the evaluation and fully discuss the contents of it with his/her 

supervisor or manager. The completed and signed evaluation form will be placed in the 

employee’s personnel file and the employee will receive a copy of the performance evaluation. 

Because pay increases are based on merit, the performance evaluation is an important element 

in the merit review. In addition to the formal annual review, informal counseling sessions may 

be conducted from time to time. 

 

WORK ASSIGNMENTS 

In addition to specific duties that may accompany an individual’s job responsibilities, each job 

also includes "and other assigned duties." From time to time, employees may be required to 

perform duties or tasks of a fellow employee who is absent or for a position that is temporarily 

vacant. Employees will be compensated at their regular rate of pay while performing other 

assigned duties on a temporary basis. 

 

MILEAGE REIMBURSEMENT 

The Company will reimburse employees at the business standard mileage rate per IRS 

requirements for miles traveled by the employee in the employee's car while traveling to and 

returning from clients, meetings, etc. 
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To the extent any federal, state or local law, rule or regulation limits or prohibits the application 

of any provision of this policy, then to the minimum extent necessary and only for that 

geographical area, this policy is deemed to be amended in compliance. 

 

REASONABLE ACCOMMODATIONS 

It is the policy of the Company to comply with all the relevant and applicable provisions of the 

federal Americans with Disabilities Act (ADA), as well as state and local laws concerning the 

employment of persons with disabilities. The Company will not discriminate against any 

qualified employee or job applicant because of a person’s physical or mental disability with 

respect to any terms, privileges or conditions of employment, including, but not limited to 

hiring, advancement, discharge, compensation and training. 

Employees who become disabled should notify administration if the conditions of the disability 

impair their ability to perform the essential functions of their position. Where necessary and 

feasible, reasonable accommodations will be made for qualified disabled employees to perform 

the essential functions of the job in question, as long as the accommodation does not cause the 

Company undue hardship. 

All employees are required to comply with safety standards. Applicants who pose a direct 

threat to the health or safety of other individuals in the workplace, which threats cannot be 

eliminated by reasonable accommodation, will not be hired. Current employees who pose a 

direct threat to the health of safety of the other individuals in the workplace will be placed on 

appropriate leave until a decision has been made by management in regard to the employee’s 

immediate employment situation. 

 

SAFETY 

In the event an employee becomes injured or witnesses an injury during working hours, he/she 

must report it immediately to the nearest available supervisor or manager and Cardinal Services 

as appropriate. Employees are to render any assistance requested by supervisor, manager or 

designee. Any questions asked by law enforcement or fire officials making an investigative 

report should be answered giving only factual information and avoiding speculation. Liability for 

personal injury or property damage should never be admitted in answering an investigatory 

question asked by law enforcement or fire officials. Employees should report all 

nonfunctioning, hazardous equipment to the nearest supervisor or manager. 

 


