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Welcome Letter
Welcome to American Electronics!

Whether you recently joined our team or you’re an established team member, we are confident that you
will enjoy our dynamic, innovative and rewarding company.

This manual serves as a guide to policies and procedures for employer/employee relationships and 
should be used as a guideline to understanding your rights and responsibilities as a valued team 
member. 

We believe that each employee’s contributions directly affect our growth and productivity. We look 
forward to having you as a part of our team and thank our current employee’s for their hard work. 

Welcome,

Human Resources, American Electronics
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Purpose Statement
This American Electronics employee handbook establishes policies, procedures, and working 
conditions that will be followed by all American Electronics employees as a condition of their 
employment at the company.

This American Electronics employee handbook is not a contract of employment; it is not intended to 
create contractual obligations for American Electronics of any kind.

The policies and procedures outlined in this handbook will be applied at the discretion of American 
Electronics. American Electronics reserves the right to deviate from the policies, procedures, and 
working conditions described in this handbook.

Furthermore, American Electronics reserves the right to withdraw or change the policies, procedures, 
and working conditions described in this handbook at any time, for any reason, and without prior 
notice.

American Electronics will make every effort to notify employees when an official change in policy or 
procedure has been made but employees are responsible for their own up-to-date knowledge about 
American Electronics policies, procedures, and working conditions.

No provision in this employee handbook and expected standards of conduct can be waived without 
written permission from American Electronics’ president, or designee.

American Electronics strives to provide an employee-friendly environment in which goal-oriented 
individuals thrive as they achieve ever more demanding challenges. American Electronics commitment 
to serving customers and to providing quality services at competitive prices is unwavering.

American Electronics values the talents and abilities of our employees and seeks to foster an open, 
cooperative, and dynamic environment in which employees and American Electronics can thrive. 
American Electronics provides an open-door policy in which employees are encouraged to take 
problems to the next level of management if they are unable to resolve a situation with their current 
supervisor. 

Your employment with American Electronics is a voluntary one, and is subject to termination by you or
American Electronics at will, with or without cause, and with or without notice, at any time.

The only exception to this policy is a written employment agreement approved at the discretion of the 
President of American Electronics.
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Professionalism
All employees will be expected to behave in a professional manner at all times during work. As part of 
this, the following activities are prohibited during work hours, excluding breaks:

• Personal phone calls
• Cell phone use (excluding business-related calls and messages)
• Internet access not related to tasks currently being performed

A minimal dress code is also enforced:

• No open-toed shoes
• Excessive and/or obscene tattoos must be covered
• No obscene text or graphics on clothing
• No hats or hooded shirts

Failure to abide by these policies will be considered grounds for disciplinary action.

EEOC Statement
The EEOC enforces Title VII of the Civil Rights Act of 1964 (Title VII) which prohibits employment 
discrimination based on race, color, religion, sex, or national origin. This Enforcement Guidance is 
issued as part of the Commission’s efforts to eliminate unlawful discrimination in employment 
screening, for hiring or retention, by entities covered by Title VII, including private employers as well 
as federal, state, and local governments.

It is the policy of American Electronic to provide equal employment opportunities to all qualified 
persons, and to recruit, hire, train, promote, and compensate persons in all jobs without regard to race, 
color, religion, sex, national origin, disability, gender identity, or sexual orientation.
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Evaluation
American Electronics has evaluations on several levels throughout employment. There are One-on-One
meetings done monthly, an evaluation after 90 days and biannual. All evaluations must have a human 
resources representative present.

One-on-One meetings will be held monthly between an employee and their immediate supervisor. 
Some topics that could be discussed at a One-on-One meeting are:

• Project updates
• Project goals
• Feedback

An evaluation will be held after a 90 day period, after that it will be held biannually. This evaluation 
will be between an employee, their immediate supervisor, and a human resources representative. Some 
topics that could be discussed at an evaluation are:

• Work performance
• Feedback
• Personal Goals

Attendance Policy
All employees must notify their supervisor by phone or email before the scheduled start time of their 
shift if they will be late or absent for their shift. If an employee is late or absent without notice, the 
following actions will be taken:

• First offense: Verbal warning
• Second and third offense within 60 days: Written warning
• Fourth offense within 60 days: 24-hour unpaid suspension
• Fifth offense within 60 days: 7-day unpaid suspension
• Sixth offense within 60 days: Termination

In addition, any employee that is not present for three consecutive shifts without notice is considered to
have abandoned their position and will be subject to termination.
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Inclement Weather
American Electronics recognizes the fact that inclement weather and other emergencies can affect the 
company’s ability to open for business and the employee’s ability to get work done. The safety of our 
employees is paramount in any emergency situation.

Company Closure
    • Over a foot of snow falls
    • Electricity is out
    • Heat in the winter is not available
    • Flooding affects transportation 
    • The governor declares a weather emergency and asks people to stay off the roads

Pay for Employees
During the time when American Electronics is closed, exempt employees will receive their full salary 
for their normal hours worked for up to one work week.

Nonexempt employees and interns will receive their hourly pay for their normally scheduled hours for 
up to one work week. Meaning, if an employee’s normal work hours are 40 in one work week, the 
employee will receive their hourly pay for 40 hours. If an intern’s normal schedule calls for 10 hours, 
the employer will pay for 10 hours. NO OVERTIME WILL BE PAID TO ANY EMPLOYEE DURING
THIS TIME.

For an unlikely emergency that extends beyond one work week, at the end of the one work week, 
employees will be expected to use paid time off to cover additional days the company may be closed to 
ensure that they continue to receive their pay. NO OVERTIME WILL BE PAID TO ANY EMPLOYEE
DURING THIS TIME.

Notification
In an emergency, managers will make every effort to notify employees by phone of the closure through 
departmental call trees. The closing will be announced by local radio and television stations, employees
will be emailed, and the closing will be posted on the website. 

All of these assume that all or some employees have access to electricity and phones. Employees are 
encouraged to own, for example, a radio that runs on batteries so that they do not lose contact with the 
outside world. But, in a regional power outage, recognize that the employer’s best efforts to notify 
employees of the closure may not work. 

When the employer is unable to notify employees of the closure, employees are asked to use common 
sense and make their best assessment of the safety and practicality of the situation. In a regional power 
outage, for example, employees will know that the company is likely to have no power. If 18’ of snow 
falls, employees should come into work only if they can make it safely.
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NO PRESSURE IS EXTENDED FROM THIS EMPLOYER, AMERICAN ELECTRONICS, AT ANY
TIME, THAT WOULD ENCOURAGE EMPLOYEES TO TAKE UNSAFE CHANCES TO ATTEND 
WORK.

FMLA
When can I use FMLA Leave?

If you work for an employer that is covered by the FMLA, and you are an eligible employee, you can 
take up to 12 weeks of FMLA leave in any 12-month period for a variety of reasons, including:

 Serious Health Condition

You may take FMLA leave to care for your spouse, child or parent who has a serious health condition, 
or when you are unable to work because of your own serious health condition. The most common 
serious health conditions that qualify for FMLA leave are:

• Conditions requiring an overnight stay in a hospital or other medical care facility.
• Conditions that incapacitate you or your family member (for example, unable to work or attend 

school) for more than three consecutive days and require ongoing medical treatment (either 
multiple appointments with a health care provider, or a single appointment and follow-up care 
such as prescription medication).

• Chronic conditions that cause occasional periods when you or your family member are 
incapacitated and require treatment by a health care provider at least twice a year.

• Pregnancy (including prenatal medical appointments, incapacity due to morning sickness, and 
medically required bed rest).  

Military Family Leave

The FMLA also provides certain military family leave entitlements. You may take FMLA leave for 
specified reasons related to certain military deployments. Additionally, you may take up to 26 weeks of 
FMLA leave in a single 12-month period to care for a covered service member with a serious injury or 
illness.

Expanding Your Family

You may take FMLA leave for the birth of a child and to bond with the newborn child, or for the 
placement of a child for adoption or foster care and to bond with that child. Men and women have the 
same right to take FMLA leave to bond with their child but it must be taken within one year of the 
child’s birth or placement and must be taken as a continuous block of leave unless the employer agrees 
to allow intermittent leave (for example, a part-time schedule).
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How Do I Request FMLA Leave?

To take FMLA leave, you must provide your employer with appropriate notice. If you know in advance
that you will need FMLA leave (for example, if you are planning to have surgery or you are pregnant), 
you must give your employer at least 30 days advance notice. If you learn of your need for leave less 
than 30 days in advance, you must give your employer notice as soon as you can (generally either the 
day you learn of the need or the next work day). When you need FMLA leave unexpectedly (for 
example, if a family member is injured in an accident), you MUST inform your employer as soon as 
you can. You must follow your employer’s usual notice or call-in procedures unless you are unable to 
do so (for example, if you are receiving emergency medical care). While you do not have to 
specifically ask for FMLA leave for your first leave request, you do need to provide enough 
information so your employer is aware it may be covered by the FMLA. Once a condition has been 
approved for FMLA leave and you need additional leave for that condition (for example recurring 
migraines or physical therapy appointments), your request must mention that condition or your need for
FMLA leave. If you don’t give your employer enough information to know that your leave may be 
covered by the FMLA, your leave may not be protected. You do not have to tell your employer your 
diagnosis, but you do need to provide information indicating that your leave is due to an FMLA-
protected condition (for example, stating that you have been to the doctor and have been given 
antibiotics and told to stay home for four days). 

USERRA
USERRA protects civilian job rights and benefits for veterans and members of the military reserve. It 
establishes the cumulative length of time that an individual may be absent from work for military duty 
and retain reemployment rights (up to five years.)  USERRA also protects disabled veterans, and the 
employer must provide a reasonable effort to place the employee in a comparable position.  

USERRA requires that returning service members are reemployed in the job that they would have had 
if they not been absent for military service, with the same seniority, status and pay, as well as other 
rights and benefits determined by seniority. The company may also be required to provide retraining.

USERRA does not discriminate against a person's past, present, or future employment opportunities.

An employer must re-employ service members returning from a period of service if they meet these 
criteria:

• The employee must have been absent from their employment and in active status in military 
service.

• The employee must provide an advance notice to the employer before leaving for military 
service, if possible.

• The absence of the employee must not be more than five years.
• The employee must not be discharged from their active duty in the military services due to 

dishonorable conduct.
• If possible, the employee must report back to the employer within a reasonable time.
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The time limits for returning to work are as follows: following an absence of 30 days or less, report 
back to your next regularly scheduled shift. You must take an eight hour rest period before you return to
your employer. If absent between 31 and 180 days, you must reapply no later than 14 days after you 
have returned from military service. If you have left for 181 days or more, you must apply no more 
than 90 days after returning from service. If you have injuries resulting from being in active service, 
these time periods may be extended to up to two years.

Jury Duty
American Electronics recognizes that jury duty is a civic responsibility of our employees. You must 
provide a copy of the jury summons to Human Resources and your manager within one day of 
receiving the summons. 

Occasionally, the summons to jury duty will occur at a time when the employee or employer might 
experience a significant impact on customers or staffing from the loss of the employee to jury duty. In 
these instances, the employer may write a letter to the court requesting the postponement of the 
employee’s jury duty.

American Electronics provides paid leave when an employee must serve on a jury.  Due to Iowa law, 
jurors receive $30 a day for serving up to seven days and are entitled to reimbursement for travel to and
from the courthouse, and for parking expenses. Jurors receive $50 per day for each day that exceeds 
seven days of jury duty. We will compensate your salary or hourly wage while serving on jury duty.

State law limits the circumstances for which the court may excuse a person from jury duty. A person 
has the right to be excused from service if the person submits written documentation to the court’s 
satisfaction that:

• The person is solely responsible for the daily care of a person with a permanent disability living
with the person’s home and that performance of jury service would cause substantial risk of 
injury of the health of the disabled person; or

• The person is breast feeding her child and is not employed outside the home.

In order to be excused from jury service, you should file a written request with the clerk of court as 
soon as possible after you receive the summons to serve.

Iowa law prohibits American Electronics from threatening an employee or terminating the employment
of the employee due to serving or being called to serve as a juror. 
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General Discipline
1. VERBAL WARNING

• Employee will be given a verbal warning regarding the undesirable behavior or action.
• Employee will be given an explanation of when and how the behavior or action took place. This

will include the reason as to why the behavior or action was unacceptable
• Employee will be given an opportunity to explain the situation and their actions. This should be 

his/her opportunity to give their side of the story.
• Employee will be given a description the desirable and/or acceptable behavior or actions.
• Employee will be informed that further disciplinary action, up to and including termination, will

follow if unacceptable behavior continues.

2. WRITTEN WARNING
• Employee will be given a written warning regarding his/her undesirable behavior or action in 

the event that the behavior or action had either been discussed in a previous verbal warning or 
the behavior or action was considerably severe in nature.

• Employee will be given an explanation of when and how the undesirable behavior or action 
took place. This will include the reason why the behavior or action was unacceptable.

• Employee will be given an opportunity to explain the situation and his/her actions. This should 
be his/her opportunity to give their side of the story.

• Employee will be given a description of the desirable and/or acceptable behavior or actions.
• Employee will be provided with a copy of the written warning and another will be placed in the 

employee’s file.
• Employee will sign the document as proof that he/she has received it.
• Employee will be explained that future disciplinary problems will be addressed with further 

progressive disciplinary actions up to and including termination.

3. SUSPENSION
• Employee will be given written documentation regarding the suspension in relation to the 

undesirable behavior or action in the event that the behavior or action had either been discussed 
in a previous verbal or written warning or the behavior or action was considerably severe in 
nature.

• The documentation will include information on the offence and the length of the term of 
suspension and why the employee has been suspended.

• Employee will be given an explanation of when and how the undesirable behavior or action 
took place. This will include the reason why the behavior or action was unacceptable.

• Employee will be given a description of the desirable and/or acceptable behavior or actions.
• Employee will be provided a copy of the suspension and another copy will be placed in the 

employee’s file.
• Employee will sign the document as proof that he/she has received it.
• Employee will be explained that future disciplinary problems will be addressed with further 

progressive disciplinary actions up to and including termination.

4. TERMINATION
• Employee will be given written documentation regarding his/her termination and the 

undesirable behavior or action leading to and justifying the termination.
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• Documentation should include information on the offence and previous disciplinary 
communications with the employee.

• Employee will be given a description of when and how the unacceptable behavior or action 
took place. This will include the reason why the behavior or action was unacceptable.

• Employee will be given a description of the desirable and/or acceptable behavior or actions.
• Employee will be provided with a copy of the termination notice and another copy will be 

placed in the employee’s file.
• Employee will be escorted from the location maintaining the dignity of the terminated 

employee by not making obvious to other employees that the employee has been terminated and
for what reasons.

Sexual Harassment

Objective

American Electronics is committed to respecting human rights. We respect human rights by seeking to 
avoid infringing on the rights of others and working to address adverse human rights impacts with 
which we are involved. American Electronics also commits to promoting human rights. We do this by 
harnessing the beneficial power of technology to help realize and sustain human rights everywhere.
We expect employees, partners, suppliers, customers and governments to share this commitment to 
ensure that information technology and our business respects and promotes human rights.

Sexual Harassment

Sexual harassment is discrimination and is illegal under federal, state, and local laws. For 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: a) submission to such conduct is made either explicitly or implicitly a term 
or condition of an individual is used as the basis for an individual’s employment , b) submission to or 
rejection of such conduct by an individual is used as the basis for employment decisions affecting such 
individual, or c) such conduct has the purpose or effect of unreasonably interfering with an individual’s
work performance or creating an intimidating, or hostile or offensive working environment.
Title VII of the Civil Rights Act of 1964 recognizes two types of sexual harassment: a) quid pro quo 
and b) hostile work environment. Sexual Harassment may include subtle and not-so-subtle behaviors or
acts that may involve individuals of any gender. Depending on circumstances these behaviors may 
include, but is not limited to, unwanted sexual advances, requests for sexual favors, sexual jokes, verbal
abuse of sexual nature, commentary about an individual’s body; leering, whistling or touching, 
insulting or obscene comments or gestures, display sexually suggestive objects or pictures in the 
workplace, and other physical, verbal or visual conduct of a sexual nature.
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Reporting

American Electronics encourages reporting of all perceived incidents of sexual harassment. Individuals
who believe that they have been the victim of such conduct should contact their immediate supervisor 
or any human resources employee. 

Procedure

Individuals who perceive that they have been victims of conduct prohibited by this policy or have 
witnessed such conduct should discuss their concerns with their immediate supervisor or any human 
resources employee.
American Electronics encourages the prompt reporting of complaints or concerns so that quick and 
effective action can be taken. There is no fixed reporting period, and early reporting and intervention 
have proven to be the most effective method of resolving actual or perceived incidents of sexual 
harassment.
Any reports will be taken seriously and will be promptly investigated. The investigation may include 
individual interviews with the parties involved, and, if necessary, with individuals who may have 
observed the conduct or may have other relevant knowledge.
American Electronics will maintain confidentiality throughout the investigatory process to the extent 
consistent with adequate investigation and appropriate corrective action.
Retaliation against an individual for reporting sexual harassment or for participating in the 
investigation of sexual harassment is a serious violation of this policy and will be subject to 
disciplinary action. Acts of retaliation should be reported immediately and will be promptly 
investigated and addressed.

Discipline

Misconduct constituting sexual harassment or retaliation will be dealt with appropriately. Responsive 
action may include, for example, training, referral to counseling, or disciplinary action such as a 
warning, reprimand, withholding of a promotion or pay increase, reassignment, temporary suspension 
without pay, or termination, as American Electronics believes appropriate under the circumstances.
If a party to a complaint does not agree with its resolution, that party may appeal to American 
Electronics executive director or chief operating officer.
False and malicious complaints of sexual harassment (as opposed to complaints that, even if erroneous,
are made in good faith) may be subject of appropriate disciplinary action.

Alcohol and Substance Abuse
American Electronics is a drug and alcohol free workplace. Using, being under the influence of, or the 
sale of drugs or alcohol while at work is unacceptable behavior and leads to the inability to preform 
work safely and in turn exposes your co-workers to an unsafe working environment.

Page 13



American Electronics Employee Handbook

The use, possession, distribution or sales of controlled substances such as drugs or alcohol, being under
the influence of such controlled substances (Drugs or Alcohol) or testing positive for any illegal drugs 
or alcohol is strictly prohibited while on company property as well as while operating company 
equipment or vehicles.

Our company participates in pre-employment drug screening as well post-accident and random drug 
and alcohol testing. If you become injured on company property or in company vehicles, you are 
expected to participate immediately following the injury. Disciplinary actions will follow upon positive
test results for drugs or alcohol.
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I have read and been informed about the content, requirements, and expectations of all policies for 
employees at American Electronics. I have received a copy of the policy and agree to abide by the 
policy guidelines as a condition of my employment and my continuing employment at American 
Electronics.

I understand that this handbook’s policies are intended only as guidelines, not as a contract of 
employment. I understand that my employment is on “at-will” terms and therefore subject to 
termination, with or without notice or obvious reason, by myself or American Electronics. Changes to 
my “at-will” status may only take the form of a written agreement signed by an authorized member of 
American Electronics as well as myself. This agreement supersedes all prior/contemporaneous 
inconsistent agreements.

I understand that if I have questions, at any time, regarding the policies, I will consult with my 
immediate supervisor or a human resources staff member.

I understand that American Electronics may change its policies, procedures and benefits at any time at 
its discretion, as well as interpret or vary them however it deems appropriate. 

I have read and agree to abide by all policies and procedures contained herein.

Employee Signature: _______________________________________

Employee Printed Name: ____________________________________

Receipt By: _______________________________________________

Date: _________________________
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USERRA Checklist
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