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EMPLOYEE RECEIPT AND ACCEPTANCE 
I hereby acknowledge receipt of the BCP Engineers & Consultants Employee Handbook.  I understand that 

it is my continuing responsibility to read and know its contents.  I also understand and agree that the 

Employee Handbook is not an employment contract for any specific period of employment or for continuing 

or long‐term employment.  Therefore, I acknowledge and understand that unless I have a written 

employment agreement with BCP Engineers & Consultants (BCP) that provides otherwise, I have the right 

to resign from my employment with BCP at any time with or without notice and with or without cause, and 

that BCP has the right to terminate my employment at any time with or without notice and with or without 

cause.  

 

I have read, understand and agree to all of the above.  I have also read and understand the BCP Employee 

Handbook. 

Signature _____________________________________________ 

Print Name ____________________________________________ 

Date ________________________ 

 

CONFIDENTIALITY POLICY AND PLEDGE 
Any information that an employee learns about BCP, or its clients, as a result of working for BCP that is not 

otherwise publicly available constitutes confidential information.  Employees may not disclose confidential 

information to anyone who is not employed by BCP or to other persons employed by BCP who do not need 

to know such information to assist in rendering services. 

 

The disclosure, distribution, electronic transmission, or copying of BCP’s confidential information is 

prohibited.  Any employee who discloses confidential BCP information will be subject to disciplinary action 

(including possible separation), even if he or she does not actually benefit from the disclosure of such 

information. 

 

I understand the above policy and pledge not to disclose confidential information. 

Signature _____________________________________________ 

Print Name ____________________________________________ 

Date ________________________ 

Please sign and return to HR; Theresa Meunier at hr@bcpengineers.com  
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PURPOSE OF THIS HANDBOOK 

The purpose of this handbook is to familiarize you, the employee, with the policies, rules and other key 

aspects of BCP Engineers & Consultants (BCP).  Please read this handbook thoroughly and become familiar 

with its contents.  This handbook provides important information about working at BCP, and explains many 

of the benefits you are eligible to participate and for which you may have elected or declined to participate. 

This handbook has been prepared as a general guideline of BCP’s policies, procedures, and information.  All 

of the policies and procedures contained herein are subject to being changed, amended, modified, or 

eliminated at the sole discretion of BCP, and may do so at any time, without notice. 

Nothing contained in this handbook or any verbal statement should be construed as creating any type of 

employment contract, either expressed or implied. 

This handbook and the information in it may contain proprietary information and should not be disclosed 

except to BCP employees and others affiliated with BCP whose knowledge of the information is required in 

the normal course of business. 

The information in this handbook supersedes all rules and policies that may previously have been expressed 

or implied, in both written and oral format.  Compliance with this handbook is compulsory for all 

employees.  BCP reserves the right to interpret this handbook's content as it sees fit, and to deviate from 

policy when it deems necessary. 

TERMINOLOGY AND DEFINITIONS 

VOLUNTARY AT‐WILL EMPLOYMENT 

All employment with BCP is “at‐will.”  That means that employees may be terminated from employment 

with BCP with or without cause, and employees are free to leave the employment of BCP with or without 

cause.  Any representation by any BCP officer or employee contrary to this policy is not binding unless it is 

in writing and is signed by the President with the approval of the Board of Directors. 

"AT-WILL" EMPLOYMENT 

The job of an "at-will" employee is not guaranteed.  It may be ended, at any time and with or without notice, 

by the employee or, for a lawful reason, by BCP.  BCP also reserves the right to alter an "at-will" employee's 

benefits, pay rate, and assignments as it sees fit.  The "at-will" terms of an employee's employment may 

only be changed by the President and must be signed by the President. 

EMPLOYEE CLASSIFICATIONS 

This section distinguishes between the different types of workers BCP employs.  Employee status is 

established at the time of hire and may only be altered via a written statement signed by BCP. 
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Depending on your job, you are classified as either NON-EXEMPT or EXEMPT from federal and state wage 

and hour laws.  Your EXEMPT or NON-EXEMPT classification can only be changed with written notification 

from the BCP Corporate office. 

NON-EXEMPT 

NON-EXEMPT employees are employees that are entitled by law to at least minimum wage and premium 

pay for overtime and other specific provisions of the Fair Labor Standards Act (FLSA) and state laws. 

EXEMPT 

EXEMPT employees are employees that, because of the type of their job duties, are excluded from the 

particular standards set by state law and the FLSA. 

In addition, being a NON-EXEMPT or EXEMPT employee, you also belong to one of the following 

employment categories: 

TECHNICAL SUPPORT 

Employees hired specifically to be sourced to a client’s facility and/or client engagements. 

STAFF 

Employees that are officers, executives, managers, administrators, professionals, sales/marketing, and 

other related employees in staff positions to support the business operation of BCP. 

Each of the aforementioned classifications can be broken into four (4) sub-categories: 

FULL-TIME 

An employee whose standard work week is 30 hours or more each week. 

PART-TIME 

An employee who works a regular schedule of less than 30 hours per week.  PART-TIME employees 

may not be eligible for BCP benefits. 

ON-CALL 

An employee who works only as requested.  ON-CALL employees may not be eligible for BCP benefits. 

TEMPORARY 

An employee that is hired for a specific project or timeframe and works an irregular schedule.  

TEMPORARY employees may not be eligible for BCP benefits. 

INDEPENDENT CONTRACTORS AND CONSULTANTS 

Independent contractors and consultants are not BCP employees, but rather self-employed professionals 

whom we hire for specific projects.  Unlike employees, they do not operate under BCP’s direction, and 

control their own methods, materials, and schedules.  They are not eligible for BCP benefits. 
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OFF-THE-CLOCK WORK 

"OFF-THE-CLOCK" work means tasks you may perform but fail to report on your timesheet. 

PAYROLL 

PAYMENT SCHEDULE 

Employees are paid on a bi-weekly schedule.  If the normal pay date falls on a BCP observed holiday, 

paychecks will be processed one workday prior to the aforementioned schedule. 

DIRECT DEPOSIT 

Employee may be paid by check or through direct deposit of funds to either a savings or checking account 

at their bank of choice (providing the bank has direct deposit capability).  To activate direct deposit, a Direct 

Deposit Authorization form may be obtained from BCP and the employee should return the completed 

form with a voided personal check. 

OVERTIME PAY 

Depending on work needs, employees will be required to work overtime when requested to do so.  NON-

EXEMPT employees are paid their regular hourly rate for the first forty hours worked per week and all 

additional time is paid at a rate of one and one-half (1½) times the employee’s hourly rate in accordance 

with applicable Federal and State regulations.  BCP requires employees to get management authorization 

prior to working overtime.  Employees working overtime without prior approval from their manager may 

be subject to disciplinary action. 

TIME RECORDS 

Employees are responsible for completing their own timesheet and should accurately record all hours 

worked.  Employees are prohibited from performing any OFF-THE-CLOCK WORK.  Employees are 

responsible for submitting timesheets to BCP weekly.  All timesheets are due on Monday.  Should you not 

submit an approved timesheet by the deadline, your pay may be processed during the following pay cycle, 

unless prohibited by local laws. 

It is a violation of BCP's policy for any employee to falsify a timesheet or to alter another employee's 

timesheet.  It is also a serious violation of BCP's policy for any employee, co-worker, or supervisor to instruct 

another employee to incorrectly or falsely report hours worked or alter another employee's timesheet to 

under or over report hours worked. 

If any person instructs you to: (1) incorrectly, or falsely under- or over-report your hours worked; or (2) 

alter another employee's timesheet records to inaccurately or falsely report that employee's hours worked, 

you should report it immediately to the BCP Corporate office. 

DEDUCTIONS AND GARNISHMENT 

Federal and state law requires that BCP deduct the following from every paycheck: 
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• Social Security 

• Income tax (federal and state) 

• Medicare 

• State Disability Insurance and Family TEMPORARY Disability Insurance 

• Other deductions required by law or requested by the employee 

A Wage and Tax Statement (W-2) recording the previous year's wages and deductions will be provided at 

the beginning of each calendar year. 

If at any time you wish to adjust your income tax withholding, please fill out the designated form and submit 

it to the Payroll Department at payroll@bcpengineers.com. 

WAGE GARNISHMENT 

Sometimes, BCP receives legal papers that compel us to garnish an employee's paycheck - that is, submit a 

portion of said paycheck in payment of an outstanding debt of the Employee.  We must, by law, abide by 

this either until ordered otherwise by the court or until the debt is repaid in full from withheld payments. 

PAY STUB REVIEW 

BCP makes every effort to ensure employees are paid correctly.  Occasionally, however, inadvertent 

mistakes can happen.  When mistakes do happen and are called to our attention, we will promptly make 

necessary corrections.  Please review your pay stub upon receipt to ensure it is correct.  If you believe a 

mistake has occurred, or you have any questions please contact the Payroll Department at 

payroll@bcpengineers.com. 

If you believe you have been subject to any improper deductions you should immediately report the matter 

to the Payroll Department.  If the Payroll Department is unavailable, contact the BCP Office Manager at 

504-361-4236, x349.  If you have not received a satisfactory response within five (5) business days after 

reporting the incident, please contact the BCP President at 504-361-4236, x333.  Every report will be fully 

investigated and corrective action taken where appropriate. 

BCP will not allow any form of retaliation against individuals who report alleged violations of this policy or 

who cooperate in BCP’s investigation of such reports.  Retaliation is unacceptable, and any form of 

retaliation in violation of this policy will result in disciplinary action, up to and including discharge. 

PAY TRANSPARENCY POLICY STATEMENT 

BCP will not discharge or in any other manner discriminate against employees or applicants because they 

have inquired about, discussed, or disclosed their own pay or the pay of another employee or applicant.  

However, employees who have access to the compensation information of other employees or applicants 

as a part of their essential job functions cannot disclose the pay of other employees or applicants to 

individuals who do not otherwise have access to compensation information, unless the disclosure is (a) in 

response to a formal complaint or charge, (b) in furtherance of an investigation, proceeding, hearing, or 

action, including an investigation conducted by the employer, or (c) consistent with the contractor’s legal 

duty to furnish information. 

mailto:payroll@bcpengineers.com
mailto:payroll@bcpengineers.com
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EXPENSES AND PER DIEM 

TRAVEL RELATED EXPENSES 

BCP will pay for pre-approved normal and reasonable business expenses for client related travel.  

Reimbursement is contingent upon a properly completed and approved expense report form with receipts 

for any single expense.  If timesheets are submitted electronically, employee is responsible for keeping all 

receipts for at least eighteen months.  Business expenses may include airfare, mileage, tolls, parking, 

lodging, meals, business entertainment, rental car, and other approved expenses. 

Travel related expenses will be paid on the employee’s paycheck.  All expenses should be approved through 

your manager and forwarded to the payroll department weekly. 

MILEAGE REIMBURSEMENT 

In the event an employee is required to travel to a location other than their customary work site, they may 

claim mileage to and from that location.  Mileage must be considered work related, but does include travel 

for meetings or classes. 

Mileage will be paid for the distance traveled from the point of origin to each approved stop based upon 

actual distance.  Employees shall not be reimbursed for regular commuting mileage to and from the 

employee's residence.  Reimbursement is contingent upon a properly completed and approved expense 

report.  Reimbursement will be made at the current IRS approved rate, unless otherwise stated and 

supplied in writing. 

Mileage expenses will be paid on the employee’s paycheck.  All expenses should be approved though your 

manager and forwarded to the payroll department weekly. 

PER DIEM 

Rules and regulations regarding the payment of Per Diem are dictated by the Internal Revenue Service (IRS).  

Per Diem is paid for temporary assignments away from home. 

To qualify for non-taxable payment of Per Diem the employee must prove that he/she is required by the 

assignment to be away from the general area of their “tax home” for a period substantially longer than an 

ordinary workday.  Per Internal Revenue Code Section 162, the determination turns on the definition of 

“tax home”.  A taxpayer’s “home” is considered to be (1) the taxpayer’s regular or principle place of 

business or (2) if the taxpayer has no regular or principle place of business because of the nature of the 

work, the taxpayer’s regular place of abode in a real and substantial sense. 

Employees are required to provide back-up eligibility materials to validate their home residence.  If the 

assignment is for an indefinite period of time, the location of the assignment becomes the taxpayer’s “tax 

home”.  In all cases, if the employee works at a single location for one year or more, the assignment will be 

considered indefinite and no per diem will be allowed to be made pre-tax. 



Revision Date:  April 1, 2021 
 
 

BCP Engineers and Consultants   Page 10 of 28 

RIGHTS AND POLICIES 

EQUAL EMPLOYMENT OPPORTUNITY (EEO) 

Equal Employment Opportunity (EEO) is a fundamental principle at BCP, where employment is based upon 

personal capabilities and qualifications without discrimination because of race, color, religion, sex, age, 

national origin, disability, pregnancy, sexual orientation, gender identity/expression, veteran status, or any 

other protected characteristic as established by law. 

This EEO policy applies to all policies and procedures relating to recruitment and hiring, promotion, job 

transfer and assignments, compensation, benefits, termination, and all other terms and conditions of 

employment. 

HARASSMENT, INTIMIDATION, RETALIATION, AND DISCRIMINATION (HIRD) 

BCP is committed to a work environment in which all individuals are treated with respect and dignity.  Each 

individual has the right to work in a professional atmosphere that promotes equal employment 

opportunities and prohibits discriminatory practices including harassment.  Therefore, BCP expects that all 

relationships among persons in the workplace will be business-like and free of bias, prejudice, and 

harassment.  BCP prohibits retaliation against any individual who reports discrimination or harassment or 

participates in an investigation of such reports.  Retaliation against an individual for reporting harassment, 

for discrimination, or for participating in an investigation of a claim of harassment is a serious violation of 

this policy and, like harassment or discrimination itself, will be subject to disciplinary action. 

BCP strongly urges the reporting of all incidents of discrimination, harassment or retaliation, regardless of 

the offender’s identity or position. Individuals who believe they have experienced conduct that they believe 

are contrary to BCP’s policy or who have concerns about such matters should contact the Harassment 

Officer immediately. 

The current Harassment Officer is Vicki O’Dell, and she can be reached at ESG International, 3601 La Grange 

Parkway, Toano, Virginia 23168.  Her telephone number is 757-741-4040.  If you would prefer, you may 

contact Greg Lormand, BCP President, who has been designated as the Alternate Harassment Officer.  He 

can be reached at BCP Engineers & Consultants, 401 Whitney Avenue, Suite 402, Gretna, Louisiana 70056.  

His telephone number is 504-361-4236, x333. 

If an employee prefers to discuss a possible harassment problem with his or her supervisor, the employee 

may also do so, but employees do not have to go through the regular chain of supervision when reporting 

harassment and may go directly to the Harassment Officer. 

Early reporting and intervention have proven to be the most effective method of resolving actual or 

perceived incidents of harassments.  Therefore, while no fixed reporting period has been established, we 

strongly urge the prompt reporting of complaints or concerns so that rapid and constructive action can be 

taken.  BCP will make every effort to stop alleged harassment before it becomes severe or pervasive, but 

only can do so with the cooperation of its staff /employees.  The availability of this compliance procedure 
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does not preclude individuals who believe they are being subjected to harassing conduct from promptly 

advising the offender that his or her behavior is unwelcome and requesting that it be discontinued. 

Any reported allegations of harassment, discrimination or retaliation will be investigated promptly, 

thoroughly, and impartially.  The investigation may include individual interviews with the parties involved 

and, where necessary, with individuals who may have observed the alleged conduct or may have other 

relevant knowledge.  BCP strives to insure confidentiality throughout the investigatory process to the 

extent consistent with adequate investigation and appropriate corrective action. 

Misconduct constituting harassment, discrimination, or retaliation will be dealt with promptly and 

appropriately.  Responsive action may include, for example, training, referral to counseling, monitoring of 

the offender and/or disciplinary action such as warning, reprimand, withholding of a promotion or pay 

increase, reduction of wages, demotion, reassignment, temporary suspension without pay or termination, 

as BCP deems appropriate under the circumstances. 

Sexual harassment constitutes discrimination and is illegal under federal, state, and local laws. For the 

purposes of this policy, sexual harassment is defined, as in the Equal Employment Opportunity Commission 

Guidelines, as unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct 

of a sexual nature when, for example: (i) submission to such conduct is made either explicitly or implicitly 

a term or condition of an individual’s employment; (ii) submission to or rejection of such conduct by an 

individual; or (iii) such conduct has the purpose or effect of unreasonably interfering with an individual’s 

work performance or creating an intimidating, hostile or offensive working environment. 

Sexual harassment may include a range of subtle and not so subtle behaviors and may involve individuals 

of the same or different gender.  Depending on the circumstances, these behaviors may include, but are 

not limited to: unwanted sexual advances or requests for sexual favors; sexual jokes and innuendo; verbal 

abuse of a sexual nature; commentary about an individual’s body, sexual prowess or sexual deficiencies; 

leering, catcalls or touching; insulting or obscene comments or gestures; display or circulation in the 

workplace of sexually suggestive objects or pictures (including through e-mail); and other physical, verbal 

or visual conduct of a sexual nature.  Sex-based harassment – that is, harassment not involving sexual 

activity or language (e.g., male manager yells only at female employees and not males) – may also 

constitute discrimination if it is severe or pervasive and directed at employees because of their sex. 

Harassment on the basis of any other protected characteristic is also strictly prohibited. Under this policy, 

harassment is verbal or physical conduct that denigrates or shows hostility or aversion toward an individual 

because of  his / her race, color, religion, national origin, age, disability, pregnancy, alienage or citizenship 

status, marital status, creed, genetic predisposition, or carrier status, sexual orientation, or any other 

characteristic protected by law or his / her relatives, friends, or associates, and that: (i) has the purpose or 

effect of creating an intimidating, hostile or offensive work environment; (ii) has the purpose or effect of 

unreasonably interfering with an individual’s work performance; or (iii) otherwise adversely affects an 

individual’s employment opportunities.  Harassing conduct includes, but is not limited to; epithets, slurs or 

negative stereotyping; threatening, intimidating or hostile acts; denigrating jokes and display or circulation 
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in the workplace of written or graphic materials that denigrates or shows hostility or aversion toward an 

individual or group (including through e-mail). 

These polices apply to all applicants and employees, and prohibit harassment, discrimination and retaliation 

whether engaged in by fellow employees, by supervisor or manager or by someone not directly connected 

to BCP (e.g., an outside vendor, consultant or customer).  Conduct prohibited by these policies is 

unacceptable in the workplace and in any related setting outside the workplace, such as during business 

trips, business meetings and business-related social events. 

If you are employed in Illinois, Rhode Island, Massachusetts or California and would like to file a complaint, 

you may do so by contacting: 

Illinois Human Rights Commission 

100 W. Randolph Street, Suite 5-100 

Chicago, IL 60601 

312.814.6269 

 

Rhode Island Commission on Human Rights and Opportunities 

10 Abbott Park Place 

Providence, RI 02903 

401.222.2664 

 

Massachusetts Commission Against Discrimination (MCAD) 

One Ashburton Place, Room 60 

Boston, MA 02108 

617.727.3990 

In addition to the above, if you believe you have been subjected to harassment (including sexual 

harassment) or discrimination, you may file a formal complaint with the State or Federal agencies set forth. 

Using our complaint process does not prohibit you from filing a complaint with the Federal Agency listed 

below or the State agencies listed above.  The agencies above and below have a short time period for filing 

a claim (Equal Employment Opportunity Commission - 300 days; the Illinois Human Rights Commission - 

180 days; the Rhode Island Commission Against Discrimination - 364 days; Massachusetts Commission 

Against Discrimination - six (6) months; California Department of Fair Employment and Housing - 1 year.)  

The phone number for the US Equal Employment Opportunity Commission (EEOC) is 800.669.4000. This 

toll-free number will put you in contact with your local EEOC office. 

AMERICANS WITH DISABILITIES ACT (ADA) 

The Americans with Disabilities Act (ADA) and the Americans with Disabilities Amendments Act (ADAA) are 

federal laws that require employers with 15 or more employees to not discriminate against applicants and 

individuals with disabilities and, when needed, to provide reasonable accommodations to applicants and 
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employees who are qualified for a job, with or without reasonable accommodations, so that they may 

perform the essential job duties of the position. 

It is the BCP policy to comply with all federal and state laws concerning the employment of persons with 

disabilities and to act in accordance with regulations and guidance issued by the Equal Employment 

Opportunity Commission (EEOC).  Furthermore, it is the organization’s policy not to discriminate against 

qualified individuals with disabilities in regard to application procedures, hiring, advancement, discharge, 

compensation, training or other terms, conditions and privileges of employment. 

It is the responsibility of the employee to make BCP aware of the disability and to approach his or her 

supervisor with this request, and to provide medical proof of his or her needs to allow BCP to provide a 

reasonable accommodation if one is available.  At client sites/locations it is the responsibility of the 

employee for contacting the BCP office if reasonable accommodations are not implemented in an effective 

and timely manner.  The BCP office will work with the employee, and other parties as needed, to resolve 

disagreements regarding the recommended accommodation.  Beyond its legal obligations, BCP is 

committed to providing accommodations that will allow its employees with disabilities to contribute at the 

highest levels. 

Complaint Procedure 

Employees who believe BCP has not met its obligations under the ADA should consult with the BCP ADA 

Coordinator, Vicki O’Dell who has overall responsibility for coordinating the efforts to comply with the 

Americans with Disabilities Act (ADA).  The ADA Coordinator will refer complaints to the appropriate person 

for investigation. 

Violations 

Any violation of this policy by an individual will be addressed in accordance with applicable policies and 

procedures and may be grounds for termination. 

Contacts 

ADA Coordinator, Vicki O’Neal O’Dell 

3601 La Grange Parkway 

Toano, VA  23168 

757-741-4040 

vicki@esgi.net 

 

Office of Disability Employment 

U.S. Department of Labor 

Frances Perkins Building 

200 Constitution Ave NW 

Washington, DC 20210 

866-633-7365 
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WORK PLACE VIOLENCE 

BCP desires to maintain a work environment free from all forms of violence. Acts or threats of physical 

violence are strongly prohibited.  If you engage in any acts of violence, threaten acts of violence, discuss 

violence, or joke about violence, your employment may be immediately terminated. 

Examples of workplace violence include, but are not limited to conduct such as: threats or acts of physical 

or aggressive conduct; threats to destroy or intentional destruction of property belonging to BCP or its 

employees; threatening phone calls or correspondence (including e-mails, texts or social media); and 

surveillance or stalking activities.  The possession, transfer, sale or use of firearms, weapons, explosives or 

other improper materials with or without valid permit is prohibited on BCP or client premises.  It is a 

violation of this policy to possess a weapon, to threaten another individual with bodily harm, or to assault 

another individual at any time while on BCP property or during working hours or while engaged in BCP 

business regardless of location. 

SAFETY POLICY 

BCP is committed to providing all employees with a safe and healthful working environment that is free of 

recognizable hazards.  BCP complies with all applicable State and Federal standards, codes and regulations, 

including the Occupational Safety and Health Standards promulgated by the Federal Occupational Safety 

and Health Administration.  Employees are expected to comply with all safety and health requirements 

established by BCP, our client, or by law.  Safety is a joint responsibility and requires an ever-present 

awareness on the part of every worker. 

Make safety a priority in the work environment.  Become familiar with the client’s safety procedure and 

equipment.  No one should be assigned or permitted to work while their ability is impaired by fatigue, 

illness, alcohol, illegal drugs, prescription drugs, or any other source which would impair an employee or 

expose his or her co-workers to injury.  Each employee is responsible to use safe work practices and follow 

the rules established by both BCP and the client. 

Contact the BCP office immediately if: 

• You are aware of unsafe working conditions 

• You are asked to perform work which was not part of your job description 

• You are injured on the job 

If you are injured on the job, you are responsible for: 

• Reporting the accident to BCP 

• Obtaining the name of a designated facility for treatment.  You may jeopardize your benefits if you 

initially are treated by another provider. 

• Providing doctors notes to BCP regarding your medical care 

• Providing a doctor’s release form prior to returning to work 
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• Returning to work as soon as your doctor provides full or partial release to do so.  If you fail to do 

so, this may be considered a voluntary quit. 

If you are injured on the job, BCP will ensure: 

• The accident is reported to our claim’s administrator 

• The claims administrator contacts you to ensure you are receiving proper treatment 

• Monitor your progress and remain in contact 

BACKGROUND AND REFERENCE CHECKS 

Background checks may be performed by our office or by our client.  If a background check is performed, 

offers of employment are conditioned on receipt of a positive background check report.  All background 

checks are conducted in conformity with the Federal Fair Credit Reporting Act, the Americans with 

Disabilities Act, and state and federal privacy and antidiscrimination laws. Reports are kept confidential and 

are only viewed by individuals involved in the hiring process or background screening. 

If information obtained in a background check would deny employment, a copy of the available details will 

be provided to the applicant upon request.  Background checks may include a criminal record check, 

although a criminal conviction does not automatically bar an applicant from employment.  Additional 

checks such as a driving record or credit report may be made on applicants for particular job categories if 

appropriate and job related. 

BCP reserves the right to conduct a background check for current employees in the same manner as 

described above.  Failure to pass an initial or updated background screening could result in termination. 

E-VERIFY 

BCP uses the E-Verify system.  E-Verify is an internet-based system operated by the Department of 

Homeland Security (DHS), U.S. Citizenship and Immigration Services (USCIS) that allows employers to verify 

the employment eligibility of their employees, regardless of citizenship.  Based on the information provided 

by the employee on his or her Form I-9, E-Verify performs an electronic check of this information against 

records contained in DHS and Social Security Administration (SSA) databases. 

CODES OF CONDUCT 

APPEARANCE AND CONDUCT 

BCP expects employees to maintain a neat, well-groomed appearance at all times.  Our policy emphasizes 

cleanliness, neatness, and good taste.  All clothing and accessories must be clean, in good condition, and 

consistent with that normally found in a business environment.  Employees should avoid extremes or dress 

and accessories that others may find offensive. 
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Employees who fail to maintain proper standards of conduct towards their work, their co-workers or BCP’s 

customers, or who violate any of the BCP’s policies are subject to appropriate disciplinary action, up to and 

including discharge.  All instances of misconduct should be referred to the BCP Office Manager. 

TIME OFF REPORTING 

Employees must keep BCP informed when they will be off work due to illness, disability or accident from 

any cause.  Unless other arrangements have been made, you should call your manager or his / her 

representative even though absences may be on consecutive days due to illness, disability or accident.  

Failure to do so may result in disciplinary action including termination.  Scheduled time off should be 

coordinated with your manager to minimize disruption in the daily operations of our client. 

OFF SITE/AFTER HOUR FUNCTIONS 

BCP realizes some employees may be involved in BCP/Client business outside normal working hours and 

away from BCP/Client facilities.  Any employee involved in BCP/Client business – including parties, 

conferences, or meetings is expected to consider the event a BCP/Client event.  Attending events away 

from the office still requires employees to act professionally and the same employment guidelines apply in 

these situations. 

CHANGE IN PERSONAL STATUS 

Maintaining your personnel file with up-to-date information is important to you and to BCP management.  

You are responsible for notifying the BCP Office Manager of any change in name, address, phone number, 

marital status, emergency contacts, benefits, or tax exemptions as soon as the change occurs. 

DRUG AND ALCOHOL POLICY 

It is BCP’s policy to maintain a workplace free from the use and abuse of drugs and alcohol.  BCP has 

established a policy with regard to the use, possession, and sale of drugs and alcohol however the drug and 

alcohol testing practices may be revised to comply with client requirements.  Compliance with this policy 

is a condition of employment and it supersedes any other BCP policy or practice on this subject. 

"Illegal Drug" means: any drug (1) which is not legally obtainable, or (2) which is legally obtainable but has 

not been legally obtained, or (3) which is a controlled substance.  The term includes prescribed drugs not 

legally obtained and prescribed drugs not being used for prescribed purposes. 

Any employee (including subcontractors and their employees) involved in any of the following activities at 

any time during the hours between the beginning and end of the employee's work day, whether or not on 

BCP business, premises, property, or customer’s property is in violation of BCP’s policy and subject to 

disciplinary action: 

• Bringing illegal drugs onto BCP premises or property, including BCP owned or leased vehicles, or 

customer premises 

• Having possession of, or being under the influence of illegal drugs, or alcohol 

• Having possession of drug paraphernalia 
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• Using, consuming, transforming, distributing or attempting to distribute, or dispensing illegal drugs 

BCP prohibits the abuse of prescription drugs during work hours.  Any employee taking prescription drugs, 

which may affect the ability to perform safely should first have permission from their doctor and must 

notify their supervisor before returning to work. 

Any employee refusing to cooperate with or submit to questioning, medical or physical tests or 

examinations when requested or conducted by BCP or its designee, is in violation of BCP policy and subject 

to disciplinary action. 

BCP reserves the right, in its discretion and within the limits of federal and state laws, to examine and test 

for the presence of drugs and alcohol in situations such as, but not limited to, the following: Post Job Offer, 

Post-Accident, Random, Reasonable Suspicion, Return-to-Duty, and Diluted Results. 

MOTOR VEHICLE POLICY 

All employees who drive a BCP/Client car or utility-owned vehicle must complete a motor vehicle 

questionnaire prior to such use.  Contact the BCP Office Manager for the questionnaire. 

All employees who drive a BCP/Client car or drive a utility-owned vehicle must abide by the following safety 

rules: 

1. Employees are required to inspect their assigned vehicle to ensure that it is in safe working 

condition.  This includes properly working brakes, horns, and lights. 

2. Any defects in the BCP/Client vehicle should be reported promptly to your supervisor. 

3. Employees are required to obey all state, local, and BCP traffic regulations. 

4. Engines are to be stopped and ignition keys removed when parking, refueling, or leaving 

BCP/Client vehicles. 

5. Employees are not permitted to use personal cars or motorcycles for BCP/Client business, unless 

specifically authorized by their supervisor. 

6. Employees should drive safely.  All employees must practice defensive driving. 

7. Seat belts and shoulder harnesses are to be worn at all times. 

8. Vehicles must be locked when unattended to avoid criminal misconduct. 

9. Vehicles must be parked in legal spaces and must not obstruct traffic. 

10. Employees should park their vehicles in well-lighted areas at or near entrances to avoid criminal 

misconduct. 

11. Employees should keep their headlights on during dusk, dark, rain, snow, sleet, fog, and other 

inclement weather conditions. 

12. A vehicle when loaded with any material extending 4 feet or more beyond its rear shall have a 

red flag or cloth 12 inches square attached by day, or a red light visible for 300 feet by night, on 

the extreme end of the load. 

13. Articles, tools, equipment, etc. placed in cars or truck cabs are to be hung or stored in such a 

manner as not to impair vision or in any way interfere with proper operation of the vehicle. 
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14. When you cannot see behind your vehicle, the driver should walk behind the vehicle before 

backing. 

15. Personal use of vehicles is not permitted without approval of management.  Children are 

prohibited from using BCP/Client vehicles. 

16. Operating a BCP/Client vehicle while under the influence of alcohol and other drugs is prohibited.  

Violators are subject to termination of employment. 

17. Every accident should be reported to the BCP Office Manager.  The BCP Office Manager should 

investigate all accidents and review them with the Supervisor and employees. 

18. When operating vehicles on the job site, all driving, operating, and parking rules assigned by the 

property owner must be obeyed. 

19. All sections of BCP’s Drug Free Workplace Policy must be followed. 

Drivers who operate a commercial vehicle, as defined below, are required to obtain a commercial driver’s 

license. 

1. A vehicle with a gross vehicle weight rating of 26,001 or greater pounds, or 

2. A vehicle designed to transport 15 or more passengers (including the driver) or 

3. A vehicle of any size transporting hazardous material in sufficient quantities meeting the hazardous 

materials transportation regulations posting requirements. 

Drivers must meet the following requirements: 

1. All commercial drivers must pass a DOT physical.  The doctor will provide the driver a medical 

examiner’s certificate that must be carried at all times when driving.  The certificate must be 

renewed every two (2) years. 

2. All commercial drivers must comply with BCP’s and the Client’s Drug and Alcohol-Free Workplace 

Policy and consent to testing as defined by DOT and BCP/Client. 

3. Be at least 21 years of age. 

4. Speak and read English well enough to do his/her job and respond to official questions. 

5. Have a valid driver’s license and pass a commercial driver’s road test. 

6. Take a DOT written exam for drivers. 

7. Not be disqualified to drive a commercial motor vehicle. 

8. Be able to determine whether the vehicle is safely loaded and know how to block, brace, and tie 

down cargo. 

All prospective and current employees required to drive will undergo annual motor vehicle record checks.  

Violations (gathered from MVRs) are categorized as follows: 

• TYPE A VIOLATION:  Includes, but is not limited to, DWI/DUI/OWI/OUI, refusing a drug/alcohol test, 

reckless driving, manslaughter, hit and run, eluding a police officer, any felony, drag racing, license 

suspension, and driving while under license suspension.  Any driver with these types of violations 

is a major concern and could be subject to removal of driving privileges and/or termination of 

employment. 
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• TYPE B VIOLATION:  Includes all vehicle accidents, regardless of fault 

• TYPE C VIOLATION:  Includes all moving violations not classified as Type A or B (i.e. speeding, 

improper lane change, failure to lead, running red lights or stop signs, etc.) 

• TYPE D VIOLATION:  Includes all non-moving violations (i.e. parking, vehicle defects, etc.) 

The following disciplinary action will apply: 

Termination of Employment, Refusal to hire, or Reassignment to a non-driving position (if available): 

1. 1 Type A violation in preceding 36 months 

2. 2 Type B violations in preceding 36 months 

3. 3 Type C violations in preceding 36 months 

4. 1 Type B violation and 2 Type C violations in preceding 36 months 

Probation (6 months): 

• 1 Type B violation in preceding 36 months 

• 2 Type C violations in preceding 36 months 

• 1 Type C violation and 2 Type D violations in preceding 36 months 

• 3 Type D violations in preceding 36 months 

Driver Conduct at the Scene of the Accident 

1. Take immediate action to prevent further damage or injury: 

• Pull onto the shoulder or side of the road. 

• Activate hazard lights (flashers) and place warning signs promptly. 

• Assist any injured person, but do not move them unless they are in danger of further injury. 

2. Call the Police: 

• If someone is injured, request medical assistance. 

• If you are not near a phone, write a note giving the location and seriousness of the accident, 

give it to a “reliable” motorist, and ask him/her to contact the police. 

3. The vehicle should not be left unattended, except in an extreme emergency. 

4. Exchange identifying information with the other driver.  Make no comments about assuming 

responsibility. 

5. Secure names, addresses, and phone numbers of all witnesses, or the first person on the scene if 

no one witnessed the accident. 

6. Call the BCP Corporate office immediately and report the accident to the BCP Office Manager. 

7. Complete the Vehicle Accident Report Form (a copy can be obtained from the BCP Office Manager) 

and retrun it to the BCP Office Manager.  Write legibly.  Answer all questions completely or mark 

“not known.”  Use additional sheets of paper as needed to provide pertinent information. 
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DISCIPLINARY MATTERS 

Groups of people who are working together for any purpose require certain guidelines pertaining to their 

conduct and relationships.  BCP strives to take a constructive approach to disciplinary matters to ensure 

that actions that would interfere with operations or an employee’s job are not continued. 

If disciplinary action is required, management will determine the appropriate level of discipline to be 

imposed, taking into consideration the employee's work record, prior disciplinary record, seriousness of 

the offense, and any mitigating circumstances. 

Although there is no way to identify every possible violation of standards of conduct, the following is a 

partial list of infractions that may result in corrective action up to and including termination: 

1. Falsifying your employment application, attendance or personnel records, or other BCP documents 

and records 

2. Failure to pass fitness for duty screening (illegal drugs, alcohol abuse, credit worthiness, credit 

standing, credit capacity, criminal record, employment, education, character, general reputation, 

personal characteristics, etc.) 

3. Unauthorized possession of BCP property 

4. Fighting, horseplay, practical jokes, or other disorderly conduct that may endanger the well-being 

of any employee on BCP/Client premises 

5. Engaging in acts of dishonesty, fraud, theft, or sabotage 

6. Threatening, harassing, intimidating, coercing, or interfering with the performance of other 

employees 

7. Insubordination or refusal to comply with instructions or failure to perform reasonable duties 

which are assigned 

8. Unauthorized use of BCP material, time, equipment, or property 

9. Damaging or destroying company property due to careless or willful acts 

10. Conduct that BCP feels reflects adversely on the employee or BCP 

11. Violations of safety rules 

12. Violations of security regulations 

13. Negligence in observing fire prevention and safety rules 

14. Carrying weapons or explosives, or violating criminal laws on BCP premises 

15. Undue and unauthorized absence from duty during regularly scheduled work hours 

16. Deliberate non-performance of work 

17. Inability or unwillingness to work harmoniously with other employees 

18. Restricting the output of fellow employees 

19. Substantial use of BCP’s/Client’s E-mail or Internet access for personal use 

20. Missing excessive schedule time for work 

21. Violating policies listed in this handbook 

22. Other circumstances and/or conduct for which BCP feels that corrective actions are warranted 
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The preceding list is intended to be representative of the types of activities which may result in disciplinary 

action up to and including termination.  It is not intended to be comprehensive and does not alter the 

employment-at-will relationship between you and BCP. 

ELECTRONIC COMMUNICATIONS POLICY 

During the course of your employment, you may have access to our clients’ computers and/or other 

electronic communications systems, including but not limited to voice-mail, e-mail, client databases, and 

internet and intranet systems.  Such systems are intended for business use related to client business, not 

personal use.  No users of client systems from any location have any expectation of privacy as between the 

user and client, and all communications made with or on client systems or equipment are subject to client 

surveillance, use and disclosure, at client’s sole discretion. 

BCP/Client telephones are to be used for business purposes in serving the interests of our customers and 

in the course of normal BCP/Client operations.  You should answer all calls promptly and courteously.  BCP 

is aware that many employees use mobile telephones and other wireless communication devices in 

carrying out their daily duties and responsibilities.  BCP is also aware of the potential distractions that may 

arise when mobile phones are used by employees while operating a moving vehicle.  In keeping with its 

obligations under federal and state occupational health and safety laws, to maintain a safe and healthful 

workplace, and to minimize the safety risks for our employees, customers, passengers in moving vehicles, 

and the public at large, BCP suggests that hands-free devices be used while dialing, talking, or listening on 

a mobile phone when operating equipment or driving a vehicle. 

The e-mail system may not be used to solicit for religious or political causes, commercial enterprises, 

outside organizations, or other non-job-related solicitations. 

Employees are reminded to be courteous to other users of the system and always to conduct themselves 

in a professional manner.  E-mails are sometimes misdirected or forwarded and may be viewed by persons 

other than the intended recipient.  Users should write e-mail communications with no less care, judgment, 

and responsibility than they would use for letters or internal memoranda written on BCP letterhead. 

The internet can be a valuable source of information and research.  BCP is not responsible for material 

viewed or downloaded by users from the Internet.  The internet is a worldwide network of computers that 

contains millions of pages of information.  Users are cautioned that many of these pages include offensive, 

sexually explicit, and inappropriate material. In general, it is difficult to avoid at least some contact with this 

material while using the internet.  Even innocuous search requests may lead to sites with highly offensive 

content. Users accessing the internet do so at their own risk. 

Material that is fraudulent, harassing, intimidating, defamatory, unlawful, or violates BCP’s policies should 

not be downloaded from the internet or displayed or stored in BCP/Client computers. 

Employees must not deliberately perform acts that waste computer resources or unfairly monopolize 

resources to the exclusion of others.  These acts include, but are not limited to sending mass mailing or 

chain letters, spending excessive amounts of time on the internet, playing games, engaging in online chat 
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groups, printing multiple copies of documents, or otherwise creating unnecessary network traffic.  Because 

audio, video, and picture files require significant storage space, files of this or any other sort may not be 

downloaded unless they are business related.  Likewise, streaming of audio and video content for non-work 

purposes is discouraged because it can significantly diminish the downloading speed of coworkers 

performing BCP related business. 

The use of BCP or client electronic communication devices is primarily for business purposes.  Personal use 

of electronic communication devices during business hours is prohibited except in limited situations when 

circumstances are unavoidable.  Employees may not abuse this privilege.  Any personal uses of the 

electronic communication devices or electronic communication system is expected to be on the 

employee’s own time and is not to interfere with the employee’s job responsibilities or the business 

operation. 

BCP does not offer any expectation of privacy in any message, file, image, or data created, sent, retrieved, 

or received by use of BCP’s equipment and/or access.  However, BCP expects employees to treat all 

materials viewed as confidential and private.  Specifically, employees should not view co-workers’ files, e-

mail, or personal materials. 

Policy violations may result in discipline up to and including termination of employment. 

SOCIAL MEDIA 

Employees may not post financial, confidential, sensitive or proprietary information about BCP, clients, 

employees, or applicants. 

Employees should refrain from mentioning the name of the client they are assigned to. 

REVIEWING PERSONNEL FILES 

Employees have access to information retained in all personnel files of which they are the subject, in 

accordance with law.  Two exceptions are provided below: 

• When employees' physicians have requested in writing that employees' medical and/or mental 

health records remain confidential, their request shall be honored and employees will be denied 

access to those records. 

• Letters of reference and recommendation are confidential in nature and, therefore, employees 

may not have access to them. 

PRIVACY POLICY 

BCP and its clients reserve the right to conduct searches of employees at any time while on BCP or its 

client’s property.  These searches may include, but are not limited to an inspection of employee’s person, 

computer equipment, electronic communications, locker, desk, bag, coat, purse, briefcase, or vehicle while 

on BCP or its client’s property.  Therefore, you should have no expectation of privacy with respect to such 

things. 
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BCP may share certain personnel data concerning employees with nonaffiliated third parties such as third-

party administrators when they are acting on our behalf or acting jointly with us regarding your 

employment.  Such data may include name, address, Social Security number, and related information.  We 

may also share such data with our clients in connection with providing services to them.  Additionally, such 

data may be shared with other parties as permitted or required by law.   

 

EMPLOYMENT VERIFICATION 

All employment verification inquiries should be sent to the Human Resources Department for an official 

company response.  A request may be received from: 

• Current or former employees 

• Prospective employers of current or former employees 

• Governmental agencies 

• Financial or lending institutions 

• Other organizations such as rental agencies 

Under no circumstances is any other employee authorized to provide a written or official employment 

verification response for the company.  All requests for employment verification must contain the 

employee’s or former employee’s wet signature authorization for the release of information.  When a 

signed permission signature is present, the company will release employment information about current 

and former employees. 

CONFIDENTIALITY OF INFORMATION 

BCP strives to ensure that the operations, activities, and business affairs of BCP and our clients are kept 

confidential to the greatest possible extent.  If, during the course of your employment, you acquire 

confidential or proprietary information about BCP or its clients, we expect you to handle this information 

in strict confidence and not discuss it with outsiders.  Employees are also responsible for the internal 

security of such information.  The release of this information either deliberately or carelessly could be 

harmful to BCP.  Employees who are unsure about the confidential nature of specific information must ask 

their supervisor for clarification. 

Employees found to be violating this policy are subject to disciplinary action up to and including termination 

of employment and may also be subject to civil and/or criminal penalties for violations. 

CONFLICT OF INTEREST 

BCP expects employees to conduct business according to the highest ethical standards of conduct.  

Employees are expected to devote their best efforts to the interest of BCP.  Business dealings that appear 

to create a conflict between the interest of BCP and the employee are unacceptable.  A conflict of interest 

also exists when you use your position at BCP for personal gain for yourself or an immediate family member. 

If you are involved in an activity outside of BCP and are not sure if it constitutes a conflict of interest or 

anything that remotely resembles a conflict of interest, it is your responsibility to discuss it with the BCP 
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Office Manager.  The purpose of this policy is to protect employees from any conflict of interest that might 

arise. 

TELECOMMUTE POLICY 

Employees may be granted an alternate work site or the ability to work from home.  The employee’s duties 

responsibilities, terms and conditions of employment will remain the same as when working at the regular 

worksite.  All applicable BCP employee handbook policies apply.  Employees must track and record their 

hours worked in the same manner required as when working at the regular worksite. 

Should you be provided any equipment, furniture, records, services (e.g., telephone, internet connection, 

etc.) and/or supplies, you understand that they remain the property of BCP or client.  All equipment, 

furniture, and/or supplies will be supplied and maintained by the employee, unless other arrangements are 

agreed to in writing.  You agree to return equipment, records, and materials within a reasonable period of 

time. 

The employee agrees to maintain a work environment that is ergonomically sound, clean, safe, and free of 

obstructions and hazardous situations.  The employee agrees to use supplied equipment, records, and 

materials for business only, and to protect them against unauthorized or accidental access, use, 

modification, destruction or disclosure, regardless of the storage media on which information is recorded, 

the location where the information is stored, the systems used to process the information, or the processes 

by which the information is handled.  Should there be any instances of loss, damage, or unauthorized 

access, employees should notify BCP at the earliest reasonable opportunity.  The employee agrees to hold 

BCP harmless for injury to others at the alternate work site. 

EMPLOYEE BENEFITS 

Following is a brief summary of the benefits available to you as a FULL-TIME employee.  PART-TIME and 

TEMPORARY employees may not be eligible for BCP benefits.  The summary is not designed to replace 

actual plan documents, and BCP reserves the right to alter, amend, delete, cancel or otherwise change 

benefits and benefit plans, and provisions thereof at any time.  If the plan or plans are terminated, coverage 

for you and your eligible family members will end.  If there is a discrepancy between this summary and the 

plan documents, the plan documents will prevail. 

Please note that nothing contained in the benefit plans described herein shall be held or construed to 

create a promise of employment or future benefits, or a binding contract between BCP and its employees, 

retirees, or their dependents for benefits or for any other purpose. 

HEALTH INSURANCE 

Eligibility:  First day of the first month following hire date. 

FULL-TIME employees and eligible dependents can qualify for health insurance coverage.  Our medical plan 

provides preventive care benefits, such as well-child care, routine physical exams, and mammograms to 
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help you and your family maintain good health.  This coverage meets the minimum value standard, and the 

cost of this coverage to you is intended to be affordable, based on employee wages. 

Contact the BCP Office Manager for information about your cost for coverage under our medical plan.  

Employees can elect to enroll, change, or terminate upon hire or during open enrollment.  Open enrollment 

is July 1st of each year. 

COBRA 

Coverage for health benefits generally ends on the last day of the month that you terminate employment 

or when you and/or dependents are no longer eligible. 

Optional continuation of health care coverage is available as a result of a 1986 federal law known as COBRA 

(the Consolidated Omnibus Budget Reconciliation Act).  Under COBRA, you and/or your covered 

dependents may be able to continue coverage for limited time after your coverage would normally 

terminate by paying the full premium charged BCP by the insurance carrier plus the federally regulated 

service fee.  Any employee terminated for gross misconduct will not be eligible for extended benefits. 

FAMILY MEDICAL LEAVE ACT (FMLA) 

In 1993, Congress passed the Family and Medical Leave Act (FMLA) to provide a national policy that 

supports families in their efforts to strike a workable balance between the demands of the workplace and 

the home.  In almost every family a time comes when some family member has a serious medical problem 

or a care giving need that requires time off from work. 

Employees are eligible to use this leave if they have worked for at least one (1) year and for 1,250 hours 

over the previous twelve (12) months.  BCP complies with this Act by providing up to twelve (12) weeks a 

calendar year of unpaid, job-protected leave to eligible employees to care for a newborn; newly-adopted 

or foster child; a child, spouse or parent with a serious health condition; or for the serious health condition 

of the employee, including maternity-related disability. 

As required, BCP continues health benefits (if applicable) during leave.  It is the employee’s responsibility 

to make arrangements to pay BCP for his or her share of health insurance premiums when on leave.  At the 

conclusion of the FMLA leave, you should return to the same or similar job with equivalent pay, benefits, 

and working conditions as when your leave began. 

If foreseeable, you should give your supervisor thirty (30) days’ notice that FMLA leave is needed.  Please 

contact the BCP Office Manager for a full explanation of your rights. FMLA will always begin with paid time 

off until all available paid time is used. After exhausting paid FMLA leave, non-paid FMLA leave will continue 

until the conclusion of the protected 12-week time limit. 

MILITARY FAMILY LEAVE ENTITLEMENTS 

Eligible employees with a spouse, son, daughter, or parent on active duty or call to active duty status in the 

National Guard or Reserves in support of a contingency operation may use their 12-week leave entitlement 

to address certain qualifying exigencies. 
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A covered service member is 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 that may 

render the service member medically unfit to perform his or her duties 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. 

Employees must provide sufficient information for BCP to determine if the leave may qualify for FMLA 

protection and the anticipated timing and duration of the leave.  Sufficient information may include that 

the employee is unable to perform job functions; the family member is unable to perform daily activities; 

the need for hospitalization or continuing treatment by a health care provider; or circumstances supporting 

the need for military family leave.  Employees also must inform BCP if the requested leave is for a reason 

for which FMLA leave was previously taken or certified.  Employees also may be required to provide a 

certification and periodic recertification supporting the need for leave. 

MILITARY LEAVE 

BCP recognizes the contribution employees make to our country when they serve in the National Guard or 

a Reserve Unit.  Military leaves are governed by federal and state law, and will be treated in accordance 

with applicable regulations. Employee should give advance notice that he/she will be taking a military leave 

of absence. 

During the period of leave, the employee will retain his / her previously earned seniority but no additional 

benefits shall accrue.  Employees honorably discharged from military service are entitled to reinstatement 

to their former positions upon returning from military leave in accordance with applicable federal and state 

law. 

401-K PLAN 

Eligibility:  First day of the first month following hire date. 

BCP offers a voluntary pre-tax salary reduction plan in which employees who are 21 years of age or older 

may elect to participate.  Employees can elect to enroll, change, or terminate upon hire or during open 

enrollment. Open enrollment is weekly. 

Further details about the Plan may be obtained from the BCP Office Manager and the Plan document. 

SICK LEAVE AND SHORT-TERM DISABILITY POLICY 

Eligibility:  For salaried employees classified as EXEMPT, after twelve (12) months of continuous 

employment. 

After meeting eligibility requirements, employees will accrue paid sick leave (or short-term disability) at a 

rate of .02 hours per hour worked, up to 40 hours of paid leave per twelve (12) months.  When employees 

want to use their paid benefit, they must notify BCP Payroll via email (payroll@bcpengineers.com) no later 

than the Tuesday following the illness or disability.  If written notification is not received, BCP will assume 

that any assigned work days that were not worked, in part or in full, were due to employee’s choice and 
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were nonrelated to illness or disability.  Unused leave does accrue through multiple years up to a cap of 

60-hours.  Unused leave will not be paid at end of employment. 

Deductions may be made from an employee’s accrued leave time for partial day absences, in half-day 

increments. 

HOLIDAYS 

Eligibility:  For salaried employees classified as EXEMPT, immediate eligibility. 

BCP offers paid holidays to the extent that paying such holidays will assure that the Base Weekly Salary 

identified in the Employment Agreement (or as adjusted in compliance with federal and state laws) is met.  

These holidays include New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day 

and Christmas Day. 

SOCIAL SECURITY 

All employees are covered by the Federal Social Security Act.  A required percentage of your salary is 

deducted from your paycheck to pay your portion of this protection and BCP matches your deduction dollar 

for dollar.  The plan is designed for your future security and that of your dependents and provides for 

retirement, disability, death, survivor, and Medicare benefits. 

WORKERS COMPENSATION 

BCP is covered under statutory state Workers’ Compensation Laws which provide benefits to employees 

who have sustained work related injuries/illnesses.  Should you sustain a work-related injury, you must 

immediately notify your department supervisor and the BCP Office Manager.  Should your injury require 

the attention of a doctor, you can obtain a list of approved physicians from the BCP Office Manager. 

UNEMPLOYMENT INSURANCE 

Unemployment insurance is a TEMPORARY financial benefit to employees who have lost their jobs due to 

no fault of their own.  This program is funded entirely by BCP.  The program provides weekly benefits if you 

become unemployed through no fault of your own or due to circumstances described in the law.  Each 

circumstance has its own set of rules which outline eligibility criteria. 

LEAVING BCP 

NOTIFICATION 

When employment ends, it is your responsibility to contact BCP.  Please contact the BCP Office Manager 

once an end date has been determined. 

RESIGNATION 

When an employee decides to leave for any reason, he/she should notify both the supervisor and/or the 

BCP Office Manager.  It is requested that the employee provide BCP with a written two-week advance 
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notice period.  If, as sometimes happens, the employee's supervisor wishes for the employee to leave prior 

to the end of the employee's two-week notice, the employee will be paid through the time worked only.  

DISMISSALS 

Every BCP employee has the status of “employment–at–will,” meaning that no one has a contractual right, 

express or implied, to remain in BCP’s employ.  BCP may terminate an employee’s employment, or an 

employee may terminate his / her employment, without cause, and with or without notice, at any time for 

any reason.  No supervisor or other representative (except the President) has the authority to enter into 

any agreement for employment for any specified period of time, or to make any agreement contrary to the 

above. 

POST RESIGNATION/TERMINATION PROCEDURES  

Upon termination, the employee is responsible for arranging the return of BCP’s property including: 

• Keys, 

• BCP’s and/ or Client’s manuals, 

• Electronic equipment, and 

• Any additional BCP and/or Client-owned or issued property. 

Many clients have site specific requirements for out-processing and you should contact your supervisor for 

those details. 

FINAL PAYCHECK  

Final paychecks will be processed during the next normal pay period.  If there are unpaid obligations to 

BCP, the final paycheck will reflect the appropriate deductions. 


