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An Overview of Communications Center, Inc. 
 
 
About Communications Center, Inc.  
 

Background 
 
In 1987, Communications Center was formed to fill the void left when two local answering services were 
making a decision to go out of business.  Gary Moyse, owner and president, found himself without a means of 
monitoring the alarm systems that he sold.  The business was started with many telephones, lots of paper and 
extra sharp pencils.  Each message was written by hand and put into a holding slot labeled with the company’s 
name.  As each company called in to get their messages, they were put into a delivered slot.   
 
On July 20, 1993 Communications Center went to a completely paperless system.  With a $50,000 investment 
in the company, the Telescan Earthnet answering service computers were installed.  Many hours of 
programming and training went into the system as it presently exists.   
 
Communications Center moved into its newly remodeled offices at 829 Grant Street in July of 1996.   
 
Communications Center presently employs over 20 operators and has grown from 45 to over 450 accounts.   . 
 
Concept 
 
Communications Center is the only answering service physically located in Venango County.  While the 
majority of our clients are from the surrounding counties in Pennsylvania, we also service clients in many of the 
50 United States and Canada.   We offer state-of-the-art computerized answering service equipment that is 
upgraded bi-annually to maintain our competitive edge in the industry. 
 
Communications Center brings a small-town friendly touch to the answering service industry.  Our strategy for 
dominating the competition is superior customer service. 
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What You Can Expect From Communications Center 
 
 
Communications Center believes in creating a harmonious working relationship between all employees. In 
pursuit of this goal, we have created the following employee relations objectives: 
 
 
1. Provide an exciting, challenging, and rewarding workplace experience. 
 
2. Select people on the basis of skill, training, ability, attitude, and character without discrimination with regard 

to age, sex, color, race, creed, national origin, religious persuasion, marital status, political belief, or a 
disability that does not prohibit performance of essential job functions. 

 
3. Compensate all employees according to their effort and contribution to the success of our business. 
 
4. Review wages, employee benefits and working conditions regularly with the objective of being competitive 

in these areas consistent with sound business practices. 
 
5. Provide vacation time, personal time and paid holidays to all eligible employees. 
 
6. Provide eligible employees with health and welfare benefits. 
 
7. Assure employees, after talking with their manager, an opportunity to discuss any issue or problem with 

officers of Communications Center. 
 
8. Take prompt and fair action of any complaint which may arise in the everyday conduct of our business, to 

the extent that is practicable. 
 
9. Respect individual rights, and treat all employees with courtesy and consideration. 
 
10. Maintain mutual respect in our working relationship. 
 
11. Provide buildings and offices that are comfortable, orderly and safe. 
 
12. Promote employees on the basis of their ability and merit. 
 
14. Keep all employees informed of the progress of the company, as well as the company's overall goals and 

objectives.  
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What Communications Center  Expects From You 
 
Communications Center needs your help in making each working day enjoyable and rewarding. Your first 
responsibility is to be here when you are scheduled to work, know your own duties and how to do them 
promptly, correctly and pleasantly. Secondly, you are expected to cooperate with management and your fellow 
employees and to maintain a good team attitude. 
 
How you interact with fellow employees and those whom Communications Center serves, and how you accept 
direction can affect the success of your shift. In turn, the performance of one shift can impact the entire service 
offered by Communications Center. Consequently, whatever your position, you have an important assignment: 
perform every task to the very best of your ability. 
 
You are encouraged to grasp opportunities for personal development offered to you. This manual offers insight 
on how you can perform positively to meet and exceed expectations. 
 
We strongly believe you should have the right to make your own choices in matters that concern and control 
your life. We believe in direct access to management. We are dedicated to making a company where you can 
approach your manager, or any member of management, to discuss any problem or question. We expect you to 
voice your opinions and contribute your suggestions to improve the quality of the workplace.  
 

 
Employment 

 
Equal Employment Opportunity 
 
Communications Center is an equal employment opportunity employer. Employment decisions are based on 
merit and business needs, and not on race, color, national origin, ancestry, gender, age, religion, creed, physical 
or mental disability, marital status, veteran status, political affiliation, or any other factor protected by law. 
Communications Center complies with the law regarding reasonable accommodation for handicapped and 
disabled employees.  
 
It is the policy of Communications Center  to comply with all the relevant and applicable provisions of the 
Americans with Disabilities Act (ADA). We will not discriminate against any qualified employee or job 
applicant with respect to any terms, privileges, or conditions of employment because of a person's physical or 
mental disability. Communications Center will also make reasonable accommodation wherever necessary for all 
employees or applicants with disabilities, provided that the individual is otherwise qualified to safely perform 
the essential duties and assignments connected with the job and provided that any accommodations made do not 
impose an undue hardship on the company. 
 
Management is primarily responsible for seeing that Communications Center's equal employment opportunity 
policies are implemented, but all members of the staff share in the responsibility for assuring that by their 
personal actions the policies are effective and apply uniformly to everyone. 
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Dress Code 
 
Don’ts:  Offensive slogans or pictures on any dress attire, torn or baggy pants or shirts, revealing attire, gang 
attire, halter tops, tight fitting attire, dirty clothing, or shorter than finger tip length skirts or shorts. 
 
Personal appearance should be a matter of concern for each employee.  If your manager/supervisor feels your 
attire and/or grooming is out of place, you may be asked to leave your workplace until you are properly attired 
and/or groomed.  Keep in mind the discomfort your manager or supervisor would feel if she/he had to address 
this issue with you. 
 
Avoid extremes in personal grooming and attire while in the workplace or on Communications Center business.  
Keep in mind that fashion trends must yield occasionally to the more conventional and conservative restraints of 
a workday setting.  If you have any questions about business attire, ask your manager. 
 
Meal and Break Periods 
You are entitled to one (1) twenty-minute paid break each 8 hour workday.  This break should be scheduled 
with your manager or others working on your shift. If you work during a shift where breaks are not directly 
assigned, please coordinate with your co-workers to maintain adequate coverage at all times.  At times, you may 
be asked to return to your work station during your break to assist other operators with the heavy call volume, if 
so, you may resume your break at later time, pending approval from management. Other breaks are permitted, 
within reason throughout the shift, but may not exceed 5 minutes and may not be taken during “forbidden time”.  
Forbidden times are Opening (8:00 – 9:30), Lunch (12:00 – 1:30) and Closing (4:00 – 6:00).  Any time you are 
away from your station, you must put yourself in “break mode”. 
 
Meal Room Facility 
For your convenience and comfort, Communications Center provides a meal room. This area is for everyone’s 
use. It is your responsibility to do your share in keeping this facility clean and sanitary. 
Please remember to use containers with reliable seals and label your food with your name and date. Food (and 
possibly the container it’s stored in) that has been in the refrigerator for a period of more than 7 days will be 
disposed of. 
 
Your Personnel File 
Keeping your personnel file up-to-date can be important to you with regard to pay, deductions, benefits and 
other matters. If you have a change in any item listed below, be sure to notify your manager. 
 

1. Legal name 
2. Home address 
3. Home phone/Cell phone numbers  
4. Person to call in case of emergency  
5. Number of dependents 
6. Marital status 
7. Change of beneficiary 
8. Military or draft status 
9. Exemptions on your W-4 tax form 
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Upon experiencing a family status change, please notify the designated company representative within 30 days 
for benefit modifications, if necessary.  You may see information that is kept in your own personnel file if you 
wish, and you may request and receive copies of all documents you have signed.  
 
 
Personal Property 
Each employee is assigned his/her own personal drawer upon their hire.  This drawer can house personal 
belongings along with operator-related equipment or procedure manuals.  Use this drawer at your own 
discretion.  Any personal belongings left unattended are the employee’s responsibility.  The Communications 
Center can not be held liable for any theft or destruction of personal property.  
 
 

Unacceptable Activities 
 
Generally speaking, we expect each person to act in a mature and responsible way with kindness and respect to 
fellow employees at all times. If you have any questions concerning any work or safety rule, or any of the 
unacceptable activities listed below, please see your manager or supervisor for an explanation. 
Note that the following list of Unacceptable Activities does not include all types of conduct that can result in 
disciplinary action, up to and including termination. Nothing in this list alters the at-will nature of your 
employment; either you or Communications Center  may terminate the employment relationship with or without 
reason, and in the absence of any violation of these rules. 
 
1. Violation of any company rule; any action that is detrimental to Communications Center's efforts to operate 

profitably. 
 

2. Violation of security or safety rules or failure to observe safety rules or company safety practices; failure to 
wear required safety equipment; tampering with company equipment or safety equipment. 

 

3. Negligence or any careless action which endangers the life or safety of another person. 
 

4. Being intoxicated or under the influence of a controlled substance while at work; use, possession or sale of a 
controlled substance in any quantity while on company premises, except medications prescribed by a 
physician which do not impair work performance. 

 
5. Unauthorized possession of dangerous or illegal firearms, weapons or explosives on company property or 

while on duty. 
 

6. Engaging in criminal conduct or acts of violence or making threats of violence toward anyone on company 
premises or when representing Communications Center; fighting, or provoking a fight on company property, 
or negligent damage of property. 

 

7. Insubordination or refusing to obey instructions properly issued by your manager pertaining to your work; 
refusal to help out on a special assignment. 

 

8. Threatening, intimidating or coercing fellow employees on or off the premises at any time. 
 

9. Engaging in an act of sabotage; negligently causing the destruction or damage of company property or  
reputation or the property or reputation of fellow employees, customers, suppliers, or visitors in any manner.  
This includes negative comments on any public social media sites. 
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Unacceptable Activities continued . . . 
 

10. Theft or unauthorized possession of company property or the property of fellow employees; unauthorized 
possession or removal of any company property, including documents, from the premises without prior 
permission from management; unauthorized use of company equipment or property for personal reasons; 
using company equipment for profit. 
 

11. Sleeping or loitering during working hours. 
 

12. Dishonesty; falsification or misrepresentation on your application for employment or other work records; 
lying about sick or personal leave; falsifying reason for a leave of absence or other data requested by 
Communications Center; alteration of company records or other company documents. 

 

13. Violating the non-disclosure agreement; giving confidential or proprietary company information to 
competitors or other organizations or to unauthorized Communications Center employees; working for a 
competing business while a Communications Center; breach of confidentiality of personnel information. 

 
14. Spreading malicious gossip and/or rumors; engaging in behavior which creates discord and lack of harmony; 

interfering with another employee on the job; restricting work output or encouraging others to do the same. 
 

15. Immoral conduct or indecency on company property. 
 

16. Conducting a lottery or gambling on company premises. 
 

17. Unsatisfactory or careless work; failure to meet production or quality standards as explained to you by your 
manager or supervisor. 

 

18. Any act of harassment, sexual, racial etc; telling sexist or racist jokes; making racial or ethnic slurs. 
 

19. Leaving work before the end of a workday or not being ready to work at the start of a workday without 
approval of your manager and/or supervisor; stopping work before time specified for such purposes. 

 

20. Excessive use of company telephone for personal calls. 
 

21. Giving advice and/or opinions to callers of the answering service. 
 

22. Smoking in restricted areas or at non-designated times, as specified by department rules.   

 

23. Creating or contributing to unsanitary conditions. 
 

24. Posting, removing or altering notices on any bulletin board on company property without the  
      permission of an officer of Communications Center. 
 

25. Failure to report an absence or late arrival; excessive absence or lateness. 
 

26.  Obscene or abusive language toward any manager, employee or customer; indifference or rudeness  
        towards a customer or fellow employee; any disorderly/antagonistic conduct on company premises. 
 

27.  Failure to immediately report damage to, or an accident involving, company equipment 
 



 
 

                                                                                         7   
  08/10/16 
 

28.  Failure to use your timesheet; alteration of your own timesheet or records or attendance documents; 
        punching or altering another employee's timesheet or records; causing someone to alter your 
        timesheet or records or signing onto a terminal with someone else’s initials. 

Unacceptable Activities continued . . . 
 
 

29.  Divulge, disclose or communicate to any person, firm, or corporation in any manner, any information  
       of any kind, nature or description concerning any matters affecting or relating to the business of the  
       employer.  The matters include but are not limited to: practices, customer listings, vendor or supplier  
       information, pricing, caller information, customer data base, staff and contact lists. 
 

30.  Using client lists and/or client information for personal use to benefit yourself or someone you know. 
       Solicitation of gifts or gratuities is prohibited. 
 
31.  Having visitors and/or pets in the building for prolonged periods of time. 
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Workplace Relationships 
 

Objective 
 
The Communications Center strongly believes that a work environment where employees maintain clear 
boundaries between employee personal and business interactions is most effective for conducting business and 
enhancing productivity. Although this policy does not prevent the development of friendships or romantic 
relationships between co-workers, it does establish boundaries as to how relationships are conducted during 
working hours and within the working environment. 
 
Individuals in supervisory or managerial roles, and those with authority over others’ terms and conditions of 
employment, are subject to more stringent requirements under this policy due to their status as role models, their 
access to sensitive information, and their ability to affect the terms and conditions of employment of individuals 
in subordinate positions. 
 
This policy does not preclude or interfere with the rights of employees protected by the National Labor 
Relations Act or any other applicable statute concerning the employment relationship. 

 
 
Procedures 

1. During working time and in working areas, employees are expected to conduct themselves in an 
appropriate workplace manner that does not interfere with others or with overall productivity. 

2. During nonworking time, such as lunches, breaks, and before and after work periods, employees 
engaging in personal exchanges in non work areas should observe an appropriate workplace manner to 
avoid offending other workers or putting others in an uncomfortable position.  

3. Employees are strictly prohibited from engaging in physical contact that would in any way be deemed 
inappropriate by a reasonable person while anywhere on company premises, whether during working 
hours or not. 

4. Employees who allow personal relationships with co-workers to adversely affect the work environment 
will be subject to the appropriate provisions of the Communications Center’s disciplinary policy, 
including counseling for minor problems. Failure to change behavior and maintain expected work 
responsibilities is viewed as a serious disciplinary matter. 

5. Employee off-duty conduct is generally regarded as private, as long as such conduct does not create 
problems within the workplace. An exception to this principle, however, is romantic or sexual 
relationships between supervisors and subordinates. 

6. Any supervisor, manager, executive or other company official in a sensitive or influential position with 
Communications Center must disclose the existence of a romantic or sexual relationship with another 
co-worker. Disclosure may be made to the General Manager or the Director of Employee Development 
(HR). This disclosure will enable Communications Center to determine whether any conflict of interest 
exists because of the relative positions of the individuals involved. 
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7. With regard to Paragraph 6, when a conflict-of-interest problem or potential risk is identified, 
Communications Center will work with the parties involved to consider options for resolving the 
problem. The initial solution may be to make sure the parties no longer work together on matters where 
one is able to influence the other or take action for the other. Matters such as hiring, firing, promotions, 
performance management, compensation decisions and financial transactions are examples of situations 
that may require reallocation of duties to avoid any actual or perceived reward or disadvantage. In some 
cases, other measures may be necessary, such as transfer to other positions or departments. 

8. With regard to Paragraph 6, if one or both parties refuse to accept a reasonable solution or an offer of 
alternative position, if available, such refusal will be deemed a voluntary resignation. 

9. Failure to cooperate with Communications Center to resolve a conflict or problem caused by a romantic 
or sexual relationship between co-workers or among managers, supervisors or others in positions of 
authority over another employee in a mutually agreeable fashion may be deemed insubordination and 
cause for immediate termination. The disciplinary policy of Communications Center will be followed to 
ensure fairness and consistency before any such extreme measures are undertaken. 

10. The provisions of this policy apply regardless of the sexual orientation of the parties involved. 

11. Where doubts exist as to the specific meaning of the terms used above, employees should make 
judgments on the basis of the overall spirit and intent of this policy. 

12. Any concerns about the administration of this policy should be addressed to the General Manager or 
Director of Employee Development (HR). 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

                                                                                         10   
  08/10/16 
 

 
 
 

Disciplinary Actions 
 
This Disciplinary Actions Policy applies to all employees who have completed the Introductory Period. 
This policy pertains to matters of conduct as well as the employee's competence. However, an employee who 
does not display satisfactory performance and accomplishment on the job may be dismissed, in certain cases, 
without resorting to the steps set forth in this policy. 
 
Discipline Procedure 
Unacceptable behavior, which does not lead to immediate dismissal, may be dealt with as follows: 
 

1. 1st Warning 
2. 2nd Warning 
3. Termination 

 
To insure that Communications Center business is conducted properly and efficiently, you must conform to 
certain standards of attendance, conduct, work performance and other work rules and regulations. When a 
problem in these areas does arise, your manager will coach and counsel you in mutually developing an effective 
solution. If, however, you fail to respond to coaching or counseling, or an incident occurs requiring formal 
discipline, the following procedures occur. 
 
 
Step One: 1st  Warning 
Your manager will meet with you to discuss the problem or violation, making sure that you understand the 
nature of the problem or violation and the expected remedy. The purpose of this conversation is to remind you 
of exactly what the rule or performance expectation is and also to remind you that it is your responsibility to 
meet the company’s expectations. 
You will be informed that the 1st Warning is the first step of the discipline procedure. Your manager will fully 
document the 1st Warning, which will remain in effect for 30 to 90 days, depending on the severity of the issue. 
Documentation of the incident will remain in the confidential department file and will not be placed in your 
personnel record, unless another disciplinary event occurs. 
 
Step Two: 2nd  Warning 
If your performance does not improve within the designated timeframe or if you are again in violation of 
Communications Center practices, rules or standards of conduct, your manager will discuss the problem with 
you, emphasizing the seriousness of the issue and the need for you to immediately remedy the problem. Your 
manager will advise you that you are now at the second formal level of disciplinary action. After the meeting 
your manager will write a memo to you summarizing the discussion and your agreement to change. A copy of 
the memo to be sent to your personnel file. 
 
The 2nd Warning will remain in effect for an additional 30-90 days.  If your performance does not improve 
within the designated timeframe following the 2nd Warning, or if you are again in violation of Communications 
Center practices, rules or standards of conduct, disciplinary action may result.  
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Crisis Suspension 
If you commit any of the actions listed below, or any other action not specified but similarly serious, you may be 
suspended without pay pending an investigation of the situation. Following the investigation you may be 
terminated without any previous disciplinary action having been taken. 
 

1. Theft. 
2. Falsification of Communications Center records. 
3. Failure to follow safety practices. 
4. Breach of Confidentiality Agreement 
5. Threat of, or the act of, doing bodily harm. 
6. Willful or negligent destruction of property. 
7. Use and/or possession of intoxicants, drugs or narcotics. 
 

The provision of this Disciplinary Policy is not a guarantee of its use. Communications Center reserves the right 
to terminate employment at any time, with or without reason. Additionally, Communications Center reserves the 
right to prosecute any employee for any of the above infractions. 
 
Work Schedule 
 

Business Hours 
Communications Center’s business office is open from 8am – 5pm Monday through Friday.  It is closed on New 
Year’s Day, Memorial Day, Easter, and July 4th, Labor Day, Thanksgiving and Christmas.  Our answering 
service is open 24 hours per day, 7 days per week.   
 
Attendance 
Communications Center would like you to be ready to work at the beginning of your assigned daily work hours, 
and to reasonably complete your projects by the end of your assigned work hours. Please let your supervisor 
know if you will be away from your workstation for an extended period of time and when you expect to return. 
 
Absence or Lateness 
From time to time, it may be necessary for you to be absent from work. Communications Center is aware that 
emergencies, illnesses, or pressing personal business that cannot be scheduled outside your work hours may 
arise.  Personal and vacation time days have been provided for this purpose. 
 
Associates are considered tardy if they fail to report ready to work at their work station when scheduled, either 
at starting time or after scheduled breaks. 
 
If you are unable to report to work, or if you will arrive late, please contact management or the Call Off Person 
immediately. If you know in advance that you will need to be absent, please complete a request for time off 
form and deliver directly to management. 
 
When calling in an unexpected absence or late arrival, you must notify your manager (Mon-Fri. between 8am-
4pm) or the Call Off  Person (after 4pm Mon-Fri or on weekends).  If you are unable to call in yourself because 
of an illness, emergency or for some other reason, be sure to have someone call for you. 
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Absence from work for three 3 times in 90 days without notifying your supervisor or manager will be 
considered a voluntary resignation.  Attendance in our business is extremely important and our absentee policy 
is strictly enforced.   
 
Guidelines for absence: 
 
 7 Days Advanced Notice:  Employee must complete a time off form and deliver to your manager. 
                        

1.) Switch—with an operator of suitable duty responsibilities 
 

2.) Vacation time —if approved, your manager will find a suitable replacement for you 
 

3.) No vacation time available—if approved, the operator must find a suitable     
Replacement that does not create overtime.  You will still earn your perfect  
Attendance bonus. 
 
 

  
Less than 7 days notice 

 
1.)  Switch with an operator of equal responsibilities that does not create overtime – No 

penalty, you will still earn Perfect attendance 
 

2.) Use Personal Time – No penalty and you will still earn Perfect attendance  
 

3.) Find your own replacement that does NOT create overtime – No penalty but you will 
not earn your Perfect attendance 

 
4.) Don’t attempt to find a replacement at all or find someone that creates overtime – 

You will receive a warning and will not earn your Perfect attendance 
 
 

*When using personal time, please be aware of the schedule and try to give as much notice as possible. 
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Compensation 
 
Wage and Salary Policies 
 
Pay Period and Hours 
Our payroll workweek begins on Sunday and ends on Saturday.                                   
 
Pay Cycle 
Bi-Weekly Pay Cycle 
Payday is every other Thursday for services performed during the two (2) week period ending the previous 
Saturday.  The bi-weekly pay schedule is made up of twenty-six (26) pay periods per year.  Changes will be 
made and announced in advance whenever company holidays or closings interfere with the normal pay 
schedule. 
 
It is possible for you to authorize Communications Center to make automatic deductions from your paycheck, 
such as for Christmas Clubs, credit union loan payments, or payroll savings plans. Contact your designated 
company representative for details and the necessary authorization forms. 
 
Overtime Pay 
You will receive overtime pay of one and one-half (1 1/2) times your regular hourly wage for approved hours 
worked over forty (40) hours in one (1) week. If, during that week, you were away from the job because of a 
job-related injury, paid holiday, jury duty, vacation time day, or paid sick time, those hours not worked will not 
be counted as hours worked for the purpose of computing eligibility for overtime pay.  All overtime must be 
approved in advance by your manager. 
 
Time Records 
By law, we are obligated to keep accurate records of the time worked by employees. This is done by timecards.  
You are responsible for accurately recording your time. Tampering with another's time record is cause for 
disciplinary action, up to and including possible termination, of both employees.  The employee must turn in 
his/her timecard for approval to your manager no later than the Monday prior to the pay date. Failure to do so 
will result in the employee not receiving compensation for hours worked until the next scheduled pay period.  In 
the event of an error in recording your time, please report the matter to your manager immediately.  
 
Employee Referral Program 
Open positions may be posted on the bulletin board in the operator room and/or sent to each operator by email.  
You are encouraged to recommend and refer qualified candidates for employment. If you know of someone who 
would like to work here, we will be glad to consider him or her for employment. You can get an employment 
application from your manager in the office during business hours. 
Should your candidate be hired and complete the 90 day Introductory Period, you will receive a $50.00 bonus 
for the referral. This bonus entitlement does not apply to those responsible for recruiting and hiring. 
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Benefits 
 
Communications Center is committed to sponsoring a comprehensive benefits program for all eligible 
employees. In addition to receiving an equitable salary and having an equal opportunity for professional 
development and advancement, you may be eligible to enjoy other benefits that will enhance your job 
satisfaction. We are certain you will agree the benefits program described in this Employee Manual represents a 
very large investment by Communications Center. 
 

A good benefits program is a solid investment in Communications Center employees.  Communications Center 
will periodically review the benefits program and will make modifications to the company's condition. 
Communications Center reserves the right to modify, add or delete the benefits it offers. 
 
Eligibility for Benefits 
 

If you are a full-time employee, you will enjoy all of the benefits described in this Employee Manual as soon as 
you meet the eligibility requirements for each particular benefit. Coverage is available to you and your 
dependents as defined in the benefit summary plan descriptions.  
 

You are considered full time if you are regularly scheduled 32 hours or more per week.  Part time workers are 
those who are regularly scheduled less than 32 hours per week. If you are a part-time worker, you will enjoy 
only benefits specifically designed for part-time workers. No benefits are available to you during your 
Introductory Period, except as otherwise provided by law. 
 
Insurance Coverage 
 

Group Insurance 
Communications Center is dedicated to the health and well being of both you and your family. A 
comprehensive, quality insurance program is available to you and your family. You become eligible for 
coverage after the completion of your Introductory Period. 
 

Medical and Dental coverage are provided, as defined and limited in the literature provided by our insurance 
company. Upon enrolling, you will obtain summary plan descriptions describing your benefits in detail. 
 

Communications Center will pay 50% per month of the employee’s medical coverage (non-smoker rate) and 
50% of employee’s dental coverage.  The employee will be responsible for any dependent coverage and any 
additional premium related to tobacco use. 
 

Applicable employee contributions will be automatically deducted from your paycheck, pre-tax. 
 
Memberships 
 

As an employee of Communications Center, you are eligible for membership in the Galaxy Federal Credit 
Union.  Membership can enable you to borrow money at low interest rates.  Ask your manager for details on 
how to join the credit union. 
 
Additionally, you are eligible for a Workplace Banking account at PNC.  This account gives you a free account 
and multiple benefits on savings accounts, credit cards and loans.  Ask your manager for more information on 
how to open the account and how referring your coworkers will benefit you too.   
                       



 
 

                                                                                         15   
  08/10/16 
 

Holidays 
 
Recognized Holidays 
 
The following holidays are recognized by Communications Center  as paid holidays: 
 

New Year's Day  Independence Day  Christmas Day   
Easter    Labor Day     
Memorial Day   Thanksgiving Day     

 
Holiday Policies 
In order to qualify for holiday pay, you must work the entire scheduled workday immediately before, during and 
after the holiday.   If a holiday occurs during your scheduled vacation time, you are eligible for the holiday pay.  
A sign-up sheet will be posted prior to the holiday for employees to volunteer on any shift, in either 4 or 8 hour 
increments.  If the shift is not filled, your manager, will assign operator(s) to complete the schedule.   Every 
operator is required to work holiday hours each calendar year. 
 
Work Performed on Company Holidays 
Full time employees will be paid holiday pay whether you work or not.  Part time employees will be paid time 
and a half for each hour worked on the holiday (Thanksgiving and Christmas are paid at double time). No pay is 
given for part time employees who do not work on the holiday.  Also, regardless if you are full or part time, any 
hours that are worked on a holiday will be eligible for “Holiday Vacation” time which can be cashed in or added 
to existing vacation time.  If you work a holiday, a Holiday Vacation sheet must be turned in with the time cards 
for that week.  If a Holiday Vacation sheet is not submitted, the time worked will automatically be added to your 
existing vacation time. 
 
Holiday Time Off 
An operator requesting time off for their last working day before or their next working day after a Holiday, must 
either switch or find their own replacement that does not create overtime.   

 
Leaves 

 
Operator Vacation Time 
Vacation time should be used anytime you know in advance that you will need time off.  This time is given for 
you to attend special occasions such as sporting events, children’s activities, medical appointments, family 
gatherings and out of town trips.  Eligible employees accrue vacation time for each month they work their entire 
schedule or have time available to cover shifts not worked. Vacation time hours begin accruing after completing 
your Introductory Period. 
 
Vacation time accrual rate:    
2.5% of time worked, awarded on the first day of the month based upon time worked the previous month. 
Employees who are absent from work with no time to cover the absence will not earn vacation hours for that 
month. 
 

Additional vacation time can be earned by working on holidays or achieving a high score on the quarterly 
evaluation.   
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Vacation Time Policies 
Communications Center will always try to let you use your vacation time as desired, but vacation times cannot 
interfere with your shift's operation. Therefore, your supervisor must approve your vacation time at least 7 days 
in advance.   Requests will be considered in the order they are received, and may be denied if your absence will 
seriously affect your shift’s operations.  
If you have unused vacation time upon the termination of your employment, you will be paid for that time at 
your regular base hourly rate. 
 
Accumulation Rights 
Employees are encouraged to use their vacation to take time off each year. If vacation time is not used, it will 
accrue until the employee has reached a maximum of 80 hours. At this point, a day or day(s) of vacation time 
must be used or paid on the next pay period.    
  
 
Operator Personal Time 
Personal time can be used to save your perfect attendance bonus if something unexpected happens.  Every effort 
will be made to accommodate non-urgent personal time requests, but a request may be denied if your absence 
will seriously affect your shift’s operations.  This time is meant to be used in small increments for unforeseen 
emergencies such as car problems, illnesses or if you’ve overslept.  All operators will earn personal time at the 
rate of 1% of time worked. This personal time will be added to each employee record on the first day of the 
month based upon time worked the previous month. 
 
Unexpected call-off’s will result in a deduction of time from personal time and/or vacation time to cover the 
amount of hours scheduled.  Once all accumulated time is exhausted, any remaining scheduled hours will go 
unpaid and you will not be eligible to earn the vacation time for that month. 
 
If employment is terminated, unused personal time will be paid in the final paycheck. 
 
 
Management Vacation and Personal Time  
Management staff is issued a pre-defined amount of vacation and personal days each year.  These days will be 
pro-rated each year should the employee leave the company before the end of his/her contract year.  Any time 
used that exceeds the pro-rated amount will be deducted from the employee’s final paycheck.                  
 
 
Other Paid Leaves 
 
Funeral (Bereavement) Leave 
 
Up to three (3) working days of leave with pay (not charged to other leave time) shall be granted to regular, full-
time employees upon request to make arrangements for and attend funeral services based on the following 
sliding scale: 

3 Days for: Spouse, Child, Sibling, Parent, Fiance, relative living in the same household 
2 Days for:    Grandparent, Grandchild, In-law of any type 
1 Day for:      Aunt, Uncle, Cousin 

 
Part time employees may have the time off unpaid, but with no penalty, using the same sliding scale. 
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Funeral leave pay will only be made to employees for actual time spent away from work for the funeral or its 
arrangements. For example, if the death occurs at a time when work is not scheduled, payment will not be made. 
If a holiday or part of your vacation occurs on any of the days of absence, you may not receive paid funeral leave 
in addition to holiday or vacation time pay. 

 
Safety 

 
Entering and Leaving the Premises 
 
At the time you are hired, you will be advised about the proper entrances and exits for our employees, as well as 
unauthorized areas, if any. Our insurance company prohibits unauthorized visitors in our facility from 5pm to 
8am, Monday-Friday and all day Saturday and Sunday.  Any violation of this rule will lead to disciplinary action 
and/or termination. 
 
Weapons 
 
Communications Center believes it is important to establish a clear policy that addresses weapons in the 
workplace. Specifically, Communications Center prohibits all persons who enter company property from 
carrying a handgun, firearm, knife, or other prohibited weapon of any kind regardless of whether the person is 
licensed to carry the weapon or not.  The only exception to this policy will be police officers, security guards or 
other persons who have been given written consent by the company to carry a weapon on the property. 
 
Any employee disregarding this policy will be subject to immediate termination. 
 

Smoking 
 
The Communications Center is committed to maintaining a healthy and safe work environment for all 
employees.  In accordance with this commitment, the Communications Center offers a smoke-free work 
environment to all employees.  No smoking is allowed inside the building by employees, visitors or clients.  
Employees should:  only smoke in designated areas, keep the area clean and free of smoking debris, smoke 
during their regularly scheduled break and with your supervisor’s approval, may smoke at other times. 

 
 

Separation of Employment 
 
 

Return of Company Property Following Termination or Resignation 
 
Any property issued to you, such as keys or headsets must be returned to Communications Center at the time of 
your termination or resignation. You will be responsible for any lost or damaged items. The value of any 
property issued and not returned will be deducted from your paycheck. 
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Workplace Policies 

 
This Employee Manual is designed to answer many questions about the policies of Communications Center. 
Feel free to consult with your manager for help concerning anything you don't understand. 
 

Company and Department Meetings 
 
On occasion, we may request that you attend a company-sponsored meeting. If this is scheduled during your 
regular working hours, your attendance is required. If you are a non-exempt employee, and attend a meeting 
held during your non-working hours, you will be paid for the time spent at the meeting. 
 
Computer Software (Unauthorized Copying) 
 
Communications Center does not condone the illegal duplication of software. The copyright law is clear. The 
copyright holder is given certain exclusive rights, including the right to make and distribute copies. Title 17 of 
the U.S. Code states that "it is illegal to make or distribute copies of copyrighted material without authorization" 
(Section 106). The only exception is the users' right to make a backup copy for archival purposes (Section 117). 
 
Communications Center does not allow nor gives permission for installation of software on any company owned 
computer.  All software installation will be done by the Director of Information Technology and must be 
approved in advance. 


