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I acknowledge that I have received a copy of Gemini Tech Services, LLC’s Employee Handbook. I agree to read it 
thoroughly, including the statements in the foreword describing the purpose and effect of the Handbook. I agree that if 
there is any policy or provision in the Handbook that I do not understand, I will seek clarification from the Human 
Resources Department. I understand that Gemini Tech Services, LLC is an "at will" employer and as such employment 
with Gemini Tech Services, LLC is not for a fixed term or definite period and may be terminated at the will of either 
party, with or without cause, and without prior notice. Furthermore, I understand that I am employed “at-will” and 
that this manual is neither a contract of employment nor a legal document. 

 

No supervisor or other representative of the company (except the President) has the authority to enter into any agreement 
for employment for any specified period of time, or to make any agreement contrary to the above. In addition, I understand 
that this Handbook states Gemini Tech Services, LLC policies and practices in effect on the date of publication. I 
understand that nothing contained in the Handbook may be construed as creating a promise of future benefits or a 
binding contract with Gemini Tech Services, LLC for benefits or for any other purpose. I also understand that these 
policies and procedures are continually evaluated and may be amended, modified or terminated at any time. 

 
 
 

 

Signature Date 
 
 

 

Please print your full name 

 
 
 
 

Please sign and date this notice and return it to Human Resources. 
You can retain a copy for your reference. 
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FUNCTIONS OF THIS HANDBOOK 
 

1.1 Purpose 

This handbook provides some information and basic guidelines about Gemini Tech Services, 
LLC’s mission, corporate culture, way of doing business, work environment, policies and 
procedures. It supersedes all prior policies and procedures as to subjects addressed in the 
previous versions of this handbook, and all representations, oral or written, regarding an 
employee’s employment status or duration of employment, except those signed in writing by the 
President of the Company. This handbook does not alter the employment-at-will relationship 

in any way. Employment remains “at will” and may be terminated by the employee or employer 
at any time. No one at Gemini Tech Services, LLC has authority to enter into a verbal agreement 
with an employee which is contrary to Company policies, including its employment at will policy. 

 

It is to be reviewed and understood by all employees and retained as a reference and used as 
required. This handbook contains general statements of some of Gemini Tech Services, LLC’s 
policies and should not be read as including all policies or all of the details of each policy. The 
handbook does not create an employment contract or term, or limit the reasons, methods or 
circumstances for dissolution of the employment relationship, or limit the reasons, method or 
circumstances for demotion, promotion, transfer, compensation, benefits, location of work or 
other work-related decisions. In addition, this handbook should not be interpreted as forming 
an express or implied contract or promise that the policies discussed in it will be applied in all 
cases. The policy statements in this handbook are to be considered as guidelines. Gemini Tech 
Services, LLC, at its option may change, delete, suspend, or discontinue any part or parts of the 
policies in this employee handbook at any time without prior notice as business, employment 
legislation, and economic conditions dictate. Management of Gemini Tech Services, LLC 
regularly updates the policies and procedures of the company and other personnel management 
directives. It is the responsibility of the employee to keep informed of all updates by referring to 
the Company website which contains latest written versions of all policies and procedures. All 
updates and changes made to the website supersede all versions of policies and documents 
originally signed by the employee at the time of employment. However, it should not be assumed 
that the materials on the website encompass all updates or changes to Gemini Tech Services, 
LLC’s policies and procedures as there may be a delay in some instances between the change and 
its revision on the website. Gemini Tech Services, LLC will comply with all applicable federal 
state and local laws. In the event of a conflict between any policy or procedure and applicable 
law the law will control and will be followed. 

 
1.2 Scope 

This handbook is applicable to all Gemini Tech Services, LLC employees, whether working at a 
client site or at corporate headquarters 

 
1.3 Responsibility 

It is the responsibility of Gemini Tech Services, LLC’s Officers, Directors, Project Managers, 
Supervisors, and employees to ensure that the company's policies and procedures are fairly and 
consistently implemented. 
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INTRODUCTION and OVERVIEW 
 

1.4 Welcome 

Welcome to Gemini Tech Services, LLC (hereinafter GTS or Company/Corporation). As a new 
employee, you are a very important member of our team. The following pages will help you 
understand our Company. Upon hire, an orientation will be conducted. 

 
As a requirement of employment, GTS employees shall become fully knowledgeable of the 
employment responsibilities and shall comply with all elements of the Employee Handbook. The 
Handbook outlines the standards that define GTS and illustrate how these standards are to be 
understood and followed by all employees of the Company. 

 

New employees may be provided with an orientation during their first week of employment. 
During this orientation you may receive important information regarding the performance 
requirements of your position, company policies and benefits programs. You will be asked to 
complete all necessary paperwork such as benefit plan enrollment forms, payroll forms as well 
as provide information establishing your identity and your eligibility to work in the United States 
in accordance with applicable Federal law. 

 
After reading this information and discussing orientation materials, please do not hesitate to ask 
your supervisor or any member of the management staff if you have additional questions or 
would like more information. We hope you enjoy your employment here and look forward to 
your active participation in all GTS activities. 

 
1.5 About Gemini Tech Services, LLC 

 
GTS is a Government Services company in business since 2006. It is an SBA certified 8(a) and 
SBA certified Economically Disadvantaged Woman Owned Small Business (EDWOSB), a 
Hispanic Owned Small Disadvantaged business. We believe that it is our mission to deliver 
solutions to our Clients that not only meet requirements but exceed expectations. We provide a 
variety of services to the Federal Market space supporting clients in the US and OCONUS 
markets. We specialize in delivery of critical support in post conflict and emerging markets. GTS 
understands the challenges faced by our Clients and we know how to solve them. We possess a 
clear understanding of the professional skill and personal requirements necessary to meet the 
objectives and goals set forth by our clients. Currently headquartered at 5019 E. I20 Frontage 

Road, Willow Park, TX, GTS serves clients throughout the United States and OCONUS locations. 

 

1.6 Mission Statement 

Our mission is to provide innovative and effective solutions, serve as a responsive partner to our 
clients, and exceed their expectations as we assist them in meeting their goals and objectives. 

 
To achieve our mission, we will: 

 Implement our “Empowered Leader Quality Management Model”. 

 Strive to become an integral part of our clients’ programs. 

 Execute our responsibilities with a commitment to customer satisfaction. 
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1.7 Corporate Culture and Core Business Values 

All GTS employees, consultants, and subcontractors who work directly or indirectly with the 
company are required to fully understand, accept, and comply with its core business values and 
corporate culture. Our business values include: 

 Integrity 

 Professionalism 

 Pride 

 Commitment to Customer Service 

 
1.8 Code of Ethics 

Gemini Tech Service’s commitment to conduct the business lawfully and ethically is fundamental 
to its very existence as a corporation. It is critically important that all employees practice the 
highest standards of legal and ethical conduct in all their business dealings. Nothing less is 
acceptable. 
Employees have an obligation to behave at all times with honesty and propriety because such 
behavior is morally and legally right, and because the success of our business depends on its 
reputation for integrity, and on the trust and confidence of everyone with whom we conduct our 
business. Employees have an obligation to conduct business within the guidelines, which 
prohibit actual or potential conflicts of interest. An example of a conflict of interest is when an 
employee is in a position to influence a business decision that may result in a personal gain for 
that employee or for a relative. 
At GTS, the commitment to ethical behavior is not a matter of vague principles and generalized 
rhetoric. A strict code of conduct is maintained. Every employee is required to fully comply with 
the rules and procedures established by company's code of ethics. Company proprietary 
information, such as financials, personnel or technological information, marketing and 
development strategies, client lists, proposal or contract data, and any non-public business, may 
not be disclosed to any outside party, except as specifically authorized by management. 
Employees are expected to immediately report any suspected or potential violations of the code 
of ethics to their supervisor or manager, to the Human Resources Manager or President. Legal 
action and fees may also be sought by GTS, to compensate for damages sustained by the 
company. 

 

1.9 Code of Conduct 

The GTS Code of Conduct outlines expected behaviors for all GTS employees. GTS will conduct 
its business fairly, impartially, in an ethical and proper manner, and in full compliance with all 
applicable laws and regulations. In conducting its business, integrity must underlie all company 
relationships, including those with customers, suppliers, communities and among employees. 
The highest standards of ethical business conduct are required of GTS employees in the 
performance of their company responsibilities. Employees will not engage in conduct or activity 
that may raise questions as to the company’s honesty, impartiality, reputation or otherwise cause 
embarrassment to the company. 
Employees will ensure that they: 
• Observe that fair dealing and fair competition is the foundation for all of our transactions and 
interactions. 
• Protect all company, customer, and supplier assets and use them only for appropriate company 
approved activities. 
• Ensure complete and accurate financial records and reporting through honesty and integrity 
and provision of accurate, complete, and objective information. 
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• Follow appropriate government standards of conduct for doing business with the government 
or for doing business on government-related projects. 
• Act in good faith, responsibly, with due care, competence and diligence, without 
misrepresenting material facts, or allowing one's independent professional judgment to be 
improperly subordinated. 
• Avoid any activity that would create a conflict of interest for the company or for themselves 
individually with regard to performance of their duties, and not engage in any such activity 
unless it is disclosed to, and waived by, the President of the Company. 
• Do not take advantage of their GTS position to seek personal gain through the inappropriate 
use of GTS or non-public information or abuse of their position. This includes not engaging in 
insider trading in securities of teaming partners or subcontractors. 
• Follow all restrictions on use and disclosure of information. This includes following all 
requirements for protecting GTS information and ensuring that non-GTS proprietary information 
is used and disclosed only as authorized by the owner of the information or as otherwise 
permitted by law. 
• Proactively promote ethical behavior as a responsible partner among peers, in the work 
environment and the community. 
• Without exception, comply with all applicable laws, rules, and regulations, including ethical 
and professional conduct standards of their respective professions. 
• Promptly report any illegal or unethical conduct to appropriate corporate authorities (e.g., 
President, Human Resources Department, Finance Department, management, etc.). 

 

1.10 Fundamental Performance Standard Requirements 

GTS employees' minimum required performance standards include the following: 

 To conduct all dealings in an honest and professional manner. 

 To be qualified with the knowledge, skills, and ability to do the job. 

 To give a productive day’s work to meet productions standards on a consistent 
basis. 

 To demonstrate considerate, cooperative, friendly, and constructive conduct 
towards fellow employees. 

 To adhere to the policies and practices adopted by Company management and 
the client. 

 

1.11 Open Door Communication Policy 

GTS has an "open door" communication policy between management and employees. Most 
problems can and should be solved in discussion with your immediate supervisor; this is 
encouraged as your first effort to solve a problem. But, an open door policy means that you may 
also discuss your issues and concerns with the next level of management and/or Human 
Resources staff members. No matter how you approach your problem, complaint, or suggestion, 
you will find managers at all levels of the organization willing to listen and to help bring about a 
solution or a clarification. 

 
GTS’s management acknowledges that the most valuable resource that it has is its personnel 
throughout the organization. The day to day living experience and the challenges of family life 
and professional responsibilities from time to time create some significant obstacles. As 
mentioned previously, GTS’s management has a policy that all managers have an open door to 
be of assistance to each employee. We have a philosophy that we work with each other and not 
for each other. We have a philosophy that there is no stupid question. 
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EMPLOYMENT POLICIES 
 

 

2.1 At-Will Employment 

Employment with GTS is at-will and not for a specific term. Each employee is always free to 
resign at his or her will, and each employee is subject to discharge at any time, with or without 
cause at the discretion of the Company. No promise as to a minimum specified term of 
employment or duties, benefits, policies, or opportunities for advancement is valid or binding. 
Nothing in the Company’s employment documents, posted materials, employee communications 
or policies and procedures are intended, nor should they be construed, as a contract of 
employment to alter the at-will relationship or create a contract, express or implied, between GTS 
and its employees or prospective employees. This handbook has been prepared to inform you 
about GTS’s history, philosophy, expectations, employment practices, policies and procedures, 
as well as the benefits provided to you as a valued employee. The Employee Handbook serves to 
summarize the full policy statements and is not all inclusive of each policy. The full policy 
should be referenced whenever necessary. 

 
Any offer of employment is required to be expressly made in writing by an authorized 
representative of GTS. 

 

2.2 Equal Employment Opportunity 

GTS is an equal employment opportunity employer and does not discriminate on the basis of 
race, color, religion, national origin, age, sex, disability, pregnancy, child birth, or related 
conditions, or other factors prohibited by applicable federal, state or local law. It is our policy 
that all programs and policies regarding hiring, salary administration, promotion, and transfer 
are based solely on non-discriminatory criteria. In addition, our personnel policies and practices, 
including those relating to compensation, benefits, transfer, retention, termination, training, self- 
development opportunities, as well as social and recreational programs and activities are 
administered without discrimination on the basis of race, color, religion, sex, age, national origin, 
disability, veteran status, or other basis prohibited by law. When hiring or promoting in those 
job categories in which women, minorities, disabled individuals, or disabled veterans are 
underutilized, GTS will take affirmative action to seek out qualified applicants in those categories 
in order to meet the specified goals of our affirmative action plan. 

 
All GTS staff will receive a copy of the detailed Equal Employment Opportunity statement during 
orientation. Every employee is responsible for ensuring that GTS’s equal employment 
opportunity policy is implemented in all employment-related decisions. The Human Resources 
Department has the responsibility of maintaining the programs, records, and reports needed to 
comply with all government regulations, including the maintenance and monitoring of our policy 
objectives. Violations of this policy may result in disciplinary action, up to and including 
termination. 

 
Employees may raise inquiries or complaints concerning equal employment opportunities to the 
Human Resources Department. 
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2.2.1 Genetic Information Nondiscrimination Act 

 
Title II of the Genetic Information Nondiscrimination Act of 2008 protects applicants and 
employees from discrimination based on genetic information in hiring, promotion, discharge, 
pay, fringe benefits, job training, classification, referral, and other aspects of employment. GINA 
also restricts employers’ acquisition of genetic information and strictly limits disclosure of genetic 
information. Genetic information includes information about genetic tests of applicants, 
employees, or their family members; the manifestation of diseases or disorders in family members 
(family medical history); and requests for or receipt of genetic services by applicants, employees, 
or their family members. 

 

2.3 Harassment 

It is the policy of GTS to provide a work environment free from discrimination or harassment of 
any form in accordance with Title VII of the Civil Rights Act of 1964. The Company complies 
with all applicable laws that prohibit harassment and discrimination in the workplace. GTS 
strictly prohibits harassment or discrimination based on race, color, religion, national origin, age, 
sex, disability or any other characteristic protected by applicable law in all terms, conditions, and 
privileges of employment. 

 
This policy applies to all employees, customers, vendors, or other third parties who enter the 
Company’s workplace or with whom the Company has business dealings. Supervisory and 
managerial personnel are responsible for taking proper action to end such behavior in their 
workplace. 

 
2.3.1 Definition of Harassment 

Harassment includes jokes, verbal abuse, epithets, degrading comments, the display of offensive 
objects and pictures, and other offensive conduct relating to an individual's race, religion, color, 
national origin, ancestry, handicap, medical condition, disability, marital status or age, all as 
defined and protected by applicable law. Harassment that affects job benefits, interferes with an 
individual’s work performance, or creates an intimidating, hostile, or offensive work 
environment will not be tolerated. 

 
2.3.2 Sexual Harassment 

While all forms of harassment and discrimination are prohibited, it is important to describe the 
prohibition against sexual harassment in greater detail, since it is often misunderstood and has a 
special legal definition. 

 
Sexual harassment generally includes unwelcome sexual advances, requests for sexual favors, or 
other verbal or visual conduct of a sexual nature when: 

 

1. submission to such conduct is made either explicitly or implicitly to threaten a 
term or condition of an individual’s employment (e.g., hiring, compensation, 
advancement, promotion or retention); 

 

2. submission to or rejection of such conduct by an individual is used as a basis for 
making employment decisions affecting such individuals (e.g., treating an 
employee favorably for engaging in such conduct or unfavorably for refusing to 
engage in such conduct); or 
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3. such conduct has the purpose or effect of unreasonably interfering with an 
individual’s work performance or creating an intimidating, hostile or offensive 
working environment. 

 
No employee or applicant should be subjected to unsolicited or unwelcome sexual overtures; nor 
should any employee or applicant be led to believe that an employment opportunity or benefit 
will in any way depend upon "cooperation" of a sexual nature. 

 

Sexual harassment does not refer to non-offensive or occasional conduct of a socially acceptable 
nature or consensual personal and social relationships without a discriminatory employment 
effect. It refers to unwelcome conduct which is offensive to the individual, harmful to morale, 
and which interferes with the effectiveness of the business of GTS 

 
Examples of sexual harassment include, but are not limited to: 

 
Verbal/Audible – Sexual innuendoes; suggestive comments; jokes or teasing of a 
sexual nature; offensive sexual flirtations, advances or propositions; threats; 
graphic commentaries; and sexually suggestive or insulting sounds and whistling. 

 

Non-Verbal – Display or circulation of sexually suggestive objects, computer 
images or pictures; graphic commentaries; leering; and obscene gestures. 

 
Physical – Intentional, unwanted physical contact, including touching, pinching, 
brushing the body, and blocking movements; coerced sexual intercourse; and 
assault. 

 
2.3.3 Complaint Procedure 

GTS has established the following guidelines for the complaint process of sexual harassment: 
 

1. If an employee believes that he or she has been harassed, the employee should 
notify the supervisor as soon as possible after the incident. The employee 
should provide details of the incident(s), names of the individual(s) involved, 
and names of any witnesses. The employee may choose to make an oral or 
written complaint. The supervisor and/or Human Resources must document 
any oral complaints immediately, and ask the complainant to review and sign 
the document to verify its accuracy. *When the complaint concerns an 
employee’s supervisor, the matter should be reported directly to the Human 
Resources Department.* 

 
2. Supervisors are expected to refer all harassment complaints to a GTS Human 

Resources representative immediately. Even in the absence of a formal 
complaint, supervisors who become aware of suspected incidents of 
harassment should immediately report the incident to Human Resources. 

 

3. Human Resources will promptly investigate the facts and substance of the 
harassment allegations. All employees – whether complainant, witness, or 
accused – are required to be truthful, accurate, and cooperative during the 
investigation. If it is determined that harassment occurred, remedial action 
will be taken in accordance with the circumstances involved. Any employee 
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determined to be responsible for harassment will be subject to 
appropriate disciplinary action, up to and including termination. 
Remedial action, if any, will be made known to the person lodging the 
complaint.  

 

4. GTS will not retaliate against any individual who articulates a bona fide 
concern about sexual harassment, nor permit any employee to do so. Anyone 
who is aware of any act of retaliation should immediately report the matter to 
the Human Resources Department. 

 

2.4   Workplace Violence  
 

Gemini Tech Services, LLC (GTS) strives to maintain a productive work environment free of violence and 
the threat of violence. We are committed to the safety of our employees, vendors, customers and visitors. 
To ensure a safe workplace, and to reduce the risk of violence, all employees should review and 
understand all provisions of this Workplace Violence Prevention and Response Policy. 
 
Our Violence Prevention Policy 
GTS does not tolerate any type of workplace violence committed by or against employees. Any threats or 
acts of violence against an employee, vendor customer, visitor or property will not be tolerated. Any 
employee determined to have committed such acts will be subject to disciplinary action, up to and 
including termination from GTS. Where appropriate, GTS will report violent incidents to local law 
enforcement authorities. 
 
A violent act/threat of violence is defined as any direct or indirect action or behavior that could be 
interpreted, in light of known facts, circumstances and information, by a reasonable person, as indicating 
the potential to harm, endanger or inflict pain or injury on any person or property. 
 
This list of behaviors, while not inclusive, provides examples of prohibited conduct: 
 

 Physical assault, threat to assault or stalking an employee or customer; 

 Possessing or threatening with a weapon; 

 Intentionally damaging property of the Bank or personal property of another; 

 Aggressive or hostile behavior that creates a reasonable fear of injury to another person; 

 Harassing or intimidating statements, phone calls, voice mails, or e-mail messages, or those which 

are unwanted or deemed offensive by the receiver; 

 Racial or cultural epithets or other derogatory remarks associated with hate crime threats 

Any questions about what constitutes violent behavior should be directed to your Gemini Tech Services, 
LLC HR Department. 
 
Our Weapons Policy 
The possession, transfer, sale or use of weapons or dangerous instruments as defined below (even if 
licensed to carry a weapon) or any paraphernalia associated with such a weapon, is prohibited on 
Company-owned, leased or occupied (provided) premises. This includes, but is not limited to, parking 
lots, personal cars, Company-sponsored events, and Company-owned vehicles. 
Possession of weapons is prohibited at any time while conducting company business, except as may be 
required as a condition of employment. Violation of this policy may result in disciplinary action up to 
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and including termination. Where appropriate, the company will report the transfer, sale, or use of 
weapons or dangerous instruments to the local law enforcement authorities. 
 
A weapon is defined as any: 
 

 Firearm (including a BB gun, whether loaded or unloaded);  

 Knife (including a switchblade or other knife having an automatic spring release device;  

 Stiletto (excluding a small pen or pocket knife); 

 Police baton or night stick; 

 Any other martial arts weapons;  

 Electronic defense weapons; or 

 A dangerous instrument defined as any instrument, article or substance that, under the 

immediate circumstances, is capable of causing death or physical injury. 

Any employee that has a question as to whether an instrument, article or substance is considered a 
weapon or dangerous instrument in violation of this policy should ask for clarification from their 
supervisor, manager or HR Administrator prior to bringing the instrument, article or substance on 
company-owned, leased or occupied premises. 
 
Exceptions to the weapons policy must be approved beforehand by Gemini ownership.  Any weapon or 
dangerous instrument on company-owned, leased or occupied premises may be confiscated. There is no 
reasonable exception of privacy with respect to such items in the workplace. Employees’ desks, 
workstations, offices and files may be subject to security searches. 
 
Workplace Violence Response Procedures: 
 
Emergencies – a situation is considered an emergency if: 

 An injury has occurred; or 

 There is an immediate threat of physical harm or injury 

In an emergency, consider your personal safety first. If possible, follow the steps below: 
 
Step 1 – Call 911, if appropriate 
Step 2 – Call Gemini Tech Services, LLC Hotline at 
Step 3 – Notify your supervisor or manager 
 
Non-emergencies – A situation is considered a non-emergency if: 
 

 No injury has occurred;  

 There is no immediate danger; but 

 The words or gestures of one person have induced fear of physical harm in another person 
 
In the event of a non-emergency the following procedure applies: 
 

 Notify Gemini Tech Services, LLC Hotline at 
o All calls to the hotline are treated as confidential and callers may remain anonymous, if 

they wish) 
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Employee responsibilities: 
 

 Refrain from threats or acts of violence against employees, customers, vendors or property 

 Call 911 and request assistance if the situation is perceived as dangerous 

 If an emergency, immediately call the GTS Hotline or Human Resources to report the incident 
and notify your manager or supervisor 

 In the event of a non-emergency 

 Notify the GTS Hotline or Human Resources Department 
 
Company site or program level overall responsibilities: 
 

 Enforce this policy fairly and uniformly 

 Call 911 and request assistance if the situation is perceived as dangerous 

 Attempt to identify and diffuse all conflicts as soon as possible without endangering your safety 
or the safety of others 

 In the event of an emergency, immediately call the GTS Hotline or GTS Human Resources 
Department 

 Cooperate with GTS Human Resources and Management Executives in any investigation 
conducted 

 Do not attempt to challenge or disarm an armed and dangerous person 
 
HR responsibilities: 
 

 Follow Gemini Tech Services, LLC crisis management process.  This includes coordinating with 
the appropriate personnel/departments such as Operations, Security, Risk Management, 
Contracts and Executive Management (Ownership). 

 Take steps to ensure there is no reprisal towards employees who report violent acts 

 Maintain confidentiality where appropriate 

 Investigate all direct or indirect threats to determine all information relative to the incident 
 

GTS is strongly committed to  providing  a  safe  workplace  and  to  minimizing  the  risk  of 

personal  injury to employees and damage to company property and  has  a  "zero  tolerance"  

policy  towards  threats or acts of violence and will take appropriate actions against employees 

who engage in such conduct. Threats, threatening language, or any other acts of aggression or 

violence made toward or by any employee will not be tolerated. For purposes of this policy, a 

threat includes any verbal or physical harassment or abuse, attempts at intimidating or instilling 

fear in others, menacing gestures, flashing of weapons, stalking, or any other hostile, aggressive, 

injurious and/or destructive actions  undertaken  for  the purpose of domination or intimidation. 

 
If any investigation confirms that threat of a violent act or violence itself has occurred, GTS will take  
swift appropriate corrective action with regard to the offending employee. 

 

2.5 Americans with Disabilities Act 

GTS fully supports and complies with the Americans with Disabilities Act (ADA), which 
prohibits employment discrimination against qualified disabled applicants. GTS will provide 
reasonable accommodations to affected current and prospective employees so they can perform 
the essential duties of the jobs they hold or seek. 
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Individuals will be given an opportunity to complete an Invitation to Self-Identify Form. This form 
allows a current or prospective employee to identify themselves as an individual with a disability, 
a special disabled veteran, a veteran of the Vietnam era, or other protected veteran. Maintaining 
this information allows GTS to show our support for affirmative action initiatives as well as 
compliance with the Americans with Disabilities Act. 

 

2.6 Immigration Law Compliance 

Federal Immigration Law requires proper verification of an employee’s identity and eligibility to 
work in the United States. This verification will take place on the employee’s first day of 
employment with GTS In order to comply with this law, new employees, as a condition of 
employment, must complete the Employment Eligibility Verification Form I-9 during their 
orientation. 

 

New employees will be required to prove that they have the legal right to work in the United 
States. This proof will be provided at the time of their orientation. This proof must meet the 
requirements of the U.S. Bureau of Citizenship and Immigration Services guidelines. Those who 
are unable to provide sufficient proof of their eligibility to work in the U.S. within three (3) days 
of their date of employment will be suspended without pay until appropriate documentation is 
submitted and reviewed. 

 
2.6.1 E-Verify 

 
U.S. law requires companies to employ only individuals who may legally work in the United 
States – either U.S. citizens, or foreign citizens who have the necessary authorization. This diverse 
workforce contributes greatly to the vibrancy and strength of our economy, but that same 
strength also attracts unauthorized employment. To that end, GTS is a participating employer of 
E-Verify, an Internet based system operated by the Department of Homeland Security (DHS) in 
partnership with the Social Security Administration (SSA) that allows participating employers to 
electronically verify the employment eligibility of their newly-hired employees. Employment 
eligibility for all employees, both part-time and full-time, will be verified using the E-verify 
system. 

 
2.6.2 Non-confirmation of Identification 

 
If GTS runs your information through E-Verify and receives a mismatch, which is known as a 
tentative non-confirmation, the Company will promptly provide written notification of the 
tentative non-confirmation and at this point you may choose to contest the tentative non- 
confirmation. If you choose to challenge the tentative non-confirmation, you must indicate that 
on the notice of tentative non-confirmation and return that notice to the Human Resources 
Department. Both you and a representative of the Human Resources Department must both sign 
the notice of tentative non-confirmation. After you return the notice, a representative from the 
Human Resources must then give you a referral letter providing you with details on how to 
contact the Social Security Administration (SSA) or the Department of Homeland Security (DHS) 
to resolve your case. Both you and the Human Resources Representative must sign the referral 
letter. 

 
Once you have received the referral letter, you must contact the appropriate federal agency within 
eight federal government work days to begin resolving your case. If your tentative non- 
confirmation relates to SSA, it is important that you inform SSA that you are contesting a tentative 
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non-confirmation issued by E-Verify. Moreover, you should attempt to resolve the issue with SSA 
as soon as possible because the resolution of the tentative non-confirmation could take some time. 
If possible, you should also bring documentation with you to SSA evidencing your name (and, if 
applicable, other legal names you have had), Social Security number, citizenship status, and date 
of naturalization (if applicable). If you contact DHS to contest a tentative non-confirmation, it will 
assist your case if you can provide information about your immigration status, including dates 
that your status may have changed. Once you resolve your case, you should inform and supply 
the Company with any changes that may have been made to your SSA records (if any). GTS will 
then attempt to verify your employment eligibility again through E-Verify. 

 
2.6.3 Rights to Employee 

GTS may not take any adverse action against you based upon the tentative non-confirmation 
because you are working to resolve the tentative non-confirmation with the appropriate 
federal agency. For example, GTS may not fire you, suspend you, delay your first day on the 
job, withhold your pay or training, or limit your employment. 

 
GTS may release you from employment based upon E-Verify only if we receive a final non- 
confirmation result from E-Verify or if you do not contest a tentative non-confirmation. 

 
More information on E-Verify is available at the U.S. Citizenship & Immigration Services 
website http://www.uscis.gov/portal/site/uscis. 

 

2.7 Conflict of Interest 

All GTS employees are prohibited from the unauthorized disclosure of financial methodology, 
computer capability, proposal development, and other information that would seriously 
jeopardize GTS’s security or services. Such activity could constitute grounds for disciplinary 
action and/or dismissal. 

Employees are expected to adhere to generally accepted standards of professional conduct in 
their relationships and dealings with all clients with whom the company has assumed contractual 
responsibility. In accepting employment with GTS, employees acknowledge that professional 
relationships with clients inherently embody the qualities of authority and trust. Improper 
contacts and relationships between GTS staff and clients violate this professional relationship. 
Any violation of that professional relationship (or the appearance of the violation of that 
relationship) would seriously impact on the employee, the client, and GTS’s professional 
reputation. Such activity could constitute grounds for disciplinary action and/or dismissal. 

 

2.8 Outside Employment and Consulting 

Employees of GTS shall not provide services for personal remuneration that in any way conflicts 
with their responsibilities to GTS or with company projects, goals, objectives, clients or other 
interests. Approval to provide services that do not conflict with GTS responsibilities must be 
obtained from your Supervisor and Human Resources prior to providing the service. Failure to 
observe these rules will lead to disciplinary action or termination depending on the 
circumstances. 

 

2.9 Non-Disclosure Agreement 

Employees coming in contact with confidential or sensitive information at a GTS office or client 

http://www.uscis.gov/portal/site/uscis
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site, as specified by the supervisor, must protect that information. Such information shall not be 
disseminated, disclosed to any third party, or reproduced in whole or in part without the prior 
written authorization of the cognizant and authorized GTS representative and/or client to take 
such action. 

 
All GTS staff will receive a copy of the detailed Non-Disclosure Agreement during orientation to 
sign. Some employees may be required to sign a non-disclosure agreement for the client sites in 
addition to our Company agreement. Employees who do not adhere to this Agreement(s) will 
be subject to corrective action, up to and including termination of employment. 

 

2.10 Smoke-Free Workplace 

In order to maintain a safe and comfortable working environment and to ensure compliance with 
applicable laws, smoking in the GTS office or its client sites is strictly prohibited. Employees 
smoking in the office may be subject to disciplinary action. 

 

2.11 Drug & Alcohol-Free Workplace 

GTS is committed to providing a drug-free, healthful, and safe workplace. To promote this goal, 
employees are required to report to work in an appropriate mental and physical condition to 
perform their jobs in a satisfactory manner. 

 

The use, possession, sale or distribution of illegal drugs, drug-related paraphernalia, controlled 
substances, alcohol or alcoholic beverages by any employee on company property or a client site 
constitutes a serious threat to our employees and to those personnel, clients or otherwise, and is 
strictly prohibited. GTS employees are expected to refrain from consumption of these 
substances, and shall not report to work under the influence of alcohol and/or drugs, or become 
under the influence during the business day. 

Employees who violate this policy may be required to undergo rehabilitative treatment and/or 
may be subject to disciplinary action, up to and including immediate termination of employment. 

 
GTS employees are required to read and sign the Drug & Alcohol-Free Workplace Policy form during 
the new hire orientation. 

 

2.12 Safety in the Workplace 

 
It is GTS’s policy to ensure all aspects of its operation are conducted in the safest manner possible. 
Our goal is to achieve accident-free work environments for our employees, consultants, and sub- 
contractors. We can achieve this goal by following these practices: 

 GTS management believes that safety awareness is a shared responsibility and all 
team members must make safety and injury prevention part of their daily routine. 

 Immediately notify your supervisor of any unsafe or hazardous conditions or 
practices. 

 We require every GTS employee to comply with the Occupational Safety and 
Health Act of 1970 (OSHA) regulations, GTS safety policies, and play an active 
role in maintaining their safety, as well as the safety of other employees. 

 
2.13 Community Involvement 
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GTS is committed to involvement in the local community. The Company’s philosophy is that by 
supporting projects that positively affect the surrounding community, we all benefit. Employees 
of GTS are encouraged to present their community involvement projects/ideas/events to the 
President for a determination regarding GTS’s support. 

 

2.14 Proprietary Rights 

All reports, computer programs, plans, memoranda, notes and other correspondence, as well as 
oral information, not disseminated in writing as unrestricted information by GTS and relating to 
any technical or business activities of the Company and its clients, whether they came to your 
attention during the performance of work by you or others, are deemed to be the proprietary 
property of GTS As such they are within the scope of the proprietary provisions and therefore 
are to be treated in confidence and not disclosed to others during or at any time after you are 
granted access to such information. Any breach of these conditions could result in criminal or 
civil action against the employee and/or the company that the employee represents. 

 

During orientation, every employee will be required to sign a Proprietary Rights Agreement that 
outlines the agreement between GTS and its employees. 

 

2.15 Inventions and Patents 

GTS retains property of any and all rights and benefits to all processes, inventions, patents, 
discoveries, copyrights and other intangible rights that an employee develops or conceives 
during their working hours or utilizing GTS or its client’s property and/or software. At the time 
of hire, you are required to sign an Agreement On Confidential Information, Proprietary Information, 
Copyrightable Material, Inventions, And Competition assigning all such rights to GTS. Any exception 
to this policy must be approved by the President and documented in writing.
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2.16 Electronic Communication Media 

It is GTS’s policy to ensure that any and all Company-owned, leased or sponsored electronic 
communication media systems – and all data stored or transmitted on them – are used by 
employees in a responsible manner, with proper security measures, for the conduct of GTS 
business. GTS business is construed in a broad sense to include responsible personal use 
incidental to job requirements, travel, training, and telecommuting. 

 

Electronic communication media include, but are not limited to, facsimile, voice mail, E-mail, 
Microsoft Outlook, the Internet, the Intranet and/or Employee Web Portal, and other Company- 
supporting computing and communication resources for access to and use of external host 
resources and public networks. 

 
2.16.1 Use of Electronic Communication Media Systems 

Electronic communication media systems are dedicated for GTS business purposes. Use of these 
systems other than for business-oriented data transmissions, other company-related 
transmissions or responsible personal transmissions incidental to the efficient conduct of 
company business is prohibited. All communications sent over these systems will be considered 
to be business- or work-related personal communications. All employees are expected to sign and 
acknowledge GTS’ Acceptable Use Policy during Orientation. 

 

Employees are prohibited from using these systems to send or receive messages, either verbal or 
visual, that may be considered offensive or disruptive. Offensive content would include, but not 
be limited to, profanity, sexual comments or images, or derogatory or defamatory comments, 
especially those based on race, color, religion, national origin, age, sex, sexual preference, 
disability, marital status, veteran status, or any other characteristic protected by law. In addition, 
the system should not be used for the transmission of unauthorized personal messages including, 
but not limited to, jokes, gossip, or chain letters. 

 
Employees are prohibited from using these systems to engage in soliciting, collecting, or selling 
for any non-GTS business purpose except as specifically authorized by GTS senior management. 

 
Unauthorized disclosure of confidential information via electronic communication media is 
prohibited. U.S. government restricted data or classified information must not be contained 
within or transmitted over these systems. Copyrighted materials, trade secrets, proprietary 
financial and other such information shall not be sent or solicited for receipt without prior 
authorization. 

 
2.16.2 Monitoring of Electronic Communication Media Systems 

Monitoring of GTS’s electronic communication media systems may be done in order to maximize 
employee productivity, protect the Company against theft of proprietary information, prevent 
employee malfeasance and system misuse, investigate unlawful actions, respond to discovery 
requests in litigation and investigations, monitor employee job performance and, in general, 
protect the Company’s business interests. 

 
GTS senior management will identify the person(s) who are authorized to monitor and access 
electronic communication media systems and reserves the right through its authorized personnel 
to retrieve and read any electronic messages transmitted over any of GTS’s systems or equipment, 
regardless of whether the system is being used at the work site or at any remote location 



20 

 

 

(including the employee’s home). Messages, even when deleted from such systems, can be 
retrieved or recreated at a later date, either by GTS or by third parties. Care should be exercised 
to avoid interception and minimize storage of confidential or proprietary data on such systems. 

 
Under the Electronics Communications Privacy Act, it is a criminal act to intercept electronic 
communications not addressed to you without authorization to do so. Electronic snooping by 
any unauthorized employee is a violation of company policy and will result in disciplinary action, 
up to and including termination of employment. 

 
2.16.3 Security and Integrity of Electronic Communication Media Systems 

To protect the integrity of the information transmitted through these systems, employees should 
only send confidential messages to the necessary recipients and should mark those messages as 
confidential. A form of strong password protection must be used, such as a combination of 
alphabetic letters plus symbols and/or numbers. Employees are prohibited from disrupting 
software or system performance or intentionally introducing viruses. Violation of this policy will 
result in disciplinary action, up to and including termination of employment. 

 
2.16.4 Privacy 

There should be no expectation of electronic communication media privacy on the part of the 
employee. Employees should be cognizant at all times that electronic media messages are public 
messages, typically accessible not only by GTS but also by others at any time. 

 

2.17 Cellular Phone Policy 

This policy outlines the use of personal cell phones at work, the personal use of business cell 
phones, and the safe use of cell phones by employees while driving. 

 

2.17.1 Personal Cellular Phones 

While at work, employees are to exercise the same discretion in using personal cellular phones as 
they do for company phones. Excessive personal calls during the workday, regardless of the 
phone used, can interfere with employee productivity and be distracting to others. GTS 
encourages a reasonable standard of limiting personal calls during work time to no more than 
one per day as needed. Employees are therefore asked to make any other personal calls on non- 
work time where possible and to ensure that friends and family members are aware of the 
company's policy. Flexibility will be provided in circumstances demanding immediate attention. 
Some programs and some sites restrict and even prohibit the use of personal cellular phones 
while at that site. Where ever there is a conflict between the overall policy and site (contract 
specific requirements) the contract/site requirement takes precedence and must be followed. 
Some sites and programs restrict use or do not allow the presence of a personnel cellular phone 
at the work place. In that case, employees must comply with those restrictions and requirements. 

 

GTS will not be liable for the loss of personal cellular phones brought into the workplace. 
 

2.17.2 Personal Use of Company-Provided Cellular Phones 

Where job or business needs demand immediate access to an employee, the Company may issue 
a business cell phone to an employee for work-related communications. To protect the employee 
from incurring a tax liability for the personal use of this equipment, such phones are to be used 
for business reasons only. Phone call records will be audited regularly to ensure no unauthorized 
use has occurred. 
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If an employee experiences a severe personal emergency that results in the need to use the 
company's cellular phone, he or she is required to report this use to the Accounting Department 
within 48 hours. The employee will be asked to sign a form specifying the number called and the 
reason for the call. The employee will then be responsible for reimbursing GTS for the cost of any 
personal phone calls when the bill is received. Failure to report such use may result in 
disciplinary action. Failure to reimburse the company for the cost of the call(s) will result in tax 
liability for the employee as well as possible disciplinary action. 

 

Employees in possession of company equipment such as cellular phones are expected to protect 
the equipment from loss, damage or theft. Upon resignation or termination of employment or at 
any time upon request, the employee may be asked to produce the phone for return or inspection. 
Employees unable to present the phone in good working condition within the time period 
requested (for example, 24 hours) may be expected to bear the cost of a replacement. 

 

Employees who separate from employment with outstanding debts for equipment loss or 
unauthorized charges will be considered to have left employment on unsatisfactory terms may 
be subject to legal action for recovery of the loss. 

 

2.17.3 Safety Issues for Cellular Phone Use 

Employees whose job responsibilities include regular or occasional driving and who are utilizing 
a cell phone for business purposes (regardless of whether the employee is using their personal 
cell phone or one issued by GTS) are expected to refrain from using their phone while driving. 
Safety must come before all other concerns. Regardless of the circumstances, including slow or 
stopped traffic, employees are instructed to pull off to the side of the road and safely stop the 
vehicle before placing or accepting a call, and/or sending or reading a text message. If acceptance 
of a call is unavoidable and pulling over is not an option, employees will use hands-free options. 
Special care should be taken in situations where there is traffic, inclement weather or the 
employee is driving in an unfamiliar area. 

 

In situations where job responsibilities include regular driving and accepting of business calls, 
hands-free equipment will be provided to facilitate the provisions of this policy. 

 

Employees whose job responsibilities do not specifically include driving as an essential function 
are also expected to abide by the provisions above. Under no circumstances are employees 
allowed to place themselves at risk to fulfill business needs. 

 

Employees who are charged with traffic violations resulting from the use of their phone while 
driving will be solely responsible for all liabilities that result from such actions. 

 

2.17.4 Video or Audio Recording Devices 

The use of camera phones, tablet’s or other audio or video recording capable devices within the 
company may constitute not only an invasion of employees’ personal privacy, but may breach 
confidentiality of GTS trade secrets or other protected information. Therefore, the use of camera 
or other video-capable recording devices within GTS is prohibited without the express prior 
permission of senior management and of the person(s) present at the time. 

 

Violations of this policy will be subject to disciplinary action, up to and including termination. 
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2.18 Personnel Files/Personal Data Changes 

GTS maintains personnel files on each employee. These files contain documentation regarding 
all aspects of the employee’s tenure with the company, such as performance appraisals, 
beneficiary designation forms, disciplinary warning notices, and letters of commendation. To 
ensure that your personnel file is up-to-date at all times, notify us of any changes by submitting 
proper documentation to Human Resources. No personnel or personal information will be 
changed without written notice from the employee or responsible parties. 

 
The collection of employee information will be limited to that needed by GTS for business and 
reporting purposes. GTS will maintain the confidence of an employee’s personnel records and 
the information contained therein to the fullest extent practicable. 

 
Generally, access to employee records will be limited to: (1) the employee upon request; (2) 
Management having an authorized, business-related reason to know; and (3) others where 
required by law or requested by a law enforcement agency in connection with a legal proceeding. 
All requests for access to personnel files should be directed to Human Resources. 

 
 

EMPLOYEE CONDUCT & GUIDELINES 
 

3.1 Professional Conduct 

GTS has a strong commitment to upholding the highest standards of business ethics. 

Employees are expected to conduct themselves in a professional manner at all times while at GTS 
or a client site. Professional conduct includes respect for other employees or contractors in the 
workplace at all times. 

 
The Company has a duty to conduct our business affairs legally. GTS strictly complies with the 
laws, rules and regulations that apply to our company, with our corporate policies, procedures 
and guidelines; with the corporate policies, procedures and guidelines of our clients; and with 
those of Federal and state governmental agencies. 

 
3.2 Absenteeism and Tardiness 

All employees are expected to report to work promptly at their scheduled starting times each day 
and to remain at work until completion of their scheduled workday unless they are ill or have 
obtained prior approval to be absent. 

 
Absenteeism or tardiness that is unexcused or excessive is grounds for disciplinary action, up to 
and including termination of employment. It is imperative that employees contact their 
supervisor directly within one-half (1/2) hour after their scheduled starting time, (regardless of 
whether a message was left with another staff member or supervisor). The absent employee must 
also continue to call in every day for the duration of the absence unless the Supervisor directs 
otherwise. 

 

If an employee’s absence is unreported without justification for three (3) consecutive days, this 
will be considered a voluntary resignation. What constitutes appropriate justification for being 
unable to report absences will be determined on a case-by-case basis. 
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Employees who are absent for more than three (3) consecutive workdays due to illness must 
provide a statement from their physician verifying that the absence was caused by the illness and 
that they are cleared to safely return to work. In addition, GTS may require the employee to 
submit a physician’s statement regarding the absence, such as where abuse is suspected (for 
example, where a pattern of frequent absences before or after holidays and/or weekends occurs). 

 

Failure to comply with these rules will result in an unexcused absence and may subject the 
employee to disciplinary action, up to and including termination of employment. 

 

3.3 Business Attire 

Employees contribute to the feeling and reputation of GTS in the way they present themselves in 
the workplace. A professional appearance is essential to developing and maintaining a favorable 
impression with customers. Good grooming and appropriate dress reflect employee pride and 
inspire customer confidence. 

 

Some basic essentials of appropriate dress include the wearing of socks or stockings and the need 
for clothing to be neat and clean. A reasonable standard of dress for either professional or 
business casual attire excludes any extreme in clothing, accessories, jewelry, fragrances, hair, 
makeup or nails. With the exception of ear piercing, there will be no visible body piercing, 
including but not limited to tongue piercing, nose piercing, and eyebrows rings/bars. 
Additionally, there will be no visible tattoos; any visible tattoo must be covered with a bandage 
or clothing. An employee unsure of what is appropriate should contact Human Resources for 
clarification. 

 
3.3.1 Professional Standard of Dress 

The following is a guideline of what attire is appropriate and inappropriate with regards to a 
professional standard of dress: 

 
Appropriate: 

• Dresses/skirts (length cannot be more than two inches above the knee). 

• Blouses/shirts for women; collared shirts for men. 

• Suits/pantsuits/ties. (Corporate staff) 

• Blazers/sports coats. (Corporate staff) 

• Vests/sweaters worn over collared shirts. 

• Pants in business suitable fabrics. 

• Any type of business shoe (cowboy boots, 2 “heels, flats, etc.). 
 

Inappropriate: 

• Any type of denim (including jean dresses, denim shirts/pants/skirts, etc.). 

• Any material resembling denim. 

• Casual/sport T-shirts (including logo merchandise). 

• Flannel shirts. 
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• Casual shorts. 

• Stirrup pants/leggings. 

• Casual sandals, athletic or canvas shoes, casual boots, clogs. crocs. 

• Bras, sport bras, tank tops, etc. (must be fully covered by clothing), short/crop tops 
(skin must not show). 

 

In many cases GTS employees are working at a client/government site. In these instances, 
employees should follow the dress code established for that location. However, when business 
casual dress is allowed in the workplace, the guidelines set forth below should be followed. 

 
3.3.2 Business Casual Dress 

Business casual dress will be permitted on Fridays except during specified periods when casual 
days may be suspended. Business casual is defined as follows: 

 

Casual shirts: All shirts with collars. This will include casual shirts and blouses, golf and 
polo shirts. 

 
Inappropriate: T-shirts, shirts with inappropriate slogans, tank tops, halter 
tops, muscle shirts, sheer blouses, and crop tops. No skin should be visible 
between the shirt bottom and the top of the pants. 

 
Pants: Casual slacks and trousers. Jeans without holes, frays, etc. may be worn on Fridays 
only. 

 

Inappropriate: Pants that are too tight, shorts, athletic wear. 
 

Footwear: Depending on the department, athletic or canvas shoes may be worn on Fridays 
only. 

 
Inappropriate: Thong-type sandals, flip-flops, crocs. 

 

In some cases employees may be asked to maintain a professional standard of dress on a Friday 
(i.e., if there is an important business meeting occurring at the site that day). If you are meeting 
clients, a professional standard of dress is appropriate. 

 
Employees who do not meet a professional standard of dress may be sent home to change. Leave 
with or without pay will be applied as necessary. 
Management may make dress code exceptions for special occasions. GTS reserves the right to 
amend this policy at any time. 

 

3.4 Personal Use of Company and/or Client Equipment 

GTS’s or its client’s telephones, cellular phones, fax machines, computers, copiers and all other 
office equipment are available for the purpose of conducting GTS business. Personal use of these 
items has a direct impact on the Company’s ability to conduct business and is strictly prohibited. 
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Personal calls of short duration may be received and made at your desk or workstation. 
However, personal telephone call privileges are subject to change or terminate at any time, either 
generally or specifically, if abused. 

 
Personal long distance telephone/fax calls are not to be made from GTS or its client sites except: 
(1) in an emergency situation when prior approval is obtained from your supervisor; or (2) as 
otherwise specifically approved by GTS or its client. Once approved, long distance calls should 
be charged via personal telephone calling cards or to the employee’s home telephone number via 
the operator and may not be charged to GTS or its clients. 

 

3.5 Corrective Counseling and Performance Improvement 

Employees whose performance, work habits, conduct or demeanor becomes unsatisfactory, in 
GTS’s sole judgment, based on the violations listed below or the violation of any other GTS policy, 
rule, regulation or expectation, will be subject to disciplinary action, up to and including 
termination of employment. Types of behavior and conduct that GTS considers inappropriate 
include, but are not limited to: 

 
1. Failure to follow the timesheet preparation policy 
2. Falsification of documents (i.e., employment application, timesheet) 
3. Insubordination 
4. Dishonesty 
5. Excessive attendance violations 
6. Unsatisfactory job performance 
7. Interfering with another employee’s job performance 
8. Departing company premises or work site during working hours for personal 

reasons without the permission of the supervisor or manager 
9. Defacing, stealing, destroying or damaging company property 

10. Performing unauthorized personal work on company time 
11. Unauthorized use of company telephone or equipment for personal business 
12. Unauthorized outside employment and/or consulting 
13. Violation of the Drug & Alcohol-Free Workplace Policy 
14. Harassment or physical assault of any kind on another individual 
15. Sleeping on the job (if special accommodations are necessary due to a disability, please 

contact Human Resources) 
16. Any act which might endanger the safety or lives of others 
17. Bringing firearms or weapons onto company premises or work site 
18. Disclosure of GTS proprietary information 
19. Willful disregard of company and/or client policies or procedures 
20. Criminal conviction 

 

The above list is not an exclusive list of misconduct that could result in disciplinary 
action/discharge. 

 
Occasionally, employees fail to meet, or have difficulty meeting expectations in performance and 
conduct. Employees who engage in less-than-satisfactory performance or some other form of 
misconduct will be subject to discipline, up to and including termination of employment. GTS 
may use a variety of corrective counseling measures short of termination in an effort to correct an 
employee’s deficient performance or misconduct. Some of the techniques include the following 
progressive disciplinary steps: 
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1. Counseling: Generally an employee will receive a verbal warning from their supervisor 
for unacceptable behavior. Documentation may be placed in the employee’s personnel 
file to document that a verbal warning was given. 

 
2. Written counseling: If unacceptable performance or behavior continues, the next step 

may be a written warning. Written warnings are provided to the employee to document 
the unacceptable behavior. The employee is given an opportunity to review the written 
warning, discuss its contents with their supervisor, and make verbal and/or written 
comments. This warning generally will describe the reason for which the warning is being 
given, and should be reviewed and signed by the employee. If the employee refuses to 
sign, a notation to that effect should be made on the document by the manager. A copy of 
the written warning and the employee’s comments will be placed in the employees’ 
personnel file. 

 
3. Performance Improvement Plan: If after receiving a written warning, the employee is 

still unable to correct unsatisfactory work performance or conduct, he/she may be placed 
on a Performance Improvement Plan (PIP) for a specified period of time. During this time 
period, the employee’s performance will be closely evaluated. If no improvement is 
foreseen during or after this time period, the employee may be subject to discharge. Any 
employee issued a PIP will not be entitled to: (1) use any accrued PTO without a doctor’s 
note; or (2) attend any company-paid seminar or training classes until performance has 
improved to an acceptable level. 

4. Termination: Termination will occur when an employee, in management’s evaluation, 
has failed to meet the required performance standards. The employee will be asked to 
leave immediately and will not be entitled to severance pay. 

 
The steps above are only general guidelines. Discipline may begin at any step (including 
discharge), in the discretion of management, depending on the seriousness of the offense. This 
policy does not alter or change the at-will nature of employment with GTS. 

 

 

3.6 Grievance Process 

The grievance policy is intended to provide and promote open, two-way communication between 
employees and all levels of GTS management. Misunderstanding or conflicts can arise in any 
organization, and it is important that such matters be resolved before serious problems develop. 
For those situations that do not resolve themselves naturally, employees should follow the 
procedure described below to bring grievances to management’s attention: 

 
Step One – Discuss the problem with your immediate supervisor. The supervisor 
is in most cases nearest to the problem and is therefore best equipped to 
understand the basis for the grievance and evaluate the situation. The supervisor 
will give the employee a response to their problem as soon as practicable. If the 

Please note that as an Employer-at-Will, GTS is not required to follow the corrective counseling 
steps outlined above. The Company reserves the right at its discretion to deviate from any formal 
system of discipline. GTS will, however, implement the corrective counseling procedure 
whenever management deems it proper. 
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employee does not believe a discussion with their immediate supervisor is 
appropriate, proceed directly to Step Two. 

 
Step Two – If the immediate supervisor was not able to resolve the problem, or it 
was not appropriate to discuss the problem with the supervisor, the employee 
should request a meeting with the next level management. To initiate Step Two, 
complete a Grievance Form indicating the date on which they discussed the issue 
with their supervisor and the supervisor’s response. The second level manager 
will consider the facts, conduct the investigation, and may also review the matter 
with the Manager of Human Resources. The manager will schedule a meeting 
with the employee to discuss the complaint as soon as practicable. 

 
Step Three – If the problem is still not resolved to the employee’s satisfaction, they 
may request that the matter be reviewed by Human Resources. Provide a copy of 
all written documentation, along with a written summary of any facts to be 
considered not already presented on the Grievance Form, to the Human Resources 
Department. The Manager will conduct a full examination of the facts, consult 
with senior management, and advise the employee of the company’s decision as 
soon as practicable. The decision of the Human Resources Department is final. 

 

An employee may consult Human Resources at any time and at any step throughout the 
grievance process. 

 
Retaliation against employees who avail themselves of this procedure will not be tolerated. This 
procedure should not be construed, however, as preventing, limiting, or delaying GTS from 
taking disciplinary action against any individual, up to and including termination of 
employment, in circumstances where GTS deems immediate disciplinary action appropriate. 

 

3.7 Solicitations 

In the interest of maintaining a professional business environment and to minimize interference 
with work and inconvenience to others, GTS discourages employee solicitation during business 
hours. Approved solicitation is limited to support of company-sponsored charities and to 
expressions of cheer (i.e., birthdays or baby/wedding showers) or sympathy. 

 

Employees cannot distribute non-business related literature or printed material of any kind, sell 
merchandise, or solicit for any other cause (except as described above) during regular business 
hours. 

3.7.1 Use of Company Bulletin Boards 

GTS and our clients maintain bulletin boards to post official company information (i.e., job 
postings, EEO, health and safety guidelines, etc.) and to communicate office policies. 

 
Employees are not to post any materials on company or client property without prior 
authorization from their supervisor. 

 

3.8 Injury on the Job 

All employees are covered by workers’ compensation insurance, which compensates an 
employee for lost time, medical expenses, and loss of life or dismemberment from an injury 
arising out of or in the course of work. An injury or illness is considered work-related if an event 
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or exposure in the work environment caused or contributed to the condition or significantly 
aggravated a pre-existing condition. Minor work-related injuries include any wound or damage 
to the body resulting from an event in the work environment. Major work-related injuries and 
illnesses are those that result in: 

 death, 

 loss of consciousness, 

 days away from work, 

 restricted work activity or job transfer, or 

 medical treatment beyond first aid. 
 

Employees must report all injuries and illnesses (both minor and major) immediately to their 
supervisor and Human Resources so the Company can handle the matter accordingly. 

 

Should an injury occur, inform your supervisor immediately. Proceed to treat the injury 
with first aid. (Employees administering first aid should have received training in or be 
aware of the use of universal precautions.) If the situation escalates, call 911, and follow 
procedures as directed by operator. 

 

It is the responsibility of the employee to complete a First Report of Injury or Illness Form for each 
safety and health infraction that occurs by an employee or that the employee witnesses. Failure 
to report such an infraction may result in employee disciplinary action, up to and including 
termination of employment. The completed report should be forwarded to Corporate 
immediately so that a claim can be filed with the company’s insurance carrier. 

 

Employees must report work related injuries immediately in order to insure your workers 
compensation insurance procedures are followed and you do not interfere with or jeopardize 
those benefits. 

 

COMPENSATION POLICIES 
 

 

4.1 Employment Classifications 

GTS classifies its employees into the categories listed below for purposes of salary administration 
and eligibility for overtime payments and employee benefits. Employees will be informed of 
their initial employment classification and of their status as an exempt or non-exempt employee 
in their offer letter and reiterated during their new-hire orientation. 

 
Full-time: Employees who regularly work a minimum of forty (40) hours per 
week in an established position. Employees with full-time status are eligible for 
GTS benefits package, subject to the terms, conditions, and limitations of each 
benefit program. 

 
Part-time: Employees who are not considered temporary employees and are not 
regularly scheduled to work a minimum of 40 hours per week. Regular part-time 
employees who are regularly scheduled to work a minimum of 20 hours per week 
are eligible for pro-rated benefits. Holidays and PTO are accrued based upon the 
hours worked in a pay period. Part-time employees with fewer than 20 regularly 
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scheduled hours per week are entitled to participate in the Company’s 401(k) Plan 
and are eligible to receive all legally mandated benefits (such as Social Security 
and workers’ compensation insurance). 

 

Consultant: Any person contractually obligated to perform work under an 
independent consulting agreement. Any such person shall be compensated at a 
rate of pay that is mutually agreed upon and stated in the independent contractor 
consulting agreement. Because Consultants are not employees of GTS, no benefits 
of any kind, whether mandated or discretionary, shall be offered to any such 
persons. 

 

On-Call Employee: On-call positions will be maintained to provide coverage for 
unusual, irregular, or unexpected coverage. An on-call employee is hired to work 
on an intermittent basis, is not regularly scheduled or accrues any benefits and 
whose assignment is not expected to exceed thirty days of employment in one 
given period. On-call employees are entitled to all legally mandated benefits (such 
as Social Security and workers’ compensation insurance). On-call employees are 
not entitled to holiday or PTO accrual (pay) unless they are detailed to a 
permanent full time or permanent part time position. On-call employees are NOT 
guaranteed any regular work hours or work shifts. 

 

4.2 Fair Labor Standards Act Classifications 

The Fair Labor Standards Act (FLSA) is a Federal law which requires that most employees in the 
United States be paid at least the federal minimum wage for all hours worked and overtime pay 
at time and one-half the regular rate of pay. The FLSA is administered by the Department of 
Labor. 

 
GTS has performed an analysis of each position and classified it as exempt or non-exempt based 
on the duties and responsibilities. When an offer of employment is made, the employee is notified 
of their job title, employment classification and exemption status. Should a change in 
classification be required based on promotion, demotion, or changes to job duties and/or 
responsibilities, the employee will be notified at that time. 

 

The number of work days for full-time employees is five 8-hour days, totaling 40 hours worked 
per week. Therefore, employees should have hours (whether worked or on leave) recorded on 
each of the five days of the week, with a minimum of 40 hours total each week (80 hours per pay 
period). 

 
Every employee’s work schedule must include a lunch period (1/2 to 1 hour depending upon 
work location) that is unpaid and in addition to the 8-hour work day. Lunch breaks must be 
taken; employees cannot have a regular work schedule of 8-hours straight with no lunch break. 

 
4.2.1 Non-Exempt Employees 

Employees who perform work such as clerical, secretarial or computer operations who meet the 

qualifying criteria stipulated in the FLSA are classified as “non-exempt.” A non-exempt 

employee is paid an hourly rate for every hour worked and is subject to the overtime 
provisions of the FLSA and other Federal and state laws pertaining to hours of work and 
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overtime. 
 

All overtime must have supervisory approval prior to an employee working the additional hours. 
All hours worked, including any overtime hours, should be recorded on the Bi-Weekly Timesheet 
on the appropriate date and charge line. Pay is calculated as follows: 

 

 Straight time (i.e., the regular hourly rate of pay) for all hours worked up to 
forty (40) hours in any given workweek in accordance with various state wage 
and hour laws. 

 

 Overtime at one and one-half (1-1/2) times the regular hourly rate of pay for 
all hours worked beyond the 40th hour in any given workweek in accordance 
with wage and hours law. 

 

 Straight time for all hours worked on a company-observed holiday in addition 
to receiving the regular holiday pay. 

 

Hours worked is defined as actual hours worked on the job and excludes PTO, holiday, or any 
other administrative leave. 

 
4.2.2 Exempt Employees 

Section 13(a)(1) of the FLSA provides an exemption from both minimum wage and overtime 
pay for employees employed as bona fide executive, administrative, professional, and outside 
sales employees. Section 13(a)(1) and Section 13(a)(17) also exempt certain computer  
employees. To qualify for exemption, employees generally must meet certain tests regarding 
their job duties and be paid on a “salary basis” at not less than $455 per week. 

 
Being paid on a salary basis means an employee regularly receives a predetermined amount of 
compensation each pay period on a weekly, or less frequent, basis (GTS pays its employees on a 
bi-weekly basis). The predetermined amount cannot be reduced  because  of  variations  in  the 
quality or quantity of the employee’s work. Employees who hold positions  that  meet these 
criteria are considered “exempt.”   Job titles do not determine exempt status.   In order   for  an 
exemption  to  apply,  an  employee’s  specific  job  duties  and  salary  must  meet  all    of the 
requirements of the Department of Labor’s regulations. 

 

There are a few exceptions to the requirement  to pay exempt  employees on  a  salary  basis.  In 
these cases, deductions are permissible as long as they are consistent with other company 
policies and practices. 

 
4.2.3 Full-Day Absences 

Deductions from pay are permissible when an exempt employee incurs an absence of one or more 
full days for personal reasons, sickness or disability: 

 

 If the employee is eligible to use PTO and has a leave balance sufficient to cover 
the absence, the appropriate leave account should be charged eight (8) hours for 
the absence. This would result in 40 hours being recorded on the employee’s 
timesheet for that week. 
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 If the employee is ineligible to use PTO time (i.e. during the new hire introductory 
period, while under a Performance Improvement Plan, etc.) or has an insufficient 
leave balance to cover the absence, a deduction in pay for the full day(s) missed 
will occur. In this case, zero (0) hours should be recorded on the timesheet for that 
day, which would result in less than 40 hours being recorded on the employee’s 
timesheet for that week. No pay will be provided for any full-day absences not 
covered by accrued and unused leave. 

 

Deductions from pay are also permissible for unpaid disciplinary suspensions of one or more full 
days in accordance with GTS’ policies as outlined in the Employee Handbook. In addition, 
deductions are permissible for the first and last week of employment, when only part of the week 
is worked by the employee, as long as this practice is consistently applied to all exempt employees 
in the same circumstances. 

 
Deductions from pay cannot be made as a result of absences due to jury duty, attendance as a 
witness, temporary military leave, absences caused by the employer (i.e., loss of electrical power 
at work location), or absences caused by the operating requirements of the business (i.e., short- 
term lack of work). However, fees received by an employee for jury duty, witness duty or military 
leave may be applied to offset the pay otherwise due to the employee for the week. Employees 
must submit written documentation of upcoming jury, witness or military leave to Human 
Resources (and the client if employee is located at a client site) prior to the leave being taken. 
Leave taken for any of these purposes should be charged to “Administrative” on the employee’s 
timesheet. 

 
4.2.4 Partial-Day Absences 

Effective August 23, 2004, the FLSA was revised to state that while an employer cannot dock an 
exempt employee’s pay for a partial day absence, the employer may make deductions from an 
employee’s leave account(s) for a partial day, even if that deduction results in a negative leave 
balance. 

 

Therefore, if an exempt employee comes to work late or leaves early and cannot work the full 8 
hours on that day, there are two options: 

 make up the time missed on another day within the same pay period; or 

 charge those hours not worked to PTO. 

GTS does not have a compensatory time policy in place; therefore, hours worked in excess of 40 
in one work week cannot be used to cover absences in a different work week. 

 
Employees should be aware that excessive time off work, whether on a full- or partial-day basis, 
may subject the employee to disciplinary action. 

 
4.2.5 Complaint Procedure 

Any employee who believes that their pay has been improperly reduced should contact Human 
Resources immediately to request an investigation. 
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 The employee will be asked to specify in writing, using the guidance above, the 
circumstances of the pay deduction and whether it has occurred on other 
occasions. 

 

 GTS will review pay records and interview the supervisor or manager to 
determine if the allegation is correct. 

 

 If the deduction was in fact improper, GTS will reimburse the employee as 
promptly as possible (but in no case longer than two pay periods from the 
identification of the problem). 

 

 The individual(s) responsible for the error will be investigated further to 
determine if this was an isolated incident or a pattern of conduct that requires 
further action on the part of GTS. If warranted, the responsible person(s) will be 
held accountable for the error(s) made consistent with company disciplinary 
policy. 

 

4.3 Work Schedule 

The number of work hours per week, starting and departure times, and lunch and rest periods (if 
applicable) vary according to your location as well as operational and contractual requirements. 
Supervisors will advise their employees of the time your schedule will normally begin and end. 

 
4.3.1 Work Week 

The work week begins at 12:00 a.m. Monday morning and continues through 11:59 p.m. on 
Sunday evening. 

 
4.3.2 Work Hours 

The normal work schedule for full-time employees is eight (8) hours a day, five (5) days a week. 
Non-exempt employees will be advised of variations in the total hours that are scheduled each 
day and week. Exempt employees are expected to work regular business hours as well as those 
hours necessary for the completion of their assignments. 

 
4.3.3 Lunch Break 

Employees are provided with a minimum lunch break of 30 minutes. This period may be varied 
by the employee’s supervisor as necessitated by operational and/or contractual demands. Lunch 
breaks are unpaid. 

 

4.3.4 Work Location 

Unless prior written authorization is obtained from an employee’s supervisor and the President 
of GTS, all work is to be performed at the employee’s regular work location. 

 

4.4 Overtime Policy 

Employees classified as non-exempt, as determined by their job classification, are eligible to 
receive compensation for overtime work. All overtime must have supervisory approval prior to 
working the additional hours. Unless authorized by corporate, overtime hours will be capped at 
a maximum of ten (10) hours per pay period. All hours worked, including any overtime hours, 
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should be recorded on your timesheet on the appropriate date and charge line. Pay is calculated 
as follows: 

 
Straight time (i.e., the regular hourly rate of pay) for all hours worked up to forty 
(40) hours in any given workweek in accordance with various state wage and hour 
laws. 

 

 Overtime at one and one-half (1 ½) times the regular hourly rate of pay for 
all hours worked beyond the fortieth hour in any given workweek in 
accordance with wage and hours law. Hours worked is defined as actual 
hours worked on the job and excludes PTO, holiday, or any other 
administrative leave. 

 
 Straight time for all hours worked on a Company-observed holiday in 

addition to receiving the regular holiday pay. 
 

4.5 Payroll Policy 

Direct deposit of pay occurs bi-weekly, generally on Friday. If payday falls on a holiday, direct 
deposit/checks will be distributed the preceding business day. 

 
For non-exempt employees, each pay will include earnings for all hours worked through the end 
of the previous payroll period. Exempt employees will be paid 1/26th of their annual salary as 
long as they have worked or were in a paid leave status during the pay period. 

 
GTS regards an employee’s pay as a personal, confidential document. Therefore, GTS will not 
provide such information or access to said information to any other person without the 
employee’s prior written approval. Should a situation such as this occur, the employee is 
required to make a written request to the Payroll Department. 

 
4.5.1 Direct Deposit 

GTS requires its employees to sign up for direct deposit. Employees pay and any other monies 
due will be deposited into one (1) bank account only. Employees must complete a Direct Deposit 
Form and supply a voided check (for checking accounts) as well as the account/routing number 
for savings accounts. It is the employee’s responsibility to notify GTS in advance of any changes 
they have to their bank account it applies to the direct deposit of their monies. If you close your 
account and do not advise us in sufficient time to change your direct deposit routing we cannot 
guarantee your payroll deposit will be deposited into the correct account. 

 
Employees have access to their paystubs on line through electronic means via ASSURE. The on 
line paystub details hours works, deductions from pay, and PTO balance bi-weekly. Direct 
deposits are scheduled to be submitted to the employee’s bank(s) via wire transfer the morning 
of each payday. Although the bank receives the wire transfer on payday, the bank may not post 
the funds until late evening hours or the following day. Employees are encouraged to check with 
their bank concerning their policy regarding the receipt and crediting of direct deposits. GTS will 
not be liable for any fees or charges incurred as a result of an employee’s failure to assure that 
funds were posted to their account prior to making debit transactions. 



 

 

4.5.2 Payroll Deductions 

The law requires that GTS make certain deductions from an employee’s compensation. Among 
these are applicable federal, state, and local income taxes. At the time of hire, employees must 
complete and sign a Federal withholding allowance certificate (IRS Form W-4) and a state tax 
withholding form. These forms must be completed in accordance with Federal and state 
regulations. Employees should also complete a new W-4 and state form any time circumstances 
change. 

 
In addition, GTS must deduct FICA taxes from each employee’s wages as follows: 

 

 The Social Security’s OASDI tax (at the rate of 6.2%) is paid on earnings up to a 
specified limit that is called the Social Security “wage base” ($132,900 for 2019 
adjusted annually); and 

 The Medicare tax (at the rate of 1.45%) is paid on all wages. 
 

The wages used to calculate FICA taxes are reduced by contributions to qualified plans, such as 
Section 125 or 401(k) Plans. GTS offers programs and benefits beyond those required by law. 

 
Employees who are eligible for these programs must authorize deductions from their pay to cover 
the costs of participation in these programs. Some voluntary deductions include employee 
contributions to health and dental insurance, retirement plan, or voluntary insurance. 

 
At the time of separation of employment, GTS will deduct from the employee’s final paycheck 
any or all monies owed to the Company in order to continue benefit coverage through its 
termination date. 

 
4.5.3 Administrative Pay Corrections 

GTS takes all reasonable steps to ensure that employees receive the correct amount of pay in each 
paycheck and that they are paid promptly on the scheduled payday. In the event that there is an 
error in the amount of pay, employees should promptly bring the discrepancy to the attention of 
Payroll so that corrections can be made as quickly as possible. 

 

4.6 Timesheet Record-Keeping 

It is an established policy of GTS to ensure the accurate and timely preparation of employee 
timesheets. As a means of compliance with this policy, all employees must strictly adhere to the 
following procedures. Compliance is mandatory without exception. Any questions on how to 
properly complete a timesheet or on the timesheet preparation policy should be referred to the 
employee’s supervisor.   

GTS timesheet Record-Keeping and Processing System is NOVATIME. The DCAA regulations 
require all employees to accurately enter their hours worked for the week, and that hours cannot 
be carried over from one cycle week to the next. If you are short on your hours for one week you 
are not allowed to make it up the following week; i/e having 35 hours in one week and 45 hours 
in the following. Please ensure that you are capturing and following your hours closely in order 
to stay compliant with federal regulations. 
 

4.6.1 Direct vs. Indirect Charges 

A direct charge is a charge for supplies or services against a specific contract (task, delivery 
order, purchase order, etc.) that is directly billable to the client under a line item of the contract. 
GTS has assigned specific account numbers to hours and charges for all contracts. 

An indirect charge is one that is not directly billable to a contract but is allocated instead to an 



 

 

indirect account such as Overhead or General & Administrative. Examples of indirect charges 

include: (1) employee training that is not directly chargeable to a customer; (2) time spent 
awaiting assignment to a contract; and (3) employee recruiting. 

 
Holiday, PTO, and administrative leave (jury and witness duty, bereavement, military leave) 
have already been coded on the timesheets. When administrative leave is taken, the type should 
be indicated on the Leave line along with the applicable charge code. All administrative leave 
require submission and approval of a Leave Request Form. See appropriate sections of this 
handbook for descriptions of those leave types. 

 

The applicable charge codes will be explained in full detail during orientation. 
 

4.6.2 Timesheet Completion 

Compliance with the timesheet instructions is mandatory for all GTS employees. At the time of 
hire and each year at the time of an employee’s performance review, the timesheet preparation 
policy will be reviewed. 

 
 Employees should record their time on the Bi-Weekly NOVATIME Timesheet or 

whatever on line system is being used at your site. 
 

 It is the responsibility of every GTS employee to fill out their timesheet DAILY at 
the end of each workday. 

 

 ALL hours worked, wherever and whenever they occur, are to be recorded on the 
timesheet. Hours must be accurately charged to the appropriate job in no smaller 
increments than one-quarter (0.25) hour. Hourly increments should be written as 

.25, .50, and .75. * 
 

 

 Timesheets must be prepared in BLUE or BLACK INK only. Employees may also 
use the electronic versions in Word or Excel formats. 

 

 NO entries should be made in advance. 
 

 Timesheet corrections should be made by making a single line through the original 
charge, entering the new charge, and INITIALING the change. Changes should 
NOT be scratched out, deleted with correction fluid, i.e., White-out, or smudged 
out. 

 

 The employee and the supervisor MUST initial all changes immediately after the 
change is made. 

 

 Do NOT sign the timesheet until the end of the timesheet period and all hours 
have been properly totaled. By signing the timesheet, the employee certifies that 
the information set forth is complete and accurate and that the timesheet adheres 
to all relevant GTS policies and procedures. 

*In cases where a contract dictates charging in smaller or larger increments, the 
contract will be followed and the policy will be communicated to the affected 
employee. 
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 The employee’s manager may be required to approve the employee’s completed 
timesheet. By their signature, the manager certifies that, to the best of their 
knowledge, the information is complete and accurate and that all relevant GTS 
policies and procedures have been followed. 

 
 Under no circumstances should an employee sign a blank or incomplete timesheet. 

 

Time expended in support of bid and proposal writing is to be charged under G&A and 
is NEVER to be charged against a U.S. Government contract. 

 

 If an employee does not have a charge number for a project, enter a brief 
description on the timesheet and enter the charge number as soon as it is received. 
NEVER charge hours to a U.S. Government contract or any other charge number 
due to lack of knowledge of the proper number to enter. Employees can obtain 
the proper charge number from their Project Manager or during orientation. 

 

Adherence to the timesheet procedure is crucial for GTS for billing purposes and is required by 
Government clients. Violations of timesheet preparation procedures should be reported to the 
President, or the Human Resources department. Offenders will be subject to disciplinary action, 
up to and including termination of employment. 

 

4.7 Performance Evaluations 

We want you to grow and succeed in your job; GTS attempts to conduct employee reviews once 
a year. This review may be conducted during the month of your Anniversary date. A review 
may also be conducted in the event of a promotion or change in duties and responsibilities at the 
discretion of your supervisor. 

 

The review provides an excellent opportunity for collaborative, two-way communication 
between you and your manager. This is also a good time for you to discuss your career interests 
and goals. The primary reason for performance reviews is to identify your strengths and 
weaknesses in order to reinforce your good habits and develop ways to improve in your weaker 
areas. This review also serves to make you aware of and to document how your job performance 
compares to the goals and description of your job. Supervisors will meet with each employee and 
review the form, discuss job performance and his/her expectations. 

 

Employees will be asked to participate in setting goals for the next evaluation period. Employees 
are also given the opportunity to make written comments to be included with the appraisal in the 
personnel file. Any written comments submitted by the employee will be reviewed by the 
supervisor prior to inclusion in the employee’s personnel file. 

 

4.8 Internal Applications 
 

GTS prides itself on the opportunities for career advancement that our work environment 
provides to all employees. Employees interested in opportunities for development and 
advancement through a transfer/promotion should visit the company website, which is updated 
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for open positions. External recruiting may take place simultaneously to expedite the process, as 
business needs require. 

 
To be eligible to apply for an open position, the employee must be employed with GTS for at least 
nine months with acceptable performance and not on any disciplinary action. These 
requirements may be waived if business needs necessitate and with the approval of the President. 

 
The Hiring Manager will determine the most qualified candidate for the position. Applying for, 
interviewing for and/or meeting the minimum requirements does not necessarily guarantee an 
interview or offer. When the selection is made the gaining and losing manager will coordinate 
the effective date of the status change. 

 

4.9 Transfers/Reassignments 

GTS management may initiate or approve job transfers at its discretion to accommodate changing 
business requirements. Employees who request a transfer must have maintained a satisfactory 
job performance evaluation. 

The transferring employee should notify her/his Supervisor and Manager of the desire to transfer 
in writing and then contact the Human Resources Department in writing with the request. If a 
specific opening is sought, the employee should follow the instructions for Internal Applications. 
The employee will be considered along with other internal and external candidates and the hiring 
manager will make the final selection. 

 

4.10 Employee Expense and Mileage Reimbursements 

Employees must obtain prior approval for incurring any expenses for which they will be 
requesting reimbursement. All items requiring reimbursement should be itemized on the 
appropriate form. The Expense Reimbursement Form is used for local travel (such as mileage and 
parking expenses) and all other expenses. Mileage is reimbursed at $0.58 per mile (or the current 
mileage stipulated in the Federal Travel Regulations. When you have approval, you are 
responsible for submitting a completed expense report within thirty (30) days of the expense. An 
original receipt or other documentary evidence must substantiate expenses of $25.00 or more. 

 

4.11 Out of Town Travel 

Any business-related travel taken by an employee of GTS must be approved by and coordinated 
through the Corporate office. The employee should complete a Travel Request Form, obtain their 
supervisor’s approval, and forward the form to Corporate. All transportation (airplane, train, 
etc.), hotel accommodations and rental car reservations will be made. An itinerary and tickets 
will be given to the traveler. 

 
Employees may also request a travel advance via the Travel Request Form. The request will be 
reviewed for reasonableness by Corporate and, if approved, an advance check will be issued two 
(2) days prior to the date travel is due to commence. 

 
Upon the completion of travel, employees are required to submit the Travel Expense Report. This 
report should be completed daily and include all expense information. An original receipt or 
other documentary evidence must substantiate expenses of $25.00 or more. The amount of any 
travel advance received should be recorded on this report, and any monies due to GTS should be 
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returned via check along with the completed Travel Expense Report. The report must be submitted 
to Corporate within ten (10) days of the employee’s return from travel. 

 
 

EMPLOYEE BENEFITS 
 

 

5.1 Mandatory Fringe Benefits 

Mandatory benefits are those required by law.  GTS provides these on each employee’s behalf. 

 

5.1.1 Social Security and Medicare (FICA) 

Social Security provides income replacement benefits when an employee retires and also 
provides medical coverage via the Medicare system. Every employee pays the Social 
Security/Medicare tax at 7.65% annually, and GTS is required to match that amount. The Social 
Security portion, or 6.20%, is paid on the first $137,700 (for 2020) of salary. This figure may be 
adjusted annually at the discretion of the government. The Medicare portion, 1.45%, is paid on 
all wages earned. 

 
5.1.2 Unemployment Taxes 

The Unemployment Tax pays for state-provided unemployment programs, which includes 
compensation, job search assistance, and training. Employees do not contribute towards this 
benefit; GTS is required to pay this tax on their behalf. A terminated employee accesses this 
benefit by filing a claim at the local Unemployment Office. 

 
5.1.3 Workers’ Compensation Coverage 

Every employee, regardless of their employment classification, is covered in the event of a work- 
related injury or illness. GTS obtains insurance and pays the premium for this coverage. 
Workers’ Compensation generally covers medical, surgical and hospital treatment costs 
immediately; income benefits begin after a waiting period that varies by state. 

 
Any employee who is injured on the job, regardless of how minor the injury appears, should 
report the injury to their Supervisor immediately. If the supervisor is not available, contact 
Human Resources; they will assist the employee and/or their supervisor in completing a First 
Report of Injury or Illness Form and submitting it to Human Resources. 

 

Neither GTS nor the insurance carrier will be liable for the payment of workers’ compensation 
benefits for injuries that occur during an employee’s voluntary participation in any off-duty 
recreational, social, or athletic activity sponsored by GTS This includes any gym memberships 
or activities sponsored by the client that GTS’ employees voluntarily participate in that are 
irrelevant to the employee’s assigned duties. 

 

Set forth below is a brief description of GTS’s employee benefits program. The information provided herein 
in no way contains all of the particulars of each plan. For complete information regarding any of our benefit 
programs, please refer to the Summary Plan Description (SPD) or contact Human Resources. In the event 
of a conflict between the information contained herein and the information in the master contracts between 
GTS and its insurance carriers/plan providers, the master contracts shall govern in all cases. GTS reserves 
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5.2 Discretionary Fringe Benefits 

The following benefits, which are provided at the discretion of GTS, are available to both full- 
time employees and Regular part-time employees only (with the exception of the Retirement 
Plan, which generally has different eligibility requirements). Unless otherwise indicated, 
coverage begins on the 1st day of employment. 

 
5.2.1 Health Insurance 

GTS offers medical, dental, and vision coverage through designated health care providers. New 
hires must complete the enrollment form for all individuals being covered, and submit to Human 
Resources. Medical, dental, and vision benefits terminate on the last day of the month in which 
the employee terminates employment. Information regarding continuation of medical, dental 
and vision benefits will be distributed upon termination of employment. Please refer to the 
benefit material located in your new hire insurance packet. Typically coverage begins after a 60 
day period. 

 
5.2.2 Life Insurance 

GTS provides options for life insurance and accidental death & dismemberment coverage to each 
eligible employee at one times the employee’s salary (to a maximum of $50,000). This benefit 
terminates on the last day of the month in which the employee terminates employment. 
Terminated employees may apply for conversion from the Group plan to an individual plan. 
Information regarding conversion will be mailed to all eligible employees upon termination. 
Please refer to the benefit material located in your new hire insurance packet. 

 
5.2.3 Short-Term Disability 

Short-term disability coverage provides salary continuation when an employee becomes disabled 
and is unable to work. Please refer to the benefit material located in your new hire packet. This 
benefit terminates on the last day of employment; conversion options are not available. Any 
employee on short-term disability will have their condition evaluated for protection under the 
Family and Medical Leave Act. 

 
5.2.4 Long-Term Disability 

Please refer to the benefit material located in your new hire insurance packet. 
 

5.2.5 Retirement Plan 

GTS has established the GTS 401(k) retirement plan for the benefit of our employees. The purpose 
of this plan is to encourage employees to prepare for a successful retirement. By utilizing the 
benefits of a company-provided retirement plan, consisting of pre-tax contributions, employees 
can build financial reserves for retirement. Please refer to the benefit material located in your 
new hire insurance packet. 

 
5.2.5.1 Eligibility 

Employees who have attained the age of 21 are eligible to participate in the 401(k) Plan on the 
first of the month following thirty (30) days of employment. Once the eligibility requirements 
have been met, participation may commence on the first day of any calendar month. Employees 

the right to amend or terminate any of these plans or to require or increase employee contributions toward 
any benefit at its discretion. 
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will receive an enrollment packet and Summary Plan Description (SPD) describing the Plan in 
more detail during the new hire orientation. 

 
5.2.5.2 Employee Contributions 

When employees participate in the GTS 401(k) Plan, they can make Plan contributions up to the 
maximum percentage allowed by the IRS, not to exceed Internal Revenue Code limits ($19,500 
for 2020, adjusted annually). Visit www.irs.gov for updates. 

 

Employees who are age 50 or older by the end of the Plan Year (the calendar year) and have 
contributed the maximum contributions allowed by the Plan or Federal law may be eligible to 
make “Catch-up” Contributions on a before-tax basis up to $6,500 for 2020, and adjusted 
annually. 

 
At any point during the Plan Year, employees may increase or decrease their contribution 
percentage by completing and submitting an Enrollment/Change Form to Human Resources. 
Additionally, employees may suspend and restart contributions to the Plan at any time. In either 
of these cases, the change will become effective the first day of the pay period following 
submission of the request. 

 
5.2.5.3 Rollovers 

Rollovers of account balances from a prior qualified retirement plan are allowed at any time. 
Employees should complete a Rollover Form and submit it along with a check from the prior plan 
to the Plan Administrator. Once employees submit rollovers, they must submit an Enrollment 
Form as well if they intend to make bi-weekly contributions. Contact Human Resources for more 
information. 

 
5.2.5.4 Distributions from the 401(k) Plan 

Listed below are the types of distributions that a participant may make from the 401(k) Plan. 
Contact Human Resources for more information about each of these distribution options. 

 
5.2.5.5 Normal Retirement Date 

The Normal Retirement Date is defined as the date that an employee reaches Normal Retirement 
Age, which is age 65. If the employee’s Normal Retirement Date occurs while the individual is 
still employed by GTS, the employee is entitled to 100% of their account balance when they 
separate employment or retire. 

 
5.2.5.6 Disability 

Employees are entitled to 100% of their vested account balance if they become disabled while 
employed by GTS “Disabled” is defined as being unable to do the work for which you are trained, 
educated, and experienced for a period of at least one year. A physician’s statement is required 
to confirm a disability, and GTS may choose the physician through its disability carrier 

 
5.2.5.7 Termination of Employment 

If employment ends for reasons other than death, disability, or retirement, the employee will be 
entitled to the vested portion of their account balance. The participant can: (1) keep the money 

http://www.irs.gov/
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in the Plan if the vested value of their account is greater than $1,000; (2)directly roll over the Plan 
account balance into another qualified savings plan or IRA; or (3) receive their Plan account 
balance in cash if the vested value of their account is less than $1,000. A forced distribution by 
GTS will be applied to those terminated employees who do not submit a distribution request 
within one month after they are notified of their distribution options. 

 

5.3 Service Contract Act Benefits 

Some of the contracts that GTS has been awarded are subject to the Service Contract Act (SCA). A 
pre-determined Area Wage Determination (AWD) which is issued for each SCA contract, sets 
forth the value of health and welfare (H&W) benefits, PTO accruals, and holidays that SCA- 
covered employees are entitled to. 

 
Health & welfare benefits are accrued on an hourly basis, in addition to an employees’ hourly 
base salary. This specified amount  of  H&W  is  applied  towards  SCA  employee-only benefits. 
These benefits may be received by an SCA employee: 

 

 to be deposited into 401K 

 under a separate fringe benefit plan; or 

 at a different contribution structure than that offered to non-SCA employees. 
 

Currently, the benefits included in the SCA Health and Welfare Benefits are: 
 

 Medical; 

 Dental; 

 Vision; 

 Life insurance and AD&D coverage; 

 Short-term and Long-term disability coverage; 
 

SCA-covered employees who elect to cover their child(ren) or spouse would be required to pay 
the additional premium for that level of coverage, which will be deducted from the employee’s 
base salary. 
Once benefits become effective, the H&W benefit will be reduced or eliminated based upon the 
employee’s benefit elections. 
Any difference in the cost of SCA employee-only benefits that is not covered through the 
employee’s H&W accrual will be deducted from the employee’s base salary on a bi-weekly 
basis. All SCA employees  are  to  be  mindful  of  how  benefits  are  affected  by  hours  
worked. Additional benefits information will be made available to SCA employees upon 
orientation. 

 

 
 
 
 

5.4 Continuation of Health Coverage under COBRA 

The right to continuation health coverage was created by a federal law, the Consolidated 
Omnibus  Budget  Reconciliation  Act  of 1985 (COBRA). When a qualified beneficiary loses 

Note: Employees supporting a Government contract issued under the rules of the Service 
Contract Act (SCA), please contact Human Resources regarding all benefits. 
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coverage under the company’s health plan, they are entitled to continue participating in the group 
health plan for a prescribed period of time (usually 18 months). In certain circumstances, such as 
an employee’s divorce or death, the length of coverage period may be longer for qualified 
dependents. COBRA coverage is not extended to employees terminated for gross misconduct. 

 
Under the Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA), 
an employee who is away from work on a military leave of absence will retain their health 
insurance coverage for the first thirty-one (31) days of uniformed service. Employees out on 
military leaves of absence which extend beyond the thirty-one (31) days will be eligible for 
COBRA benefits for up to 24 months. 

 
5.4.1 What is COBRA Continuation Coverage? 

COBRA continuation coverage is the continuation of group health plan coverage when coverage 
would otherwise end because of a life event known as a “qualifying event.” Specific qualifying 
events are listed below. After a qualifying event, COBRA continuation coverage must be offered 
to each person who is a “qualified beneficiary.” The employee, the spouse, and any dependent 
children could become qualified beneficiaries if coverage under the Plan is lost because of the 
qualifying event. Qualified beneficiaries who elect COBRA continuation coverage must pay for 
COBRA continuation coverage. 

 
An employee will become a qualified beneficiary if they lose coverage under the Plan because 
either one of the following qualifying events happens: 

 

 Their hours of employment are reduced, or 

 Their employment ends for any reason other than for gross misconduct. 
 

The spouse of an employee will become a qualified beneficiary if coverage is lost under the Plan 
because any of the following qualifying events happens: 

 

 Their spouse dies; 

 Their spouse’s hours of employment are reduced; 

 Their spouse’s employment ends for any reason other than their gross misconduct; 

 Their spouse becomes entitled to Medicare benefits (under Part A, Part B, or both); or 

 They become divorced or legally separated from their spouse. 
 

The dependent children will become qualified beneficiaries if they lose coverage under the Plan 
because any of the following qualifying events happens: 

 

 The parent-employee dies; 

 The parent-employee’s hours of employment are reduced; 

 The parent-employee’s employment ends for any reason other than their gross 
misconduct; 

 The parent-employee becomes entitled to Medicare benefits (Part A, Part B, or both); 

 The parents become divorced or legally separated; or 
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 The child stops being eligible for coverage under the plan as a “dependent child.” 

 

5.4.2 When is COBRA Coverage Available? 

GTS will offer COBRA continuation coverage to qualified beneficiaries only after the Plan 
Administrator has been notified that a qualifying event has occurred. When the qualifying event 
is the end of employment or reduction of hours of employment, death of the employee, or the 
employee becoming entitled to Medicare benefits (under Part A, Part B, or both), the employer 
must notify the Plan Administrator of the qualifying event. 

 
5.4.3 Qualifying Events 

For the other qualifying events (divorce or legal separation of the employee and spouse or a 
 dependent child’s losing eligibility for coverage as a dependent child), the employee must notify 
Human Resources within sixty (60) days after the qualifying event occurs. Human Resources will 
then notify the Plan Administrator of the qualifying event. 

 
5.4.4 How COBRA Coverage is Provided 

Once GTS receives notice that a qualifying event has occurred, COBRA continuation coverage 
will be offered to each of the qualified beneficiaries. Each qualified beneficiary will have an 
independent right to elect COBRA continuation coverage. Covered employees may elect COBRA 
continuation coverage on behalf of their spouses, and parents may elect COBRA continuation 
coverage on behalf of their children. 

 
COBRA continuation coverage is a temporary continuation of coverage. Qualified beneficiaries 
are eligible for COBRA coverage as follows: 

 
 When the qualifying event is the end of employment or reduction of the employee’s hours 

of employment, COBRA continuation coverage generally lasts for up to a total of eighteen 
(18) months. 

 When the qualifying event is the death of the employee, the employee's becoming entitled 
to Medicare benefits (under Part A, Part B, or both), the employee’s divorce or legal 
separation, or a dependent child's losing eligibility as a dependent child, COBRA 
continuation coverage lasts for up to a total of thirty-six (36) months. 

 When the qualifying event is the end of employment or reduction of the employee's hours 
of employment, and the employee became entitled to Medicare benefits less than eighteen 
(18) months before the qualifying event, COBRA continuation coverage for qualified 
beneficiaries other than the employee lasts for up to thirty-six (36) months after the date 
of Medicare entitlement. For example, if a covered employee becomes entitled to Medicare 
eight (8) months before the date on which his employment terminates, COBRA 
continuation coverage for his spouse and children can last up to thirty-six (36) months 
after the date of Medicare entitlement, which is equal to twenty-eight (28) months after 
the date of the qualifying event (36 months minus 8 months). 

 
There are two ways in which the 18-month period of COBRA continuation coverage can be 
extended: 



44 

 

 

 Disability Extension of 18-month Period of Continuation Coverage - If the employee or former 
employee or anyone in their family covered under the Plan is determined by the Social 
Security Administration to be disabled and they notify the Human Resources in a timely 
fashion, each qualified beneficiary may be entitled to receive up to an additional eleven 
(11) months of COBRA continuation coverage, for a total maximum of twenty-nine (29) 
months. The disability would have to have started at some time before the 60th day of 
COBRA continuation coverage and must last at least until the end of the 18-month period 
of continuation coverage. 

 

 Second Qualifying Event Extension of 18-month Period of Continuation Coverage - If the covered 
beneficiary experiences another qualifying event while receiving eighteen (18) months of 
COBRA continuation coverage, the spouse and dependent children in the family can get 
up to eighteen (18) additional months of COBRA continuation coverage, for a maximum 
of thirty-six (36) months. Notice of the second qualifying event must be properly given 
to the Human Resources. This extension may be available to the spouse and any 
dependent children receiving continuation coverage if the employee or former employee 
dies, becomes entitled to Medicare benefits (under Part A, Part B, or both), gets divorced 
or legally separated, or if the dependent child stops being eligible under the Plan as a 
dependent child. However, this extension only applies if the event would have caused 
the spouse or dependent child to lose coverage under the Plan had the first qualifying 
event not occurred. 

 
If a qualified beneficiary chooses to continue group benefits under COBRA, they must pay the 
total applicable premium plus a two percent (2%) administrative fee. Coverage will cease if the 
qualified beneficiary fails to make premium payments as scheduled, becomes covered by another 
group plan that does not exclude pre-existing conditions, or becomes eligible for Medicare. 

 
5.4.5 Keeping the Plan Informed of Address Changes 

In order for an employee to protect their family’s rights, they should keep the Human Resources 
informed of any changes in the addresses of family members. Employees should also keep a 
copy, for their records, of any notices they send to the Human Resources. 

 
EMPLOYEE TIME OFF 

 

6.1 Eligibility 

GTS’s time off benefits are provided to full-time and certain part-time employees of the company. 
Although Paid Time Off (PTO) are accrued from the date of hire, employees must satisfy the 
appropriate waiting period before taking any leave. 

 

6.2 Paid Time Off Leave 

Leave is available to full-time employees who have completed one (1) year of employment to 
provide opportunities for rest, relaxation and personal pursuits. Full-time employees are eligible 
to earn and use PTO as described in this policy. 

 

The accrual rate below is for those contracts that are not SCA and not CBA contracts, if you are 
on an SCA contact than PTO accrual is per the Service Contract Act for your contract. 
If you are on a contract that falls under a Union CBA, then the CBA accrual rate applies.
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Years of Service Pay Period Accrual Annual Accrual 

1 through 4 3.08 hours 80 hours 

5 through 15 4.62 hours 120 hours 

Over 15 6.15 hours 160 hours 
 

Please Note: Leave accruals for SCA employees may differ based on the AWD issued for each 
SCA contract. Leave accruals for CBA employees may differ based on the negotiated CBA for 
that specific contract. 

 

 

 
 
 
 
 
 

 
 
If you leave the country (the US) on vacation, sick or any other 
leave (paid or unpaid), you must notate on your leave form in the 

appropriate space and watch a video and/or be briefed.  The travel 
must be cleared through your supervisor and the HR and Payroll 

Departments. 

GTS reserves the right to ask employees to reschedule proposed PTO if sufficient coverage for 
the employees’ work responsibilities cannot be provided for the proposed leave period. 

Leave is paid at an employee’s base pay rate at the time PTO is taken. It does not include overtime 
or any special forms of compensation such as incentives, commissions, bonuses, or shift 
differentials. Leave hours are not carried forward. 

 

To accrue the maximum PTO leave per pay period, employees must work full-time hours. 
Otherwise, the accrual will be pro-rated and/or result in a negative leave balance. Employees 
are responsible for keeping track of their leave balance. Leave information is provided on the 
pay stub each pay period. 

 
PTO leave accrual will be suspended for employees on an Unpaid Leave of Absence/LWOP once 
a full pay period has elapsed. 

 
Employees who have notified GTS of their intention to terminate employment will not be 
permitted to take PTO leave during the notice period. 

 
If an employee is unable to report to work, they should contact their direct supervisor before the 
scheduled start of their workday if possible or within one-half (1/2) hour after the start of the 
shift. The employee’s direct supervisor must also be contacted on each additional day of absence 
unless the supervisor directs otherwise. 

 
If an employee is absent for three (3) or more consecutive days due to illness or injury, they must 
provide a physician’s statement verifying that the absence was caused by the illness and that they 
are cleared to safely return to work before they will be allowed to return to work. 

period that corresponds with an employee’s hire date. 
The length of eligible service is calculated on the basis of a “benefit year.” This is the 12-month 

Once an employee enters an eligible employment classification, they begin to earn paid PTO 
according to the schedule above. To take PTO, employees must request approval at least one 
week in advance on the leave request date and receive approval from their supervisor. The 
request must be made in writing using the Leave Request Form. Requests will be reviewed based 
on a number of factors, including business needs and staffing. Employees may not take leave 
until their leave is approved by their supervisor.  
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PTO leave accrual will be suspended for employees on an Unpaid Leave of Absence once a full 
pay period has elapsed. 
 

PTO leave may not be taken once notice of the intention to terminate employment has been given 
unless a doctor’s note showing proof of illness has been provided to the employee’s supervisor 
and/or the Human Resources. 

 

6.3 Holiday Leave 

Full-time employees supporting an SCA contact will receive holiday pay at their regular rate of 
pay on an eight-hour day basis. The ten (10) holidays recognized by GTS for SCA contract 
personnel are: 

 

On-Site Employees Corporate Office 

New Year’s Day New Year’s Day 

Martin Luther King Jr.’s Birthday Martin Luther King Jr.’s Birthday 

Presidents Day Presidents Day 

Memorial Day Memorial Day 

Independence Day Independence Day 

Labor Day Labor Day 

Columbus Day Columbus Day 

Veterans Day Veterans Day 

Thanksgiving Day Thanksgiving Day 

Christmas Day Christmas Day 

Holidays by Executive Order – Special provisions may apply; employees will 
be notified accordingly 

 

Employees who regularly report to a facility other than Corporate (i.e., a government location 
[on-site]) will follow that facility’s holiday schedule unless otherwise notified. If the U.S. 
President issues a holiday other than what is listed above (for example, Christmas Eve), 
employees generally charge that day as a holiday on their timesheets. However, the final 
decision will be made by Corporate and employees will be notified accordingly. 

 

If a recognized holiday falls during a pre-approved paid absence (e.g., PTO, etc.), holiday pay 
will be provided instead of the paid time  off  benefit  that  would  otherwise  have  applied. 
This should be recorded on the employee’s timesheet as a paid holiday.  GTS will recognize the 
holiday on Friday or Monday if the holiday falls on a Saturday or Sunday; provide a floating 
holiday to the employees for these recognized holidays. This decision is at the discretion of 
Gemini Tech Services. 
 

If a recognized holiday falls on a weekend, You may take time off to observe your religious holidays. If 
available, a full day of PTO may be used for this purpose, otherwise the time off is without pay. You 
must notify your supervisor in advance that you will be absent. 
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To be paid for holiday time, an employee must have worked or be in an approved paid time off 
status the entire last  workday  before  and  the  entire  first  scheduled  work  day  following  
the holiday. If an employee is absent on one or both of these days because of illness or injury, 
GTS reserves the right to verify the reason for the absence before approving the holiday pay. 
Employees scheduled to work 20 hours or more in a work week are eligible for holiday pay on 
a pro-rata basis.  Holiday pay would be based average hours worked in the pay period. 
 

An observed holiday may never be taken on the first or last day of employment and an 
employee’s last day cannot be the day after a holiday is observed. 

 

6.4 Unpaid Leave of Absence 

GTS believes in providing our customers with the level of effort that we committed to providing 
in our proposal submissions. When an employee takes time off above and beyond their PTO 
allowance per year, we as a company are not meeting our contractual obligations to the customer. 

 

Realizing that emergency situations may arise, GTS will determine if an unpaid Leave of Absence 
is allowable, based on an employee’s individual merits, current job demands, and the length of 
time involved. An unpaid Leave of Absence may be granted in emergency situations only for 
employees when the absence will not adversely impact company operations. If, during this time, 
management becomes aware that the employee worked for another employer the company may 
immediately terminate employment. 

 
An unpaid leave of absence must not interfere with the operations of the department of GTS. If 
the employee accepts any employment or goes into business while on a leave of absence from 
GTS, they will be considered to have voluntarily resigned from employment with GTS as of the 
day on which the leave without pay began. Failure to return from a leave at the time agreed may 
result in termination of employment. However, Military Leave, Family/Medical Leave, and 
Furlough may have differing requirements and benefits, in accordance with law and company 
policy. 

 

GTS will make every reasonable effort to return the employee to their former position or one of 
like responsibility and salary level. If this is not possible, the employee will be assigned a position 
in which the least reduction in responsibility and salary is necessary if such work is available and 
the employee is qualified. 

 
Employees requesting leaves of absence must first use all remaining leave before a leave 
without pay will be approved. An unpaid leave of absence is not intended to be an extension of 
the PTO program. As such, employees are not allowed to take an unpaid leave of absence as a 
(a) bridge till they have vested PTO, (b) as augmentation to their PTO when they have no PTO 
available to take. Employees who regularly use unpaid leave of absence may be viewed as 
abusing this program and could face disciplinary actions up to and including termination. 
 

6.4.1. Employment Status While on Unpaid Leave of Absence 
 

Employees on approved unpaid leave of absence shall be considered in an “active” status during 
the period of leave. They shall retain tenure and other benefits accrued prior to the 
commencement of the unpaid leave. 
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6.4.2 Employee Benefits While on Unpaid Leave of Absence 

 

 Accrual of PTO leave will be suspended once an employee has been on unpaid leave of 
absence for at least a full pay period. 

 
 GTS provided insurance will be suspended on the last day of the month in which unpaid leave of 
absence began. If insurance coverage becomes suspended, employees will be given the option to 
continue medical and dental coverage through COBRA. If the employee elects not to continue the 
insurance through COBRA, the employee will be given the option to re-enroll in those insurances on 
the first of the month after the employee return. 

 
 Insurance coverage will not be suspended for leave without pay in conjunction with 

Family Medical Leave. Employees are still responsible for any deduction that would have 
normally occurred while on paid status if taking leave without pay while on Family 
Medical Leave( see Section 6.9). 

 
 Employees will be credited with full service for the entire period of the approved unpaid 

leave of absence. This will be used for the purposes of PTO Vesting. 

 
 Employees must be on a paid leave status or work a day in the pay roll period in order to 

receive holiday pay in that period. Therefore, an employee on an unpaid leave of absence 
status for an entire payroll period where a paid holiday falls within shall not be 
compensated for that holiday. 

 

6.4.3. Procedures for Applying for Personal Leave of Absence/Leave Without Pay 
 

Employees must exhaust applicable paid leave prior to going on unpaid Leave of Absence. 
Application for an unpaid Leave of Absence is made on a Leave Request Form, and requires an 
attached memorandum that states the reason for requesting leave. An employee on leave status 
is not entitled to pay of any kind, including holiday pay, funeral pay, and pay for jury duty. If 
approved, a copy of the approved Leave Request and memorandum is forwarded to the HR 
Department for appropriate processing of the individual's time report and benefits. The 
employee must make prior arrangements with their Manager for completing time reports. 

 

6.4.4 Termination Procedures 
 

Employees on an approved unpaid Leave of Absence must notify the HR Department, and 
manager of their intention to return to work at least four calendar days prior to the return date 
specified at the time of the leave's approval. Failure to provide such notice may be interpreted as 
a voluntary resignation by the employee. Failure to report for work at the scheduled time may 
be considered job abandonment and grounds for immediate termination. 

 

6.5 Inclement Weather and Natural Disaster 

At times, emergencies such as severe weather, fires, power failures, or earthquakes can disrupt 
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company operations. Employees have the option to remain at home during inclement weather 
and should use their best judgment in deciding whether their safety is in jeopardy before deciding 
whether to attempt to travel to the work site. GTS will not be responsible for any personal injuries 
or property damage if you attempt to report to work. 

 

During inclement weather conditions, GTS employees should follow the Federal government in 
determining whether or not to report to work. If the Federal government’s status is: 

 Open – Employees must report to work. 

 Liberal Leave – Employees can determine whether or not to report to work 
using their best judgments. Refer to Section 4, Compensation Policies for 
procedures regarding absences from work and making up time. 

 Closed – Employees are not required to report to work. In this case employees 
should complete their timesheets to reflect the actual hours worked, and the 
Company will issue additional instructions as to the appropriate charge codes 
to use. 

 

Employees are required to notify their supervisors if they will be late or absent due to such 
circumstances. If an employee does not report to work, accrued and unused PTO may be 
substituted for the hours missed due to inclement weather. 

 
For partial-day absences (i.e. the Office of Personnel Management, OPM, instructs employees to 
arrive late or leave early) employees should contact the Corporate office for instructions on how 
to complete timesheets. 
 

6.6 Worksite Shutdowns 

There are times when the client sites shut down for various reasons. Unless otherwise indicated 
by GTS Management, all employees on site must use their leave and/or make up time missed for 
worksite shutdowns. The Corporate office will distribute instructions for those whom the 
shutdown will effect, informing them of leave procedures. If leave is used, employees must 
complete and submit a Leave Request Form. 

 

6.7 Family and Medical Leave Act 

 
6.7.1 General Provisions 

In accordance with the Family and Medical Leave Act of 1993 (FMLA), eligible employees are 
entitled to up to twelve (12) weeks of family and medical leave during any 12-month. The leave 
may be paid, unpaid or a combination of paid and unpaid leave, depending on the circumstances 
of the leave and as specified in this policy. 

 

Where state law provides greater leave benefits than those provided under FMLA (i.e., 16 weeks 
of leave versus 12), the state’s leave policy will apply. 
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6.7.2 Eligibility 

To qualify to take family or medical leave under this policy, the employee must meet all of the 
following conditions: 

 
a) The employee must have worked for the employer for 12 months or 52 weeks (the 12 

months or 52 weeks need not have been consecutive). For eligibility purposes, an 
employee will be considered to have been employed for an entire week even if the 
employee was on the payroll for only part of a week or if the employee is on leave during 
the week. 

 

b) The employee must have worked at least 1,250 hours during the 12-month period 
immediately before the date when the leave is requested to commence. The principles 
established under the Fair Labor Standards Act (FLSA) determine the number of hours 
worked by an employee. The FLSA does not include time spent on paid or unpaid leave 
as hours worked. Consequently, these hours of leave should not be counted in 
determining the 1,250 hours eligibility test for an employee under FMLA. 

 

c) While the 12 months of employment need not be consecutive, employment periods prior 
to a break in service of seven years or more need not be counted unless the break is 
occasioned by the Team Member’s fulfillment of his or her National Guard or Reserve 
military obligation (as protected under the Uniformed Services Employment and 
Reemployment Rights Act (USERRA)), or a written agreement, including a collective 
bargaining agreement, exists concerning the employer’s intention to rehire the employee 
after the break in service. 

 

6.7.3 Type of Leave Covered 

To qualify as FMLA leave under this policy, the employee must be taking leave for one of the 
reasons listed below: 

 

 The birth of a child and in order to care for that child; 

 The placement of a child for adoption or foster care and to care for the newly placed child; 

 To care for a spouse, child, parent or partner with a serious health condition; or 

 The serious health condition (described below) of the employee. 
 
An employee may take leave because of a serious health condition that makes the employee unable 
to perform the functions of the employee's position. A serious health condition is defined as a 
condition which requires inpatient care at a hospital, hospice or residential medical care facility, 
including any period of incapacity or any subsequent treatment in connection with such inpatient 
care, or a condition which requires continuing care by a licensed health care provider. 
 
This policy covers illnesses of a serious and long-term nature, resulting in recurring or lengthy 
absences. Generally, a chronic or long-term health condition which, if left untreated, would result in a 
period of incapacity of more than three (3) days, would be considered a serious health condition. 
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Employees with questions about what illnesses are covered under this FMLA policy or under the 
company's sick leave policy are encouraged to consult with Human Resources. The Company 
may require an employee to provide a doctor's certification of the serious health condition. The 
certification process is outlined in Section 6.7.6. 

 
An eligible employee can take up to 12 weeks of leave under this policy during any 12-month 

period. The company will measure the 12-month period as a rolling 12-month period measured 

backward from the date an employee first uses any leave under this policy. Each time an employee 
takes leave, the company will compute the amount of leave the employee has taken under this 
policy and subtract it from the 12 weeks of available leave, and the balance remaining is the 
amount the employee is entitled to take at that time. 
 

When the 12 weeks of FMLA coverage ends, employees may submit another FMLA request if the 
one year period has concluded. Human Resources will then evaluate the request for approval or 
denial of another 12-week period. If the period has not ended, or if the employee’s request has 
not been approved, then the employee is expected to return to work with a notice for clearance 
from a physician. If unable to report to work outside of the stated FMLA terms, Human 
Resources will take action up to and including termination. 

 
If an employee takes paid sick leave for a condition that progresses into a serious health condition 
and the employee requests unpaid leave as provided under this policy, the company may 
designate all or some portion of related leave taken as leave under this policy, to the extent that 
the earlier leave meets the necessary qualifications. 

 
If a husband and wife both work for the company, and each wishes to take leave for the birth, 
adoption or placement of a child in foster care, or to care for a parent (but not a parent "in-law") 
with a serious health condition, the husband and wife may only take a combined total of 12 weeks 
of leave. 
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6.7.4 National Defense Authorization Act 

In addition to the general provisions of FMLA, the final rule on the Military Leave Entitlements 
went into effect in 2009. According to this new entitlement, an eligible employee who is a spouse, 
son, daughter, parent, or next of kin of a covered service member with a serious injury or illness 
is entitled up to a total of 2 workweeks of unpaid leave during a single 12-month period to care 
for the service member. A covered service member is a current member of the Armed Forces, 
including a member of the National Guard or Reserves, who is undergoing medical treatment, 
recuperation, or therapy, is otherwise in outpatient status, or is otherwise on the temporary 
disability retired list, for a serious injury or illness. A serious injury or illness that was incurred 
by a service member in the line of duty on active duty that may render the service member 
medically unfit to perform the duties of his or her office, grade, rank, or rating. The single 12- 
month period for leave to care for a covered service member with a serious injury or illness begins 
on the first day the employee takes leave for this reason and ends 12 months later. An eligible 
employee is limited to a combined total of 26 workweeks of leave for any FMLA-qualifying 
reason during the single 12-month period. (Only 12 of the 26 weeks total may be for a FMLA- 
qualifying reason other than to care for a covered service member.) 

This leave also covers FMLA leave for qualifying exigencies arising out of the fact that the 
employee’s spouse, son, daughter, or parent is on active duty, or has been notified of an 
impending call or order to active duty, in support of a contingency operation. Under the terms of 
the statute, qualifying exigency leave is available to a family member of a military member in the 
National Guard or Reserves; it does not extend to family members of military members in the 
Regular Armed Forces. 

Qualifying exigencies include: 

 Issues arising from a covered military member’s short notice deployment (i.e., less 
days of notice) for a period of seven days from the date of notification; 

 Military events and related activities, such as official ceremonies, programs, or events 
sponsored by the military or family support or assistance programs and informational 
briefings sponsored or promoted by the military, military service organizations, or the 
American or call to active duty status of a covered military member; 

 Certain childcare and related activities arising from the active duty or call to active 
duty status of a covered military member, such as arranging for alternative childcare, 

providing childcare on a non-routine, urgent, immediate need basis, enrolling 
or transferring a child in a new school or day care facility, and attending 
certain meetings at a school or a day care facility if they are necessary due to 
circumstances arising from the active duty or call to active duty of the covered 
military member; 

 Making or updating financial and legal arrangements to address a covered military 
member’s absence; 

 Attending counseling provided by someone other than a health care provider for 
oneself, the covered military member, or the child of the covered military member, the 
duty or call to active duty status of the covered military member; 

 

 Taking up to five days of leave to spend time with a covered military member who is 
on short-term temporary, rest and recuperation leave during deployment; 
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 Attending to certain post-deployment activities, including attending arrival 
ceremonies, reintegration briefings and events, and other official ceremonies or 
programs sponsored by the military for a period of 90 days following the termination 
of the covered military member’s active duty status, and addressing issues arising 
from the death of a covered military member; 

 Any other event that the employee and the Company agree is a qualifying exigency. 
 

Spouses employed by the same employer are limited to a combined total of 26 workweeks in a 
single 12-month period if the leave is to care for a covered service member with a serious injury 
or illness, and for the birth and care of a newborn child, for placement of a child for adoption or 
foster care, or to care for a parent who has a serious health condition. 

 
FMLA leave may be taken intermittently whenever medically necessary to care for a covered 
service member with a serious injury or illness. FMLA leave also may be taken intermittently for 
a qualifying exigency arise out of the active duty status or call to active duty of a covered military 
member. When leave is needed for planned medical treatment, the employee must make a 
reasonable effort to schedule treatment as to not unduly disrupt the Company’s operation. 

 

Under certain conditions, employees or the Company may choose to substitute or run 
concurrently accrued paid leave, such as PTO, to cover some or all of the FMLA leave. An 
employee’s ability to substitute accrued paid leave is determined by the terms and conditions of 
the Company’s normal leave policy. 

 
6.7.5 Procedure for Requesting Leave 

An employee requesting leave under this policy must complete, sign and submit to their 
immediate supervisor a Family and Medical Leave Act Request Form, which provides an explanation 
of the reason(s) for the needed leave and the anticipated period of absence; the appropriate form 
will be provided by Human Resources based on the type of FMLA request. The supervisor will 
advise Human Resources. Failure of the employee to provide a written request for leave cannot 
be grounds to deny or delay the taking of FMLA leave. 

 
GTS will provide an Employer Response to Employee Request for Family or Medical Leave to each 
employee requesting leave within two (2) business days of submission of the request or as soon 
as practicable. For employees on intermittent or recurring leave for the same incident, this Notice 
will be provided every six (6) months. 

When an employee plans to take leave under this policy, the employee must give the company 
thirty (30) days’ notice. Notice should be submitted to the Human Resources department via the 
employee’s Project Manager. If it is not possible to give thirty (30) days’ notice, the employee 
must give as much notice as is practicable. An employee who is to undergo planned medical 
treatment is required to make a reasonable effort to schedule the treatment in order to minimize 
disruptions to the company's operations. 

 
If an employee fails to provide thirty (30) days’ notice for foreseeable leave with no reasonable 
excuse for the delay, the leave request may be denied until at least thirty (30) days from the date 
the employer receives notice. While on leave, employees are requested to report periodically to 
the company regarding the status of the medical condition and their intent to return to wo
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6.7.6 Certification of the Serious Health Condition 

GTS may ask for certification of the serious health condition. The employee should try to respond 
to such a request within 15 days of the request or provide a reasonable explanation for the delay. 
Failure to provide certification may result in a denial of continuation of leave. Medical 
certification may be provided by using the Certification of Health Care Provider. Requests for 
submission of a medical certificate must be made in writing as part of the employer response to 
the employee’s request for leave. 

 
Certification of the serious health condition shall include: the date when the condition began, its 
expected duration, and a brief statement of treatment. For medical leave for the employee's own 
medical condition, the certification must also include a statement that the employee is unable to 
perform work of any kind or a statement that the employee is unable to perform the essential 
functions of the employee's position. For a family member who is seriously ill, the certification 
must include a statement that the patient (the family member) requires assistance and that the 
employee's presence would be beneficial or desirable. 

 
If the employee plans to take intermittent leave or work a reduced schedule, the certification must 
also include dates and the duration of treatment as well as a statement of medical necessity for 
taking intermittent leave or working a reduced schedule. 

 
GTS has the right to contact the employee's health care provider, with the employee's permission, 
to clarify or authenticate the medical certificate, but not to request additional information. If GTS 
has reason to doubt the certification, we have the right to ask for a second opinion. The company 
will pay for the employee to get a certification from a second doctor, which the company will 
select. If necessary to resolve a conflict between the original certification and the second opinion, 
the company will require the opinion of a third doctor. The company and the employee will 
mutually select the third doctor and the company will pay for the opinion. This third opinion will 
be considered final. The employee will be provisionally entitled to leave and benefits under the 
FMLA pending the second and/or third opinion. 

 
6.7.7 Employee Benefits During Leave 

Employees taking leave under FMLA are entitled to continue their health benefits during the 
leave, at the same level and terms of coverage as if they had been working throughout the leave. 
While on paid leave (PTO), GTS will continue to make payroll deductions to collect the 
employee's share of the insurance premiums. Once the employee’s leave is exhausted and they 
transition into an unpaid leave status, the employee is then responsible to continue paying their 
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portion of the insurance premium. GTS will still continue to contribute the employer portion of 
the insurance premium. The payment must be received in the Accounting Department by the 1st 
day of each month. If the payment is more than 30 days late, the employee's health care coverage 
may be dropped for the duration of the leave. GTS will provide 15 days notification prior to the 
employee's loss of coverage. 

 
Employees taking leave under FMLA are entitled to continue their health benefits during the 
leave, at the same level and terms of coverage as if they had been working throughout the leave. 
While on paid leave an SCA employee will see no change in their benefit deductions. When an 
SCA employee’s leave is exhausted, and they transition into an unpaid leave status, the employee 
is responsible for the entire insurance premium minus the employer contribution. This is because 
an SCA employee must perform work or be in a paid leave status to earn the Health and Welfare 
benefit attributed to an SCA employee. The payment must be received in the Accounting 
Department by the 1st day of each month. If the payment is more than 30 days late, the employee's 
health care coverage may be dropped for the duration of the leave. GTS will provide 15 days' 
notification prior to the employee's loss of coverage. 

 
If the employee contributes to a life insurance plan, GTS will continue making payroll deductions 
while the employee is on paid leave. While the employee is on unpaid leave, the employee may 
request continuation of such benefits and pay his or her portion of the premiums. If the employee 
does not continue these payments, GTS will discontinue coverage during the leave. 

 
6.7.8 Employee Status After Leave 

An employee who takes leave under this policy will be able to return to the same position or a 
position with equivalent status, pay, benefits and other employment terms. The position will be 
the same or one which is virtually identical in terms of pay, benefits and working conditions. 

 
6.7.9 Use of Paid and Unpaid Leave 

If the employee has accrued paid leave, the employee must use paid leave first and take the 
remainder of the 12 weeks as unpaid leave. The company will notify the employee within two (2) 
business days in writing or orally (to be confirmed in writing by no later than the employee's next 
regular payday) whether or not the leave will be designated as FMLA leave. 

 
An employee taking leave because of the employee's own serious health condition or the serious 
health condition of a family member, or for the adoption or foster care of a child, must use all 
paid leave (PTO) prior to being eligible for unpaid leave. 

 
Disability leave for the birth of the child and for an employee's serious health condition, including 
workers' compensation leave (to the extent that it qualifies), will be designated as FMLA leave 
and will run concurrently with FMLA leave. For example, if an employer provides six (6) weeks 
of pregnancy disability leave, the six weeks can be designated as FMLA leave and counted toward 
the employee's 12-week entitlement. The employee may then be required to substitute accrued 
(or earned) paid leave as appropriate before being eligible for unpaid leave for what remains of 
the 12-week entitlement. 

 
6.7.10 Intermittent Leave or a Reduced Work Schedule 

The employee may take FMLA leave in 12 consecutive weeks, may use the leave intermittently 
(take a day periodically when needed over the year) or under certain circumstances may use the 



56 

 

 

leave to reduce the work week or work day, resulting in a reduced work schedule. In all cases, 
the leave may not exceed a total of 12 workweeks over a 12-month period. 

 
The company may temporarily transfer an employee to an available alternative position with 
equivalent pay and benefits if the alternative position would: 

 

 better accommodate the intermittent or reduced schedule; 

 accommodate leave for the employee or employee's family member that is foreseeable 
(i.e., for planned medical treatment, including recovery from a serious health 
condition); or 

 allow the employee to care for a child after birth or placement for adoption or foster 
care. 

 
For the birth, adoption or foster care of a child, the company and the employee must mutually 
agree to the schedule before the employee may take the leave intermittently or work a reduced 
work schedule. Leave for birth, adoption or foster care of a child must be taken within one (1) 
year of the birth or placement of the child. 

 
If an employee is taking leave for their own serious health condition or because of the serious 
health condition of a family member, the employee should try to reach agreement with the 
company before taking intermittent leave or working a reduced work schedule. If this is not 
possible, then the employee must prove that the use of the leave is medically necessary. The 
company may require certification of the medical necessity as discussed in Section 6.7.6. 

 
6.7.11 Returning to Work 

In the event of absence due to an employee’s own serious health condition, the employee must 
provide Human Resources with a Return to Work Medical Certification completed by their doctor 
indicating that they are medically capable of resuming their job duties upon returning to work. 
Human Resources will keep the employee’s supervisor informed of the employee’s return to 
work status. 

 
If an employee is unable to return to work on the expected date, they will need to submit a new 
Certification of Health Care Provider completed by their doctor prior to the expiration of the initial 
approved leave request. If the request to extend the leave period is approved, the employee will 
receive a written confirmation of that extension. If the extension takes the leave of absence period 
beyond any federal or state-mandated reinstatement right period, job protection will be forfeited 
and benefits coverage will be terminated. 

 
All of the required FMLA forms – Family and Medical Leave Act Request Form, Certification of Health 
Care Provider, and Return to Work Medical Certification – can all be obtained from the Human 
Resources. 

 

6.8 Military Leave 

A military leave of absence is based on the guidelines stipulated by the Uniformed Services 
Employment and Re-employment Rights Act of 1994 (USERRA). To review the benefits under 
this Statute, refer to http://www.esgr.org/Site/USERRA/FAQ/tabid/94/Default.aspx 
Employees requesting military leave should notify their Supervisor immediately upon receipt of 
the military orders or upon enlistment into the service. Requests for military leave for drills or 

http://www.esgr.org/Site/USERRA/FAQ/tabid/94/Default.aspx
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short-term training should be submitted to the employee’s supervisor and GTS using the Leave 
Request Form with a copy of the military orders attached. 

 
6.8.1 Reserve Duty 

It is GTS’ policy to grant unpaid leave of absence to regular full-time and part-time Team 
Members. They are entitled to reinstatement in accordance with the provisions of Federal and 
state law. Additionally, under existing law and as part of GTS’ policy, reservists and national 
guardsmen are granted leave to participate in Annual Active Duty and in Active Duty where 
special emergency situations require their services. 

 
If the employee is permitted to choose the period of time to perform military training, they shall 
make arrangements with their immediate Supervisor to select a time period which will interfere 
the least with the company’s and client’s business. For non-discretionary unit or group training 
periods assigned by the military unit, the employee shall notify their Supervisor in writing, as far 
in advance as possible and submit a copy of their orders to both the Supervisor and the Human 
Resources Department. 

 
During a reservist's Annual Active Duty Requirement, all insurance benefits will remain in effect 
and leave accrual will continue. However, if on Active Duty Requirement, the company is not 
required to continue health insurance coverage. Reservists are offered the same coverage as a 
terminating regular full-time Team Member, the option of continuing insurance coverage 
through COBRA. 

 
GTS is required by Federal law to reinstate Team Members who serve voluntarily or involuntarily 
in the Armed Forces or the Reserves in accordance with federal law provided the Team Member 
meets the legal requirements for reinstatement. Employees are required to return to work for the 
first regularly scheduled shift after the end of training, allowing reasonable travel time. 

 
6.8.2 Active Duty 

Employees who are ordered to, or volunteer for, active military service will be placed in an 
inactive status. Upon return from active military service, they will be reinstated according to 
applicable law provided they apply for reinstatement within ninety (90) days after release from 
active duty or service, and the cumulative length of all military absences from employment is no 
more than five (5) years. When an employee returns from military duty, every effort will be made 
to reinstate them into a position comparable to the one they had prior to separation. Employees 
will be given credit for the prior employment period with GTS relative to the accrual of benefits. 

 

6.9 Bereavement 

GTS provides full-time employees a maximum of three (3) days of unpaid bereavement leave for 
the death of an immediate family member. GTS defines “immediate family” as the employee’s 
spouse, parent, child, sibling, grandparent or grandchild; or the employee’s spouse’s parent, 
child, sibling, grandparent, grandchild or other relative residing in the employee’s household. In 
the event that more bereavement is needed, or if bereavement leave for someone other than 
“immediate family” is requested, accrued PTO may be taken. 

 
If an employee wants or needs to take time off for bereavement, they should notify their 
Supervisor immediately. A Leave Request Form should be completed covering the leave period. If 
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it is not possible to complete the form prior to the leave, it should be completed immediately 
upon the employee’s return to work. 

 
Bereavement leave will not include any special forms of compensation, such as incentives, 
commissions, bonuses, or shift differentials. 

 

6.10 Jury and Witness Duty 

 
It is GTS’ policy to regular full-time employees excused leave from scheduled work time to 
participate in jury duty service. 

 
Employees must advise their supervisor by submitting a leave slip and a copy of the jury duty 
subpoena as soon as possible that they have received a summons to serve on a jury. The preferred 
notice is at least two weeks prior to the time they are scheduled to serve. In this way their 
supervisor may make arrangements to accommodate the absence. The supervisor must forward 
the approved request to Human Resources Depending on the urgency or nature of the employee’s 
workflow, GTS (particularly if requested by the client) may ask the Court to excuse the employee. 

 
An employee on jury duty leave will be expected to work as much of their regular scheduled 
work schedule as the jury schedule permits, to the extent that combined time on jury duty and at 
work does not exceed their normal work day. 

 
GTS’ employees will not receive compensation for scheduled work time lost to jury duty. 

 

After completing jury duty, the employee present their Supervisor with evidence or 
documentation from the court of having served for the time claimed. GTS will not compensate 
any employee for days taken that cannot be justified/documented by the Court. 
If a holiday occurs during jury duty, the employee is compensated for the holiday. 

 
 

6.11 Voting 

GTS encourages employees to fulfill their civic responsibilities by participating in elections. A 
maximum of unpaid leave up to two hours will be provided for this purpose. Any additional 
hours taken off from work to vote must either be made up within the same pay period or accrued 
PTO must be used. 

 

6.12 Submitting a Leave Request Form 

Employees should follow the process outlined below to submit their leave request for approval: 
 

1. Fill out a Leave Request Form indicating the type of leave being requested, the dates 
of absence, and the total number of hours off work. Sign and date the Form. 

2. Submit the Form to your on-site supervisor for signature. 

3. Forward the completed Form to Human Resources for final approval. Please 
remember that even though you are receiving approval from the on-site 
supervisor, final approval for time off must be obtained from GTS’ Human 
Resources. 
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4. Upon receipt of the Form and review of the employee’s accrued and unused leave 
balances, Human Resources will notify the employee whether or not their leave 
request has been approved. 

5. Employees must submit the Form and receive approval PRIOR to taking time off 
from work, except when the absence is taken due to an unanticipated illness or 
catastrophic situation. In this case, the employee should prepare and submit the 
Leave Request Form as soon as they return to work. 

 

SEPARATION 
 

7.1 Employment Separation 

Employment with GTS is normally terminated through one of the following actions: 
 

Resignation: Voluntary resignation initiated by the employee. 
 

Involuntary Termination: Employment dismissal or termination initiated by GTS 
 

Layoff: Termination of employment initiated by GTS due to a reduction-in-force 
or elimination of positions. 

 
All terminations, regardless of the type, will be handled in a confidential and professional manner 
by all involved. Terminated employees will receive all earned pay, including payment for 
accrued but unused vested PTO on the next scheduled pay date following termination or as 
determined by applicable state laws. 

 
7.1.1 Resignation 

Employees terminating their employment with GTS voluntarily are asked to provide two (2) 
weeks’ notice. Management level employees are asked to give a one (1) month notification of 
their intention to resign. The employee’s supervisor is responsible for providing a copy of the 
employee’s resignation letter to Human Resources. 

 

In some instances GTS may deem it appropriate for the resigning employee to leave prior to the 
expiration of the notice period. This request should not be construed as a reflection on an 
employee’s integrity but merely as an action in the best interests of business practice. The 
employee will be paid the amount that they would have received had they continued to work for 
the remainder of their notice period. 

 
Employees who have notified GTS of their intention to terminate employment will not be 
permitted to take PTO during the notice period unless a doctor’s note showing proof of illness 
has been provided to the employee’s supervisor and/or Human Resources. Therefore, in no 
instance can an employee's last day of employment be a leave day. 

 
Terminated employees will be compensated for any accrued and unused vested PTO on their 
final paycheck. 
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7.1.2 Involuntary Termination 

This may occur when an employee’s job performance does not warrant continued employment; 
when an employee violates the rules and regulations of GTS; or for other reasons deemed 
appropriate by GTS. When an employee is terminated, their last day will be the date of 
notification. 

 

An employee may be dismissed at any time, for any reason, at the sole and absolute discretion of 
GTS senior management. In the case of dismissal, the company may, but is not required to, give 
notice of its intent to dismiss an employee. 

 

 
7.1.2.1 Termination for Cause 

Regardless of an employee’s job performance, if an employee displays conduct that is disruptive, 
dangerous, dishonest, harmful to the continued functioning of GTS or our clients, or is otherwise 
unacceptable, employment may be terminated immediately. A listing of some of the reasons why 
an employee may be terminated can be found in Section 3.5, Corrective Counseling and Performance 
Improvement. This list, however, is not all-inclusive. 

 

7.1.2.2 Unsatisfactory Performance 

Employees may be terminated for the inability to perform their job assignment in an appropriate 
and satisfactory manner, as defined by their job description and performance evaluation criteria. 
An employee being considered for termination due to unsatisfactory performance may be given 
an opportunity to improve their performance before final termination occurs. Employees will 
receive a written warning notice outlining the performance areas that require improvement with 
specific work plans and objectives. The warning notice will also include the date by which the 
employee must show improvement or be terminated 

 
When an employee is ultimately subject to an involuntary termination, their last day of 
employment will be the date of notification of the termination. 

 
7.1.3 Layoff/Reduction-in-Force (RIF) 

When a reduction-in-force (RIF) is necessary, GTS will exercise its own discretion in identifying 
which positions will be eliminated. Each employee’s performance ratings and length of service 
will be considered in the RIF decision. 

 
Unless otherwise required by law, full-time employees who have completed one year of service 
will be given a minimum of four (4) weeks written notice. A RIF will be treated as an involuntary 
termination and GTS will make every attempt to provide at least thirty days’ notice to all affected 
employees. Employees affected by a RIF may receive up to two weeks severance and will be paid 
for any unused vested PTO. 

 

7.2 Exit Interview 

An exit interview with a representative from the Human Resources is suggested and may be 
scheduled prior to the employee’s last day with GTS. The purpose of this exit interview is to 
review eligibility for benefit continuation and conversion if applicable, to ensure that all necessary 
forms are completed, to collect all GTS property that may be in the employee’s possession (i.e., 
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keys, ID cards, timesheets, etc.); and provide the employee with an opportunity to discuss their 
job-related experiences. 

 

7.3 Final Paycheck 

Final paychecks are paid on the regular payroll date for the period in which the employee’s 
separation date occurs unless otherwise specified by applicable State laws. The final paycheck 
will include any unpaid regular and overtime hours due and owing the employee, as well as 
accrued and unused vested PTO. Depending upon the type of benefit program, insurance 
coverage will either terminate on the employee’s last day of employment or continue through the 
end of the month. In either case, applicable prorated premium deductions will be made from the 
final paycheck to cover the employee’s portion of the cost for these benefits. 

 

 
7.4 Credit/Reference Inquiries 

As policy, no personal information about employees is provided to persons outside the company 
without the prior written consent of the affected employee. Should an employee apply for a 
mortgage or credit and should a request be directed to the HR Department, it will confirm only 
that information which the employee has provided to the credit organization. This information 
is limited to confirming title, Social Security Number, dates of employment, salary, and prior 
earnings. If the credit organization has information which substantially conflicts with personnel 
file data, no response to the request for information will be made until the HR staff has 
communicated with the employee. All requests for information made to GTS’s HR Department 
must be in writing. Responses must also be made in writing. No verbal requests or responses 
will be accepted by HR. 

 
No employee or representative of GTS is authorized to release performance-related information 
on present or past employees. Any reference inquiries should be referred to the HR Department. 

 

7.5 Rehire 

Employees in good standing at the time of termination may be considered for re-employment at 
the sole discretion of GTS. As any applicant, you will be subject to GTS’s usual pre-employment 
procedures. If the employment lapse is greater than one year, the rehire will be brought in as a 
new-hire for accrual benefit purposes. 

 

7.6 Sick Leave 

 

Executive Order (EO) 13706, Establishes Paid Sick Leave for Federal Contractor employees. The 
Executive Order requires certain parties that contract with the Federal Government to provide 
their employees with up to 7 days (56 hours) of paid sick leave annually. 

 
The requirements of the Executive Order apply only to certain categories of contracts with the 
Federal Government, and only to contracts that are “new” on or after January 1, 2017. As 
proposed, the categories of covered contracts are identical to those covered by the Final Rule 
implementing Executive Order 13658, Establishing a Minimum Wage for Contractors 
(Minimum Wage Executive Order). 
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Under the Executive Order and proposed regulations, the paid sick leave requirements apply to 
a new contract that is: (1) a procurement contract for construction covered by the Davis-Bacon 
Act (DBA); (2) a contract for services covered by the Service Contract Act (SCA); (3) a contract 
for concessions, including any concessions contract excluded from coverage under the SCA by 
Department of Labor regulations at 29 CFR 4.133(b); or (4) a contract in connection with Federal 
property or lands and related to offering services for Federal employees, their dependents, or 
the general public. The regulations will not apply to contracts for the manufacturing or 
furnishing of materials, supplies, articles, or equipment to the Federal Government that are 
subject to the Walsh-Healey Public Contracts Act. 

 
The NPRM only applies to contracts, or portions of contracts, with the Federal Government 
performed within the United States (defined as the 50 States and the District of Columbia). 

 
The paid sick leave requirements of Executive Order 13706 and the proposed regulations apply 
to employees performing work “on or in connection with” covered contracts and whose wages 
under those covered contracts are governed by the DBA, SCA, or FLSA, including employees 
who qualify for an exemption from the FLSA’s minimum wage and overtime provisions. 

 
Under the Executive Order, a contractor must permit an employee to accrue (earn) not less than 
1 hour of paid sick leave for every 30 hours worked on or in connection with a covered contract. 
Under the proposed rule, a contractor would only be required to allow employees to accrue 
paid sick leave for hours worked on or in connection with the four types of covered contracts 
described above. For example, if an employee works on an SCA-covered contract for security 
services for 30 hours each workweek and works for the same contractor on a contract not 
covered by the proposed rule for an additional 30 hours each workweek, the contractor would 
only be required to allow the employee to accrue 1, rather than 2, hours of paid sick leave each 
workweek. Under the proposed rule, the contractor could limit an employee’s paid sick leave 
accrual each year to 56 hours, and the contractor could prohibit an employee from having more 
than 56 hours of paid sick leave available for use at any point in time. 

 
Sick leave is not paid out. Nothing in the EO or the NPRM requires a contractor to make a 
financial payment to an employee for accrued paid sick leave that has not been used upon a 
separation from employment. The proposal provides, however, that a contractor cannot avoid 
the requirement to reinstate paid sick leave when it rehires an employee by cashing out the 
leave at the time of the original separation from employment. 

 
PAID SICK LEAVE ONLY APPLIES TO GEMINI’s SCA, and/or CBA (if negotiated as part 
of the CBA) Contracts, per the rules found in the Executive Order and/or the CBA. 
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Collective Bargaining Agreements (CBAs) 

 

8.1 Collective Bargaining Agreements 
 

Gemini Tech Services, LLC has CBAs for specific contracts. GTS negotiates CBAs in good faith 
with the Union Bargaining Unit. CBAs are negotiated, ratified and incorporated onto those 
contracts as applicable. GTS processes all ratified CBAs through the USG Contracting Officer for 
that specific contract. Once the USG Contracting Officer accepts the newly negotiated and ratified 
CBA that CBA is incorporated onto the contract and those newly negotiated benefits and 
provisions apply. 

 
GTS honors and respects the negotiated provisions in each CBA we are a signed Party to. Where 
there is a discrepancy between the agreed to CBA and this Employee Handbook the CBA takes 
precedent. Employee pay and health and welfare benefits, to include Holidays, Sick Leave, PTO, 
Shift Differential, Reimbursement of equipment, licenses, tools and safety gear as well as  
annual bonus, 401K contribution and Pension Contribution are as agreed to in each CBA. 

 


