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Welcome to TrainRight!

We are pleased to welcome you to TrainRight. Congratulations on joining our company. We want your employment to be rewarding and mutually beneficial. You have joined an organization with a reputation for quality computer training and outstanding customer service. We understand that our success depends on our employees. For this reason, we believe in giving our employees proper training, above average compensation (see Wage and Salary Policies on page 5), and challenging job responsibilities. It is our sincere hope that you will enjoy your employment and thrive in this dynamic company.

You’re Part of Our Team

As a member of the TrainRight team, you will have the opportunity to grow with our company. You will be given responsibility and challenging job assignments. It is up to you to take advantage of this opportunity by contributing your time, creativity, and skills. The success of our company depends on each member of our team. Together, we can achieve our goals and have fun in the process.

TrainRight Is Committed to Two Goals XE "Goals" 
1. To provide our customers with the best quality products and services at the most competitive prices.

2. To provide our employees with above average compensation and benefits (see Company Benefits) and a working environment that allows them to grow professionally.

An Equal  XE "Equal Opportunity" Opportunity Employer

TrainRight is an equal opportunity/affirmative action employer. We welcome and encourage diversity in the workplace. At TrainRight, we recognize that people have different needs and different lifestyles. That’s why we work hard to accommodate the individual needs of our employees. 

Company Benefits

You may not have thought about it, but the value of your benefits amounts to a considerable sum each year in addition to the salary you earn. These are just some of the benefits TrainRight provides to eligible employees each year:

· Annual party or outing

· Credit union membership

· Dental insurance

· Disability leave of absence

· Education assistance

· Employee assistance program

· Group term life insurance

· Health insurance 

· Paid holidays 

· Paid vacations

Notice
TrainRight reserves the right to modify, amend, and update the policies outlined in this manual at any time. TrainRight may change, delete, suspend, or discontinue any policy in this manual at any time without prior notice. Any such action shall apply to all employees regardless of hire date and time of service with the company. No oral or written statement by a supervisor, manager, or department head may be interpreted as a change in policy, nor will it constitute an agreement with an employee. This manual represents the sole agreement with respect to benefits between the employee and TrainRight, Inc.

Purpose of This Manual
The purpose of this manual is to inform you about TrainRight's business practices, employment policies, and benefits provided to you as a valued TrainRight employee. No employee manual can answer every question, so you should feel free to ask questions of your supervisor. Also, feel free to contact the Human Resources department if you have any questions or concerns. It is our desire to keep an open line of communication between you and the company. 

TrainRight's policies and benefits as outlined in this manual may change from time to time as business conditions, employment laws, and our internal policies dictate. If this manual is updated, you will be given replacement pages for those that have become outdated. A copy will also be placed on our intranet site.

Employment Policies XE "Employment Policies" 
Business Hours XE "Business Hours" 

 XE "Employment Policies:Business Hours" 
Our regular operating hours are 8 a.m. to 5 p.m. Monday through Friday. Your work hours and the scheduling of your lunch period will be determined by your supervisor or department head. Most employees are assigned to work a forty (40) hour week. You are required to take a one (1) hour unpaid lunch period daily. Please understand that you may not "work through lunch" in order to arrive late, leave early, or work extra hours.

Confidential Information

Periodically our customers and suppliers entrust TrainRight with important information relating to their businesses. The nature of these relationships requires confidentiality. To safeguard the information received, TrainRight requires each employee to sign a non-disclosure statement. 

Your employment with TrainRight requires you to maintain confidentiality, even after you leave our employ. Any violation of confidentiality will seriously injure TrainRight's reputation and ability to compete. Therefore, please do not discuss TrainRight business with anyone who does not work for us, and never discuss business transactions with anyone who does not have direct involvement in the transaction. 

Customer Relations XE "Customer Relations" 

 XE "Employment Policies:Customer Relations" 
Our employees are our interface to our customers. The way you dress, speak, and interact with customers is essential to the success of our company. You must always maintain the highest standards of professionalism when interacting with customers. 

Harassment Policy XE "Harassment Policy" 
TrainRight intends to provide a work environment that is pleasant, healthful, comfortable, and free from intimidation, hostility or other offenses, which might interfere with work performance. Harassment of any sort—verbal, physical, and visual—will not be tolerated.

Employment Classifications XE "Employment Classifications" 
Full-Time Employees XE "Full-Time Employees" 

 XE "Employment Classifications:Full-Time Employees" 
At the time you are hired you are classified as full-time, part-time, or temporary and are also told whether you qualify for overtime pay. Unless otherwise specified, the benefits described in this manual apply only to full-time employees. All other policies described in this manual apply to all employees, with the exception of certain wage and salary limitations, which only apply to "non-exempt" employees. If you are unsure which employment classification you fall under, please ask your manager. An employee who successfully completes the introductory period of employment and who works at least forty (40) hours per week is considered a full-time employee. 

Part-Time Employees XE "Part-Time Employees" 

 XE "Employment Classifications:Part-Time Employees" 
An employee who works less than 32 hours in a week is considered a part-time employee. If you are a part-time employee, please understand that you are not eligible for benefits described in this manual except for mandatory benefits required by state and federal laws.

Temporary Employees XE "Temporary Employees" 

 XE "Employment Classifications:Temporary Employees" 
From time to time, TrainRight may hire employees for specific periods of time or for the completion of a specific project. An employee hired under these conditions will be considered a temporary employee. The job assignment, work schedule, and duration of the position will be determined on an individual basis. 

Normally a temporary position will not exceed six (6) months in duration, unless specifically extended by a written agreement. Summer employees are considered temporary employees. 

If you are a temporary employee, please understand that you are not eligible for benefits described in this manual except for mandatory benefits required by state and federal laws. Those temporary employees classified as "non-exempt" who work more than eight (8) hours in one day or more than forty (40) hours during any work week will receive overtime pay.

Wage and Salary Policies XE "Wage and Salary Policies" 
Our policy is to establish competitive wages that are higher than the standards established by our industry. In addition, we reserve the right to reward superior performance and adjust compensation on an individual basis. 

Basis for Determining Pay

Your pay is influenced by your job responsibilities, time of service, and individual performance. Your compensation will be reviewed on an annual basis, and any adjustments will be at the sole discretion of the company.

Bonuses

The company periodically offers bonuses to employees. Bonuses are often given for exceptional individual performance and for the performance of the company as a whole. Bonuses are given at the sole discretion of the company, and there is no guarantee that bonuses will be given for a particular year.
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