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Welcome!  
  
It is a pleasure to welcome you among us as an employee and we express the hope that this is the beginning 
of a long and satisfying association  
  
This manual provides information about our company, our working conditions and on various aspects of our 
operations. We invite you to consult it and do not hesitate to obtain additional information from resource 
persons.  
  
The manual can be amended, in which case it will be revised to comply with legislative changes in force. 
However, it is consistent with the standards and laws existing at the time of writing. In this context, it can be 
changed with or without notice.  
  
The Employee Handbook provides a detailed description of working conditions and company policies. 
Gama Enterprises LLC; Team GAMA hold the rights to this manual and nobody can use it for other 
purposes.  
  
Gama Enterprises LLC; Team GAMA is a diversified real estate organization and Asset Management 
company in Arizona based in Phoenix. Since its formation in 2014 by its principal shareholders Frank Gama 
and Omar Gama, Team GAMA has maintained a steady growth, has brought together a solid portfolio of 
productive companies in the United States and created a competent and dedicated administrative team.  
  
Since its inception, the general philosophy of Team GAMA was to establish, maintain and strengthen its 
presence in the real estate and asset management sector through steady but conservative growth.  
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A Word About This Handbook  
  
This Employee Handbook contains information about the employment policies and practices of the 
company.  We expect each employee to read this Employee Handbook carefully, as it is a valuable 
reference for understanding your job and the company.  The policies outlined in this Employee Handbook 
should be regarded as management guidelines only, which in a developing business will require changes 
from time to time.  The company retains the right to make decisions involving employment as needed to 
conduct its work in a manner that is beneficial to the employees and the company.  This Employee 
Handbook supersedes and replaces all prior Employee Handbooks and any inconsistent verbal or written 
policy statements.    
  
Except for the policy of at-will employment, which can only be changed by the human resources 
representative of the company in a signed written contract, the company reserves the right to revise, delete 
and add to the provisions of this Employee Handbook at any time without further notice.  All such revisions, 
deletions or additions to the Employee Handbook must be in writing and must be signed by the human 
resources representative of the company.  No oral statements or representations can change the provisions 
of this Employee Handbook.  
  
The provisions of this Employee Handbook are not intended to create contractual obligations with respect 
to any matters it covers.  Nor is this Employee Handbook intended to create a contract guaranteeing that 
you will be employed for any specific time.  
  
OUR COMPANY IS AN AT-WILL EMPLOYER.  THIS MEANS THAT REGARDLESS OF ANY PROVISION IN THIS 
EMPLOYEE HANDBOOK, EITHER YOU OR THE COMPANY MAY TERMINATE THE EMPLOYMENT 
RELATIONSHIP AT ANY TIME, FOR ANY REASON, WITH OR WITHOUT CAUSE OR NOTICE.  NOTHING IN THIS 
EMPLOYEE HANDBOOK OR IN ANY DOCUMENT OR STATEMENT, WRITTEN OR ORAL, SHALL LIMIT THE 
RIGHT TO TERMINATE EMPLOYMENT AT WILL.  NO OFFICER, EMPLOYEE OR REPRESENTATIVE OF THE 
COMPANY IS AUTHORIZED TO ENTER INTO AN AGREEMENT—EXPRESS OR IMPLIED—WITH ANY 
EMPLOYEE FOR EMPLOYMENT FOR A SPECIFIED PERIOD OF TIME UNLESS SUCH AN AGREEMENT IS IN A 
WRITTEN CONTRACT SIGNED BY THE HUMAN RESOURCES REPRESENTATIVE OF THE COMPANY.  
  
This Employee Handbook refers to current benefit plans maintained by the company.  Refer to the actual 
plan documents and summary plan descriptions if you have specific questions regarding the benefit plan.   
  
 
Equal Employment Opportunity  
  
Our company is committed to equal employment opportunity.  We will not discriminate against employees 
or applicants for employment on any legally recognized basis [“protected class”] including, but not limited 
to veteran status, uniform service member status, race, color, religion, sex, national origin, age, physical or 
mental disability, genetic information or any other protected class under federal, state, or local law.  
  
In Arizona, the following are a protected class: race, color, religion, sex, age [40 or over], disability, AIDS/HIV 
status, national origin and genetic test results.  
  
You may discuss equal employment opportunity related questions with your supervisor or any other member 
of management.  
 
 
 
 
 



Americans with Disabilities Act  
  
Our company is committed to providing equal employment opportunities to qualified individuals with 
disabilities.  This may include providing reasonable accommodation where appropriate for an otherwise 
qualified individual to perform the essential functions of the job.  It is your responsibility to notify your 
supervisor of the need for accommodation.  Upon doing so, your supervisor may ask you for your input or 
the type of accommodation you believe may be necessary or the functional limitations caused by your 
disability.  Also, when appropriate, we may need your permission to obtain additional information from your 
physician or other medical or rehabilitation professionals.  

A Word About Our Employee Relations Philosophy  
 
Values  
  
The excellence of customer service  
  
The relationship with our clients is of utmost importance for Gama Enterprises LLC; Team GAMA. We 
require all our employees to treat our customers in a courteous and respectful manner and to always be 
attentive to their needs.  
  
Probationary Period  
  
The trial period of a new employee takes 90 days from hiring to enable management to assess their 
competence at work. It is established during this period if the employee meets the requirements of the 
position. The evaluation criteria are the degree of integration into the company, attendance, work quality 
and speed of learning and performing tasks.  
  
When you become a regular employee, you can enjoy the rewards of employment, which are more fully 
described in this manual.  
 
Non-Harassment  
  
We prohibit harassment of one employee by another employee, supervisor or third party for any reason 
based on a “protected class” including, but not limited to: veteran status, uniform service member status, 
race, color, religion, sex, national origin, age, physical or mental disability, genetic information or any other 
protected class under federal, state, or local law.  Harassment of third parties by our employees is also 
prohibited.  
  
In Arizona, the following are a protected class: race, color, religion, sex, age [40 or over], disability, AIDS/HIV 
status, national origin and genetic test results.  
  
The purpose of this policy is not to regulate the personal morality of employees.  It is to ensure that in the 
workplace, no employee harasses another for any reason or in any manner.  The conduct prohibited by this 
policy includes conduct in any form including but not limited to e-mail, voice mail, chat rooms, Internet use 
or history, text messages, pictures, images, writings, words or gestures.  
  
While it is not easy to define precisely what harassment is, it includes: slurs, epithets, threats, derogatory 
comments or visual depictions, unwelcome jokes and teasing.  
  



Any employee who believes that (s)he has been harassed should report the situation immediately to the 
following member of management who has been designated to receive such complaints:  Frank Gaucin, 
General Manager at (602) 628-6776 and 522 N. Central Avenue, Suite 1663, Phoenix, Arizona 85001. If an 
employee makes a report to this member of management and the manager either does not respond or does 
not respond in a manner the employee deems satisfactory or consistent with this policy, the employee is 
required to report the situation to any other member of management.  
  
The company will investigate all such reports as confidentially as possible.  Adverse action will not be taken 
against an employee because he or she, in good faith, reports or participates in the investigation of a 
violation of this policy.  Violations of this policy are not permitted and may result in disciplinary action, up to 
and including discharge.  

Sexual Harassment  
  
Any type of sexual harassment is against company policy and may be unlawful.  
  
We firmly prohibit sexual harassment of any employee by another employee, supervisor or third party.  
Harassment of third parties by our employees is also prohibited.  The purpose of this policy is not to regulate 
the morality of employees.  It is to ensure that in the workplace, no employee is subject to sexual 
harassment.  While it is not easy to define precisely what sexual harassment is, it may include: unwelcome 
sexual advances, requests for sexual favors, and/or verbal or physical conduct of a sexual nature including, 
but not limited to, sexually related drawings, pictures, jokes, teasing, e-mails, text messages, uninvited 
touching or other sexually-related comments.  The conduct prohibited by this policy includes conduct in any 
form including but not limited to e-mail, voice mail, chat rooms, Internet use or history, text messages, 
pictures, images, writings, words or gestures.  
  
Sexual harassment of an employee will not be tolerated.  Violations of this policy may result in disciplinary 
action, up to and including discharge.  There will be no adverse action taken against employees who report 
violations of this policy in good faith or participate in the investigation of such violations.  
  
Any employee who believes that (s)he is a victim of sexual harassment should immediately report such 
actions in accordance with the following procedure.  All complaints will be promptly and thoroughly 
investigated as confidentially as possible.  
  

1. Any employee who believes that (s)he is a victim of sexual harassment or has been retaliated 
against for complaining of sexual harassment, should report the situation immediately to the 
following member of management who has been designated to receive such complaints:   Frank 
Gama, General Manager at (602) 628-6776 and 522 N. Central Avenue, Suite 1663, Phoenix, 
Arizona 85001. If an employee makes a report to this member of management and the manager 
either does not respond or does not respond in a manner the employee deems satisfactory or 
consistent with this policy, the employee is required to report the situation to any other member of 
management.  

   
2. The company will investigate every reported incident immediately.  Any employee, supervisor or 

agent of the company who has been found to have violated this policy may be subject to appropriate 
disciplinary action, up to and including immediate discharge.  

  
3. The company will conduct all investigations in a discreet manner.  The company recognizes that 

every investigation requires a determination based on all the facts in the matter.  We also recognize 



the serious impact a false accusation can have.  We trust that all employees will continue to act 
responsibly.  

  
4. The reporting employee and any employee participating in any investigation under this policy have 

the company's assurance that no reprisals will be taken because of a sexual harassment complaint.  
It is our policy to encourage discussion of the matter, to help protect others from being subjected 
to similar inappropriate behavior.  

Categories of Employment  
  
PROBATIONARY PERIOD:  Full-time and part-time employees are on an introductory period during their 
first 90 days of employment.  
  
During this time, you will be able to determine if your new job is suitable for you and your supervisor will 
have an opportunity to evaluate your work performance.  However, the completion of the introductory period 
does not guarantee employment for any period since you are an at-will employee both during and after your 
introductory period.  
  
FULL-TIME EMPLOYEES regularly work at least a 35-hour workweek.  
  
PART-TIME EMPLOYEES work less than 35 hours each week.  
  
SEASONAL EMPLOYEES perform a job for a specified time, normally less than one year.  
In addition to the preceding categories, employees are also categorized as "exempt" or "non-exempt."  
  
NON-EXEMPT EMPLOYEES are entitled to overtime pay as required by applicable federal and state law.  
  
EXEMPT EMPLOYEES are not entitled to overtime pay and may also be exempt from minimum wage 
requirements pursuant to applicable federal and state laws. SALARY-EXEMPT employees are required to 
track their time on a time clock for the Probationary Period of 90 days. 
  
Upon hire, your supervisor will notify you of your employment classification.  
 
Immigration Reform and Control Act  
  
In compliance with the federal Immigration Reform and Control Act of 1986 (IRCA), as amended, and any 
state law requirements, if applicable, our company is committed to employing only individuals who are 
authorized to work in the United States.  
  
Each new employee, as a condition of employment, must complete the Employment Eligibility Verification 
Form I-9 and present documentation establishing identity and employment eligibility.  
  
If an employee is authorized to work in this country for a limited time, the individual will be required to submit 
proof of renewed employment eligibility prior to expiration of that period to remain employed by the 
company.  



New Employee Orientation  
  
Upon joining our company, you were given this copy of our Employee Handbook.  After reading this 
Employee Handbook, please sign the receipt page and return it to your supervisor.  You will be asked to 
complete personnel, payroll and benefit forms.   
  
If you lose your Employee Handbook or if it becomes damaged in any way, please notify your supervisor 
as soon as possible to obtain a replacement copy.  
  
Your supervisor is responsible for the operations of your department.  (S)he is a good source of information 
about the company and your job.   

Talk to Us  
  
We encourage you to bring your questions, suggestions and complaints to our attention.  We will carefully 
consider each of these in our continuing effort to improve operations.  
  
If you feel you have a problem, present the situation to your supervisor so that the problem can be settled 
by examination and discussion of the facts.  We hope that your supervisor can satisfactorily resolve most 
matters.  
  
If you still have questions after meeting with your supervisor or if you would like further clarification on the 
matter, request a meeting with the human resources representative.  (S)he will review the issues and meet 
with you to discuss possible solutions.  
Your suggestions and comments on any subject are important, and we encourage you to take every 
opportunity to discuss them with us.  Your job will not be adversely affected in any way because you choose 
to use this procedure.  
  
If at any time you do not feel comfortable speaking with your supervisor or the next level of management, 
discuss your concern with any other member of management with whom you feel comfortable.  
  
  
Recording Your Time  
  
All employees must record their hours on a time clock.  Punch your timecard at the beginning and end of 
your shift and for your meal break.  Do not punch your card more than five minutes before the beginning or 
after the end of your shift.  You are expected to work until the end of your shift.  Do not punch the card of 
another employee under any circumstances.  
  
All employees subject to this policy are required to accurately record all time worked.  
  
The workweek starts on Sunday and ends on Saturday.  



 
 
Paycheck Deductions  
  
The company is required by law to make certain deductions from your paycheck each pay period.  Such 
deductions typically include federal and state taxes and Social Security (FICA) taxes.  Depending on the 
state in which you are employed and the benefits you choose, there may be additional deductions.  All 
deductions and the amount of the deductions are listed on your pay stub.  These deductions are totaled 
each year for you on your Form W-2, Wage and Tax Statement.  
  
It is the policy of the company that exempt employees' pay will not be “docked,” or subject to deductions, in 
violation of salary pay rules issued by the United States Department of Labor and any corresponding rules 
issued by the state government, as applicable.  However, the company may make deductions from 
employees' salaries in a way that is permitted under federal and state wage and hour rules.  Employees 
will be reimbursed in full for any isolated, inadvertent, or improper deductions, as defined by law.  
  
Thus, exempt employees may be subject to the following salary deductions, except where prohibited by 
state law, but only for the following reasons:  

  
Absences of one or more full days for personal reasons, other than sickness or disability; or  
Absences of one or more full days due to sickness or disability, if there is a plan, policy, or practice 

providing replacement compensation for such absences; or  
Absences of one or more full days before eligibility under such a plan, policy, or practice or after 

replacement compensation for such absences has been exhausted; or  
Suspensions of one or more full days for violations of safety rules of major significance; or  
Suspensions of one or more full days for violations of written workplace conduct rules, such as rules 

against sexual harassment and workplace violence; or  
Payment of actual time worked in the first and last weeks of employment, resulting in a proportional 

rate of an employee's full salary; or  
Any unpaid leave taken under the Family and Medical Leave Act; or Negative 
paid-time-off balances, in whole-day increments only.  

  
If questions or concerns about any pay deductions arise, employees may discuss and resolve them with 
the Human Resources Department.  
  
 
Garnishment/Child Support  
  
When an employee's wages are garnished by a court order, our company is legally bound to withhold the 
amount indicated in the garnishment order from the employee's paycheck.  Our company will, however, 
honor applicable federal and state guidelines that protect a certain amount of an employee's income from 
being subject to garnishment.  

Performance Reviews  
  
To maintain our leadership position in the market, efficiency and performance of all team members are 
essential components of our success. In this perspective, performance evaluations will be conducted each 
year, and to ensure that employees can achieve their goals. Additional meetings may be held if necessary. 



It goes without saying that wage increases are intimately linked to the performance of the company and the 
individual.  
  
Furthermore, the established salary structure reflects our equity plan and the maintenance of this program.  

Overtime  
  
There may be times when you will need to work overtime so that we may meet the needs of our residents.  
Although you will be given advance notice when feasible, this is not always possible.  Non-exempt 
employees must have all overtime approved in advance by their supervisor.  
  
Non-exempt employees will be paid at a rate of time and one-half their regular hourly rate for hours worked 
more than 40 hours in a workweek, unless state law provides a greater benefit in which case, we will comply 
with the state law.  
  
Only actual hours worked count toward computing weekly overtime.  
  
If you have any questions concerning overtime pay, check with human resources.  
  
  
  
Employee Benefits  
  
Our company has developed a comprehensive set of employee benefit programs to supplement our 
employees' regular wages.  Our benefits represent a hidden value of additional income to our employees.  
  
This Employee Handbook describes the current benefit plans maintained by the company.  Refer to the 
actual plan documents and summary plan descriptions if you have specific questions regarding the benefit 
plan.   
  
The company reserves the right to modify its benefits at any time.  We will keep you informed of any 
changes.  
 
Holidays  
  
The following days are general holidays with pay for all employees who have not been absent from work 
without permission from their supervisor or without justification, the working day preceding or following the 
holiday:  

  
New Years Day  
Memorial Day  
July 4th  
Labor Day  
Thanksgiving Day  
Christmas Day  

  
All holiday pay is for hourly and/or salary employees; temp hire or commission-based employees are not 
entitled to holiday pay. No Holiday pay will be allotted to employees during their 90-day probationary period. 



Paid Time Off (PTO)  
  
PTO benefits are offered to regular full-time employees that have completed twelve (12) months of 
continuous employment with the company.  PTO pay must be requested at least two weeks in advance for 
your department to make scheduling arrangements.  Every effort will be made to allow the employee the 
time that he/she has requested.  
  

Period of continuous service  Number of days  
1 Year Anniversary  40 Hours  
2 Years to 4 Years  80 Hours  
5 years and more  120 Hours  

  
It should be noted that PTO days cannot be accumulated from one year to another or cashed in for money.  
PTO time is not on an accrual basis, it will be recorded annually on your anniversary date as it is earned.  
All PTO pay is for hourly and/ or salary employees; temp hire or commission-based employees are not 
entitled to vacation pay. No PTO will be allotted to employees during their 90-day probationary period. 

Sick Days  
  
The company provides one hour for every thirty hours worked for sick days, not to exceed 40 hours per 
calendar year. They are used for any absence related to a planned medical, illness or other absence 
authorized under this manual. The employee must notify his supervisor as soon as possible of any absence. 
An absence of more than three days must be justified by a medical note. Any unused sick days do not carry 
forward to the following calendar year. All sick pay is for hourly and/ or salary employees; temp hire or 
commission-based employees are not entitled to sick pay.    
 
Employee Rental Rate Benefits  
  
All Gama Enterprises LLC: Team GAMA employees are entitled to live in any of the residential buildings 
owned and managed by the company and can take advantage of a reduction in the market rental rate for 
the unit that they have leased. For more information, please contact the human resources manager.  

Jury Duty  
  
Employees summoned for jury duty are granted an unpaid leave to serve.  
  
Exempt employees may be provided time off with pay when necessary to comply with state and federal 
wage and hour laws.  
  
We reserve the right to request proof of jury service issued by the Court upon return. Plan with the human 
resource manager as soon as you receive your summons.  
  
We expect you to return to your job if you are excused from jury duty during your regular working hours.  



Voting Leave  
  
Our company believes that every employee should have the opportunity to vote in any state or federal 
election, general primary or special primary.  Any employee whose work schedule does not provide him or 
her three consecutive hours either between the opening of the polls and the beginning of his or her shift or 
between the end of his or her shift and the close of the polls will be allowed to take time off without a 
deduction in pay to vote.  We reserve the right to select the hours you are excused to vote.  
  
You must notify the human resource manager of the need for voting leave at least one day before Election 
Day.  When you return from voting leave, you must present a voter’s receipt to the human resource manager 
as soon as possible.  
 
Military Leave  
  
Employees who are required to fulfill military obligations in any branch of the Armed Forces of the United 
States or in state military service will be given the necessary time off and reinstated in accordance with 
federal and state law.  
  
The time off will be unpaid, except where state law dictates otherwise.  Exempt employees may be provided 
time off with pay when necessary to comply with state and federal wage and hour laws.  
  
Accrued vacation may be used for this leave if the employee chooses.  Military orders should be presented 
to the human resource manager and arrangements for leave made as early as possible before departure.  
Employees are required to give advance notice of their service obligations to the company unless military 
necessity makes this impossible.  You must notify the human resource manager of your intent to return to 
employment based on requirements of the law.  Your benefits cost may continue to accrue during the period 
of leave in accordance with state and federal law.  
  
Additional information regarding military leaves may be obtained from the human resource manager.  
  
  
 Bereavement Leave  
  
The employee is entitled to two days of paid leave upon the death or funeral of his spouse, child (or the 
spouse), father, mother, brother or sister. He may also be absent for four additional consecutive days without 
pay for this reason.   
  
 
COBRA  
  
You and your covered dependents will have the opportunity to continue medical benefits for a period of up 
to 18 months under the provisions of the Consolidated Omnibus Budget Reconciliation Act (COBRA) when 
group medical coverage for you and your covered dependents would otherwise end due to your death or 
because:  
  

• your employment terminates, for a reason other than gross misconduct; or  
• your employment status changes due to a reduction in hours; or  
• your child ceases to be a "dependent child" under the terms of the medical plan; or •  you 

become divorced or legally separated; or  
• you become entitled to Medicare.  

  



In the event of divorce, legal separation, or a child’s loss of dependent status, you or a family member must 
notify the plan administrator within 45 days of the occurrence of the event.  
  
The plan administrator will notify the individuals eligible for continuation coverage of their right to elect 
COBRA continuation coverage.  
  
For more information regarding COBRA, you may contact the human resource manager.  

Social Security  
  
During your employment, you and the company both contribute funds to the federal government to support 
the Social Security program.  This program is intended to provide you with retirement benefit payments and 
medical coverage once you reach retirement age.  

Unemployment Insurance  
  
Upon separation from employment, you may be entitled to state and federal unemployment insurance 
benefits.  Information about unemployment insurance can be obtained from the human resource manager.  

Workers’ Compensation  
  
On-the-job injuries are covered by our Workers’ Compensation insurance policy.  This insurance is provided 
at no cost to you.  If you are injured on the job, no matter how slightly, report the incident immediately to the 
human resource manager.  Consistent with applicable state law, failure to report an injury within a 
reasonable period could jeopardize your claim.  We ask for your assistance in alerting management to any 
condition that could lead to or contribute to an employee accident. You are required to be drug tested upon 
arrival at the health care facility when you seek treatment. 
  
  
  
Attendance and Punctuality  
  
An employee must notify his supervisor as soon as possible of any delay or absence. Any delay will cause 
a salary adjustment accordingly.    

Health and Safety at Work  
  
Any failure in this respect is subject to disciplinary action at the employer's discretion depending on the 
seriousness of the misconduct. This applies to the employee who:  



  
• makes a false statement concerning a work accident.  
• does not relate to the faster his immediate supervisor any injury or illness occurring at work, 

regardless of severity.  
• does not use personal protective equipment required in carrying out its duties.  
• uses a piece of equipment, apparatus or tool for another purpose than that to which it is intended, 

or while he is in poor condition, or where the existing guards are in place, or without respect 
operating instructions as well as the mode of operation.  

 
Alcohol and Drugs  
  
Any failure in this respect is subject to disciplinary action at the employer's discretion depending on the 
seriousness of the misconduct. This applies to the employee who:  
  

• reports to work under the influence of alcohol or drugs so that job performance can be decreased 
or that his safety or that of other employees may be jeopardized.  

• possesses, consumes or trafficked in drugs or alcohol in the workplace.  
  
Documents  
  
Any failure in this respect is subject to disciplinary action at the employer's discretion depending on the 
seriousness of the misconduct. This applies to the employee who:  
  

• made a false statement or omission essential to his work during his employment or during 
employment.  

• deteriorates, modifies or removes any notice or document from the employer on notice boards; post 
a notice or document without prior permission of the employer.  

  
Insubordination or Misconduct  
  
The insubordination or misconduct is liable to disciplinary action at the discretion of the employer depending 
on the severity of the misconduct. This applies to the employee who:  
  

• does not comply with the orders, directives or instructions written or oral legitimate  
• unnecessarily delays the execution of work entrusted to him or that of other employees; fulfills his 

duties in a negligent manner  
• wastes materials or supplies  
• attacks an employee or threatens to do so.  
• makes threats to an employee or attempts to intimidate.  
• departs, by his language or actions, good order.  
• causes damage to the equipment or products by negligence or failure to follow instructions or 

guidelines.  
• encourages, promotes or facilitates an exception to the rules or other directives, orders, instructions 

written or oral legitimate.  
  
Example of Serious Misconduct  
  
Misconduct is liable to disciplinary action which may be severe even in immediate dismissal. This applies 
to the employee who:  
  

• destroys or damages intentionally or negligently, any property of the employer  
• reveals confidential information without the consent of the employer.  



• insults, harasses, threatens an employee or a superior.  
• causes damage to equipment or products through negligence or failure to follow instructions or 

guidelines.  
• fights on workplace.  
• falsifies procedures or reports belonging to the company.  
• uses offensive language or offensive gestures towards an employee or a member of management.  

  
Theft or Fraud  
  
Fraud or theft leads to immediate dismissal. This applies to the employee who:  
  

• appropriates, obtains or uses for personal, any property or service owned or leased by the 
employer.  

• obtained, directly or indirectly by the employer any money or benefit to which he is not entitled.  
• falsifies information on his timesheet.  
• advances or uses a timecard of another employee or falsifies information on his own card.  

  
 
Miscellaneous   
  
The various types of offences result in different consequences. The goal of the employer is to take the 
appropriate disciplinary action in each individual case.   
  
The list of previous offences is not exhaustive, and an employee may be disciplined for other shortcomings.   
  
The opinions are given by the supervisor, production manager, head of human resources or management.  
The offending employee has the chance to explain when the imposition of the disciplinary measure is put 
in place and give his point of view and / or motive for the alleged misconduct.  
   
Business Hours  
  
Because of the nature of our business, your work schedule may vary depending on your job.  Our normal 
business hours are 8:00 a.m. to 5:00 p.m., Monday through Friday at our business office locations, and 
5:30 a.m. to 5:30 p.m. at our service locations.  Check with the human resource manager if you have 
questions about your hours of work.  

Access to Personnel Files  
  
Upon request, you may inspect your own personnel file once each year.  Inspections will be held on 
company premises in the presence of a company official.  Contact the human resource manager to arrange 
a time to view these records.  You will be permitted to review and copy records related to your qualification 
for employment, compensation and disciplinary action.  You are not permitted access to any letter of 
reference maintained by the company.  If you disagree with the accuracy of any statement in the records 
and no correction can be agreed upon, you may submit an explanatory statement, which will be attached 
to the records.  
  
For more information, contact the human resource manager.  



Resident and Public Relations  
  
Our company's reputation is built on excellent service and quality work.  Maintaining this reputation requires 
the active participation of every employee.  
  
The opinions and attitudes that residents have toward our company may be determined for a long period of 
time by the actions of one employee.  It is sometimes easy to take a resident for granted, but if we do we 
run the risk of losing not only that resident, but his or her associates, friends or family who may also be 
residents or prospective residents.  
  
Each employee must be sensitive to the importance of providing courteous treatment in all working 
relationships.  

Solicitation and Distribution  
  
To avoid unnecessary annoyances and work interruptions, solicitation by an employee of another employee 
is prohibited while either person is on working time.  
  
Employee distribution of literature, including handbills, in work areas during the work hours of any employee 
involved is prohibited.  
  
Trespassing, soliciting or distribution of literature by non-employees on these premises is always prohibited. 
  
Changes in Personal Data  
  
To aid you and/or your family in matters of personal emergency, we need to maintain up-to-date information.  
  
Changes in name, address, telephone number, marital status, number of dependents or changes in next of 
kin and/or beneficiaries should be given to the human resource manager promptly.  

Care of Equipment  
  
You are expected to demonstrate proper care when using the company's property and equipment.  No 
property may be removed from the premises without the proper authorization of management.  If you lose, 
break or damage any property, report it to the human resource manager at once. Employees are prohibited 
from using their own equipment during their workday. 

Cash Reporting  
  
The Internal Revenue Service (IRS) has established cash reporting laws and regulations, with which all 
employees must comply.  The cash reporting regulations require that a trade or business file Form 8300 
with the IRS when they receive more than $10,000 in cash from a resident, client, or customer.  Also, the 



company must provide a written statement to each person who has been identified on a Form 8300 on or 
before January 31 of the following calendar year in which the return was filed.  
  
The company prohibits employees from discussing cash reporting requirements with any resident, client, or 
customer.  If someone raises a question about these requirements, contact the human resource manager 
for further assistance.  Employees are also prohibited from structuring any transaction with a resident, client, 
or customer as a means to avoid the IRS cash reporting requirements.  Structuring transactions to avoid 
IRS' requirements or taking money known to have been derived from illegal activities may constitute a 
violation of federal law and could result in criminal penalties, including fines and jail terms.  
  
If you have any questions regarding the cash reporting laws, ask the human resource manager or other 
appropriate management personnel.  
  
A violation of this policy by an employee can result in disciplinary action, up to and including discharge.  

Acceptable Use of Electronic Communications  
  

 

This policy is designed to guide staff in appropriate and 
ethical use of the computer network. For purposes of this 
policy, the term "computer network" includes, without 
limitation, computers, services, "Internet/Intranet / Extranet" 
and the internal and / or external e-mails. 
 

 

 

 
RESTRICTED USE  
  
As the Team GAMA computer network is a tool for staff, its use should be limited to activities related to 
work. In this regard, it is essential that all users comply with the rules of licensed software, copyright and 
confidentiality of personal information which they have access to.  
  
Similarly, the use of email and Internet searches (WEB), during working hours should be limited to the 
purposes of work.  
  
PROHIBITED ACTIVITIES  
  
Staff members may not use the computer network for propaganda purposes, to send jokes to play games 
of chance or betting, to indulge in illegal activities, to create or distribute chain letters, to subscribe to mailing 
lists not related to work and to access, view, create, upload, transmit or distribute material that is 
pornographic, hateful, racist or offensive to a person or group of persons.  



  
No staff member shall use the computer network to download or distribute software or data unrelated to 
work. Similarly, no user shall, without permission from a director, a supervisor or a computer consultant, 
install itself or download any type of program or software.  
  
CONFIDENTIALITY  
  
Staff members may not use the User IDs or passwords belonging to someone else, or disclose a code or 
password, including his own, for purposes other than work.  
  
No user shall, without permission from a manager or supervisor, disable, destroy or circumvent any security 
measures or monitoring that is put in place to protect the computer network and / or control of use.  
  
Nobody can, without the authorization of a manager or a supervisor, access files from another staff member 
except for documents contained in the shared files intended for this purpose on the network.  
  
RIGHT OF ACCESS  
  
The computer network as owned by Team GAMA reserves the right to use a router or plotter to conduct 
surveillance of electronic communication made from its network and to check the files of a member of staff 
regardless of their location, the name of or contents of these files.  
  
VIRUSES AND ILLEGAL CHANGES  
  
Any appearance of a virus in the computer network should be reported to the computer network manager.  
  
It is strictly prohibited to introduce, pass, transmit or spread a virus or make any form of illegal alteration of 
the network.  
  
 
PERSONAL USE  
  
The use of the computer network for research purposes or personal email, transmission of messages of 
general interest not related to work or of jokes, pictures, etc., should be conducted, unless authorized for 
this particular purpose, outside of working hours.  
  
Any use of the network for personal use, even if previously authorized and even if it takes place outside 
working hours, must meet the criteria listed above for privacy, right access, viruses, tampering and illegal 
or prohibited activities.  

Social Media  
  
The company has in place policies that govern use of its own electronic communication systems, 
equipment, and resources which employees must follow.  The company may also have an interest in your 
electronic communications with co-workers, residents, vendors, suppliers, competitors, and the public on 
your own time.  Inappropriate communications, even if made on your own time using your own resources, 
may be grounds for discipline up to and including immediate termination.  We encourage you to use good 
judgment when communicating via blogs, online chat rooms, networking internet sites, social internet sites, 
and other electronic and non-electronic forums (collectively “social media”).  The following is a general and 
non-exhaustive list of guidelines you should keep in mind:  



  
1. Make it clear that the views expressed in social media are yours alone.  Do not purport to represent 

the views of the company in any fashion.  
  

2. Do not disclose confidential or proprietary information regarding the company or your co-workers.  
Use of copyrighted or trademarked company information, trade secrets, or other sensitive 
information may subject you to legal action.  If you have any doubt about whether it is proper to 
disclose information, please discuss it with the human resource manager.  

  
3. Do not disclose information that could subject the company to legal liability.  Data about certain 

financial transactions, information about medical and health records, and other disclosures may be 
restricted by state or federal laws.  If the company is subjected to government investigation or 
financial liability based on your disclosures, the company may seek to hold you personally 
responsible.  

  
4. Do not use company logos, trademarks, or other symbols in social media.  You may not use the 

company name to endorse, promote, denigrate or otherwise comment on any product, opinion, 
cause or person.  

  
5. Be respectful of the privacy and dignity of your co-workers.  Do not use or post photos of coworkers 

without their express consent.  
  

6. Harassing, obscene, defamatory, threatening, or other offensive content must be avoided.  
Harassing or discriminatory comments, particularly if made on the basis of gender, race, religion, 
age, national origin, or other protected characteristic, may be deemed inappropriate even if the 
company name is not mentioned.  If social media communications in any way may adversely affect 
your relationships at work or violate company policy, you may be subject to discipline up to and 
including immediate termination under various company policies.  

  
7. Ensure that engaging in social media does not interfere with your work commitments.  

  
8. Social media and similar communications have the potential to reflect on both you and the 

company.  We hope that you will show respect for our employees, residents, affiliates and 
competitors.  

  
  
Dress Policy  
  
Employees represent the company. For this reason, the leadership of Gama Enterprises LLC; Team GAMA 
are expected to dress properly considering the nature of their position. If you have questions about this, 
please contact your supervisor. If you are provided uniforms, they must be worn during working hours, and 
in good condition.   
  
  
Protecting Company Information  
  
Protecting our company's information is the responsibility of every employee, and we all share a common 
interest in making sure information is not improperly or accidentally disclosed.  Do not discuss the 
company's confidential business with anyone who does not work for us.  
  



All telephone calls regarding a current or former employee's position/compensation with our company must 
be forwarded to the human resource manager. The company's address shall not be used for the receipt of 
personal mail.  
  

Conflict of Interest/Code of Ethics  
  
A company's reputation for integrity is its most valuable asset and is directly related to the conduct of its 
officers and other employees.  Therefore, employees must never use their positions with the company, or 
any of its residents, for private gain, to advance personal interests or to obtain favors or benefits for 
themselves, members of their families or any other individuals, corporations or business entities.  
  
The company adheres to the highest legal and ethical standards applicable in our business.  The company's 
business is conducted in strict observance of both the letter and spirit of all applicable laws and the integrity 
of each employee is of utmost importance.  
  
Employees of the company shall conduct their personal affairs such that their duties and responsibilities to 
the company are not jeopardized and/or legal questions do not arise with respect to their association or 
work with the company.  

Parking  
  
Free parking facilities are available to employees.  You are required to park within the designated areas.  
  
The company is not responsible for loss, damage or theft of your vehicle.  Therefore, we suggest that you 
lock your car doors.  
 
Cellular Telephones  
  
Cellular telephone use by employees is completely at the discretion of your immediate supervisor.  Personal 
cellular telephone use is prohibited without the expressed permission of your immediate supervisor.  
Violation of this policy may result in termination.  

Contact with the Media  
  
All media inquiries regarding the company and its operations must be referred to the human resource 
manager.  Only the human resource manager is authorized to make or approve public statements on behalf 
of the company.  No employees, unless specifically designated by the human resource manager, are 
authorized to make statements on behalf of or as a representative of the company.  



Recording Devices in the Workplace  
  
Employees are prohibited from having any form of recording or photography device in the workplace and 
from recording or photographing fellow employees in the workplace or during working time.  Violations of 
this policy may result in discipline (including the possibility of discharge), immediate removal of the recording 
device and/or the employee from the workplace, and retention of the recording device for inspection by the 
company and/or legal authorities.  Limited exceptions will apply when the employee in possession of the 
recording device has been provided advance written authorization to use the recording device by an 
authorized member of company management and the recording device is being used in an authorized 
manner to further company business.  
  
Prohibited “recording devices” under this policy include but are not limited to cameras, camcorders, video 
devices, picture or video capable cellular telephones, cassette recorders, and digital voice or image 
recorders.  Cellular telephones, PDAs, MP3 and DVD devices, portable computers, and other devices are 
covered if they are equipped with any device or technology that has the capability to record images or 
sounds.  This prohibition applies irrespective of whether the recording capability is activated or not.  

If You Must Leave Us  
  
Should you decide to leave your employment with us, we ask that you provide the human resource manager 
with at least two weeks' advance notice.  Your thoughtfulness is appreciated and will be noted favorably 
should you ever wish to reapply for employment with the company.  
  
Our company does not provide a "letter of reference" to former employees.  Generally, we will confirm upon 
request our employees' dates of employment, salary history, and job title.  
  
Additionally, all resigning employees should complete a brief exit interview prior to leaving.  All company 
property, including this Employee Handbook, must be returned upon discharge.  Otherwise, the company 
may take action to recoup any replacement costs and/or seek the return of company property through 
appropriate legal recourse.  
  
You should notify the company if your address changes during the calendar year in which discharge occurs 
so that your tax information will be sent to the proper address.  
  
Safety in the Workplace  
  
Team GAMA offers a safe working environment for its staff. We take our responsibilities seriously, so we 
are actively involved in the prevention of occupational accidents and occupational diseases. We believe it 
is all our responsibility to ensure that workplaces are safe. Therefore, we invite you to send us any 
suggestions for improving your workstation and we ask you to report any dangerous situation to your 
supervisor. The danger is sometimes related to methods of work.... Be careful!  
  
General Guidelines  
  
Report immediately to the supervisor any injury or discomfort experienced at work.  
  
Report immediately to the supervisor any threat to one’s security or that of others.  
  
Keep the workplace clean and tidy.  



  
Read labels and material safety data sheets when using a product.  
  
Use mechanisms available to you for lifting. If you must do it manually, use this safe technique:  
  
Plan Your Move  
  
Make sure you are in a comfortable position.  
  
Lift the object smoothly by keeping the load close to body.  
  
Avoid twisting your body while lifting.  
  
Ask for help when needed.  
 
Machines, Tools and Other Equipment (where applicable)  
  
Put your tools/equipment back in their proper place after use, carefully.  
  
Report any defective tools or equipment to your supervisor immediately.  
  
Ensure that safety devices are installed on machinery and tools.  
  
Stop the machine and lock actuators or power before cleaning, oiling, repairing or adjusting.  
  
The compressed gas cylinders which are not on a mobile cart must remain attached and equipped with a 
protective valve, whether full or empty.  
  
Do not operate the equipment for which you have not obtained permission.  
  
Fire Protections  
  
The premises and electrical panels must always be accessible and free of storage.  
  
Fire extinguishers must remain affixed to the wall and should always be accessible.  
  
Memorize the locations of emergency exits and extinguishers.  
  
The metal containers containing flammable materials (examples: varasol, gasoline, oily rag) must be fitted 
with an airtight lid.  
  
Prohibitions  
It is prohibited to run, throw objects or to push and shove with coworkers.  
  
No person shall bring or consume alcoholic beverages or drugs in the workplace.  
  
Never use compressed air to dust off your clothes.  
  
Procedure In Case of a Work Accident  
  
Notify your immediate supervisor (on site), immediately after the accident occurs, to receive, if necessary, 
first aid and to complete the accident report.  



  
Return to your normal work if your condition allows. Otherwise, management will transport you to the 
hospital.  
  
If you must leave the facility, please inform your supervisor.  
  
You must provide a medical report for each meeting with the doctor and bring it to your supervisor 
immediately after the meeting to track the evolution of your injury.  
  
To prevent accidents and incidents, an investigation and analysis is carried out quickly to establish the 
causes and make necessary corrections. The presence of the injured worker is required, if possible.  
  
Your presence is also required at times to keep track of your file.  
  
We ask for your cooperation in following this procedure and we count on you attitude to work safely, to avoid 
accidents.  

Each Employee's Responsibility  
  
Safety can only be achieved through teamwork at our company.  Each employee, supervisor and manager 
must practice safety awareness by thinking defensively, anticipating unsafe situations and reporting unsafe 
conditions immediately.  
  
Please observe the following precautions:  
  

1. Notify the human resource manager of any emergency.  If you are injured or become sick at work, 
no matter how slightly, you must inform the human resource manager immediately.  

  
2. The use of alcoholic beverages or illegal substances during working hours will not be tolerated.  

The possession of alcoholic beverages or illegal substances on the company's property is 
forbidden.  

  
3. Use, adjust and repair machines and equipment only if you are trained and qualified.  

  
4. Know the proper lifting procedures.  Get help when lifting or pushing heavy objects.  

  
5. Understand your job fully and follow instructions.  If you are not sure of the safe procedure, don't 

guess; just ask the human resource manager.  
6. Know the locations, contents and use of first aid and firefighting equipment.  

  
7. Wear personal protective equipment in accordance with the job you are performing.  

  
A violation of a safety precaution is in itself an unsafe act.  A violation may lead to disciplinary action, up to 
and including discharge.  



Workplace Violence  
  
Violence by an employee or anyone else against an employee, supervisor or member of management will 
not be tolerated.  The purpose of this policy is to minimize the potential risk of personal injuries to employees 
at work and to reduce the possibility of damage to company property in the event someone, for whatever 
reason, may be unhappy with a company decision or action by an employee or member of management.  
  
If you receive or overhear any threatening communications from an employee or outside third party, report 
it to the human resource manager at once.  Do not engage in either physical or verbal confrontation with a 
potentially violent individual.  If you encounter an individual who is threatening immediate harm to an 
employee or visitor to our premises, contact an emergency agency (such as 911) immediately.  
  
All reports of work-related threats will be kept confidential to the extent possible, investigated and 
documented.  Employees are expected to report and participate in an investigation of any suspected or 
actual cases of workplace violence and will not be subjected to disciplinary consequences for such reports 
or cooperation.  
  
Violations of this policy, including your failure to report or fully cooperate in the company's investigation, 
may result in disciplinary action, up to and including discharge.  

Workplace Searches  
  
To protect the property and to ensure the safety of all employees, residents and the company, the company 
reserves the right to conduct personal searches consistent with state law, and to inspect any packages, 
parcels, purses, handbags, briefcases, lunch boxes or any other possessions or articles carried to and from 
the company's property.  In addition, the company reserves the right to search any employee's office, desk, 
files, locker, equipment or any other area or article on our premises.  In this regard, it should be noted that 
all offices, desks, files, lockers, equipment, etc. are the property of the company, and are issued for the use 
of employees only during their employment.  Inspection may be conducted at any time at the discretion of 
the company.  
  
Persons entering the premises who refuse to cooperate in an inspection conducted pursuant to this policy 
may not be permitted to enter the premises.  Employees working on or entering or leaving the premises 
who refuse to cooperate in an inspection, as well as employees who after the inspection are believed to be 
in possession of stolen property or illegal substances, will be subject to disciplinary action, up to and 
including discharge, if upon investigation they are found to be in violation of the company's security 
procedures or any other company rules and regulations.  
 
Good Housekeeping  
  
Good work habits and a neat place to work are essential for job safety and efficiency.  You are expected to 
keep your place of work always organized and materials in good order.  Report anything that needs repair 
or replacement to the human resource manager.  



 
Smoking in the Workplace  
  
Smoking is not permitted on company premises.  

No Weapons in the Workplace  
  
Possession, use or sale of weapons, firearms or explosives on work premises, while operating company 
machinery, equipment or vehicles for work-related purposes or while engaged in company business off 
premises is forbidden except where expressly authorized by the company and permitted by state and local 
laws.  This policy applies to all employees, including but not limited to, those who have a valid permit to 
carry a firearm.  This policy does not apply to firearms stored in the employee's locked motor vehicle.  
  
Employees who are aware of violations or threats of violations of this policy are required to report such 
violations or threats of violations to the human resource manager immediately.  
  
Violations of this policy will result in disciplinary action, up to and including discharge.  

Substance Abuse  
  
The company has vital interests in ensuring a safe, healthy and efficient working environment for our 
employees, their co-workers and the residents we serve.  The unlawful or improper presence or use of 
controlled substances or alcohol in the workplace presents a danger to everyone.  For these reasons, we 
have established as a condition of employment and continued employment with the company the following 
substance abuse policy.  
  
Employees are prohibited from reporting to work or working while using illegal or unauthorized substances.  
Employees are prohibited from reporting to work or working when the employee uses any controlled 
substance, except when the use is pursuant to a doctor's orders and the doctor advised the employee that 
the substance does not adversely affect the employee's ability to safely perform his or her job duties.  
  
In addition, employees are prohibited from engaging in the unlawful or unauthorized manufacture, 
distribution, sale or possession of illegal or unauthorized substances and alcohol in the workplace including: 
on company paid time, on company premises, in company vehicles, or while engaged in company activities.  
Our employees are also prohibited from reporting for duty or remaining on duty with any alcohol in their 
systems.  Employees are further prohibited from consuming alcohol during working hours, including meal 
and break periods.  
  
Your employment or continued employment with the company is conditioned upon your full compliance with 
the foregoing substance abuse policy.  Any violation of this policy may result in disciplinary action, up to and 
including discharge.  
  
Consistent with its fair employment policy, the company maintains a policy of non-discrimination and 
reasonable accommodation with respect to recovering addicts and alcoholics, and those having a medical 
history reflecting treatment for substance abuse conditions.  We encourage employees to seek assistance 
before their substance or alcohol use renders them unable to perform their essential job functions or 



jeopardizes the health and safety of themselves or others.  The company will attempt to assist its employees 
through referrals to rehabilitation, appropriate leaves of absence and other measures consistent with the 
company's policies and applicable federal, state or local laws.  
  
The company further reserves the right to take all appropriate and lawful actions necessary to enforce this 
substance abuse policy including, but not limited to, the inspection of company issued lockers, desks or 
other suspected areas of concealment, as well as an employee's personal property when the company has 
reasonable suspicion to believe that the employee has violated this substance abuse policy.  
  
This policy represents management guidelines.  For more information, please speak to the human resource 
manager.  
  
  
  
Receipt of Employee Handbook and Employment-At-Will Statement  
  
This is to acknowledge that I have received a copy of the Team GAMA Employee Handbook, and I 
understand that it contains information about the employment policies and practices of the company.  I 
agree to read and comply with this Employee Handbook.  I understand that the policies outlined in this 
Employee Handbook are management guidelines only, which in a developing business will require changes 
from time to time.  I understand that the company retains the right to make decisions involving employment 
as needed to conduct its work in a manner that is beneficial to the employees and the company.  I 
understand that this Employee Handbook supersedes and replaces all prior Employee Handbooks and any 
inconsistent verbal or written policy statements.  
  
I understand that except for the policy of at-will employment, which can only be changed by the human 
resources representative of the company in a signed written contract, the company reserves the right to 
revise, delete and add to the provisions of this Employee Handbook at any time without further notice.  All 
such revisions, deletions or additions to the Employee Handbook will be in writing and will be signed by the 
human resources representative of the company.  I understand that no oral statements or representations 
can change the provisions of this Employee Handbook.  
  
I understand that this Employee Handbook is not intended to create contractual obligations with respect to 
any matters it covers and that the Employee Handbook does not create a contract guaranteeing that I will 
be employed for any specific time.  
  
THIS COMPANY IS AN AT-WILL EMPLOYER.  THIS MEANS THAT REGARDLESS OF ANY PROVISION 
IN THIS EMPLOYEE HANDBOOK, THE COMPANY OR I MAY TERMINATE THE EMPLOYMENT 
RELATIONSHIP AT ANY TIME, FOR ANY REASON, WITH OR WITHOUT CAUSE OR NOTICE.  
NOTHING IN THIS EMPLOYEE HANDBOOK OR IN ANY DOCUMENT OR STATEMENT,  
WRITTEN OR ORAL, SHALL LIMIT THE RIGHT TO TERMINATE EMPLOYMENT AT-WILL.  NO 
OFFICER, EMPLOYEE OR REPRESENTATIVE OF THE COMPANY IS AUTHORIZED TO ENTER INTO 
AN AGREEMENT—EXPRESS OR IMPLIED—WITH ME OR ANY EMPLOYEE FOR EMPLOYMENT FOR 
A SPECIFIED PERIOD OF TIME UNLESS SUCH AN AGREEMENT IS IN A WRITTEN CONTRACT 
SIGNED BY THE HUMAN RESOURCES REPRESENTATIVE  OF THE COMPANY.  
  
I understand that this Employee Handbook refers to current benefit plans maintained by the company and 
that I must refer to the actual plan documents and summary plan descriptions as these documents are 
controlling.  
  
I have read and understand the Vacation Policy in this Employee Handbook.  
  
  Initials ________           Date ________  



  
I also understand that if a written contract is inconsistent with the Employee Handbook, the written contract 
is controlling. If I have questions regarding the content or interpretation of this Employee Handbook, I will 
ask my supervisor or a member of management.  
  
  
NAME _______________________________________  
  
DATE ________________________________________  
  
EMPLOYEE  
SIGNATURE __________________________________  
  
   


