
 

 

 

 

 

Amana Society Inc. /Amana Farms, Inc. 

Amana Service Co. 

 

EMPLOYEE HANDBOOK 
 

 

 

 

FINAL – (04/01/2021) 

 

 

 

 



 

Revision 2  1  

Effective 04/01/2021    

 

 

 

 

 

 
 

 

 

  



 

Revision 2  2  

Effective 04/01/2021    

 

Message to Employees 

 

Dear Colleague: 

 

It is always gratifying to welcome employees to Amana Society, Inc. 

 

To be able to continually provide work opportunities is positive evidence that we focus on our 

goal of providing fulfilling employment. Your willingness to do good work and your cooperation 

with your fellow employees will help us to maintain our reputation as manufacturers and 

distributers of quality products for which our name is widely known. 

 

Amana Society, Inc. is committed not only to producing and distributing quality products but 

also in providing excellence in customer service. The ultimate goal of all employees is always 

superior customer satisfaction. 

 

Our Mission Statement is as follows: 

 

“We will strive to exceed customer expectations in all that we do.” 

 

Best wishes for your future success and happiness with Amana Society, Inc. 

 

Cordially, 

 

Amana Society, Inc. Management 
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HISTORY 

 

 

The Amana Society, Inc. today is a large, working corporation, but in years not too far from the 

present it was a communalistic, religious settlement. Once of the main reasons Amana Society, 

Inc. is even here today is because of the religious beliefs and freedoms. The following is a brief 

timeline of important events in the history of the Amana Colonies and Amana Society, Inc. 

 

1854 J. Wittmer and J. Beyer came to the state of Iowa searching for new land 

 for the  Ebenezer Society, which at the time was settled in Ebenezer, New 

 York. 

 

1855 The first village laid out was named “Amana” by Christian Metz. 

 “Amana” means to “remain true” or “believe faithfully”. 

 

1859 The Amana Society was chartered as a nonprofit religious and benevolent 

 organization controlled by a Board of Trustees. 

 

1861 The Society had built five other villages: West Amana, South 

 Amana, High Amana, East Amana and Middle Amana. The small town 

 of Homestead had also been purchased. 

 

1864 All land holdings in Ebenezer, New York were sold and 26,000 acres of 

 Iowa farmland had been settled and Society’s industries, such as 

 cabinet making, wagon making, woolen weaving, flour milling and calico 

 printing, in addition to farming, had been established. 

 

1932 On February 1st, 1932, the members of the Society voted to adopt a new 

 plan which brought to a close the communal way of life and set up a joint 

 profit-making stock corporation controlled by a Board of Directors. 

 Church and state had also been separated by the new plan. The 

 community members were given stock for their previous years of service. 

 

1932 In June 1932, the old communal religious ways gave way to what is now 

 the Amana Society, Inc. After 1932, the various industries had to be able 

 to produce products which could be marketed profitably outside the 

 Amanas. 

 

Today, the Amana Society, Inc. continues to be a diverse manufacturer and retailer of quality 

products and provider of numerous services. It is a business corporation with two wholly-owned 

subsidiaries, the Amana Farms, Inc. and the Amana Society Service Company. The company and 

subsidiaries employ approximately 235 full time, part time and seasonal employees. 
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SECTION 1 

WORKING AT AMANA SOCIETY, INC. 

 

INTRODUCTION TO THE HANDBOOK 

This handbook has been prepared to acquaint you with the Amana Society, Inc. (Amana 

Society), your responsibilities as an employee, and the many benefits and privileges our 

employees enjoy. It is presented as a matter of information only and highlights and summarizes 

Amana Society’s policies and practices. For detailed information regarding certain plans or 

policies, please talk to your supervisor/manager or human resources.   

 

While the company believes wholeheartedly in the plans, policies and procedures described, it is 

committed to reviewing them continually and reserves the right to change or terminate any or all 

of them at any time. Nothing in this Handbook is a contract or a promise. The policies can 

change at any time, for any reason, with or without notice. 

 

 

EQUAL OPPORTUNITY EMPLOYER 

The Amana Society believes that all people are entitled to equal employment opportunity. We do 

not discriminate against employees or applicants on the basis of age; ancestry or national origin; 

physical or mental disability; gender; pregnancy; race or color; religion or creed; sexual 

orientation; genetic testing information; gender identity; or any other characteristic protected by 

local, state or federal law. 

 

 

EMPLOYMENT AT WILL   

Your employment at the Amana Society is at will. This means that you are free to end your 

employment at any time, for any reason, just as we are free to end your employment at any time, 

for any lawful reason, with or without notice, with or without cause, not prohibited by law. 

Nothing in this Handbook constitutes a contract or promise of continued employment. Only the 

chief executive officer has the right to modify or change this practice, and such action must be in 

writing. 

 

 

PROFESSIONAL WORK ETHIC AND BEHAVIOR  

People who work together have an impact on each other’s performance, productivity and 

personal satisfaction in their jobs. As such, Amana Society expects every employee to act 

professionally, work hard, and display appropriate behavior. In addition, how our employees act 

toward customers and vendors will influence whether those relationships are successful for the 

Amana Society. 

 

Because your conduct affects many more people than just yourself, we expect you to act in a 

professional manner whenever you are on Amana Society property, conducting Amana Society 

business or representing the Amana Society at business or social functions. 
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Individuals who act unprofessionally will face disciplinary action, up to and including 

termination. 

 

 

OPEN COMMUNICATION  

The Amana Society maintains an Open Door Policy by which any employee may discuss work-

related concerns. If you have a question, concern, idea or problem related to your work, please 

discuss it with your supervisor/manager as soon as possible. If for any reason you don’t feel 

comfortable bringing the matter to your supervisor/manager, please contact human resources or 

the chief executive officer.  

 

 

ACCEPTABLE WORK ATTIRE   

As an employee of the Company, we expect you to present a neat, clean and professional 

appearance when you represent us, whether you are in or outside of the office. With that said, all 

employees are expected to dress appropriately for your position and job duties. 

 

Supervisors/Managers have the discretion to determine the appropriate work attire of their 

employees for the specific work being conducted. Employees who report to work unacceptably 

dressed may be required to return home (without pay) to change. 

 

 

SAFETY 

It is the policy of the Amana Society to provide safe working conditions for all of its employees. 

 

All employees at all times are expected to practice safety awareness in all tasks. 
 

Since our businesses are so diverse, your supervisor/manager will acquaint you with safety rules 

pertinent to your business. In case of injury on the job, be certain you notify your 

supervisor/manager immediately so you will receive proper medical attention and so your 

supervisor/manager may complete the necessary paperwork. The Amana Family Practice in 

Main Amana as well as emergency rooms in adjacent towns are the medical facilities which are 

authorized for on-the-job medical emergencies. 

 

Corporate safety policies are discussed in a separate section of the employee handbook. 
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SECTION 2 

EMPLOYEE RESPONSIBILITIES  

 

JOB PERFORMANCE 

Each and every employee contributes to the success or failure of the Amana Society. If one 

employee allows his or her performance to slip, then all of us suffer. We expect everyone to 

perform to the highest level possible. Poor job performance can lead to discipline, up to and 

including termination. Please refer to Section 6 for more detailed information regarding 

Performance and Conduct Counseling. 

 

 

TOBACCO-FREE WORKPLACE 

The Amana Society is a tobacco-free workplace, including vapor or e-cigarettes. This policy 

covers the smoking of any tobacco product and also the use of oral tobacco products or chewing 

tobacco. Use of any form of tobacco product is not permitted in Amana Society businesses, 

buildings, and vehicles. Employees may smoke outdoors on their regularly scheduled rest or 

lunch breaks. These employees are responsible for policing those areas for cigarette wrappers 

and extinguished smoking materials. 

 

 

PERSONAL CELL PHONES AND CALLS AT WORK 

Although the Amana Society allows employees to bring their personal cell phones to work, we 

expect employees to keep personal conversations to a minimum. While occasional, brief personal 

phone calls and texts are acceptable, frequent or lengthy personal calls and texts affect 

productivity and disturb others. For this reason, we expect employees to make and receive 

personal communication during breaks only. You will certainly be allowed to make calls as 

needed in emergency situations. 

Employees must turn off the ringers and other sound alerts on their cell phones while at work. 

Employees must also turn off their cell phones and leave their phones elsewhere while serving 

customers and meeting with coworkers or clients.  At no time should any employee text and 

drive.   

 

 

SOLICITATIONS 

We feel that employees have ample opportunity to contribute to charities of their choice. For this 

reason, solicitation within the Amana Society subsidiaries or businesses by such organizations or 

employees collecting on behalf of such organizations is not allowed while employees are 

working. 
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ALCOHOL & DRUG POLICY  

To protect your safety and the safety of all Amana Society employees, customers, vendors, and 

other third parties with whom you may come in contact as a result of your employment, the Amana 

Society will enforce the following policy. 

 

You may not possess, be under the influence of, or use any alcohol, intoxicant, narcotic, drug or 

controlled substance not legitimately prescribed by a medical doctor, on the job, during work 

hours, on the facility property (including parking lots, adjacent company property, or surrounding 

buildings, whether on or off duty), while operating company machinery or vehicles, or while 

performing company business. The consumption of alcohol, however, may be permitted at work-

related business or social functions with the prior approval of the Amana Society management.   

 

If any member of the Amana Society’s management has reason to believe (which may be for 

example, the smell of alcohol on or from the employee) that you may be unable to perform the 

duties of your job in a safe and productive manner, or if in management’s opinion your behavior 

on the job creates a risk to the safety and well-being of yourself, other employees, residents, the 

public or to facility property, you will be removed from the workplace immediately. 

 

Violation of this policy will result in disciplinary action, up to and including immediate 

termination. 

 

 

INVESTIGATIONS   

All employees are expected to fully cooperate during investigations. We expect all Amana 

Society employees to do this by answering questions completely and honestly and giving the 

investigator all documents and other material that might be relevant.  

 

 

HARASSMENT & RETALIATION POLICY 

A.  Prohibited Conduct 

The Amana Society expressly prohibits any form of harassment of employees based on race, 

color, religion, creed, gender, national origin, age, marital or veteran status, sexual orientation, 

gender identity, disabilities, or any other legally protected characteristic. The Amana Society will 

not tolerate harassment, discrimination, or unlawful retaliation by employees in the workplace or 

through workplace relations. This includes management, co-workers, customers, vendors, 

contractors, or other third parties. 

 

B.  Sexual Harassment 

Sexual harassment is prohibited at Amana Society. With respect to sexual harassment, the 

Amana Society prohibits unwelcome sexual advances, requests for sexual favors, and all other 

verbal or physical conduct of a sexual or otherwise offensive nature, especially where: 
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 Submission to such conduct is made either explicitly or implicitly a term or condition of 

employment; 

 Submission to or rejection of such conduct issued as the basis for decisions affecting an 

individual’s employment; or 

 Such conduct has the purpose or effect of creating an intimidating, hostile or offensive 

working environment. 

 

With respect to sexual harassment, the Amana Society also prohibits: 

 

 Sexually offensive comments, jokes, innuendos, and other sexually-oriented statements; 

 Sexual-oriented pictures, photos and illustrations displayed in the workplace. 

 

Sexual harassment may also include harassment where the harasser is not an employee of the 

Amana Society, but is a customer, vendor, contractor, or a member of the general public. If an 

employee feels harassed by any of these people, they should file a complaint in the same manner 

as if they were being harassed by a co-worker or a supervisor/manager. 

 

Supervisors/Managers at all levels are responsible to ensure that the work environment is free 

from sexual and other forms of harassment. Supervisors/Managers who learn of sexual 

harassment, be it an individual employee complaint, personal observation, or any other source, 

must immediately notify human resources, other members of senior management, and/or the 

Amana Society’s chief executive officer. Any violation of this requirement or policy will result 

in disciplinary action up to and including termination. 

 

C. Complaint Procedure 

Every employee of the Amana Society is responsible for creating an atmosphere free of 

discrimination and harassment, whether of a sexual nature or otherwise. Further, each of us is 

responsible for respecting the rights of co-workers. 

 

If you experience job-related harassment based on your sex, race, age or other factor listed above 

or by law, or you believe you have been treated in an unlawful, discriminatory or harassing manner 

at the Amana Society, you must immediately contact your supervisor/manager or human resources 

so that an investigation can be undertaken. If the person responsible for the harassing conduct is 

your supervisor/manager or human resources, you should contact the Amana Society’s chief 

executive officer. 

 

All persons involved in the complaint and the investigation will be advised to keep all information 

related to the complaint and the investigation confidential to the extent possible and retain any 

material related to investigation until advised by human resources to dispose of such material.   

 

Should the Amana Society determine that this policy has been violated, appropriate action will 

be taken against the offending person(s) to end the offensive conduct, up to and including 

termination of employment.  
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D. Retaliation Prohibited 

Employees who report harassment or discrimination, or who participate in an investigation of 

reported harassment or discrimination, are protected from retaliation based on such activities. If 

you feel you are being retaliated against in violation of this policy, you must immediately notify 

your supervisor/manager and/or human resources. If your supervisor/manager and/or human 

resources are the person responsible for the retaliatory conduct, you should notify the chief 

executive officer. 

 

 

CONFIDENTIALITY POLICY  

In consideration of employment, the employee agrees that he/she will always (1) hold the Amana 

Society’s Confidential Information in strict confidence, (2) use all reasonable precautions to 

prevent the unauthorized disclosure or use of such Confidential Information, and (3) not use any 

Confidential Information for the employee's own benefit or for the benefit of any third party. 

 

"Confidential Information" means any type of confidential proprietary information or materials 

owned by the Amana Society or in which the Amana Society has an interest, and shall include, 

without limitation, the following types of information and materials whether or not reduced to 

writing: corporate information, including plans, strategies, methods, policies, resolutions, 

negotiations, or litigation ; marketing information, including strategies, methods, customer 

identities or other information about customers, prospect identities or other information about 

prospects, or market analyses or projections, and the identity of past or present customers of the 

Amana Society; trade secrets; operational and technological information, including inventions, 

discoveries, designs, developments, methods, modifications, improvements, processes, works of 

authorship, algorithms, databases, computer programs, source code, formulae, techniques, trade 

secrets, know-how, plans, specifications, manuals, forms, templates. technological or process 

related information; financial information, including cost and performance data, debt 

arrangements, equity structure, investors and holdings, purchasing and sales data and price lists; 

Amana Society’s pricing, marketing and sales practices and strategies; all financial, accounting 

and/or budget information relative to the Amana Society; income statements; sales information (in 

dollars or units sold); product sources, vendor and supplier information; supplies, parts and 

equipment prices and related information; business plans and proposals; strategic and development 

plans of the Amana Society; market reports; personnel information, including personnel lists, 

reporting or organizational structure, resumes, personnel data, compensation structure, 

performance evaluations and termination arrangements or document; manuals; policies; processes; 

designs; techniques; data; research; development; inventions; and any other information which 

could prove beneficial in enabling a competitor of the Amana Society to compete with the Amana 

Society.  

 

Employees who improperly disclose sensitive information, confidential information, proprietary 

information, or trade secret information to anyone outside the Amana Society will face disciplinary 

action, up to and including termination.  
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The employee’s obligations under this Agreement shall survive the termination of his/her 

employment with the Amana Society. If an employee discloses such information, we will seek 

legal remedies. 

 

Because of our history and the nature of our business, the Amana Society is frequently featured in 

the news media. Accordingly, it is essential that all employees follow proper procedures when 

approached by media representatives in search of information or copy. If any employee is 

contacted by the media, he/she should explain that Amana Society, Inc. policy directs all contacts 

must be made through Director of Marketing. 

 

Employees must not respond to media inquiries unless they have discussed the request and 

response with the Director of Marketing and/or their assigned supervisor/manager. Interviews on 

corporate subjects will be addressed by a member of the management team. Interviews on 

individual business subjects will be handled by the business manager. 

 

 

CONFLICTS OF INTEREST POLICY 

The Amana Society’s success depends on the hard work, dedication and integrity of everyone who 

works here. In turn, our employees’ livelihood depends on the success of the Amana Society. 

 

Because we depend so much on our employees, and because they depend so much on us, we expect 

all employees to devote their energies and loyalties to the Amana Society. We do not allow 

employees to engage in any activities or relationships that create either an actual conflict of interest 

or the potential for a conflict of interest. 

 

All employees shall disclose to the executive officers, any interest or connection with any person, 

firm, partnership, association or corporation which competes with or from whom Amana Society, 

Inc. purchases products, services or to whom they sell products or services. Failure to disclose 

such interest or connection as described may be grounds for disciplinary action, up to and including 

termination. 

 

Although we cannot list every activity or relationship that would create either an actual or potential 

conflict of interest, examples of activities that violate this policy include the following: 

 

 Working for a competitor or customer or vendor as a part-time employee, full-time 

employee, consultant or independent contractor, or in any other capacity; 

 Owning an interest in a competitor, customer, vendor or anyone else who seeks to do 

business with Amana Society, Inc.; 

 Using the resources of the Amana Society for personal gain; 

 Using your position in the Amana Society for personal gain. 

 

Conflicts of Interest Questionnaires shall be sent to all new managers, board of director members 

and officers at the time they assume the position as well as at regular intervals to be determined by 

the board of directors. 
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If an employee fails or refuses to comply with this policy or to abide by the decision of the board 

of directors, regarding the remedial action required to eliminate a conflict of interest, the company 

will take appropriate action which may include discharge and, if warranted, legal proceedings. 

 

If you are unsure about whether an activity might violate this policy, or if you have any questions 

at all about this policy, please talk to the human resources department or the chief executive officer. 

 

 

GIFTS AND PREMIUMS POLICY 

Amana Society employees and representatives must conduct business with customers, 

subcontractors, and suppliers on the basis of service, quality, performance and price without giving 

or accepting anything of value that could influence or appear to influence the outcome of a 

transaction. Sales, purchases and other business decisions must not be influenced or appear to be 

influenced by the personal considerations of employees. 

 

Whenever you receive a gift as a result of a work relationship, you should inform your 

supervisor/manager, and discuss the propriety of keeping the gift. If a gift is of more than nominal 

value ($25 or more per employee in any year from any single source), it should be returned to the 

giver. 

 

Neither should you accept free or discounted services performed for you or your household, or 

free or discounted vacation facilities or equipment. 

 

The situation is essentially the same with regard to the giving of gifts. In our business, it is accepted 

and appropriate practice to give mementos of nominal value. Gifts of more than nominal value 

($25) should not be given as a matter of business practice. 

 

Gifts of money, including stocks and bonds, are never permissible in business context. 

 

Business entertainment is an ambiguous area. The line between what is proper and what is not 

proper can be difficult to determine. Buyers for the company must be particularly careful. 

Invitations and payment for a business meal by a supplier are generally permissible while on a 

business trip or as part of a meeting. 

 

Any tips given to employees from a customer should be reported to their direct supervisor. 
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SECTION 3 

HUMAN RESOURCES AND EMPLOYMENT POLICIES AND PROCEDURES 

 

TYPES OF EMPLOYMENT 

Because of the diversity of the various Amana Society, Inc. businesses, our compensation 

program is comprised of numerous employment categories and policies. 

 

A. Regular Full-Time Status 

Employees who normally work 30 or more hours per week on average throughout the calendar 

year. 

 

B. Regular Part-Time Status 

Employees who work less than 30 hours per week on average throughout the calendar year. 

 

C. Temporary/Seasonal Status 

Employees hired for a predetermined time to work on a project or seasonal help. May average 

more or less than 30 hours per week. 

 

 

PAYMENT CATEGORIES 

A. Salaried 

This category includes professional, administrative, management, and outside sales personnel. 

This category is considered to be exempt from overtime requirements of the Fair Labor 

Standards Act. Ordinarily, salaried employees are considered to be full-time employees, although 

they are not hired for any set schedule and pay is not dependent upon the number of hours 

worked in a given week. 

 

B. Hourly 

This category includes all other employees as defined and covered by all provisions of the Fair 

Labor Standards Act. 

 

C. Agricultural Employees 

This category is not covered by all provisions of the Fair Labor Standards Act. Salaried and 

hourly compliance procedures are based on a different work week. Please consult with your 

supervisor/manager or the human resource department for exact procedures. 
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PAY INFORMATION 

A. Pay Periods 

For purposes of calculating how many hours an employee has worked in a day or week, our 

workday begins at 12:01 a.m. and ends at midnight each day. Our pay periods begin at 12:01 

a.m. on Sunday and extend to midnight of the second Saturday.  

 

Employees are paid bi-weekly (every other week). You will receive your paycheck on Friday for 

the time period ending the week prior. If a payday falls on a holiday, you will receive your 

paycheck on the last workday immediately before that payday. Checks are distributed by 

managers or their authorized representative. 

 

Amana Society, Inc. does not authorize salary advances of any kind. 

 

B. Mandatory and Voluntary Payroll Deductions 

Your paycheck reflects your total earnings for the pay period, as well as any mandatory or 

voluntary deductions from your paycheck. Mandatory deductions are deductions that we are 

legally required to take. Such deductions include federal income tax, Social Security and 

Medicare tax (FICA) and any applicable state taxes. Voluntary deductions are deductions that 

you have authorized. Such deductions might include insurance premiums and 401(k). If you have 

any questions about your deductions, or wish to change your federal withholding form (Form W-

4), please contact the human resources department. 

 

C. Wage Garnishments 

A wage garnishment is an order from a court or a government agency directing us to withhold a 

certain amount of money from an employee’s paycheck and send it to a person or agency. Wages 

can be garnished to pay child support, spousal support or alimony, tax debts, outstanding student 

loans or money owed as a result of a judgment in a civil lawsuit. 

 

D. Direct Deposit 

Amana Society offers direct deposit for your banking convenience. Employees may have net 

paychecks directly deposited into checking and/or savings accounts with the bank of their choice. 

Accounts are automatically credited the Friday morning that checks are distributed. Please keep 

in mind, if you select direct deposit, your check will be deposited. 

 

Authorization forms are available at the human resources department in the corporate office and 

may be obtained at any time if you are interested in this service.  
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HOURS OF WORK 

A. Time Cards/Time Sheets 

For hourly employees, the time card/time sheet is the method in which we measure time worked. 

Employees will be paid only for the hours shown on the time cards/time sheets. Do not clock in 

until you are ready to go to work. Your supervisor/manager will instruct you as to what 

procedures to follow in your place of business. 

 

No employee is to punch another employee’s time card or alter a time sheet for any reason. Time 

sheets must be signed or initialed by the supervisor/manager. 

 

B. Regular Business Hours and Your Schedule 

The Amana Society’s regular hours of business may vary based on the needs of each subsidiary 

or business. 

 

Your supervisor/manager will inform you of your work schedule, including what time you will 

be expected to start and finish work each day. All employees are expected to be here on time, 

ready to start work each day as scheduled. Unless you make other arrangements with your 

supervisor/manager, you are expected to work until the end of your scheduled time.  

 

C. Overtime 

On occasion, we may ask employees to work beyond their regular scheduled hours. We expect 

employees to be willing to work a reasonable amount of overtime. We will try to give employees 

advance notice when overtime work is necessary; however, it will not always be possible to 

notify workers in advance. 

 

All overtime work must be approved by the employee’s supervisor/manager. Hourly employees 

will be paid 1½ times their regular hourly rate of pay for every hour worked in excess of forty 

(40) hours in a pay week. Overtime pay will vary by business for work performed on holidays. 

 

Salary employees are not eligible for overtime as authorized by federal and state law. 

 

Only time actually spent working counts as hours worked. Paid or unpaid time off and holidays 

during which an employee did not actually work will not count as hours worked for overtime 

purposes.   

 

D. Break and Meal Periods 

Breaks and meal periods are scheduled opportunities to rest and eat during the workday. 

Employees must have prior approval from their supervisor/manager in order to alter their meal 

and rest break schedule. 

 

Lunch breaks 
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All hourly employees scheduled to work at least 5 hours in a single shift should be 

provided a minimum of 30 minutes for lunch. Please get approval in advance from your 

supervisor/manager for any amount of time beyond 30 minutes. As a courtesy to your 

fellow employees, please take your lunch break at your scheduled time. Lunch breaks are 

unpaid time. Your time card/time sheet must indicate the beginning of your lunch break 

and the time you returned to work from your lunch break. Your lunch break time must 

have your supervisor’s approval. 

 

Rest breaks 

All hourly employees should be provided rest breaks at a minimum of ten (10) minutes if 

the employee works more than 5 hours. Please get approval in advance from your 

supervisor/manager for any amount of time beyond 10 minutes. Do not indicate your rest 

breaks on your time card/time sheet, as rest breaks are paid. Rest break times may vary 

by business and must have supervisor/manager approval.  Breaks are available as 

workloads permit, however they are not a legal mandate and are a courtesy of Amana 

Society.   

 

 

ATTENDANCE POLICY 

You are important to the effective operation of the Amana Society. When you are not here at 

expected times or on expected days, someone else must do your job or delay doing his/her own 

job while waiting for you to arrive. As a result, we expect you to keep regular attendance and to 

be on time and ready to work at the beginning of each scheduled workday.    

 

A. Time off Requests 

All time off away from work must be reported to your supervisor/manager as soon as possible. 

This includes any unplanned time off from work due to illness or emergency. You must continue 

to report to your supervisor/manager by phone each day you are out due to illness or injury, 

unless other arrangements have been made with your supervisor/manager. Supervisors/ managers 

must sign or initial the employee time card/time sheet to authorize the absence. 

 

B. Your Responsibilities 

Based on business needs, different departments may have specific attendance policies. It is your 

responsibility to talk to your supervisor/manager to ensure you are aware of your attendance 

expectations.   

 

 

TYPES OF ABSENCES FOR HOURLY EMPLOYEES 

A. Absence from Work in Hourly Increments or Full Day 

Any time off work will be requested and tracked in hourly increments. If you must unexpectedly 

miss a full day of work, you must call your supervisor/manager as far in advance as possible as  

 

soon as you know you will not be at work that day. 
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B. Late Start / Early Leave  

Amana Society values our employees and the family/personal obligations that occasionally come 

up which require us to remain flexible when it comes to being to work on time or leaving work 

early. If you are not going to be at work on time or need to leave work early, please contact your 

supervisor/manager as far in advance as possible. Your supervisor/manager has the discretion to 

provide approval to arrive late or leave work early. All hourly employee late arrivals or early 

departures from work are considered unpaid. 

 

C. Absence Longer Than Three (3) Days  

Any absence longer than three days due to illness or injury will require a medical note in order to 

return to work. An employee absent longer than three days without providing notification to their 

supervisor/manager will be terminated as a voluntary resignation. 

 

D. Hazardous Conditions and Weather Emergencies   

When schools are closed in our area due to adverse winter weather conditions, we suggest you 

wait until you have had a chance to check road conditions before leaving home. The decision of 

whether or not to travel to work must be your own. 

 

You must notify your supervisor/manager as soon as possible before your scheduled starting 

time if you decide to come in late or miss work because of adverse weather conditions.   

 

 

REPORTING YOUR ABSENCE  

It is your responsibility to know your supervisor/manager’s work and cell phone numbers so you 

are always able to reach them if you need to contact them before/after the normal business work 

hours. Certain businesses may have an established voicemail box set up for employees to call 

should they need to report an absence.  

 

If you cannot reach your supervisor/manager to report that you’ll be arriving late or missing a 

day of work, please call the Amana Society phone number (319-622-7500) or the business’ 

voicemail box. Leave your message, including the number where you may be reached. This must 

be done at least 30 minutes prior to your expected start time.  

 

Do not leave your message with another employee or on Amana Society’s general voice mail 

system.  

 

ATTENDANCE CORRECTIVE ACTION  

There are several reasons you may be subject to corrective action based on your attendance that 

will result in disciplinary action, up to and including termination. Examples include but are not 

limited to:   
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 Not calling in at least ½ hour prior to shift start for a late start or unplanned day off. 

 Pattern of late starts, early leaves or absences.  

 Pattern of requesting unpaid time off when all your accrued leave has been used. 

 Not reporting for work on a day(s) that your manager previously did not approve.  

  

You are also responsible to adhere to your business’s specific attendance policy, if applicable. 

Management and human resources will consider any exception to the stated guidelines on an 

individual basis.   

 

 

PAYROLL DEDUCTIONS 

Full-time employees may authorize deductions be taken from their pay to allow for significant 

purchases from Amana Society businesses to be paid over a period of time without interest 

expense. This is only available to full-time employees who have been employed for at least one 

year at an ASI business. 

 

The maximum cumulative amount that can be purchased is $1,500. If higher amounts are 

requested, they must have prior written approval from the business manager and human 

resources. 

 

Once a deduction is started, no additions can be made until the original amount is paid off. The 

amount cannot be increased during the term of the deduction. 

 

Amounts must be paid within one year (shorter time frames are encouraged). The amount will be 

divided by 26, for one year deductions, to determine the amount deducted from each payroll. The 

minimum amount deducted shall not be less than $25 per payroll. 

 

The supervisor/manager must complete form “MO-1, Authorization for Payroll Deduction” 

when purchasing the product/service from an ASI business. The business must send the 

completed form to the Main Office, Attention: Payroll. 

 

If the employee terminates from Amana Society during the time they have a payroll deduction in 

effect, the entire remaining balance is immediately due and payable. The payroll department will 

calculate the amount still owed and calculate the maximum amount allowed to be deducted from 

the final payroll and deduct that amount from the final paycheck. Any remaining balance must be 

paid immediately by the individual. 

 

The payroll department will take necessary steps to collect any unpaid balance. 

 

 

JOB POSTINGS  

Human resources generally posts job openings through the Amana Society, Inc. email system, 

external and internal job boards, and/or on the employee bulletin board(s). These postings will 

describe the key elements of the job opening, list the minimum qualifications and any specific  
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preferred skills, and provide details about the job, including the job title, supervisor/manager, 

and department. Typically, all posted openings will be posted for a minimum of five (5) working 

days. 

 

EMPLOYEE TRANSFERS 

Amana Society employees are encouraged to consider job opportunities that are available within 

the company. Amana Society will first consider current employees when staffing new or open 

job positions. 

 

A. Eligibility: 

To be eligible to apply for a position:  

 You must meet the minimum qualifications of the job description;   

 You must have a minimum of six (6) months of service in your current position at the 

time you apply for the new position or approval from your current supervisor/manager;   

 An employee must be performing satisfactorily in their current position and cannot 

currently be on any progressive discipline or performance improvement plan or have 

been on one in the six (6) months prior to posting date. 

 Amana Society has the discretion to adjust or alter this policy in its discretionary business 

judgment.  

 

*An employee may withdraw an application at any time by contacting human resources. 

 

B. Procedure: 

Employees must notify their current supervisor/manager first, if they are interested in discussing 

or applying for the posted job opening. If the hiring supervisor/manager is not aware of the 

employee’s interest, the current supervisor/manager notifies the hiring supervisor/manager of the 

employee’s interest. All hiring supervisors/managers conducting interviews are to ask the 

employee if they have notified their current supervisor/manager. If they have not notified their 

current supervisor/manager, then the employee must have a conversation with their current 

supervisor/manager before being considered for an interview. 

 

Current employees must go through the interview process for open positions.  

 

If the employee is to be selected as the best candidate, the hiring supervisor/manager must notify 

the current supervisor/manager before informing the employee of the job offer. Both 

supervisors/managers must discuss the timing of the transaction and come to an agreement. If no 

agreement is reached, then the appropriate next level management team member(s) are informed 

and an agreement is reached. 

 

In some extremely unique instances, the transfer of the employee may not be an option. The 

hiring supervisor/manager should move on to other candidates without informing the employee. 

The current supervisor/manager and, if necessary, the next level management team member 
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would discuss the circumstances with the employee in the best interests of the employee and the 

company. 

 

BULLETIN BOARDS 

There is a bulletin board provided in each business to communicate Amana Society, Inc. 

important and timely information. Employees should be aware that information regarding 

policies, etc. is frequently posted on the bulletin board. Employees are responsible for reading 

information that is posted on these boards.  

 

ANTI-NEPOTISM POLICY 

Members of an employee's immediate family will be considered for employment on the basis of 

their qualifications. Immediate family may not be hired if employment would: 

 Create a supervisor/subordinate relationship with a family member; 

 Have the potential for creating an adverse impact on work performance; or 

 Create either an actual conflict of interest or the appearance of a conflict of interest. 

 

This policy must also be considered when assigning, transferring, or promoting an employee.  

For the purpose of this policy, immediate family includes: spouse, parent, child, sibling, in-law, 

aunt, uncle, niece, grandparent, grandchild, and members of the same household. This policy 

also applies to romantic relationships. Management and human resources have the discretion to 

determine suitable arrangements regarding any special situations. 

 

If employees become immediate family members or establish a romantic relationship, the Amana 

Society will make reasonable efforts to assign job duties so as to minimize problems of 

supervision, safety, security or morale. If accommodations of this nature are not feasible, the 

employees will be permitted to determine which of them will resign. If the employees cannot 

make a decision, the Amana Society will decide in its sole discretion who will remain employed. 

 

 

PERSONNEL FILE POLICY 

A. Notify Us If Your Personal Information Changes 

Because we use the information in your personnel file to take actions on your behalf, it is 

important that the information in that file be accurate. Please notify human resources whenever 

any of the following changes occur to: 

 Your name and mailing address 

 Your phone number 

 Your dependents 

 Number of dependents you are designating for income tax withholding 

 Your marital status 

 

 Name and phone number of the person whom we should notify in case of an emergency 

 Restrictions on your driver’s license 
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PERFORMANCE MANAGEMENT AND DEVELOPMENT 

A. Professional Development  

At the Amana Society, we see learning and development as a continuous process rather than an 

occasional event. You can develop and learn in many different ways - through taking on extra 

job responsibilities and special projects, discussing the business with your peers, joining 

professional organizations or taking a course. Through continuous professional development we 

improve our business and the performance of our people and develop a pipeline of talent for the 

future.  

 

B. Performance Reviews 

Because our employees’ performance is vital to our success, we conduct periodic reviews of 

individual employee performance.    

 

Although evaluation of job performance is an ongoing process, periodically employees will meet 

with their supervisor/manager on a formal basis for a performance review. The purpose of these 

meetings is to give both the employee and the supervisor/manager an opportunity to review the 

employee’s performance, identify areas of strengths and weaknesses, and areas of expected 

improvements.  

 

Performance evaluations and wage reviews are subject to the approval of management, the chief 

executive officer and human resources.    

 

Employees should participate in the review process in a timely manner according to time frames 

set by the human resources department. If an employee has not received a performance review in 

accordance with any communicated time frames, the employee should notify the 

supervisor/manager and the human resources department in writing. This will help to ensure that 

the appraisal process is administered in a timely manner.  

 

C. Performance and Conduct Counseling  

Our objective is to retain employees who demonstrate the skills, knowledge and behaviors 

consistent with the goals and values of Amana Society, Inc. If your performance or conduct does 

not meet the expectations of the company, counseling or coaching may be provided to allow you 

a reasonable opportunity to make the necessary improvements in order to succeed. In all cases, 

however, the Amana Society has the ability to take action regarding counseling, coaching or 

disciplinary measures it believes are appropriate in its discretion, up to and including immediate 

termination of an individual’s employment.  

 

 

The Amana Society considers employee misconduct on a case-by-case basis. In arriving at a 

decision for corrective action, the following will be considered:  

 The seriousness of the infraction   

 The past record of the employee  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The circumstances surrounding the matter of taking corrective action, the Amana Society will 

generally use one or more of the following disciplinary measures:   
 

Stage 1:  Verbal Counseling or Warning 

Stage 2:    Written Warning 

Stage 3:   Final Warning / Suspension 

Stage 4:   Termination   

 

Generally, the Amana Society will terminate an employee after other forms of corrective action 

have been unsuccessful or when the Company determines, in its sole discretion, that other forms 

of corrective action are inappropriate. The purpose for using progressive discipline is to identify 

problems and assist employees in taking the necessary steps to correct them. However, there are 

certain offenses that the Amana Society believes are or can be so serious that one or more 

progressive disciplinary steps are not appropriate.  

 

Occasionally it may be necessary to take other actions for the well-being of ASI staff, including 

the suspension of an employee. The need for a suspension will be determined by the employee’s 

manager/supervisor, the Human Resources Manager, and/or the CEO, using the following 

criteria: 

 

 The continued employment of the staff member could potentially cause danger or have 

adverse effects on other employees in the short term. 

 The employee has failed a drug screening. 

 A suspension is necessary as a temporary solution until the CEO or legal counsel can be 

consulted regarding the potential continuation of their employment. 

 The employee has otherwise exhibited outstanding service in their role at ASI for a 

substantial period of time. 

The Amana Society reserves the right not to follow the progressive disciplinary steps in order, or 

to bypass these steps completely, and immediately terminate employees who have violated any 

Company policy, or acted inappropriately in any way, without advance warning. 

 

 

CHAIN OF COMMAND POLICY 

The Chain of Command policy has been designed to provide Amana Society employees with 

appropriate direction for the prompt handling of day to day operations across the organization. 

This policy makes available a formal line of communication and decision making authority for 

all who are employed by Amana Society, Inc. 

 

Employees shall utilize, recognize, and respect the chain of command in all official actions. In 

certain instances, the chain of command may be bypassed. In doing so, a member should be 

prepared to justify the departure from normal procedure.  
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All employees of Amana Society, Inc. report to a supervisor/manager. The business manager 

provides oversight to the department managers. The department managers provide oversight to 

his/her direct reports. All employees who supervise others are responsible for providing 

performance oversight, written performance appraisals, training, and management of their 

subordinates’ time and production in accordance with Amana Society, Inc.’s policies and 

procedures. 

 

A. Complaint Procedure 

 Complaints of employees against fellow employees should initially be discussed directly 

between effected employees. 

 If employees have a matter that is not resolved by speaking with a fellow employee or 

have a fear of reprisal, then employees should submit concerns, reports, or other 

employee or customer-related matters to their immediate supervisor/manager.  

 Managers/Supervisors, who are not department managers/supervisors, will generally 

submit all concerns, reports, or other employee or customer related matters to the 

department manager.  

 Department managers/supervisors will generally submit all concerns, reports, or other 

employee or customer related matters to the business manager.  

 In case of an emergency or for health or safety issues, employees will report to their 

immediate supervisor/manager.  

 If employees have a matter that is not resolved by their immediate supervisor/manager, 

they may go to the next level supervisor/manager in their chain of command up to and 

including the business manager/director or human resources.  

 All managers, supervisors and the business manager/director have open doors to discuss 

any and all employee concerns. If an employee is not able to resolve a concern through 

discussion, employees have the right to file a complaint with the human resources 

department. 

 

RETALIATION POLICY  

You will not be retaliated against for reporting incidents that, in good faith, you believe to be 

violations of Amana Society, Inc. policy or procedures. You will not be retaliated against for 

participating in the investigation of conduct violations. The Amana Society considers retaliation 

to be a serious violation, and urges you to report any incidents of retaliation immediately, as you 

would any conduct violation. The Amana Society will investigate and resolve reports of 

retaliation in the same manner as reports of conduct violations.  

 

 

 

END OF EMPLOYMENT 

When an employee leaves employment with Amana Society, Inc., his/her employment 

termination will be considered either voluntary or involuntary. The last day of employment is the 

last day an employee works at Amana Society, Inc.  
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A. Voluntary Resignation  

If you decide to leave Amana Society, Inc. for another position, we wish you well. Please notify 

your supervisor/manager or human resources in writing about your plans. If you can, please 

provide two weeks’ notice. This will give us time to calculate your final paycheck, vacation 

accrual balance, and any other money that we owe you.  

 

The employee and manager/supervisor will coordinate efforts to return all Amana Society, Inc. 

property in good condition. Should any property not be returned, or be returned in a condition 

not relative to its normal use, the replacement costs of the property will be deducted from your 

final paycheck. 

 

Please remember as you leave the Amana Society and move on to future endeavors, you still 

have an obligation to keep confidential Amana Society, Inc.’s sensitive information.  

 

B. Involuntary Termination 

An employee’s employment with Amana Society, Inc. may end due to a decision made by 

Amana Society, Inc. Sometimes, it may be necessary to eliminate positions or reduce the 

workforce through layoff. Should this occur, Amana Society will consider a number of factors, 

including the duties of the position the employee performs, the employee’s tenure with the 

organization, the employee’s performance and other factors.  

 

If the employee is on temporary layoff (of six months or less), their “seniority” for certain 

employment benefits will not be affected. As with other involuntary terminations, you are 

entitled to your final paycheck and any other money that we may owe you.   

 

C. Vacation Accrual Balance 

Any accrued vacation balance will be paid on the next regular payday along with any final pay 

for hours worked. 

 

D. Final Paycheck 

Final paychecks will be issued on the next regular payday following an employee’s termination 

date. 

 

E. Principal Insurance Benefits 

Life, Short Term and Voluntary Long Term insurance benefits cease immediately upon 

termination.   
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SECTION 4 

EMPLOYEE BENEFITS 

 

As part of our commitment to our employees and their well-being, Amana Society provides 

employees access to a number of benefits, including holiday pay, medical and dental insurance, 

short-term and long-term disability insurance, life insurance and a 401(k) plan.  

 

Although we introduce you to a few of the plans in this section, we cannot provide the details of 

each plan here. If eligible, you will receive official plan documents for each of the benefit plans 

that we offer. Those documents (along with any updates, which will be communicated as 

necessary) should be your primary resource for information about your benefit plans. If you see 

any conflict between those documents and the information in this Handbook, you should rely on 

the official plan documents. 

 

The benefits we provide are meant to help employees maintain a high quality of life – both 

professionally and personally. We sincerely hope that each employee will take full advantage of 

these benefits. If you don’t understand information in the plan documents or if you have any 

questions about the benefits we offer, please talk to human resources.  

 

Eligibility to receive Amana Society’s benefits depends on your employee classification. 

 

 

HOLIDAYS 

A. Eligibility  

Active employee will be paid for legal holidays on which the company is closed, unless absent 

without permission on the day before or the day after the holiday. Hourly employees become 

eligible for holiday pay after they have been on the payroll for ninety (90) days. 

 

Employees working forty (40) hours per week will receive eight (8) hours of holiday pay for 

each holiday. Full-time employees working less than forty (40) hours per week will be paid for 

the average number of hours worked per day over the previous six weeks. Regular part-time 

employees who average between 25 and 29 hours per week and have worked six weeks prior to 

the holiday will be paid for the average number of hours worked per day. 

 

Amana Society, Inc. has six paid holidays per year: New Year’s Day, Memorial Day, Fourth of 

July, Labor Day, Thanksgiving Day and Christmas Day.  

 

If an employee observes a different holiday(s) for bona-fide religious reasons, requests for time 

off to observe such holiday(s) should be directed to the human resources department. 

 

Employees on a leave of absence are not considered “active” for purposes of this policy and are 

not eligible for paid holidays.  
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B. Personal Days 

Full-time employees also receive six (6) personal days. A full-time, new hire employee is 

eligible to utilize three (3) personal days after 30 days & an additional three (3) after 90 days. 

These may be taken at a mutually agreed upon time between the employee and the department 

supervisor/manager. 

 

B. Vacation 

 

Active, full-time employees become eligible for vacation pay after one year of continuous 

employment.  Employees accrue vacation time based on length of service from date of hire 

which the following schedule outlines: 

 
 Length of Service     Earned Vacation Each Year 

 

 1 year      1 week 

 2-5 years     2 weeks 

 6-9 years     2 ½ weeks 

 10-15 years     3 weeks 

 16-19 years     3 ½ weeks 

 20 years or more     4 weeks  

      

* Based on seniority, those employees who have accumulated more than 4 weeks of vacation as of December 31, 

2005, will be “grand-fathered in” and will continue to be eligible for that amount annually. 

 

Vacation hours are based on a 40 hour week for full-time employees and will be paid for the 

average hours per week.  This computation is based on the prior years’ service period. 

 

Regular part-time employees who average 25-30 hours per week will accrue 1 weeks’ vacation at 

an annual average.  This computation is based on the prior years’ service period. 

 

Agricultural employees’ vacation time will be computed on a 55 hour work week. 

 

Vacation schedules must be approved by your manager or supervisor.  Each individual business 

manager will communicate vacation guidelines relevant to specific businesses/departments. 

 

Up to one week of vacation may be deferred to the following year. 

 

 

C. Sick leave 

 

The Amana Society, Inc. wants to protect your income during working time lost due to sickness 

or injury.  Accordingly, we provide normal pay benefits to full-time employees commencing 

with the completion of the introductory period of 90 days and for a duration dependent on the 

employee’s length of service. 

 

All Amana Society, Inc. full-time employees will be granted sick time as follows: 

 After introductory period of 90 days – 5 working days 

 After 1st full year of employment – 5 additional working days. 
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 After 2nd full year of employment – minimum of 10 working days. 

 After 3rd full year of employment – 5 additional working days with a minimum of 

15 days. 

 Each successive year thereafter – 5 additional working days with a minimum of 

15 days. 

 

These days may accrue each year with the maximum being 30 working days. 

 

Sick pay will begin on the first day of illness. Sick pay claims must be supported by proper 

medical evidence and may be subject to review by Amana Society, Inc. if longer than two days 

in duration. Amana Society, Inc. does retain the right to request documentation from a physician 

verifying an employee’s absence due to medical reasons for any duration as may be deemed 

necessary at any time. 

 

Any payment for which Amana Society, Inc. may be liable shall first be subject to a deduction 

equivalent to any amount paid to the employee by Amana Society, Inc.’s workers compensation 

carrier. 

 

Employees may annually use a maximum of 3 days (24 hours) of accumulated paid sick time for 

medical needs for immediate family members which would necessitate time away from regularly 

scheduled work hours or to fulfill family obligations as defined in the Family Medical Leave Act 

in Attachment 1 of this handbook. Amana Society, Inc. retains the right to request verifying 

documentation as may be needed from time to time and any other documentation as may be 

required Per FMLA guidelines. 

 

All sick pay benefits shall terminate and/or be forfeited upon termination of employment. 
 

 

D. End of Employment 

If your employment ends with the Amana Society or any of its subsidiaries you will be paid for 

any accrued and unused vacation time. Vacation cannot be used to extend your termination date 

as Amana Society considers the last day worked as the employment termination date. Any 

negative balance of vacation is due to the Company and arrangements will be made to collect the 

balance of this amount from the employee.  

 

 

OTHER LEAVE POLICIES 

A. Family and Medical Leave Act (FMLA)   

Amana Society complies with the federal Family and Medical Leave Act (FMLA).  The full 

policy can be found as Attachment 1 to this Handbook. 

 

B. Pregnancy Leave    

If an employee is not eligible for FMLA under Amana Society’s policy, a leave of absence from 

the work place will be granted for up to eight weeks for disability due to pregnancy, childbirth or 
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related conditions. The employee will be required to use all remaining vacation and personal 

time with the balance of the leave unpaid. 

 

C. Bereavement Leave 

To ease the hardship when a death occurs in the immediate family of an employee, reasonable 

time off will be granted to full-time employees. Immediate family members include husband, 

wife, domestic partner, father, mother, sister, brother children, grandparents, grandchildren and 

in-laws. We request you notify your supervisor/manager as soon as you possibly can. If an 

employee misses work as the result of the death of an immediate family member, paid 

bereavement leave is permitted of up to three (3) days. Paid bereavement leave is based on the 

full-time employee’s regular hourly rate of pay and only for time lost during a normal daily work 

schedule within a normal work week. 

 

If additional time is required, it will be considered on an individual basis and may be granted by 

the supervisor/manager or human resources on the basis of unpaid personal leave.  

 

D. Jury Duty / Court Appearance 

Employees will be excused from work to serve on Jury Duty. An employee who is subpoenaed 

for jury duty will be reimbursed the difference between their regular hourly rate of pay and the 

sum received for such services. If the jury service does not require attendance for more than half 

of the regular work day, then employees are expected to return to work. Court documentation of 

jury duty payments and service periods are necessary to calculate the appropriate reimbursement 

amounts. Payment is subject to possible forfeiture if any of the above procedures are not 

followed appropriately. 

 

When you are called for Jury Duty, you must notify your supervisor/manager immediately.   

 

E. Personal Leave of Absence 

Any leave of absence requested for reasons not included in the Employee Handbook will be 

considered on an individual basis and may be granted by the supervisor/manager and human 

resources. Leave of absences are available only to employees who have been continuously on the 

payroll on a full-time basis for a period of twelve (12) months. Any eligible employee who 

anticipates a need for absence from work for a period of more than one (1) week must first obtain 

approval from their department supervisor/manager and then file a “Request for Leave of  

Absence” request obtainable at the human resources department. The employee will be required 

to use all remaining vacation time with the balance of the leave unpaid. Leave requests must be 

approved by both the department supervisor/manager and human resources. 

 

 

EMPLOYEE EDUCATION REIMBURSEMENT PLAN 

Employees are encouraged to enhance their skills with additional training. The Amana Society 

recognizes the commitment which must be made in acquiring new knowledge and skills and is 

willing to support an individual’s educational pursuits. 
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Amana Society, Inc. will reimburse employees participating in an approved academic program 

leading to the completion of an associate, bachelor or graduate degree. The academic program 

must be applicable to the current or future role of the employee and benefit the company. 

 

A. Eligibility: 

This benefit is available for full-time active employees only, who have been employed at Amana 

Society at least one year. 

 

Individual courses must be approved by the department manager(s) and the human resources 

department each term an employee registers for a course. Selection criteria for reimbursement 

consist of, but is not limited to: 

 

 budgetary constraints 

 individual promotability 

 course relationship to current work responsibilities 

 overall benefit to the company 

 

Management retains the privilege exclusively to determine candidate selection for course 

reimbursement. 

 

Should the employee leave Amana Society within two years of receipt of their final 

reimbursement check, the entire amount of this benefit must be returned to Amana Society. The 

full amount is due on the last day of their employment, whether the separation is through 

resignation or termination. 

 

B. Procedure: 

The employee must complete the Educational Reimbursement Request form and submit it to 

their supervisor/manager and the human resources department along with a copy of their plan of 

study prior to enrollment. Only approved plans of study will be eligible for reimbursement. 

Upon satisfactory completion of the course work, the employee must complete the Educational 

Reimbursement Request form and attach the original or copy of the registration receipt and the 

grade report. This is to be submitted and approved by the director of human resources.  

 

Payment will be made according to the following schedule: 

 

 50% reimbursement for approved course completion with less than a 2.67 grade point 

average or a course taken pass/fail. 

 75% reimbursement for approved course completion with a “B” or 2.67+ grade point 

average. 

 100% reimbursement for approved course completion with an “A” or 3.67+ grade point 

average.  
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C. Restrictions: 

Reimbursement will be for registration and tuition fees, but not books or general supplies. No 

reimbursement will be made for personal vehicle mileage. As with any employee benefit or 

program, Amana Society, Inc. reserves the right to alter, modify or remove this program at any 

time. 

 

 

WELLNESS REIMBURSEMENT PLAN 

The Amana Society offers full-time individual employees an annual wellness reimbursement 

amount of $150.00. This reimbursement plan may be used for any medical procedure that is not 

covered by an insurance provider. We limit this reimbursement plan to the following expenses: 

 

 Health club memberships 

 Accredited exercise, aerobic, weight watchers programs 

 Smoking, alcohol or drug-related cessation programs 

 Purchase of exercise equipment, exercise tapes, athletic shoes, athletic equipment, etc. 

 Stress alleviation programs 

 Participation in other health & wellness programs/classes 

 Membership or reimbursement for athletic clubs and participatory sporting events 

 Physical examinations and/or examination procedures subject to BCBS deductibles (i.e. 

Mammography, routine physical lab tests) 

 

Documentation for reimbursement (i.e. Receipts, etc.) must be presented to the human resources 

department. Certain reimbursement may be subject to tax treatment. Management reserves the 

right to alter, modify, or delete this plan at a future date. 

 

EMPLOYEE DISCOUNT PROGRAM 

Employees are encouraged to purchase products and/or services from Amana Society businesses. 

Current employees will receive a discount from regular retail pricing when purchasing Amana 

Society products and/or services. 

 

A. Procedure: 

All reference to “Employee and immediate family” are defined as “Employee, spouse and 

children to age 18”. Full and part-time employees are eligible for these discounts. Seasonal and 

temporary employees are not eligible for these discounts. 

 

New employees are not eligible for this discount until after 30 days of employment. 

 

All employees and family members will be issued an identification card which will need to be 

presented during transactions. Businesses should not hesitate to ask to see the card for any 

employee discount purchase.  

 

Payroll deductions are available. See the Payroll Deductions policy for details. 
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If an employee or family member abuses or violates this policy, then the employee is subject to 

loss of eligibility and/or subject to disciplinary action, up to and including termination. 

 

 

B. Restrictions: 

Products/services are for the personal use of the employee and their family members. 

Products/services cannot be used for resale nor for business use. Furniture must be for the 

employees’ personal use. 

 

Business managers reserve the right to exclude items or limit the quantity sold of limited edition, 

collectibles or items which are in short supply. 

 

Discounts are calculated from regular retail price. However, if the product is being sold at a 

“sale” price and that price would be lower than the discount price, then the employee receives 

the “sale” price. The employee receives whichever price is better, but not at double discount 

prices. 

 

The purchase of gift certificates do not receive this discount. 
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SECTION 5 

SECURITY AND SAFETY ON THE JOB 

 

WORKPLACE VIOLENCE POLICY 

A. Workplace Violence Is Prohibited 

We will not tolerate violence in the workplace. Violence includes physical altercations, coercion, 

pushing or shoving, horseplay, intimidation, stalking and threats of violence.  

 

No weapons are allowed in our workplace. Weapons include firearms, knives, brass knuckles, 

martial arts equipment, clubs or bats and explosives. If your work requires you to use an item 

that might qualify as a weapon, you must receive authorization from your supervisor/manager to 

bring that item to work or use it in the workplace. Any employee found with an unauthorized 

weapon in the workplace will be subject to discipline, up to and including termination.  

 

 

SAFETY POLICY 

Amana Society, Inc. takes employee safety very serious. In order to provide a safe workplace for 

everyone, every employee must follow our safety policy: 

 Employees must follow their managers’/supervisors’ safety instructions. 

 All equipment and machinery must be used properly. This means all guards, restraints 

and other safety devices must be used at all times. Do not use equipment for other than its 

intended purpose. 

 All employees must immediately report any workplace condition that they believe to be 

unsafe to their supervisor/manager. The Amana Society will look into the matter 

promptly. 

 All employees must report any workplace accident or injury to their supervisor/manager 

immediately and an initial injury report must be completed and sent to a safety 

representative within 24 hours of the injury. 

 Horseplay, roughhousing and other physical acts that may endanger employees or cause 

accidents are prohibited. 

 

A. Responsibilities 

All employees are responsible for completing the New Employee Safety Orientation and reading, 

understanding and following this policy and these procedures. Management, in conjunction with 

the safety department, is responsible for maintaining a comprehensive safety program directed at 

educating and informing employees of safety issues and providing resources necessary for 

maintaining a safe work environment. 

 

Supervisors/managers are responsible for insuring that every job is completed with every safety 

precaution associated with the performance of the job being administered. Supervisors/managers 

must keep informed of the predominating causes for accidents and injuries within their business 

and take action to correct causes. They must make certain all employees understand the safety 
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requirements and are provided the appropriate safety equipment needed for performing each job 

prior to performing any tasks. 

 

B. Safety Work Attire 

Employees in certain positions may be required to wear protective equipment, such as hard hats, 

safety glasses, work boots, ear plugs or masks. Your supervisor/manager will let you know if 

your position requires protective gear. 

 

For safety purposes, employees in certain positions may be prohibited from wearing dangling 

jewelry or apparel, or may be required to pull back or cover their hair. Your supervisor/manager 

will tell you if you fall into one of these categories. 

 

Employees working in maintenance, shipping/receiving, assembly, production, manufacturing 

and farm work are required to wear work clothes in good condition. Plain T-shirts are permitted. 

For safety reasons, all shirts must be tucked in.  

 

Footwear must be work shoes or work boots with enclosed heels and toes. Cloth or open-toe 

shoes are not to be worn in production areas. If needed, aprons and lab coats are provided to 

protect your clothes. Please make sure you are neat and clean when you begin your workday.  

 

In some cases, employees may be reimbursed for a portion or all of a purchase of safety gear or 

footwear. You must have the written approval of your supervisor/manager prior to making any 

purchase should you wish to be reimbursed. 

 

Managers/supervisors have the authority to determine whether the attire of their employees is 

inappropriate. Employees who report to work unacceptably dressed may be required to return 

home to change and will be charged with leave during their absence.  

 

C. Incidents and Injuries 

Employees who are injured on the job are required to report all work-related injuries or illnesses 

immediately – no matter how minor – to their supervisor/manager or the safety department. Your 

supervisor/manager will ask you to complete our Employee’s Report of Injury form within 

twenty-four (24) hours of the event. This will help us identify and correct hazards before they 

cause further injuries. If you suffer from an illness or injury that is related to your work, you may 

be eligible for workers’ compensation benefits. Our authorized treating physician is the Amana 

Family Clinic or the hospital emergency rooms in Marengo, Cedar Rapids and Iowa City. 

 

An employee missing work because of injury on the job must provide: 1) a physician’s excuse 

for absence from work; and 2) a physician’s release before returning to work. The Amana 

Society, Inc. may require an alternative physician’s second opinion in either of the above 

situations. 
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DRIVING AND COMPANY VEHICLE POLICY 

Amana Society has invested in vehicles so that our employees can use them on Amana Society, 

Inc. business in place of their own vehicles. This saves wear and tear on personal  

vehicles and eliminates the need for keeping track of mileage. 

 

The Amana Society seeks to safeguard its employees and others when driving a motor vehicle is 

required in the course of conducting company business. Following a conditional offer of 

employment, Amana Society, Inc. conducts motor vehicle record checks on all final job 

candidates for whom driving a motor vehicle is an essential job function. Thereafter, checks will 

be run annually for these employees. 

The Amana Society will review motor vehicle records and make a determination as to drivers' 

status according to a company-wide classification system (see Motor Vehicle Driving Record 

Policy). You must have a valid driver’s license to use Amana Society vehicles, and we expect 

that you will drive in a safe and courteous manner. If you receive any tickets for parking 

violations, moving violations or accidents then you are responsible for any cost and consequence 

related to the violations. 

 

Immediately report any accidents, mechanical or other problems to your supervisor/manager. We 

will try to have Amana Society vehicles repaired or serviced as soon as possible. We need your 

help in keeping Amana Society, Inc. vehicles in good condition. Please keep them clean and 

remove any trash or personal items when you are finished using them. 

 

Only authorized employees may use Amana Society vehicles, and they may do so only on 

Amana Society business. You may not use Amana Society vehicles while under the influence of 

drugs or alcohol or while otherwise impaired. Non-employee passengers are not allowed in 

company vehicles. You may not talk on a cell phone, read or send text messages, while driving 

an Amana Society vehicle.  

 

If you must make a work-related call or send or read a text while driving, you must wait until 

you can pull over safely and stop the car before calling or texting. If you receive a work-related 

call while driving, you must ask the caller to wait while you pull over safely and stop the car. If 

you are unable to pull over safely, you must tell the caller that you will have to call back when it 

is safe to do so. 

 

Employees may use hands-free equipment to make or answer calls while driving without 

violating this policy. However, safety must always be your first priority. We expect you to keep 

these calls brief. If, because of weather or traffic conditions or for any other reason, you are 

unable to concentrate fully on the road, you must either end the conversation or pull over and 

safely park your vehicle before resuming your call. 

 

Violating this policy in any way may result in disciplinary action, up to and including 

termination. 
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WORKPLACE SECURITY POLICY 

It is every employee’s responsibility to help keep our workplace secure from unauthorized 

intruders. Every employee must comply with these security precautions. When you leave work 

for the day, please tidy up your work area and turn off appropriate office machines and 

computers. If you are the last one to leave your work area, also see that lights are off and doors 

are locked as needed. If you have questions about any of these responsibilities, please talk to 

your supervisor/manager. Before- or after-hours access to the workplace is limited to those 

employees who need to work early or late. If you are going to be working before or after our 

usual open time, please let your supervisor/manager know.  

 

If you are anticipating a visitor, please let your supervisor/manager know. When your visitor 

arrives, you will be notified. Do not leave your visitor unattended in the workplace. You or 

another employee must accompany your visitor at all times. This includes escorting your visitor 

to and from the entrance to Amana Society buildings. 

 

 

EMERGENCY SITUATIONS / EVACUATION 

Each business must have designated locations for employees to gather for safety from 

emergencies during regular hours and after hours. An emergency action plan has been created for 

each business location to provide a written document detailing and organizing the actions and 

procedures to be followed by employees in case of a workplace emergency. The safety 

department is responsible for conducting regular plan reviews and coordinating any emergency 

practice drills. 

 

In case of an emergency, such as a fire, tornado or accident, your first priority should be your 

own safety. In the event of an emergency causing serious injuries, IMMEDIATELY  

DIAL 9-1-1 to alert police and rescue workers of the situation. 

 

A. Fire 

If you hear a fire alarm or in case of an emergency that requires evacuation, please proceed 

quickly and calmly to the exits away from the location of the emergency. 

 

Remember that every second may count. Don’t return to the workplace to retrieve personal 

belongings or work-related items. Don’t go to your vehicle.  

 

Once you have exited the building, walk quickly toward the group meeting location that is 

farthest away from the location of the emergency – (see Emergency Action Plans to identify the 

appropriate meeting location for your business prior). 

 

Managers/supervisors and/or those in charge at the time are responsible for ensuring that all 

individuals are accounted for. Don’t leave the Amana Society property until those in charge have 

given approval for you to leave. 
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Amana Society, Inc. keeps emergency supplies on hand. Fire extinguishers and first aid kits can 

be found at various locations in the Amana Society, Inc. buildings, workshops and barns. Please 

check with your supervisor/manager for locations within your business (not included in this  

Handbook) and become familiar with the locations.  

 

B. Severe Weather/Tornado 

If any employee becomes aware of a tornado or severe weather for our area, then they should 

contact their supervisor/manager. The supervisor/manager is requested to contact the safety 

department so they can monitor the situation and contact the other businesses. 

 

Once the safety department is aware of local weather watches, they will monitor the radio and 

internet for weather updates. If a weather bulletin is issued for our area, the safety department 

will notify the businesses affected by the bulletin. 

 

Each business has a designated severe weather procedure in writing (see the Emergency Action 

Plan, not included in this handbook). The designated severe weather shelter area(s) must be 

communicated to all employees.  

 

C. Winter Storms and Blizzards 

Each business manager will work with their respective business manager/director to determine 

whether or not to remain open when winter storms occur or are predicted. 

 

When severe winter weather develops after work hours, supervisors/managers should contact 

their business manager to discuss the potential for revised business hours for that day. The 

supervisor/manager is responsible for communicating any revised business hours to employees 

prior to beginning of their scheduled work day. 

 

Each business should define their own winter weather closure notification procedure for 

employees and communicate these procedures to all of their employees. 

 

 

INFECTIOUS DISEASE CONTROL POLICY 
 

Amana Society, Inc. will take proactive steps to protect the workplace in the event of an 

infectious disease outbreak. It is the goal of Amana Society, Inc. during any such time period to 

strive to operate effectively and ensure that all essential services are continuously provided and 

that employees are safe within the workplace. Amana Society, Inc. is committed to providing 

authoritative information about the nature and spread of infectious diseases, including symptoms 

and signs to watch for, as well as required steps to be taken in the event of an illness or outbreak.  

 

A. Preventing the Spread of Infection in the Workplace 

Amana Society, Inc. will ensure a clean workplace, including the regular cleaning of objects and 

areas that are frequently used, such as bathrooms, breakrooms, conference rooms, door handles 

and railings. The Amana Society safety committee will be designated to monitor and coordinate 
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events around an infectious disease outbreak, as well as to create work rules that could be 

implemented to promote safety through infection control. 

 

We ask all employees to cooperate in taking steps to reduce the transmission of infectious 

disease in the workplace. The best strategy remains the most obvious—frequent hand washing 

with warm, soapy water, covering your mouth whenever you sneeze or cough, and discarding 

used tissues in wastebaskets. We will also install alcohol-based hand sanitizers throughout the 

workplace and in common areas. 

 

Unless otherwise notified, our normal attendance and leave policies will remain in place. 

Individuals who believe they may face particular challenges reporting to work during an 

infectious disease outbreak should take steps to develop any necessary contingency plans. For 

example, employees might want to arrange for alternative sources of child care should schools 

close and/or speak with supervisors about the potential to work from home temporarily or on an 

alternative work schedule.  

 

B. Limiting Travel 

All nonessential travel should be avoided until further notice. Employees who travel as an 

essential part of their job should consult with management on appropriate actions. Business-

related travel outside the United States will not be authorized until further notice. Employees 

should avoid crowded public transportation when possible. Alternative scheduling options, ride-

share resources and/or parking assistance will be provided on a case-by-case basis. Contact 

human resources for more information. 

 

C. Telecommuting 

Telework requests will be handled on a case-by-case basis. While not all positions will be 

eligible, all requests for temporary telecommuting should be submitted to your 

supervisor/manager for consideration.  

 

D. Staying Home When Ill 

Many times, with the best of intentions, employees report to work even though they feel ill. We 

provide paid sick time and other benefits to compensate employees who are unable to work due 

to illness. During an infectious disease outbreak, it is critical that employees do not report to 

work while they are ill and/or experiencing the following symptoms: fever, cough, sore throat, 

runny or stuffy nose, body aches, headache, chills and fatigue. Currently, the Centers for Disease 

Control and Prevention recommends that people with an infectious illness such as the flu remain 

at home until at least 24 hours after they are free of fever (100 degrees F or 37.8 degrees C) or 

signs of a fever without the use of fever-reducing medications.  

 

An employee who has a fever at or above 100.4 degrees Fahrenheit and/or is experiencing 

respiratory symptoms will be sent home. The employee should monitor his or her symptoms and 

call a doctor or use telemedicine if concerned about the symptoms. The employee should contact 

his or her immediate supervisor/manager for further direction. 

 

An employee sent home can return to work when: 
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 He or she has had no fever for at least three (3) days without taking medication to reduce 

fever during that time; AND 

 Any respiratory symptoms (cough and shortness of breath) have improved; AND 

 At least ten (10) days have passed since the symptoms began. 

 An employee may return to work earlier if a doctor confirms the cause of an employee's 

fever or other symptoms is not COVID-19 and releases the employee to return to work in 

writing. 

 

E. Requests for Medical Information and Documentation 

If you are out sick or show symptoms of being ill, it may become necessary to request 

information from you and/or your health care provider. In general, we would request medical 

information to confirm your need to be absent, to show whether and how an absence relates to 

the infection, and to know that it is appropriate for you to return to work. As always, we expect 

and appreciate your cooperation if and when medical information is sought.  

 

F. Confidentiality of Medical Information 

Our policy is to treat any medical information as a confidential medical record. In furtherance of 

this policy, any disclosure of medical information is in limited circumstances with supervisors, 

managers, first aid and safety personnel, and government officials as required by law. 

 

G. Social Distancing Guidelines for Workplace Infectious Disease Outbreaks 

In the event of an infectious disease outbreak, Amana Society may implement social distancing 

guidelines to minimize the spread of the disease among the staff. Guidelines may include using 

alternate means of communication rather than face-to-face meetings, avoiding unnecessary 

travel, avoiding crowded areas and keeping a six-foot distance between employees whenever 

possible. 
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SECTION 6 

ADDITIONAL COMPANY POLICIES 

 

TRAVEL AND REIMBURSEMENT POLICIES  

You must request advance approval of all travel expenses from your supervisor/manager and 

follow the procedures below to ensure your travel expenses will be reimbursed. Please use 

Amana Society, Inc.’s Travel Expenses Form (not included in this Handbook).  

 

A. Procedures for Travel Expenses 

If employees are required to travel for work, Amana Society, Inc. will reimburse for travel 

expenses, including: 

 Parking and tolls; 

 Cost of airline or train tickets – such tickets must be coach/economy class if possible; 

 Cost of an economy class rental car, if necessary; 

 Mileage reimbursement, for employees who use their own vehicle for Amana Society, 

Inc. travel; 

 Cost of lodging – employees should select moderately priced lodging if possible; 

 A per diem amount for the cost of meals and other incidental expenses. 

 

B. Procedures for Mileage Reimbursement 

Employees who use their own vehicle for Amana Society, Inc. business will be reimbursed. 

Amana Society, Inc. does not reimburse employees for their commute to and from the 

workplace. 

 

Check with the Accounting department for the rate per mile. Employees are not entitled to 

separate reimbursement for gas, maintenance, insurance or other vehicle-related expenses; the 

reimbursement rate is intended to encompass all of these expenses. 

 

Before using a personal vehicle for work-related purposes, employees must demonstrate that 

they have a valid driver’s license and adequate insurance coverage.  

 

To claim mileage reimbursement, you must follow these procedures: 

 Keep a written record of your business-related travel, including the total mileage of each 

business trip, the date of travel, the location to which you traveled, and the purpose of 

your trip. 

 If you anticipate having to travel an unusually long distance, get your 

manager’s/supervisor’s approval before making the trip. 

 Submit your record to your supervisor/manager for approval within two weeks of 

completing your trip. Your supervisor/manager is responsible for submitting your record 

to the Accounting department for reimbursement. 

 

Please use Amana Society, Inc.’s Mileage Reimbursement Form (not included in this 

Handbook). 
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C. Expense Reimbursements 

From time to time, employees may incur expenses on behalf of Amana Society, Inc. We will 

reimburse you for the actual work-related expenses you incur, as long as those expenses are 

reasonable. Remember that you are spending Amana Society, Inc.’s money when you pay for 

business-related expenses. We expect you to save money wherever possible. 

 

You must follow these procedures to get reimbursed: 

    Get permission from your supervisor/manager before incurring an expense. 

    Keep a receipt or some other proof of payment for every expense. This is required for 

reimbursement. 

    Submit your receipts, along with an expense report, to the Accounting department for 

approval within 30 days of incurring an expense.  

Amana Society, Inc. maintains accounts with local vendors for various work-related items and 

services. A list of these vendors can be obtained from the Accounting department. Use these 

vendors, if possible. 

 

 

COMPANY PROPERTY  

We have invested a great deal of money in the properties and equipment that you use to perform 

your job. It is a senseless and avoidable drain on Amana Society, Inc.’s bottom line when people 

abuse Amana Society, Inc. property, misuse it or wear it out prematurely. 

 

We ask all employees to take care of Amana Society, Inc. property and to report any problems to 

your supervisor/manager. If a piece of equipment or property is unsafe for use, please report it 

immediately. 

 

Please use property only in the manner intended and as instructed. Failure to use Amana Society, 

Inc. property appropriately, and failure to report problems or unsafe conditions, may result in 

disciplinary action, up to and including termination. 

 

A. Telephone Monitoring 

Amana Society, Inc. reserves the right to monitor calls made from or received on Amana 

Society, Inc. telephones. Therefore, no employee should expect that conversations made on 

Amana Society, Inc. telephones will be private, except those calls made on telephones designated 

for personal calls. 

 

No one is allowed to program the privacy feature into an Amana Society, Inc. phone.  

 

B. Computers  

Computer equipment owned by Amana Society, Inc. may only be used at home by special 

arrangement with your supervisor/manager for a particular project. Personal use of computer 
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equipment at Amana Society, Inc. may take place after work hours with your 

supervisor’s/manager’s advance permission. Employees will be required to pay for printed laser 

copies, photocopies and faxes sent. Payment options must be discussed with your 

supervisor/manager prior to the use of company equipment. 

 

C. Use of Company Property off Premises 

From time to time, employees have asked to borrow certain Amana Society, Inc. equipment for 

their personal use off premises (such as at home). These requests will be handled on an 

individual basis and must be cleared with your supervisor/manager and the business manager of 

your particular business.  

 

After approval, your supervisor/manager is responsible for keeping information that you have the 

equipment and when you anticipate bringing it back. Please understand that you may be held 

liable for any damage that occurs to an item that you are using for personal use. Return the item 

to your supervisor/manager. It will be the manager’s/supervisor’s responsibility to inspect the 

item. If the item has sustained damage, please note this when you return it. Failure to ask 

permission from your supervisor/manager and the business manager prior to taking the item or 

failure to report damage when returning it will be grounds for disciplinary action. 

 

D. Return of Company Property When Employment Ends 

When your employment with Amana Society, Inc. ends, we expect you to return Amana Society, 

Inc. property clean and in good repair. This includes this Employee Handbook, all manuals and 

guides, documents, work product, templates & notes, phones, computers, equipment, keys and 

tools. We reserve the right to take any lawful action to recover or protect our property. 

 

E. Amana Society, Inc. Property Is Subject to Search 

Employees do not have a right to privacy in their workspaces or in any other property belonging 

to Amana Society, Inc. The Amana Society reserves the right to search Amana Society property 

at any time, without warning, to ensure compliance with our policies, including those that cover 

employee safety, workplace violence, harassment, theft, drug and alcohol use, and possession of 

prohibited items. Amana Society property includes, but is not limited to, desks, file cabinets, 

computers, electronic devices, storage areas and workspaces.  

 

 

EMAIL AND INTERNET POLICY 

A. Use of the email system 

The email system is to be used for Amana Society, Inc. business only – not for personal reasons. 

 

B. Email is not private 

Email messages, including attachments, sent and received on Amana Society, Inc. equipment are 

the property of Amana Society, Inc. We reserve the right to access, monitor, read and/or copy 
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email messages at any time, for any reason. You should not expect privacy for any email you 

send using Amana Society, Inc. equipment, including messages that you consider to be personal 

or label with a designation such as “Personal” or “Private.” 

 

C. Don’t use personal email accounts for work  

Employees may not use their own personal email accounts to transact Amana Society, Inc. 

business. This includes storing work-related documents and email messages in your personal 

email account, sending work to your personal email account, engaging in work-related 

communications (with customers, clients, or coworkers, for example) using your personal email 

account, or “bouncing” messages from your Amana Society, Inc. email to your personal email 

when you are out of the office. Although employees may find these practices convenient, they 

can create significant security problems, expose confidential Amana Society, Inc. information, 

and compromise the Amana Society’s record-keeping obligations.  

 

D. All conduct rules apply to email 

All of our policies and rules of conduct apply to employee use of the email system. This means, 

for example, that you may not use the email system to send harassing or discriminatory 

messages, including messages with explicit sexual content or pornographic images; to send 

threatening messages; or to reveal Amana Society, Inc. confidential information.  

 

E. Professional tone and content 

We expect you to exercise discretion in using electronic communications equipment. When you 

send email using the Amana Society’s communications equipment, you are representing Amana 

Society, Inc. Make sure that your messages are professional and appropriate, in tone and content. 

Remember, although email may seem like a private conversation, email can be printed, saved 

and forwarded to unintended recipients. 

 

F. Email security 

To avoid email viruses and other threats, employees should not open email attachments from 

people and businesses you don’t recognize, particularly if the email appears to have been  

forwarded multiple times or has a nonexistent or peculiar subject line. Even if you know the 

sender, do not open an email attachment that has a strange name or is not referenced in the body 

of the email – it may have been transmitted automatically, without the sender’s knowledge.  

 

If you are sending an attachment to a customer, it is courteous to refer to that fact in your copy. If 

you believe your computer has been infected by a virus, worm or other security threat to Amana 

Society, Inc.’s system, you must inform the IT department immediately.  

 

Employees may not share their email passwords with anyone, including coworkers or family 

members. Revealing passwords to Amana Society, Inc.’s email system could allow an outsider to 

access Amana Society, Inc.’s network. 
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G. Using the Internet 

1. Personal use of the Internet 

Our network and Internet access are for Amana Society, Inc. business only. Employees 

may access the Internet for personal use only outside of work hours and only in 

accordance with the other terms of this Handbook.  

 

2. Internet use is not private 

We reserve the right to monitor employee use of the Internet at any time. You should not 

expect that your use of the Internet – including but not limited to the sites you visit, the 

amount of time you spend online, and the communications you have – will be private. 

 

H. Software Use 

It is Amana Society, Inc.’s policy to use licensed software only in accordance with the terms of 

its license agreement. Violating a license agreement is not only unethical: It is also illegal and 

can subject Amana Society, Inc. to criminal prosecution and substantial monetary penalties. 

 

To help us adhere to this policy, employees may not do any of the following without permission 

from the IT manager: 

 Make a copy of any Amana Society, Inc. software program, for any reason; 

 Install Amana Society, Inc. software program on a home computer; 

 Install a personal software program (that is, software owned by the employee) on any 

Amana Society, Inc. computer; 

 Download any software program from the Internet to an Amana Society, Inc. computer. 

 

Amana Society, Inc. may audit Amana Society, Inc.-owned computers at any time to ensure 

compliance with this policy. 

 

 

PCI SECURITY AWARENESS PROGRAM 

Compliance with the Payment Card Industry Data Security Standards (PCI DSS) requires 

organizations to implement a security training program for all employees and other related third-

party users for the purposes of better understanding information security as a whole, and its 

applicability to cardholder data. It’s imperative that all employees within Amana Society and other 

in-scope users have a strong understanding of information security.  

 

All employees and third-party users are required to read the entire PCI Security Awareness 

Training Program manual annually, keep an electronic or hard-copy form readily available for  

referencing along with signing and returning the acknowledgement form after the initial review of 

the manual to the human resources department. The acknowledgement form can be found on the 

last page of the program manual. 
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ATTACHMENT 1 

 

FMLA (Family & Medical Leave Act) POLICY 

Amana Society, Inc. has adopted this policy to implement the terms of the Family and Medical 

Leave Act of 1993 (FMLA). The Company provides eligible employees FMLA leave in 

accordance with the requirements of the FMLA as now enacted and subsequently amended and 

the regulations issued by the U.S. Department of Labor under the FMLA.  

 
 
DEFINITIONS  

For purposes of this policy, the following definitions apply:  

1. “Eligible Employee” means an individual who has been employed by the Company for at 

least 12 months in the past seven years, has worked at least 1,250 hours during the 

immediately preceding 12-month period, and is employed at a worksite with at least 50 

employees within 75 miles of that worksite (including any temporary employment 

tenure). When an employee is not eligible for FMLA due to the 12 month length of 

service requirement, and a personal leave has been granted, if that employee meets the 12 

month threshold, while on personal leave the leave from the 12-month point forward will 

be considered FMLA leave.   

2. “FMLA Leave” means leave, which qualifies under the Family and Medical Leave Act of 

1993 and the U.S. Department of Labor’s regulations and is designated by the Company 

as so qualifying.   

3. “Leave Year” means the rolling twelve-month period measured backward from the date each 

employee’s leave commenced.   

4. “Serious health condition” means an illness, injury, impairment, or physical or mental 

condition that involves either:   

Inpatient care (i.e., an overnight stay) in a hospital, hospice, or residential medical- care facility, 

including any period of incapacity (i.e., inability to work, attend school, or perform other regular 

daily activities) or subsequent treatment in connection with such inpatient care; or  

Continuing treatment by a health care provider, which includes:  

(1) A period of incapacity lasting more than three consecutive, full calendar days, and any 

subsequent treatment or period of incapacity relating to the same condition that also includes:  

 treatment two or more times by or under the supervision of a health care provider 

(i.e., in- person visits, the first within 7 days and both within 30 days of the first day 

of incapacity); or 
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 one treatment by a health care provider (i.e., an in-person visit within 7 days of the 

first day of incapacity) with a continuing regimen of treatment (e.g., prescription 

medication, physical therapy); or  

(2) Any period of incapacity related to pregnancy or for prenatal care. A visit to the health care 

provider is not necessary for each absence; or  

(3) Any period of incapacity or treatment for a chronic serious health condition which continues 

over an extended period of time, requires periodic visits (at least twice a year) to a health care 

provider, and may involve occasional episodes of incapacity. A visit to a health care provider is 

not necessary for each absence; or  

(4) A period of incapacity that is permanent or long-term due to a condition for which treatment 

may not be effective. Only supervision by a health care provider is required, rather than active 

treatment; or  

(5) Any absences to receive multiple treatments for restorative surgery or for a condition that 

would likely result in a period of incapacity of more than three days if not treated.  

5. “Son or Daughter” means a biological, adopted, or foster child, a stepchild, a legal ward, or a 

child of a person who stands in loco parentis by either providing day-to-day care for the child or 

financial support.  

 
 
REASONS FOR FMLA LEAVE  

An eligible employee is entitled to a total of 12 work-weeks of leave during each leave year in 

the event of one or more of the following:  

1. The birth, adoption or placement for foster care of a son or daughter of the employee and to 

care for such child. (Leave must be taken during the 12-month period following the birth or 

placement, and must be taken in a single consecutive period and may not be taken 

intermittently or on a reduced schedule.)  

 

2. A serious health condition of a qualifying family member, i.e. spouse, son, daughter or parent 

of the employee, if the employee is needed to care for such family member. 

 

3. A serious health condition of the employee that makes the employee unable to perform any 

one or more of the essential functions of his or her job.   
 

4. Leave for “Qualifying Exigency” - a “qualifying exigency” (defined below) arising out of the 

fact that the employee's spouse, child or parent is on active duty or has been notified of an 

impending call or order to active duty in the Armed Forces in support of a contingency 

operation. When an employee requests leave for a qualifying exigency and the necessity for 

the leave is foreseeable, the employee must provide the employer with “reasonable and 

practicable” notice. Additionally, an employer may require that a request for leave for a 

qualifying exigency be supported by a certification that the service member is on active duty 
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or has been called to active duty. Exigency leave is limited to employees who have family 

members in the National Guard, Reserves, or Regular Armed Forces or the Reserves who are 

retired. A call to active duty does not include state side calls unless pursuant to the order of 

the President in certain circumstances. Finally, exigency leave is an additional qualifying 

reason available for an employee to take the standard 12-week leave entitlement provided by 

the FMLA. It is not a 12-week entitlement in addition to the standard 12-week entitlement.   

a. Definition of Exigency:  

i. Short-term notice deployment – when a covered military member is  notified of an 

impending call duty seven or fewer calendar days prior to the date of deployment. In such 

circumstances, an employee is entitled to up to seven days of leave for this purpose.   

ii. Military events and related activities – including official ceremonies, programs or events 

sponsored by the military related and family support or assistance programs sponsored or 

promoted by the military, military service organizations, or the American Red Cross.   

iii. Childcare and school activities – including the arrangement of alternative childcare and 

attendance at school meetings.   

iv. Care of parent – Leave for certain activities arising from the military member’s covered 

active duty related to care of the military member’s parent who is incapable of self-care, 

such as arranging for alternative care, providing care on a non-routine, urgent, immediate 

need basis, admitting or transferring a parent to a new care facility, and attending certain 

meetings with staff at a care facility, such as meetings with hospice or social service 

providers.   

v. Financial and legal arrangements – to make or update legal arrangements for the covered 

military member or act as his or her representative before a government agency.   

vi. Counseling – for oneself, for the covered military member, or for a child of the covered 

military member.   

vii. Rest and recuperation – to spend time with a covered military member who is on short-

term leave during the period of deployment (up to fifteen days for each leave).   

viii. Post-deployment activities – including arrival ceremonies and funeral arrangements.   

ix. Additional activities – provided that the employer and employee agree that such activities 

shall qualify as an exigency.   

An eligible employee is entitled to a total of 26 work-weeks of leave during each leave year in 

the event of one or more of the following:  
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1. Leave to care for injured service member - The law also provides that the spouse, child, 

parent, or “next of kin” is defined as the nearest blood relative in the following order: 

Blood relatives who have been granted legal custody of the service member, Brothers 

and Sisters, Grandparents, Aunts and Uncles, and First Cousins of a “covered service 

member” is entitled to a total of 26 workweeks of leave during a 12-month period to 

care for the service member.  

A “covered service member” for purposes of this leave entitlement includes a current member of 

the Armed Forces, including a member of the National Guard or Reserves, who has a serious 

injury or illness incurred in the line of duty on active duty, or that was preexisting but aggravated 

by service in the line of duty on active duty that may render the service member medically unfit 

to perform his or her duties and for which the service member is undergoing medical treatment, 

recuperation, or therapy, or is in outpatient status, or is on the temporary disability retired list.  

A “covered service member” also includes a veteran who is 1) undergoing medical treatment, 

recuperation or therapy for a serious injury or illness that was incurred or aggravated while on 

active duty in the Armed Forces, whether or not the illness or injury manifested itself before or 

after the member became a veteran and 2) who was a member of the Armed Forces, National 

Guard or Reserves at any time during the five- year period before he or she began treatment, 

recuperation or therapy.  

This leave is only available during a single 12-month period, and the 26-week limit would 

include any leave granted pursuant to the new “qualifying exigency” provision. Any leave taken 

under one or more of these circumstances will be counted against the employee’s total 

entitlement of FMLA leave for that leave year.  

 
 
PAID LEAVE BENEFITS  

FMLA leave under this policy is generally unpaid leave. However; upon commencement of an 

FMLA leave, the Company will require the employee to exhaust all accrued (at the time of leave 

commencement) vacation and sick leave before taking unpaid FMLA leave. Further, an 

employee may be eligible to receive paid leave under an applicable disability program. If the 

employee is eligible for paid disability leave or if the employee is required to use accrued 

vacation and sick leave, all paid leave will run concurrently with the employee’s FMLA leave 

and will be substituted for and counted toward the employee’s total 12-week FMLA leave 

entitlement. FMLA hours are charged based on an employee’s regular work schedule. If eligible 

for paid disability leave (short term disability) this payment will be paid consistent with the 

approved FMLA hours. If an employee is not approved for FMLA, yet is approved for short term 

disability pay, this payment will still be paid according to the employee’s regular work schedule.  

Workers’ compensation leave also runs concurrently with FMLA leave. Employees on leave that 

qualifies both as workers’ compensation and FMLA leave who are offered a light duty position 

will have the option of remaining on FMLA leave without pay (and foregoing the light duty 

position and additional workers’ compensation benefits) or terminating the FMLA leave to 

accept the light duty position. The time an employee works in a voluntary light-duty position, 

provided a light duty position is available does not count against the employee’s FMLA 
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entitlement. Right to restoration is held in abeyance during the period of time the employee 

performs a light-duty assignment.  

  
 
INTERMITTENT OR REDUCED SCHEDULED LEAVE  

Leave due to a serious health condition of the employee or his/her family member may be taken 

intermittently or on a reduced work schedule basis when medically necessary, in which case the 

Company may require the employee to transfer temporarily to an available alternative position 

with an equivalent pay rate and benefits, including a part-time position, to better accommodate 

recurring periods of leave due to foreseeable medical treatment.  

 
 
NOTICE  

Employees are required to provide the Company with notice of the need for FMLA leave, the 

FMLA-qualifying reason for the leave, the anticipated timing and duration of the leave, 

including the reason for such leave and the treatment schedule if intermittent or reduced schedule 

leave is requested. When the leave involves a qualifying family member, employees also are 

required to provide reasonable documentation to confirm the family relationship.  

If the need for leave is foreseeable, the employee is required to provide such notice to the human 

resources department at least 30 days before the commencement of the leave, unless impractical 

to do so under the circumstances, in which case notice must be given as soon as possible. If the 

need for FMLA leave is not foreseeable and advance notice is not possible, notice should be 

provided as soon as practicable under the circumstances. In such unforeseeable cases employees 

should notify the Company within two (2) business days of when the employee learns of the 

need for leave. Failure to provide advance notice when the need for leave is foreseeable or timely 

notice when the need for leave is not foreseeable may result in a delay of the start of FMLA 

leave.  

In case of planned medical treatment for a Serious Health Condition, the employee is required to 

make a reasonable effort to schedule the treatment so as not to disrupt unduly the operations of 

the Company.  

Employees are required to give additional notice as soon as practical whenever there is a change 

in the dates of scheduled leave. The Company periodically may require the employee to report 

on his/her status and intent to return to work.  

When the Company learns of an FMLA reason for leave after a leave has commenced under 

another of the Company’s policies, the Company will designate the leave as FMLA-qualifying 

from the commencement of the event. Employees are required to cooperate in providing the  

Company with information needed to make this determination. If employees do not provide the 

necessary information to make the determination, the absences may be applied to the applicable 

Absenteeism Policy.  
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APPLICATION AND MEDICAL CERTIFICATION  

In order to take leave due to the employee’s own serious health condition, to take parental leave, 

or to take leave to care for a family member with a serious health condition, an employee must  

have their physician or health care provider, or their family member’s physician or health care 

provider complete and sign the most recent version of the U.S. Department of Labor 

Certification of Health Care Provider Form within 15 calendar days of receiving the form.  

The Company also may require that the employee submit recertification(s) on a periodic basis.  

Failure to comply with these certification requirements will result in the delay, denial or 

termination of leave. In order to qualify for disability pay under any of the Company’s plans, an 

employee is required to provide all applicable forms to the Company and to comply with all 

requirements under such plans.  

 
 
CONTINUATION OF GROUP HEALTH BENEFITS   

The Company will maintain the employee’s coverage under a group health plan during the 

period of FMLA leave under the same terms and conditions as though the employee were 

actively working. The employee will be required to make all premium payments that he or she 

otherwise would have had to make if actively employed prior to the commencement of the leave. 

Where feasible, the Company will advise the employee concerning the necessary arrangements 

for such payments prior to the commencement of the leave.  

If the employee fails to return to work following the expiration of FMLA leave for a reason other 

than a serious health condition or circumstances beyond the employee’s control, the Company 

will be entitled to the repayment by the employee of any premiums paid by the Company during 

the leave.  

 

 

RETURN TO WORK AND JOB RESTORATION  

Consistent with the Company’s practice, before returning to work following a medical leave due 

to the employee’s serious health condition, the employee will be required to present a 

certification from his/her health care provider that the employee is medically able to resume 

work, and perform the essential functions of the job. If the date on which an employee is 

scheduled to return to work from an FMLA leave changes, the employee is required when 

foreseeable to give notice of the change within two business days of the change.  

Subject to the limitations below, an employee returning from FMLA leave will be restored to the 

position of employment held when the leave commenced or to an equivalent position. Job 

restoration may be denied if conditions unrelated to the FMLA leave have resulted in the 

elimination of the employee’s position, or if the employee qualifies as a “key employee” 

(generally the highest paid 10% of the workforce).  
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Key employees may be denied job restoration if it would cause substantial and grievous 

economic injury to the Company, in which case the key employee will be notified of this 

decision.  

Female employees returning from leave after the birth of a child should give notice if they will 

require lactation breaks to express breast milk once they return to work, and will be afforded 

reasonable, unpaid break time in a private location.  

 
 
QUESTIONS  

Questions about this policy or eligibility for FMLA leave should be directed to the human 

resources department. 


