The Keene Sentinel
Employee Handbook

Introduction
Welcome to The Keene Sentinel.
You are now an employee of The Keene Sentinel, the fifth oldest continuously published (under the same name) paper in the country.

In 1799, John Prentiss, a printer from Massachusetts, came to Keene to start the newspaper.  Since then, thousands of people have worked here, selling advertising, running presses, reporting and editing the news, managing the business side of things and delivering publications to an ever-expanding readership.  Whatever your particular job, you are part of a team of vigorous people working with this purpose:  To disseminate all sorts of information to people in southwestern New Hampshire, southeastern Vermont and parts of Massachusetts.

You are part of an enterprise that is in the public eye.  So, you, too, will be in the public eye.  It is a benefit as well as a burden, this role; your neighbors and friends will hold you responsible for both the “good” and the “bad” things they see in the paper.

It takes a special kind of person to handle this complex role and, at the same time, bring wit and enthusiasm and bright spirt to the job every day.  The sentinel has succeeded for more than two centuries by having such good people on staff.  You are now one of them!

------------------------------------------------------------------------------------------------------------------------------------------

Equal Opportunity Employer

The company is an equal opportunity employer and does not discriminate on the basis of race, color, religion, age, gender, sexual orientation, national origin or disability.  This equal opportunity policy extends to all aspects of the employment relationship, including compensation, promotions, job assignments, and discipline.  All other policies, such as employee benefits, are also administered on the basis of fair and equal treatment.
Parking Information

The parking lot next to The Keene Sentinel building is owned by St. George’s Greek Orthodox Church.  Parking there is allowed only through the payment of a monthly fee to the church.  There are a limited number of spaces and there is a waiting list.  All full time employees are automatically added to the list based on your date of hire.  You will be notified when your name reaches the top of the list.

Meter parking is also available in the Gilbo Avenue lot or by leasing a space from the City of Keene.

Bicycle

If you ride a bicycle, we have a designated area for you to store it.  You may not bring your bicycle into the building or block any entrance or exit.  It is your responsibility to ensure that your bicycle is locked and safely stored when using our facilities. 
DISABILITY AND EMERGENCY LEAVE BENEFITS

Paid Sick and Family Circumstances Leave

Sick Leave
Full-time employees who cannot work because of illness or accident will receive up to two weeks (ten (10) working days) sick leave with pay in a calendar year, but not more than one week five (5) working days) in connection with any one illness or accident.  Employees become eligible for paid sick leave after completion of three (3) full calendar months of full-time employment.  After completion of three (3) full calendar months of full-time employment, the employee is then credited with one (1) day of paid sick leave for each full calendar month of employment completed thus far in that calendar year and for each full calendar month remaining in that calendar year, up to a maximum of ten (10 days.  As of January 1, of each calendar year thereafter, the employee is credited with ten (10) days of paid sick leave.

Examples: An employee beginning full-time employment on November 20, 2020 would first become eligible for paid sick leave on March 1, 2021 and would be eligible on that March 1 for ten (10) days paid sick leave during the remainder of 2020.  A full-time employee hired on June 5, 2020 would become eligible on October 1, 2020 for six (6) days paid sick leave during the remainder of 2020  Each of these employees would be credited on January 1, 2021 with ten (10 days paid sick leave for use during the year 2018.

Full-time employees may elect to take as family circumstances leave some of the paid sick leave they are eligible for, as described below.

Family Circumstances Leave

During each calendar year, each full-time employee may elect to take as family circumstances leave with pay up to twenty (20) hours.  The amount of paid family circumstances leave used by an employee will be deducted from and will reduce the remaining amount of paid sick leave that the employee is eligible for in that year.
Paid family circumstances leave is available for emergency use and for planned use, as described in this paragraph.  Family circumstances leave is available for emergency use when an immediate family member is ill or when other unforeseen emergency circumstances prevent attendance at work.  It is also available for planned use in the following circumstances: to attend immediate-family medical appointments, to attend school conferences with a child’s teacher, administrator or other school official or to attend personal or immediate-family legal appointments, in each case where the appointment or conference cannot reasonably be scheduled for a time that is not during the employee’s scheduled working hours.  Permission to take such leave for planned use must be requested from the relevant department manager at least one (1) full business day prior to the day of the requested leave.   Unused family circumstances leave cannot be carried forward from one year to the next.  Employees do not receive compensation for unused family circumstances leave upon resignation, retirement or other termination.

For purposes of only the preceding paragraph, “immediate family” means a spouse or domestic partner, child, sibling, parent, parent-in-law or grandparent of the full-time employee and also includes any other person who is a dependent of the employee.

Work-Related Disability

Absence due to illness or accident related to work performed for the company is covered as provided by law under Worker’s Compensation, if the employee’s incapacity lasts more than seven (7) working days.  An employee is eligible for Worker’s Compensation benefits from the date she or he is hired.

All accidents, however minor, must be reported immediately to your supervisor, who is required to submit a report of the accident to the Business Office.

Not Work-Related Disability

Full-time employees who have completed at least three (3) full calendar months of continuous service are covered by a company self-funded program that provides indemnity payments for disability due to illness or accident not related to work performed for the company.

The coverage under this policy begins on the sixth (6th) working day of continuous absence from work and continues up to 26 weeks.  The employee receives a weekly indemnity of 70% of current base wage or salary, up to a maximum of $400.00 per week.  After the 26th week of disability, an employee may be eligible for Social Security benefits.

Unpaid Family/Medical Leave (FMLA)
Employees who have been employed for at least twelve (12) months and who have worked at least 1,250 hours over the previous twelve (12) months are entitled to up to a total of twelve (12) weeks of unpaid family/medical leave during a twelve-month period.  The first twelve-month period during which family/medical leave entitlement is measured begins when such leave is first taken.  Later periods begin when family/medical leave is again taken.  Family/medical leave may be taken for one or more of the following reasons:

· To care for the employee’s child after birth, or placement for adoption or foster care

· To care for the employee’s spouse, son or daughter, or parent, who has a serious health condition; and/or

· For a serious health condition that makes the employee unable to perform her or his job.

Employees must give at least a thirty (30) days advance written notice of the intended date on which family/medical leave is to commence unless such leave is not foreseeable, in which case the employee must give notice within two (2) days of the time when the employee learns of the need for family/medical leave.  The company has the right to require written medical certification from the health-care provider caring for the person who is the reason for the leave request, which shall specify the probable duration of the requested family/medical leave.

Employees must expend any and all paid sick or vacation leave (including family circumstances leave) available to them as part of their family/medical leave under this family/medical leave provision and any such paid leave shall be counted against their maximum family/medical leave entitlement under this family/medical leave provision.  Employees on family/medical leave may continue their group health insurance and benefits by paying the employee share of the premiums directly to the company on a monthly basis.  Family/medical leave shall otherwise be in accordance with the federal Family and Medical Leave Act and federal administrative regulations relating to that Act.

The above unpaid family/medical leave runs concurrently with the paid leaves described above in this “Disability and Emergency Leave Benefits” section.
Employee Discounts

· Free classified line ads are available to all full and part-time employees, provided that the ads are non-commercial and are used for the personal benefit of the employee and his/her immediate family.  For more information, consult the classified department.

· Free home delivery of The Keene Sentinel is available to all full-time and retired employees if they live within our circulation home delivery area – and an online subscription if they do not.
· All full-time employees are eligible to receive a 50% refund on obituaries placed in The Keene Sentinel upon filling out a leave of absence form and submitting it to the Business Office (expense must have been incurred by employee.)  Those obituaries subject to a refund will be for “immediate family” members only.  For the purpose of determining an immediate family this means a spouse or domestic partner, child, sibling, parent, parent-in-law or grandparent of the full-time employee.  It also includes the aunt, uncle, nephew, niece, brother-in-law or sister-in-law of a full-time employee if she or he was living in the home of the employee at the time of death.  In the case of multiple family members working at The Keene Sentinel, only one refund will be given per event.
Health Insurance
Each full-time employee who has completed one full calendar month of employment is eligible for health insurance.
The company pays a major portion of the premium for coverage of each full-time employee plus a portion of the costs of dependents’ coverage.


(PLEASE SEE YOUR POLICY FOR COMPLETE DETAILS OF COVERAGE)

According to the provisions of the Consolidated Omnibus Budget Reconciliation Act of 1985, the company does offer continuation of health coverage to employees and their dependents under certain termination-of-employment situations that formerly would have resulted in the termination of health coverage as well.

Situations covered:  Plan sponsors must provide each qualified beneficiary whose coverage would be lost because of a “qualifying event” with the chance to elect, within a certain time period, continuation coverage under the plan.  A qualifying event includes any of the following if it would normally result in the loss of coverage:  death of the covered employee; divorce or legal separation of the covered employee from the employee’s spouse; entitlement of the covered employee to benefits under Medicare; a dependent child losing that status under the requirements of the group plan; or termination (voluntary or involuntary) other than for gross misconduct, or reduction of hours of the covered employee.  (no evidence of insurability need be provided for continuation to occur.)

Length of coverage:  Continuation coverage is provided for 18 months to terminated employees and those whose hours have been reduced.  For any other qualifying event, coverage is continued for 36 months.  Payments must be received by the company before the 20th of the month for coverage during the following month.

Holidays:

Paid holidays at the Company are the following:
New Year’s Day
President’s Day
Memorial Day

Independence Day

Labor Day

Thanksgiving Day

Christmas Day
Each full-time employee who has worked (sometime in that week) his/her last full scheduled work day before and his/her scheduled work day after a holiday, unless excused, will receive holiday pay for the number of hours normally worked on the day of the week the holiday falls at his/her regular straight time rate.  For hours worked on a designated paid holiday, employees will be paid (time-and-a-half) in addition to any holiday pay to which they are entitled.

Life Insurance
Life insurance coverage of $10,000 and accidental death and dismemberment benefits of $10,000 are provided for all full-time employees.  Coverage begins on the 1st day of the calendar month following completion of three full calendar months of service.

Outside Training  
The Sentinel encourages staff members to upgrade their skills.  At appropriate times, The Sentinel enrolls staff members in training programs both inside and outside the building.  Employees who know of training they would like to attend to increase their level of skills should alert their department managers to their interests and the details of specific training.

In order to be considered for financial support, such information must then be submitted to his/her supervisor before an employee registers for the program.

The training that The Sentinel supports, either in whole or in part, must be vocationally oriented, meaning the training must have a direct impact on the individual employee’s work at the company.

In reviewing applications for financial support for training, The Keene Sentinel will take into consideration many things, including the design of the training, location, faculty, the employee’s record on the job, the way in which the specific training course may benefit the employee and his or her department and the cost and timing of the training.
After the Course is completed satisfactorily with a grade of C or better and an invoice is presented to the business office, the company will pay its share.

The company is an equal opportunity employer and does not discriminate on the basis of race, color, religion, age, sexual orientation, national origin or handicap.  This equal opportunity policy extends to all aspects of the employment relationship, including compensation, promotions, job assignments, and discipline.  All other policies, such as employee benefits, are also administered on the basis of fair and equal treatment.
Resignation or Retirement (effective 01.01.2023)
The following schedule of pay in lieu of vacation to a full-time employee who resigns or retires shall apply only if the employee gives the company not less than 10 business days’ notice of intent to resign or retire and works for that period, unless otherwise mutually agreed by the company and employee.

A full-time employee who resigns or retires after completing less than one year of continuous full-time employment shall not be eligible for payment in lieu of vacation.

A full-time employee who resigns or retires after completing more than one year, but less than five years, of continuous full-time employment, shall receive, in lieu of vacation, two weeks’ pay minus the amount of vacation pay already received in that calendar year.

A full-time employee who resigns or retires after completing more than five years, but fewer than 15 years of continuous full-time employment, shall receive, in lieu of vacation, three weeks’ pay, minus the amount of vacation pay already received in that calendar year.

A full-time employee who resigns or retires after completing more than years 15 years of continuous full-time employment, shall receive in lieu of vacation, four weeks’ pay minus the amount of vacation pay already received in that calendar year.

Any full-time employee whose employment is terminated by management is not eligible for any pay in lieu of vacation. 

Savings and Retirement Plan 
The Savings and Retirement Plan options are a long-term savings program which provides you with an attractive and efficient method of accumulating money for retirement.  Generally, all full-time employees are eligible after attaining the age of 21 and completing 6 months of service.  
PLEASE SEE SEPARATE INFORMATION PROVIDED FROM MASS MUTUAL

In addition, after three years of service, you are 100 percent vested in the company contributions made on your behalf.

Each quarter, you will receive a full report showing the status of your money and the money contributed by the company.

Social and Benefit Association
This employee association was formed in 1945 to provide social activities. The association sponsors the annual Holiday party.  

The funds used for these activities comes from the profits on the sale of candy, coffee and soda machines in the cafeteria.  Lastly, a weekly pool is conducted to provide another source of revenue.  The company pays half the costs of the benefits provided by the association.

Each department elects its own representative to the executive board of the association who can answer your questions and provide you with a copy of the constitution and bylaws.

Vacation/Leave Policy (effective 01.01.2023)
The Sentinel offers vacation benefits to full-time employees. It is understood that the employee must schedule vacation days through our payroll vendor’s platform and receive prior approval from his/her immediate department supervisor; that such time off is subject to the business needs of the company; and that vacation time must be taken during the current year and does not carry over to any subsequent year. Employees are encouraged to obtain approval of their vacation as early as possible so as not to create business, scheduling or production complications, particularly during the last half of the calendar year.

Vacation benefit for employees during the calendar year of hire 

A full-time employee will be eligible for vacation during the employee’s first calendar year of employment on the following basis, but only upon first completing three full calendar months of continuous full-time employment.  The vacation days the employee will be eligible for in that initial calendar year will be determined by (1) dividing the number of full calendar months remaining in that year after the date of hire by 12, and (2) multiplying that by 10 days, and (3) rounding to the nearest number of full days.

In addition, if the first full calendar month after the employee’s date of hire is in July, August or September, the employee may elect to “borrow” from vacation days s/he would otherwise be eligible for in the following calendar year to the extent necessary to be entitled to up to 5 full vacation days in the initial calendar year of employment, but only upon first completing three full calendar months of continuous service.

Employees hired in October, November and December are not eligible for vacation time in the initial calendar year of hire, but will become eligible for vacation time in the next calendar year as stated in the next section. 

Example:  A full-time employee’s date of hire is in February.  Following the completion of March, April and May (i.e., as of June 1), the employee becomes entitled to 8 days’ vacation, to be taken during the remainder of that year after June 1.

Example:  A full-time employee’s date of hire is in July.  Following the completion of August, September and October (i.e., as of November 1), the employee becomes entitled to 4 days’ vacation, to be taken during the remainder of that year after November 1.  In addition, the employee may “borrow” up to one additional vacation day from the following year’s 10 days’ vacation, to be taken during the remainder of that initial year after November 1.  If the employee “borrows” that additional vacation day, the employee will in the following calendar year be eligible for 9 days’ vacation.

Vacation benefit for employees in first full calendar year and thereafter

A full-time employee will be eligible for vacation in each full calendar year of the employee’s full-time employment as determined below, but only upon first completing three full calendar months of continuous employment.  The vacation days the employee will be eligible for in any such year will be:

(i) For each full calendar year prior to the employee’s 5th anniversary of continuous full-time service, 10 days;

(ii) During the calendar year in which the employee reaches the 5th anniversary of continuous full-time service, 10 days, plus a prorated additional number of days determined by (1) dividing the number of full calendar months remaining in that year after the 5th anniversary date by 12, (2) multiplying that by 5 days, and (3) rounding to the nearest number of full days;

(iii) For each full calendar year following the employee’s 5th anniversary of continuous full-time service and prior to the employee’s 15th anniversary of continuous service, 15 days;

(iv) During the calendar year in which the employee reaches the 15th anniversary of continuous full-time service, 15 days, plus a prorated additional number of days determined by (1) dividing the number of full calendar months remaining in that year after the 15th anniversary date by 12, (2) multiplying that by 5 days, and (3) rounding to the nearest number of full days; and

(v) For each full calendar year following the employee’s 15th anniversary of continuous full-time service, 20 days.

During the first full calendar year of employment, the number of days the employee would otherwise be eligible for in that year will be reduced by the number of vacation days, if any, that were “borrowed” during the initial calendar year of employment.

If an employee terminates full-time employment and is later rehired as a full-time employee, vacation eligibility shall be determined based on the employee’s most recent date of hire.

Example:  A full-time employee’s date of hire is in May.  During the calendar year in which the employee reaches her/his 5th anniversary of continuous service, the employee will be eligible for 13 vacation days, to be taken during that calendar year.  During the following calendar year, the employee will be eligible for 15 vacation days.

Example:  A full-time employee’s date of hire is in September.  During the calendar year in which the employee reaches her/his 15th anniversary of continuous service, the employee will be eligible for 16 vacation days, to be taken during that calendar year.  During the following calendar year, the employee will be eligible for 20 vacation days.

Choice of Vacation Time (effective 01.01.2023)
The vacation scheduling for each department shall be determined by the department supervisor, subject to business and departmental needs. Requests will be honored on the basis of length of service, provided requests are received by a date established by the department supervisor.  After that date, the department head will, subject to business needs, honor choices in the order in which they are received, regardless of length of service.

If a paid holiday falls within an employee’s scheduled vacation, the employee and department head will decide, by mutual agreement, either to extend the vacation, or to take a day off at some other time.

Bereavement Leave

Leave with pay of up to three (3) working days shall be allowed in the period between the death and inclusive of the funeral, in the case of a death in the immediate family of a full-time employee.

Leave with pay of up to two (2) hours will be allowed, at the discretion of the relevant department head, in the case of funerals not involving members of the immediate family of a full-time employee.

For purposes of only the preceding two paragraphs, “immediate family” means a spouse or domestic partner, child, sibling, parent, parent-in-law or grandparent of the full-time employee.  It also includes the aunt, uncle, nephew, niece, brother-in-law or sister-in-law of a full-time employee if she or he was living in the home of the employee at the time of death.

The relevant department head must be notified immediately and advised as to the number of days of bereavement time required.  The department head will complete the absence request form and forward a copy to the Business Office.

Jury Duty

The Keene Sentinel recognizes jury duty as being one of the responsibilities of good citizenship.  When full-time employees are called, they must notify their supervisor immediately so that work schedules can be adjusted.  You will be paid your full wage for a period of up to four weeks, less the compensation received (not counting mileage payments) for jury service (substantiation must be shown to the Business Manager before reimbursement).  Longer periods of time will be handled on an individual basis.  Should you be excused after you report for jury duty, you are expected to return to complete your normal workday.  Requests for leaves for jury duty must be made in writing and approved (use the form provided in the appendix).

Maternity Leave
Disabilities resulting from pregnancy or childbirth are covered under our paid disability policy on the same basis as other disabilities.  Extended periods of disability resulting from pregnancy or childbirth are subject to our leave of absence policy on the same basis as other extended disabilities.  

Pregnant employees may continue working as long as they are able.  The company may require a physician’s certification that the employee is able to continue working while pregnant and that the employee is able to return to work after maternity leave.

You are requested to give at least two weeks’ notice of your expected date of departure and return.  Requests for maternity leave must be in writing and approved (use form provided in the appendix).  

Military Leave

We have always recognized our obligation to share in the commitment of employees who are called upon to serve their country as members of the National Guard, the Reserves or on active duty.  All employees will be granted time off and have their job rights protected consistent with current legal requirements.  Requests for military leave must be made in writing and approved by the department head involved.  (Use form provided in the appendix and forward a copy to the Business and HR Manager.

Personal Leaves of Absence
Employees may request an unpaid leave of absence for good and sufficient reasons such as personal illness, illness in the immediate family or other urgent personal affairs.  Personal leaves of absence may be granted up to a maximum of one week.  Extensions of leaves of absence may be given in exceptional circumstances.  Requests for leaves of absence must be made in writing and approved by the department head who will forward a copy to the Business & HR Manager.  (use form provided in the appendix).
Wages

Our relationship with our employees is based on mutual satisfaction and respect.  We hope that your employment with us will be a rewarding, long-term experience.  However, we recognize that either party is free to terminate our employment relationship.  Continued employment depends upon satisfactory ongoing performance and the company’s operational requirements.

We follow a policy of regular reviews of your performance.  We believe employees should receive prompt, thorough feedback regarding their performance.  All full-time employees are reviewed and considered for a wage increase after the first three or six months and after one year.  Subsequent performance reviews will provide you with the opportunity to communicate any concerns you have about your job or your future with the company.

Overtime
Time and one-half each employee’s regular rate of pay is paid for all authorized hours worked after forty in any workweek.

Hours of Work
The regular work week is forty (40) hours.  The schedule of hours for various departments depends on the production requirements.  Our normal business office hours are from 8:00 a.m. to 5:00 p.m. with a one hour break for lunch.
Accidents and Workers’ Compensation

The Keene Sentinel complies with all state and federal laws pertaining to worker’s occupational safety and any occupational injuries or illnesses arising in the course of employment.  The Workers’ Compensation program covers job-related injuries or illnesses that require medical, surgical or hospital treatment. 

Any work-related injury or illness should be reported to your supervisor immediately, no matter how slight or inconsequential that it may seem.

If you have questions regarding your Workers’ Compensation claim, please contact the Business & HR Manager.

Alcoholic Beverages or Illegal Drugs
The employees of the company have long recognized that alcohol or illegal drugs do not mix with our work.  Reporting for work under the influence of alcohol or illegal drugs, or possession of alcoholic beverages or illegal drugs on company property, will not be tolerated.
Attendance

Advance notice is required for either absence or tardiness to keep all departments running smoothly.  

The company does not close when adverse weather conditions exist because of the important news function we serve. At times, employees may be allowed to leave early due to weather.

Change of Status
In order to administer our insurance programs and to keep up-to-date information for payroll, social security and other deductions, employees are expected to notify the business office of any change in address, addition of dependents or other changes in your personal status.

Customer Complaints
When a complaint comes in over the phone, the Sentinel employee answering the call should gather specific information in a polite and diplomatic manner (name, address, telephone number and the subject matter and date of the offending news article or advertisement.)  The employee should then advise the complainer that an advertising official or a newsroom editor will call back within 24 hours to discuss the issue at hand.  The employee should then write a brief account of the matter and make sure that the account reaches a responsible individual in the affected department.

This policy does not alter the way non-circulation departments currently deal with circulation complaints.  That established method is to take name and phone number of the caller and to advise him or her that the complaint will be forwarded immediately to the circulation department, which will act promptly.
What to Do With Complaints
By putting out a fresh product six days a week, The Sentinel is very much in the public eye.  Sometimes we make mistakes, and sometimes we are mistakenly accused of making mistakes.  If someone complains about an error in any part of The Sentinel, you are encouraged to ask for specifics and bring those specifics as soon as you can to your department head, who will take it from there.

Chemical Safety Awareness
We are committed to providing a safe working environment for all employees.  Our Hazard Communication Program addresses chemical labeling, Material Safety Data Sheets (MSDS), employee training and access to information on hazardous chemicals.  Guidelines established by the Federal OSHA Hazard Communication Standard are observed.

An audiovisual program is presented to all new employees.  This program outlines the Hazard Communication Standard and details employees’ rights under the Standard.

A file of Material Safety Data Sheets is maintained and accessible to all employees.  Detailed training is provided in operations where hazardous chemicals are used.  Recommendations for use of protective equipment will be given when applicable.

Employees are encouraged to ask questions about hazardous chemical use and make full use of the information on file.

Safety and Health Program

Statement of Policy
The Keene Sentinel management acknowledges its responsibility and desire to provide a safe working environment.  Our policy is covered within the following four points:

1. Safety of employees is the primary concern.

2. “Shortcuts” should not be taken, particularly if they create unsafe conditions.

3. Management will do what is possible to reduce accident severity and frequency.

4. Management intends to comply with all local, state, and federal laws and regulations.

Safety Committee
The Keene Sentinel has a safety committee.  It was originally created in 1991, with the business manager, systems manager, building superintendent and press foreman.  To the extent possible, membership will be rotated to have various people actively involved in safety issues.  The committee will:

1. Conduct safety inspections and make recommendations to management to correct unsafe conditions or activities.

2. Investigate accidents to determine cause and recommend corrective action.

3. Provide training to committee members, supervisors and employees.

Employee Complaint Procedure
We anticipate that in any large group of people working together there will be honest disagreements about a variety of employment problems.  We do not want you to feel that something is wrong and nothing is being done about it.  We want to be sure that all complaints and problems are heard and dealt with fairly and promptly.

Therefore, we encourage you to raise any problem you have – no matter how large or small it may seem.

Employees and their immediate supervisors will generally talk and discuss minor problems during their normal workday.  If you cannot work out a problem with your immediate supervisor, he/she will automatically inform the department head who will meet with you promptly.

If the problem is not settled to your satisfaction, the department head will automatically submit your problem to the HR Manager.  She may investigate the matter herself or he may appoint a committee to investigate the matter and report to her.  In either event, as promptly as possible after the investigation has been completed, she will arrange to discuss her decision with you.

Occasionally, a problem may arise of such a nature that you do not want to discuss it with either your immediate supervisor or the department head.  In this case, you should get in touch with the HR manager who will arrange to meet and discuss it with you.  Her telephone extension number is 1601. 
Employment of Relatives

We are committed to the objective treatment of all our employees based upon their job performance and the company’s operational needs.  For this reason, relatives or spouses may not be employed if their employment places an employee in a position supervised by or responsible to a relative or spouse.  Of course, we will make every effort to reassign employees to avoid having to terminate the employment of any employee because of this consideration.

Freedom from Harassment
The success of the company is based upon our fundamental commitment to treating our employees with dignity and respect.  Our support of equal employment opportunity includes the recognition that harassment of employees on account of race, sex, national origin, or other reasons will not be tolerated.  All our employees have the right to be free of racial or ethnic slurs, unwelcomed sexual advances, or any other verbal or physical conduct which constitutes harassment.

Sexual, racial or ethnic harassment of employees by supervisory personnel, non-supervisory personnel or by customers will not be permitted.  All members of management and supervisory personnel have the explicit responsibility and duty to take immediate corrective action to prevent any sexual, racial, ethnic or other harassment of our employees. 
Layoffs and Recall

Job security for all employees is very important and the company will do all it can to avoid any layoffs.
If a layoff is necessary, the company must consider business needs and the skill and ability of the employees involved.  Subject to these considerations, the company intends to follow the principle of seniority in the event of a layoff.

The company will consider a laid off employee for recall for a period of one year from the time of the layoff.  Subject to qualifications and the needs of the business, the company intends to follow the principle of seniority in recalling employees to work.

Promotions-Job Transfers
We recognize and appreciate the length of service of all our employees.  Your years of service with us will be considered when decisions concerning changes in employment such as assignments, job vacancies and promotional opportunities occur.  Of course, it is also essential that employment decisions be made with due recognition to operation needs and the abilities of the employees involved.  For this reason, length of service is considered in employment decisions consistent with operational needs and ability to perform the duties in question.

If you are interested in transferring to a particular job or shift, please let the appropriate department manager know and you will be considered if an opening occurs.  All applicants will be promptly advised of the outcome.

Rules of Conduct

It is important that we all conduct ourselves properly in our working relationship with the company and our fellow employees.  The great majority of our employees have demonstrated that they agree with this principle by their good conduct and work performance.  However, in those instances when an employee violates a specific policy or an obvious rule of common sense, the company will take appropriate disciplinary action.

We recognize that to a large degree every case may be different.  Some infractions are more serious than others and an employee’s length of service, work record and history of past violations are all important in determining the proper disciplinary action.  Certain acts of misconduct such as insubordination, theft, submission of false information, harassment of others, damage to the property of others, possession of alcohol or prohibited drugs on company property, or reporting for work under the influence of drugs or alcohol may warrant immediate discharge.  However, every effort will be made to use counselling and other progressive disciplinary measures whenever possible.  For those infractions which are not flagrant abuses, the company will give as much counselling as possible to rectify the problem before more severe action has to be taken.
It is the Sentinel’s sincere intention to be fair and reasonable in its requirements.  We want every employee to know where he or she stands.  In the long run, cooperation by all concerned will be to everyone’s advantage.
Smoking Policy

We are committed to providing a smoke-free environment for all employees.  The Keene Sentinel buildings are smoke free as of September 30, 1991, this includes the use of E-Cigarettes. 
Our Solicitation and Distribution Policy
All company employees are entitled to the opportunity to perform their work without being bothered or disturbed.  Accordingly, we have adopted the following solicitation and distribution rule:

Non-Employees

Anyone who is not an employee of the company is prohibited from soliciting or distributing literature on company premises at any time.

Employees
Our solicitation and distribution policy applies to company employees as follows:

1. Company employees may not engage in solicitation or distribution of literature while on working time.  “Working time” means actual working time during the work day (excluding authorized meal and break periods) and includes either the working time of an employee doing the soliciting or of an employee being solicited.

2. Company employees may not distribute personal literature in work areas at any time.

3. Company employees may not engage in verbal solicitation or distribution of literature at any time in customer service areas, i.e., those areas normally frequented by customers carrying on company business.

4. Sentinel Benefit Association activities are for the general good of all employees and as such are not bound by the above rules.  Communications from this group must have the prior approval of Business & HR Manager.

Advertisers Security Guarantee
Under no circumstances is anyone to remove a preprint until the established publication date requested by the advertiser.  The fact that we must do advance work does not excuse anyone from this policy.

The box numbers which advertisers purchase to remain anonymous, in regard to help wanted situations or any other category, regardless of its nature, is a trust between this company and the advertiser that their name will not be given to anyone.  The fact that many people are privy to this information in order for us to produce the ad does not, in any way, give us the right to pass this information on to anyone.

All advertising ad copy is the property of the advertiser and cannot be released to the general public before the agreed upon publication date.  The advertiser my direct that a copy of the advertisement be released to a third party prior to the publication date.

Our advertisers have the right to expect they can deal with us in a manner which will be helpful to their business, not detrimental.  Violation of this policy will not be tolerated.

Definitions Employment Policies and Benefits
For the purposes of this guidebook, the following terms are hereby defined in this manner unless otherwise stated in any section:
1. Full-time employee – any individual whose regular work week is 40 hours.

2. Part-time employee – any individual whose regular work week is less than 40 hours per week.

3. Temporary employee – any individual who has been hired for a limited period of time or to work on a specific project.
Benefits Continuation (COBRA)
On April 7, 1986, a new Federal law was enacted (Public Law 99-272, Title X) requiring that most employers sponsoring group health plans offer employees and their families the opportunity for a temporary extension of health coverage (called “continuation coverage”) at a group rates in certain instances where coverage under the plan would otherwise end.  This notice is intended to inform you, in a summary fashion, of your rights and obligations under the continuation coverage provisions of the new law. (Both you and your spouse should take the time to read this notice carefully.)
If you are an employee of The Keene Sentinel covered by a group health plan, you have a right to choose this continuation coverage if you lose your group health coverage because of a reduction in your hours of employment or the termination of your employment (for reasons other than gross misconduct on your part.)

If you are the spouse of an employee covered by a group health plan, you have the right to choose continuation for yourself if you lost group health coverage for any of the following four reasons:

1.  The death of your spouse;

2. A termination of your spouse’s employment (for reasons other than gross misconduct) or reduction in your spouse’s hours of employment;

3. Divorce or legal separation from your spouse; or

4. Your spouse becomes eligible for Medicare.

In the case of a dependent child of an employee covered by a group health plan, he or she has the right to continuation coverage if the group health coverage is lost for any of the following five reasons:

1. The death of a parent;

2. The termination of a parent’s employment (for reasons other than gross misconduct) or reduction in a parent’s hours of employment with The Keene Sentinel;
3. Parents’ divorce or legal separation;

4. A parent becomes eligible for Medicare; or 

5. The dependent ceases to be a “dependent child” under the group health plan.

Under the law, the employee or family member has the responsibility to inform the Business & HR Manager of a divorce, legal separation, or a child losing dependent status under the group health plan.  The Keene Sentinel has the responsibility to notify the group health plan of the employee’s death, termination of employment or reduction in hours, or Medicare eligibility.

When the Business & HR Manager is notified that one of these events has happened, he/she will in turn notify you that you have the right to choose continuation coverage.  Under the law, you have at least 60 days from the date you would have lost coverage because of one of the events described above, to inform the Business & HR Manager that you want continuation coverage.

If you do not choose continuation coverage, your group health insurance coverage will end.

If you choose continuation coverage, The Keene Sentinel is required to give you coverage which, as of the time coverage is being provided, is identical to the coverage provided under the plan to similarly situated employees of family members.  The Law requires that you be afforded the opportunity to maintain continuation coverage for 3 years unless you lost group health coverage because of a termination of employment (for reasons other than gross misconduct) or reduction in hours.  In that case, the required continuation coverage period is 18 months.  However, the law also provides that your continuation coverage may be cut short for any of the following five reasons:

1. The Keene Sentinel no longer provides group health coverage to any of its employees;

2. The premium for your continuation coverage is not paid on time;

3. You become an employee covered under another group health plan;
4. You become eligible for Medicare;

5. You were divorced from a covered employee and subsequently remarry and are covered under your new spouse’s group health plan.

You do not have to show that you are insurable to choose continuation coverage.  However, under the new law, you may have to pay all or part of the premium for your continuation coverage.  (The law also says that, at the end of the 18 months or 3 year continuation coverage period, you must be allowed to enroll in an individual conversion health plan.

This law applies to group health plans beginning April 7, 1986.  If you have any questions about the new law, please contact the Business & HR Manager, The Keene Sentinel, 60 West Street, Keene, NH  03431.  Also, if you have changed marital status, or you or your spouse have changed addresses, please notify the business office at the above address.
Emergency Exit Procedure
If a fire is discovered, the first things to do are ring the fire alarm and/or call the fire department.
Dial 911 for Police, Ambulance or Fire

In an emergency do not delay, leave the building in a quick and orderly fashion.

You should familiarize yourself with your work area and the closest exits.

St. James Street exits – anybody leaving the building on this side should move in a southerly direction and meet near Syd’s Furniture Store at the end of the street.

West Street and the church parking lot exits – anybody leaving the building from these exits should move to the front of the Greek church and gather there.

Do not re-enter the building unless cleared by management first.

The Keene Sentinel Safety Committee
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