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Welcome to PACO! 
 
 
On behalf of PACO Group, Inc. (“PACO”), I welcome you and wish you every success 
during your employment with us.   
 
We believe that each employee contributes directly to PACO’s growth and success, and 
we hope you will take pride in being a member of our team. 
 
We hope that your experience here will be challenging, enjoyable, and rewarding. Again, 
welcome! 
 
Sincerely, 

    
Frank Otero 
President & CEO 
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Organization 
 
PACO, founded in 1989 by Frank Otero, is a full service Project/Program/Construction 
Management Consulting firm. PACO provides value-added Project Management and 
Controls-related services to Federal, State, and Municipal agencies involved in the 
design and construction of infrastructure projects. PACO’s corporate philosophy is 
captured in our service statement "Innovations in Project Delivery". We function 
exclusively as an owner’s representative, typically as an extension of an owner’s in-
house staff; assisting during the project initiation, design development, bid/award, and 
construction phases of a project or program.   
 
PACO Group, Inc., a member company, is a recognized leader in the growing field of 
applying a Configuration Management approach to Contract Change Management in the 
Construction Industry. Configuration Management addresses the need for an 
established methodology during the design and construction phases in order to control 
and document all changes to the baseline drawings, specifications, and the conformed 
contract.  
 
PACO is governed by a set of core values which are reflected in everything our 
employees do and serve as the foundation for how we conduct business and make 
decisions. Those values include: 

• Commitment:  We serve our stakeholders with expertise and provide the highest 
quality of service. 

• Communication:  We listen and respond to our clients’ and employees’ needs by 
encouraging a clear line of communication where feedback is valued and acted 
upon. 

• Teamwork:  We support one another and value PACO’s diverse contributions as 
we work to meet the needs of all our clients. 

• Honesty and Integrity:  We pride ourselves on our honest work ethic, ensuring 
that we deal fairly with each other and the public at large. 

• Respect:  We treat everyone – employees, clients, and anyone we deal with – 
with the highest degree of dignity, and we embrace our differences so that we 
may enrich the well-being of all we encounter. 

• Fulfillment:  We help people reach their fullest potential by fostering an enriching 
work environment that ensures employee well-being, personal satisfaction, and 
professional achievement. 

• Innovation: We encourage and motivate our employees to continuously seek, 
develop, and embrace improved methods and technologies that will not only 
improve their skills but also support our organization and clients. 

 
 
PACO presently has offices in New York and Florida and employees working throughout 
the United States. 
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Vision Statement 
 
Our vision is to become a nationally recognized leader in providing best-in-class 
professional services that enable our clients to consistently deliver their projects on time 
and on budget.  
 
 
 
Mission Statement 
 
Our mission is to provide value-added management and technical services for our clients 
by exceeding expectations and gaining their trust through exceptional performance by 
every member of our team. 
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At Will Employment 
 
This Handbook is designed to acquaint you with PACO and provide you with 
information about working conditions, employee benefits, and some of the policies 
affecting your employment. You are encouraged to read and acquaint yourself with the 
policies in this Handbook.  You are responsible for abiding by the policies herein.   
 
The policies in this Handbook are subject to applicable Federal, State and Local Laws.  
Any policy that may become unlawful under subsequent laws shall be void and 
unenforceable.   
 
PACO reserves the right to amend, delete, deviate or terminate the policies in this 
Handbook as it deems appropriate.  This Handbook and the policies contained herein 
supersede any previously issued verbal or written policies.   
 
UNLESS OTHERWISE INDICATED IN WRITING, EMPLOYMENT AT PACO IS AT 
WILL.  AN EMPLOYEE MAY RESIGN OR BE TERMINATED, WITH OR WITHOUT 
CAUSE, AT ANY TIME, FOR ANY REASON OR NO REASON, WITH OR 
WITHOUT NOTICE.  NOTHING IN THIS HANDBOOK IS INTENDED TO CREATE 
AN EXPRESS OR IMPLIED CONTRACT OF EMPLOYMENT.      
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Equal Employment Opportunity 
 
PACO is an equal opportunity employer.  In order to provide equal employment and 
advancement opportunities to all qualified individuals, employment decisions will be 
based on merit, skills, and abilities. PACO does not discriminate in employment on the 
basis of race, color, religion, sex, national origin, age, disability, marital or veteran 
status, sexual orientation or any other characteristic protected by law. 
 
Any employee with questions or concerns about any type of discrimination in the 
workplace is encouraged to bring the matter to the attention of their immediate manager 
or Human Resources. Employees can raise concerns and make reports without fear of 
retaliation. Anyone found to be engaging in any type of unlawful discrimination will be 
subject to disciplinary action, up to and including termination of employment. 
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Business Ethics & Conflicts of Interest 
 
PACO’s successful business operation and reputation is based on principles of fair 
dealing and ethical conduct.  Our reputation for integrity and excellence requires careful 
observance of the spirit and letter of all applicable laws and regulations, as well as a 
scrupulous regard for the highest standards of conduct and personal integrity.  PACO’s 
continued success depends on our clients' trust, which we are dedicated to preserving.  
 
Employees have an obligation to conduct business in a manner that avoids actual or 
potential conflicts of interest.  A conflict of interest exists when an employee is in a 
position to influence a business decision that may result in a personal gain to him, a 
relative or a company in which the employee owns an interest. 
 
PACO will comply with all applicable laws and regulations and expects all its 
employees to conduct themselves accordingly.  If at any time there is a question 
about a course of conduct or a conflict of interest, the employee is required to bring 
the matter to the attention of his/her manager, Human Resources or the Legal 
Department. 
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Open Door Policy 
 
PACO is committed to providing its employees with a welcoming and pleasant 
environment.  We are interested in our employees’ ideas, questions, suggestions, 
problems and concerns.  Our Open Door Policy is an essential part of maintaining a 
productive work environment.  
 
Employees are encouraged to speak to their Manager about any issues, ideas, 
questions they may have.  If they are unable to speak to their Manager, they are 
encouraged to speak to Human Resources or any other member of the Management 
team. 
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Confidentiality 
 
Any non-public information you receive or have access to during your employment or 
while you are performing services for the Company, including, but not limited to, the 
Company’s: business, operations, clients, client lists, client documents, service 
providers, finances, marketing, prices of Company products, business strategies, 
business practices, compensation, Systems (excluding your email address), pending 
projects and proposals, expansion plans, contracts, business records and other 
records, trade secrets, inventions, techniques, know-how and technologies, is 
confidential and proprietary, and may not be disclosed to anyone outside of the 
Company, except on a “need to know” basis in the performance of your duties and with 
the authorization of the Company.   As such, you recognize and acknowledge that all 
Confidential Information is the exclusive property of the Company, is material and 
confidential and greatly affects the goodwill and effective and successful conduct of the 
Company’s Business.  Accordingly, you agree and acknowledge that you will use the 
Confidential Information only for the benefit of the Company and shall not at any time, 
directly or indirectly, during the term of your employment or afterward, use, divulge, 
reveal or communicate any Confidential Information for your own benefit or the benefit 
of others.  Confidential Information does not include information that is, or becomes, 
generally available to the public through no violation of this policy by you, or which is 
generally known in the industry. 
 
 
Signing the "Employee Acknowledgment Form" of this Handbook constitutes a 
non-disclosure agreement and is a condition of employment. Employees who 
improperly use or disclose trade secrets or confidential business information 
will be subject to disciplinary action, up to and including termination of 
employment and legal action.
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Employment Classifications 
 
Under the Federal Fair Labor Standards Act (FLSA) each employee is classified as 
either EXEMPT or NON-EXEMPT.  If you are classified as EXEMPT you are not 
entitled to overtime pay.  If you are classified as NON-EXEMPT, you are entitled to 
overtime pay (1.5x regular pay) for every hour you work over forty (40) hours in a 
particular workweek, excluding vacation, sick and Holidays.  
 
An employee’s EXEMPT or NON-EXEMPT status is based on his/her job duties and 
may only be changed by PACO.   
 

 Full-Time Employees are employees who work a 40 hour workweek. 
 Part-Time Employees are employees who work less than a 40 hour workweek.  
 Temporary Employees are those that do not work a scheduled workweek; 

rather, they are called in for specific assignments/projects.  
 
*Part-Time and Temporary Employees are not eligible for Company-sponsored 
benefits. 
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Break In Service 
 
A part-time or full-time employee whose break in service is less than 3 months will have 
his/her service "bridged" for purposes of computing eligibility for benefits and vesting 
for the 401(k) Profit Sharing Plan.   
 
A part-time or full-time employee whose break in service is greater than 3 months will 
not have his/her service “bridged” for purposes of computing eligibility for benefits and 
vesting for the 401(k) Profit Sharing Plan.   
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Access to Personnel Files 
 
PACO maintains a personnel file on each employee. Personnel files include: the employee's 
job application, resume, records of training, documentation of performance appraisals, wage 
history and other employment-related records. 
 
Personnel files are the property of PACO, and access to the information they contain 
is restricted. Generally, only managers and management personnel of PACO, who 
have a legitimate reason to review information in a file, are permitted access.  
 
Employees who wish to review their file should contact Human Resources to make an 
appointment to review their file.    
 
It is the responsibility of each employee to promptly notify Human Resources of any 
changes in personal data. Contact information, number and name of dependent(s), 
emergency contact, and educational accomplishments should be accurate and current 
at all times. 
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Employment Reference Checks 
 
PACO’s Reference Policy is to provide only neutral references. Requests for 
references will only be responded to in writing by Human Resources.  Responses to 
inquiries will only confirm dates of employment and position(s) held. No other 
information will be provided without a signed consent form authorizing PACO to release 
additional information from the employee’s personnel file and specifically releasing 
PACO of any liability for such authorized disclosure. 
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Performance Evaluation 
 
Annual performance evaluations are conducted to provide managers and employees 
the opportunity to discuss job tasks, identify opportunities for improvement, encourage 
and recognize strengths, and discuss positive, purposeful approaches for meeting 
goals. Managers and employees are strongly encouraged to discuss job performance 
and goals. 
 
Project personnel performance evaluations are scheduled approximately every 12 
months; generally coinciding with the date of hire anniversary. Such evaluations can 
be performed by a client designated supervisor to an employee.   
 
Office personnel performance evaluations are scheduled in December; employees 
who are hired after June 30th of any year will be evaluated in December of the following 
year.  
 
PACO awards merit-based pay adjustments in an effort to recognize truly superior 
employee performance. Pay adjustments are within the sole discretion of management. 
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Assessment Period 
 
Employees will be subject to an Assessment Period during the first ninety (90) days of 
employment.  This period should be used by the manager and employee to: evaluate 
whether the position meets his or her expectations and whether or not the employee 
has the knowledge and skills to perform the job satisfactorily. This period is a time for 
open communication by both parties about what is going well and what needs 
improvement. 
   
A 90-Day Performance Review will be prepared and discussed by the employee and 
manager.  Assuming successful completion of the Assessment Period, the employee 
will be classified as a regular employee.  If the Performance Review is unsatisfactory 
the manager, in his/her sole discretion, may elect to extend the probationary period for 
an additional thirty (30) days or terminate employment. 
 
This Policy does not in any way create an express or implied Contract of Employment.  
Employment at PACO is AT WILL. 



PACO Group, Inc. 
Employment Status & Records 

Eff. 10/2020       -19- 

Promotions 
 
Promotions are based on job-related criteria.  Employees are evaluated for promotion 
based on a review of how their qualifications, including their skills, knowledge, 
abilities, experience, and educational backgrounds, match up with the essential 
requirements of the open position.  Performance history is also considered in 
promotion decisions.    
 
All promotions are awarded to the best-qualified candidate, without regard to race, 
sex, religion, national origin, age, or disability.  Promoted employees may be entitled 
to a pay increase and may be subject to an Assessment Period.  If an employee does 
not successfully complete the Assessment Period he/she may be returned to his/her 
previous position. 
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Transfers 
 
If Company business needs require that an employee be transferred, the employee 
will be entitled to relocation benefits.  Relocation benefits will be determined on a 
case-by-case basis.  
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Employee Benefits Eligibility 
 
Full-Time employees are eligible for PACO sponsored benefits after 30-day wait 
period. The following benefits are available: 
 
*Temporary and part-time employees are not eligible for benefits. 
 

 Medical Insurance 
 Dental Insurance 
 Life Insurance 
 Accidental Death & Dismemberment Insurance 
 401(k) Profit Sharing Plan 
 Short-term Disability  
 Long-term Disability 
 Holidays 
 Paid Time Off (includes sick, personal and vacation days)  
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Health Insurance 
 
PACO's health insurance plan provides full-time employees and their dependents 
access to medical and dental coverage. Employees may participate in the health 
insurance plans subject to the terms and conditions of the provider.   
 
Medical Insurance 
PACO pays approximately 80% of the Employee portion of the medical premium and the 
employee is responsible for the remaining 20%, this amount is subject to change 
annually. If an employee elects dependent coverage it is the employee responsibility 
to pay 100% of the cost.  
 
Dental Insurance 
PACO pays 80% of each employee's dental premium. If an employee elects dependent 
coverage it is the employee responsibility to pay 100% of the cost. 
 
A supplemental memorandum will be issued annually to provide more details on 
medical and dental insurance plans. 
 
A change in employment status and/or classification that would result in the loss of 
eligibility to participate in PACO’s health insurance plan may qualify an employee for 
benefit continuation under the Consolidated Omnibus Budget Reconciliation Act 
(COBRA). For more information about COBRA contact Human Resources.  
 
*All employee copayments will be deducted from employee paycheck pre-tax.  
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Life and AD&D Insurance 
 
PACO offers full-time employees a Life insurance policy at no cost to the employee.  
Coverage is equal to an employee’s annual salary up to a maximum of $150,000.  
 
In addition to Life Insurance, each full-time employee also has Accidental Death & 
Dismemberment (AD&D) insurance, which provides protection in cases of serious 
injury or death resulting from an accident.  
 
Eligibility begins after the 30-day wait period. Eligible employees may participate in the 
Life Insurance and AD&D plans subject to the terms and conditions of the provider.  
 
For detailed information about these plans contact Human Resources. 
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401(K) Plan 
 
PACO has established a 401(k) Plan to provide full-time employees with the 
opportunity to save for retirement. 
 
Contributions to the 401(k) Plan are automatically deducted bi-weekly from the 
employee’s pay before applicable federal, state and local withholdings. By 
participating, an employee saves tax dollars by reducing his/her taxable income.   

 
Vesting  
An employee’s right to the balance in his/her account depends on “vesting.” An 
employee is always 100% vested in the amount they contribute, as well as any amounts 
they roll over to the Plan. PACO reserves the right to make yearly contributions based 
on annual revenue sales and profit. 
 
For detailed information about the 401(k) Plan refer to the Summary Plan Description 
provided or contact Human Resources. 
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Paid Time Off (PTO) 
 – allowance for sick, vacation and personal days 
 
PACO provides full-time employees with personal time off for rest, relaxation, sick leave 
and personal pursuits.  
 
PTO Accrual 
The amount of PTO an employee accrues each year increases with the duration of 
their employment as per the following schedule: 

 Upon hire, an employee is entitled to 10 PTO days (80 hours), accrued at the 
rate of 0.833 days per month or 3.07 hours per biweekly payroll. 

 After completion of 1 year of service, the employee will receive 5 additional 
days of PTO (40 hours).   

 After 5 years of eligible service, an employee is entitled to 5 additional PTO 
days (40 hours) up to a maximum of 25 PTO days (200 hours).  

 
PTO Scheduling 
Prior to taking any PTO, an employee must complete the following step: 
 

 Obtain written approval from your PACO or project supervisor 
 Submit your request in advance using the PACO PTO request form 
 Receive approval from the Human Resource department 

 
PTO Limitations 

 Although PTO accrual starts upon hire, an employee may not schedule PTO 
until successful completion of their 90-days probationary period. 

 Employees are individually responsible for monitoring their available accrued 
PTO. If an employee takes more PTO than accrued the employee will only be 
paid for the time accrued. 

 PTO accrual or usage does not count towards eligibility for overtime pay. 
 PTO is not accrued during short or long-term disability. 
 Accrued PTO should be used during the calendar year the PTO is accrued. 

However, the employee may roll over up to 5 PTO days (40 hours) to the 
following year. 

 If an employee is dismissed from or voluntarily leaves his/her employment with 
PACO Group, the employee will be paid for any accrued PTO up to the last 
day of employment. Similarly, if PTO is overused and has a negative accrual 
balance, this will be deducted from the last paycheck.   
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Holidays 
 
PACO recognizes 8 Holidays.  Holiday pay will be calculated based on the employee's 
straight-time pay rate multiplied by the number of hours in a regular workday (normally 
8).  PACO Holidays are as follows: 
 

 New Year's Day (January 1) 
 Presidents' Day (third Monday in February) 
 Memorial Day (last Monday in May) 
 Independence Day (July 4) 
 Labor Day (first Monday in September) 
 Thanksgiving (fourth Thursday in November) 
 Day after Thanksgiving 
 Christmas (December 25) 

 
Office Staff will follow the PACO Holiday Calendar.  
 
Project Staff will follow the Project Holiday Calendar. If the Project Calendar has 8 
Holidays, PACO staff will take those Holidays, whether they are the same as PACO 
Holidays or not.  If the Project Calendar has less than 8 Holidays, PACO staff may 
make up the difference by claiming a “floating” Holiday. The floating Holiday must be 
approved by the project manager as with any paid time off. If the Project Calendar has 
more than 8 Holidays, PACO will honor the Project Calendar and will pay for the 
additional Holiday time. 
 
A Holiday that falls on a Saturday will be observed the preceding Friday; a Holiday that 
falls on a Sunday will be observed the following Monday. 
 
If a recognized Holiday falls during an employee's vacation or sick time, Holiday pay 
will be provided instead of the vacation/sick day.  
 
If Non-Exempt employees are required to work on a company or project observed 
Holiday, they will receive Holiday pay plus wages at their straight-time rate for the hours 
worked on the Holiday. 
 
Holidays are not calculated in determining eligibility for overtime pay. 
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Short & Long Term Disability 
 
PACO employees are eligible to receive Short Term Disability (STD) benefits if they 
are unable to work because of a qualifying disability due to an injury or illness. In order 
to qualify, an employee must be disabled for more than seven (7) consecutive calendar 
days. STD benefits begin on the 8th day of disability and may continue for up to 26 
weeks. Disabilities covered by workers' compensation are excluded from STD 
coverage. 
 
PACO also provides Long Term Disability (LTD) benefits to help eligible employees 
cope with an illness or injury that creates a long-term absence from employment. LTD 
is designed to ensure continuing income for employees who are disabled and unable 
to work. 
 
LTD provides a monthly benefit equal to 60% of the employee's gross income to a 
maximum of $7,500 per month. Benefits begin after 90 days of continuous disability.  
 
STD & LTD benefits are subject to the terms and conditions of the provider. 
 
Employees who are receiving income replacement benefits such as short-term 
disability, long-term disability or workers’ compensation are not entitled to continue 
accruing PTO during this time. 
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Workers’ Compensation 
 
Employees who are injured in the course of employment and require medical, surgical, 
or hospital treatment are eligible for Workers Compensation benefits. 
 
Employees who sustain work-related injuries or illnesses must inform their manager 
and PACO Human Resources immediately. No matter how minor an on-the-job injury 
may appear, it is important that it be reported immediately. This will enable an eligible 
employee to qualify for coverage as quickly as possible. 
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Bereavement Leave 
 
Employees who wish to take time off for the death of a family member should notify 
their manager immediately. 
 
Up to three (3) days of paid bereavement leave will be provided to eligible employees 
upon the death of an immediate family member. Immediate Family includes: 
 

 Spouse/Domestic Partner 
 Parent 
 Child 
 Grandchild 
 Sibling 
 Grandparents 
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Jury Duty 
 
PACO encourages each employee to fulfill his/her civic responsibility by serving Jury 
Duty.  Employees summoned for Jury Duty will be required to provide PACO Human 
Resource and their manager with the Jury Duty Summons.  Employees will be paid for 
serving Jury Duty in accordance with State rules and regulations. PTO allowance can 
be used for Jury Duty reasons at employees election. To get compensated, court 
documents evidencing participation must be presented together with your timesheet.   
 
Employees are expected to report for work when their service is completed or they are 
excused by the Court. 
 
All benefits will continue while an employee is serving Jury Duty. 
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Work Schedules 
 
The normal work schedule for all employees is 8 hours a day, 5 days a week from 8:30 
a.m. to 5:30 p.m., with one (1) hour for lunch.  Staffing needs and operational demands 
may necessitate variations in starting and ending times, as well as variations in the 
total hours that may be scheduled each day and week. 
 
Project employees are subject to the client's normal work schedule. 
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Overtime 
 
Operating needs may require that employees work overtime.  Employees asked by 
their managers to work overtime must ensure that they have a written authorization 
from their manager before incurring overtime.   
 
Project employees must receive authorization from the client. 
 
Overtime compensation is paid to all Non-Exempt employees in accordance with 
federal and state wage and hour laws. Overtime pay is based on actual hours worked 
during a scheduled workweek.  Vacation days, Sick days and Holidays will not be 
considered hours worked for purposes of calculating overtime. 
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Time Keeping 
 
Accurately recording time worked is the responsibility of every employee. Federal and 
State laws, as well as our contracts, require PACO to keep an accurate record of time 
worked in order to calculate employee pay and benefits. Time worked is all the time 
actually spent on the job performing assigned duties. 
 
Employees are to fill out their weekly timesheet using PACO’s Timekeeper. It is the 
employee’s responsibility to sign his/her timesheet and certify its accuracy.  The 
Manager will review and then sign the timesheet before submitting it for payroll 
processing.  
 
The Payroll Department must receive weekly timesheets, signed by both the 
employee and his/her supervisor, no later than noon on Mondays. Employees 
working at project sites or other remote locations may email their timesheets to 
timesheets@pacogroup.com.   
 
Altering, falsifying, tampering with timesheets, or recording time on another employee's 
timesheet may result in disciplinary action, up to and including termination of 
employment. 

mailto:timesheets@pacogroup.com
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Pay Day 
 
Employees are paid bi-weekly on Fridays for work performed during the two (2) 
previous weeks.  Each paycheck includes earnings for work performed through the end 
of the previous week and includes an itemization of authorized withholdings.  
 
If payday falls on a Holiday, employees will be paid on Thursday.  
 
Employees may receive their pay in the form of a check or through Direct Deposit. 
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Severance Pay 
 
In its sole discretion, PACO may offer an employee severance pay upon termination.  A 
condition to receiving Severance Pay will be the execution of a PACO Waiver and 
Release of Claims.   
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5.  Work Conditions 
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Emergency Closings 
 
Emergency situations (power outages, severe weather, riots, civil unrest, etc…) may 
disrupt company operations and require office closings.  When operations are officially 
closed due to emergency conditions, the time off from scheduled work will be paid. 
 
In cases where PACO does not deem it necessary to close the office for an emergency, 
employees who fail to report for work will not be paid for the time off.   Employees may 
charge their absence to vacation or elect time off without pay. 
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Company Systems Usage Policy 
 
Company Systems include computers, the computer network, computer software, 
voice mail, e-mail, office phones, cellular phones, faxes and the Internet (“Systems”). 
They also include those that are: accessed on or from Company premises; involve the 
use of Company equipment or; are used in a way that identifies the Company with the 
user (i.e. through an email address tied to the Company).  By accessing or using 
Company Systems, you agree to use them for business purposes only.  Company 
Systems are considered business assets. 
 
PACO reserves the right to monitor any and all communications via Company Systems.  
Employees have no expectation of privacy when using Company Systems.  All 
communications composed, received or transmitted via Company Systems are 
considered Company property, and as such are subject to monitoring, deletion or 
disclosure.  All communications via Company Systems shall be appropriate, ethical 
and lawful.  At any time, your use of Company Systems may be monitored, limited, or 
tracked, and your access may be blocked, suspended or revoked without prior notice. 
 
Company Systems may not be used to solicit for commercial ventures, religious or 
political issues or outside organizations, or other non-business matters, except with 
prior Company approval. Company Systems may not be used to distribute or publish 
chain letters or copyrighted or otherwise protected materials, nor may they be used to 
access, post, upload, download or send any information or material that may be 
inappropriate, offensive, defamatory, disruptive, illegal, threatening or harassing, 
including, but not limited to, sexual jokes, sexually explicit images, racial slurs, gender-
specific comments, or any other comments that may offensively address age, gender, 
race, sexual orientation, religious or political beliefs, national origin, disability or marital 
status. 
 
Email Usage  
 
Upon employment, you will be provided with a PACO email address with the domain 
@pacogroup.com. It is the responsibility of each employee to monitor his or her PACO 
email on a regular basis. PACO email address assigned to you is the sole email 
account to be used for communications between PACO and its employees. Email is to 
be used only for Company business. Company confidential information must not be 
shared outside of the Company, without authorization, at any time. 
 
Hardware & Software 
 
Only authorized personnel may purchase or download hardware, software or 
shareware, or install it on any Company Systems.  No software may be copied or 
deleted from any Company Systems without prior authorization.  All software and other 
equipment must be used in accordance with applicable licensing agreements and 
PACO policies.  Unauthorized use of copyrighted software is against Company policy.  
Individual drives may be audited at any time to determine whether unauthorized 
software has been installed, and if so, it will be deleted.  If you are aware of any 
unauthorized software on your computer, please advise your Manager. 
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Cell Phone Usage While Driving 
 
Employees engaged in company-related business are prohibited from using their cell 
phones while driving.  If an employee must use his/her cell phone while driving, they 
are advised to pull over to a safe location or delay answering or making the call until 
parked.     
 
Any employee charged for a traffic violation while driving for using a cell phone will be 
solely responsible for all liabilities that result from such actions. 
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Workplace Violence Prevention 
 
PACO is committed to providing employees with a safe workplace.  PACO will not 
tolerate intimidation, harassment, threats or violence of any kind in the workplace. 
 
All employees are to be treated with courtesy and respect at all times. Employees are 
expected to refrain from fighting, "horseplay," or other conduct that may be dangerous 
or lead to violence.  Firearms, weapons, and other dangerous or hazardous devices or 
substances are prohibited from business premises. Conduct that threatens, 
intimidates, harasses or coerces an employee, customer, or a third party connected 
with PACO, even while off-duty, will not be tolerated.   
 
All threats, harassment or acts of violence involving employees, customers or vendors 
should be reported to a Manager immediately.    
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Smoke Free Workplace 
 
PACO is committed to a smoke-free workplace. Smoking is only permitted in 
designated areas. 
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Personal Property 
 
PACO is not responsible for personal property brought on PACO premises.  Each 
employee is responsible for safeguarding his/her personal property.  
 
Desks and other storage devices may be provided for the convenience of employees 
but personal property stored therein is not PACO’s responsibility.    
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Workplace Safety 
 
PACO is committed to providing employees with a safe workplace. All worksites should 
be maintained to promote a healthy, safe and secure environment. Employees are 
expected to act with the utmost regard for the safety and health of their co-workers and 
themselves.  Employees should report any health, safety or security concern to PACO 
Human Resources.  All accidents, regardless of severity, should be reported to Human 
Resources immediately.    
 
Employees who become ill at work are encouraged to see a doctor or return home.  In 
case of a life-threatening illness or accident, call 911 first, and then contact Human 
Resources.  
 
If an employee is required to perform or participate in a potentially hazardous activity, 
appropriate safety regulations will apply. PACO will provide required safety equipment.  
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6.  Leaves of Absence 
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Family & Medical Leave 
 
Pursuant to the Family and Medical Leave Act (FMLA), employees with at least one 
year of service who have worked at least 1,250 hours in the past year can request up 
to 12 weeks in a 12 months’ period of job-protected leave for: 
 

 The birth, adoption, or foster placement of a child; 
 The care of a child, spouse, domestic partner, or parent with a serious health 

condition; or 
 Their own serious health condition. 

 
Employees are required to use accrued PTO to run concurrently with their family and 
medical leave.  Once accrued personal time off (PTO) is exhausted, the remaining 
family and medical leave will be unpaid.  PTO accrual will stop from the first day of 
family and medical leave and it will resume once the employee returns to work. 
Employees must arrange to continue their health plan coverage during their absence.  
For serious health conditions, employees must provide a physician’s verification of the 
medical need for leave.  On return from family leave, employees are placed in their 
former or comparable positions. 
 
A private-sector employer is covered by the FMLA if it employs 50 or more 
employees* in 20 or more workweeks in the current or previous calendar year. An 
employee is considered to be employed each working day of the calendar week if the 
employee works any part of the week. The workweeks do not have to be consecutive. 
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Military Leave 
 
In accordance with the Uniformed Services Employment and Reemployment Rights 
Act (USERRA), Military Leave will be granted to employees who are absent from work 
because of service in the U.S. Uniformed Services.  
 
Military Leave is unpaid; however, employees may use any available accrued vacation 
time.  Vacation will continue to accrue during Military Leave, and service in the 
Uniformed Services will count as service with PACO for purposes of PACO’s 401(k) 
vesting schedule.     
 
Continuation of Health insurance benefits is available.  For employees whose Military 
Leave is less than 31 days, PACO will maintain the status quo.  For employees whose 
Military Leave is greater than 31 days, continued coverage will be governed by 
COBRA.   
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Voting Leave 
 
Any employee who is registered to vote and scheduled to work on any national or local 
election day during the hours that polls are open, is eligible to receive paid time off to 
vote.  The maximum paid time off for voting is two (2) hours. Employees who will vote 
must advise their manager no later than the day before the election. 
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7.  Standards of Behavior 
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Work Rules & Regulations 
 
To ensure orderly operations and provide the best possible work environment, PACO 
expects employees to follow rules of conduct that will protect the interests and safety 
of all employees and the organization. 
 
This list is representative of behavior that is considered unacceptable in the workplace. 
The following are examples of infractions of rules of conduct that may result in 
disciplinary action, up to and including termination of employment: 
 
 Theft or inappropriate removal or possession of another’s property. 
 Falsification of time keeping records. 
 Working under the influence of alcohol or illegal drugs. 
 Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the 

workplace, while on duty, or while operating employer-owned/hired vehicles or 
equipment. 

 Fighting or threatening violence in the workplace. 
 Destruction of Company property. 
 Insubordination or other disrespectful conduct. 
 Smoking in prohibited areas. 
 Sexual or other unlawful or unwelcome harassment.  
 Possession of dangerous or unauthorized materials, such as explosives or firearms, 

in the workplace. 
 Excessive absenteeism or any absence without notice. 
 Unauthorized absence from work during the workday. 
 Unauthorized use of Company Systems. 
 Unauthorized disclosure of business "secrets" or confidential information. 
 Violation of personnel policies. 
 Unsatisfactory performance or conduct.  
 Any other substantially serious infraction detrimental to the orderly conduct of 

business. 
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Drug & Alcohol Use 
 
It is PACO’s desire to provide a drug and alcohol free workplace. This policy is 
designed to ensure employee safety, reduce absenteeism and tardiness, improve 
productivity and protect the company’s status and reputation. 
 
Employees are expected and required to report to work on time and in appropriate 
mental and physical condition.  The unlawful use, possession, manufacture, distribution 
or dispensation of drugs on company premises or while conducting company business 
off premises is strictly prohibited.  Violation of this policy will result in disciplinary action, 
up to and including termination, as well as possible criminal consequences. 
 
Possession or use of alcohol on company premises, except in connection with 
company-authorized events, is prohibited.   
 
Employees whose physician has prescribed a drug or controlled substance that might 
adversely affect their ability to perform their work must provide a written statement from 
their doctor. 
 
Employees with drug or alcohol problems that have not resulted in, and are not the 
immediate subject of, disciplinary action may request approval to take unpaid time off 
to participate in a rehabilitation or treatment program through PACO's health insurance 
benefit coverage.  
 
Under the Drug-Free Workplace Act, an employee who performs work for a 
government contract or grant must notify PACO of a criminal conviction for drug-related 
activity occurring in the workplace. The report must be made within five (5) days of the 
conviction.   
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Sexual & Other Unlawful Harassment 
 
PACO is committed to providing a work environment that is free from all forms of 
discrimination and harassment based on an individual's sex, race, color, national origin, 
age, religion, disability, sexual orientation, or any other legally protected characteristic. 
 
Sexual harassment is defined as unwelcome sexual advances, requests for sexual 
favors and other verbal or physical conduct of a sexual nature. This definition includes 
many forms of offensive behavior and includes gender-based harassment of a person 
of the same sex. The following is a partial list of sexual harassment examples: 
 

 Unwelcome verbal or physical sexual advances or propositions. 
 Visual conduct that includes leering, making sexual gestures, or displaying of 

sexually suggestive objects or pictures, cartoons or posters. 
 Verbal conduct that includes making or using derogatory comments, epithets, slurs, 

or jokes. 
 Verbal abuse of a sexual nature, graphic verbal commentaries about an 

individual's body, sexually degrading words used to describe an individual, or 
suggestive or obscene letters, notes, or invitations. 

 
Unwelcome sexual advances (either verbal or physical), requests for sexual favors, 
and other verbal or physical conduct of a sexual nature constitute sexual harassment 
when: 
 

 submission to such conduct is made either explicitly or implicitly a term or 
condition of employment; 

 the conduct has the purpose or effect of interfering with work performance or 
creating an intimidating, hostile, or offensive work environment. 

  
EMPLOYEES WHO BELIEVE THEY HAVE WITNESSED OR BEEN SUBJECTED 
TO SEXUAL OR ANY OTHER FORM OF HARASSMENT ARE TO IMMEDIATELY 
NOTIFY A MANAGER, HUMAN RESOURCES OR THE LEGAL DEPARTMENT.    
 
All allegations of harassment will be quickly and discreetly investigated. Upon 
completion of the Investigation the necessary parties will be advised of the findings.  
 
Anyone engaging in sexual or other unlawful harassment will be subject to disciplinary 
action, up to and including termination of employment. 
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Attendance & Punctuality 
 
Office hours are Monday through Friday 8:30 a.m. to 5:30 p.m. To maintain a 
productive work environment, PACO expects employees to be reliable and to be 
punctual in reporting for scheduled work.   If an employee expects to be late or absent, 
they must notify their Manager and/or the Office Manger as soon as possible.   
 
Project employees who expect to be late or absent are required to notify their on-site 
manager as soon as possible.   
 
Unscheduled absences of three (3) or more consecutive days will require a doctor’s 
note.  Absences of three (3) or more consecutive days without notification to a manager 
or Human Resources will be considered job abandonment and, as such, a voluntary 
resignation.    
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Personal Appearance 
 
An employee’s dress, grooming, and personal hygiene contributes to the morale of all 
employees and affects PACO’s image to clients and visitors.   
 
During business hours or when representing PACO, employees are expected to 
present a professional, clean, neat, and tasteful appearance. You should dress and 
groom yourself according to the requirements of your position and accepted social 
standards.  
 
Acceptable wear is as follows: 
 
Men’s Wear      Women’s Wear 
Business suit      Business suit or dress 
Dress Slacks or Dress Khakis   Dress slacks or skirt  
Shirt & tie or collared polo shirt   Blouse, sweater  
 
Unless business needs dictate otherwise, on Friday’s employees may wear casual 
clothing.  However, employees are not to wear jogging suits, shorts, jeans, sneakers, 
tank tops, sweats, or similarly inappropriate clothing.  
  
Project employees must adhere to the project dress codes. 
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Resignation & Exit Interview 
 
Resignation is a voluntary act initiated by the employee to terminate employment with 
PACO. Although advance notice is not required, PACO requests at least two (2) weeks' 
written notice.   
 
Prior to departure, an Exit Interview will be scheduled to discuss the reasons for 
resignation and the effect of the resignation on benefits. 
 
At or before the Exit Interview employees are expected to return all PACO 
property in their possession.  All Company property must be returned before 
receiving a final paycheck.   
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Solicitation 
 
Solicitation by non-employees is prohibited.  Employees may not solicit or distribute 
literature during “working time.”  Working time does not include time before or after 
work hours, during lunch breaks or any other time when an employee is not scheduled 
to work.   
 
This rule applies to solicitations for all purposes, including lotteries, raffles, political, or 
labor organizations.  Excepted from this policy are company-sponsored solicitations 
(Race for the Cure, Corporate Run, etc…) 
 
The posting of written solicitations on company bulletin boards is prohibited. 
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Progressive Discipline Procedures 
 
Violations of work rules, instances of unacceptable behavior or misconduct, or 
continued poor performance may be subject to progressive discipline.  PACO may use 
progressive discipline at its discretion.      
 
PACO’s interest lies in ensuring fair treatment of all employees and in making certain 
that disciplinary actions are prompt, uniform, and impartial. The major purpose of any 
disciplinary action is to correct the problem, prevent recurrence, and prepare the 
employee for satisfactory performance in the future. 
 
PACO’s progressive discipline policy is as follows:  
 

Step 1 - verbal warning; 
Step 2 - written warning; 
Step 3 - suspension with or without pay; 
Step 4 - termination of employment. 

 
While it is PACO’s intention to follow these steps, there may be circumstances where 
these steps will be bypassed and immediate termination will be appropriate.   
 
An employee that the client has requested be removed from a project, for cause or 
other reason, may result in employment termination. PACO has no obligation to keep 
the employment relationship with an employee removed by a client.  
 
 

January 1st  December 31st  
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Acknowledgement Form 
 
This Employee Handbook describes important information about PACO, and I 
understand that I should consult Human Resources about any employment-related 
matter not addressed in this Handbook.  
 
I understand that PACO can, in its sole discretion, modify, eliminate, revise, or deviate 
from the guidelines and information in this Handbook as circumstances or situations 
warrant.  I also understand that any changes made by PACO with respect to its policies, 
procedures, or programs will supersede, modify, or eliminate any of the policies, 
procedures, or programs outlined in this Handbook.  
 
By signing this acknowledgment, I agree that I have fully read and understand the 
policies and procedures in this Handbook.   I accept responsibility for familiarizing 
myself with the information in this Handbook and will seek verification or clarification of 
its terms or guidance when necessary.   
 
I acknowledge that this Handbook is neither a contract of employment nor a legal 
document and nothing in the Handbook creates an express or implied contract 
of employment.   
  
  
EMPLOYEE'S NAME (printed):  
  
__________________________ 
  
 
 
EMPLOYEE'S SIGNATURE:  
  
__________________________ 
  
 
 
DATE: 
  
__________________________ 
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