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POLICY #001 PRESIDENT’S LETTER   

 

January 1, 2015 

 

To:    All Employees 

Re:     Employee Handbook 

 

     Welcome to Butler Security, a special company, that we believe offers a rewarding 

place to work and grow. Our company’s principal purpose is to serve and satisfy our 

customers whose expectations are perhaps among the most demanding in our field. This 

mission of customer satisfaction should be the principle focus of all our efforts. To fulfill 

our mission successfully, we believe each of BSI’s employees must seek a fundamental 

difference for personal excellence in pursuit of his or her responsibilities. I ask for your 

commitment to this goal.  

 

     For the hiring decision, BSI endeavors to choose employees who have outstanding 

talent, motivation, and attitude to contribute to this end. You are among a select group – 

collectively, our company’s most important resource. We expect the best from you, and 

the company is dedicated to providing opportunities for growth and development for all 

employees who contribute to our success in pursuit of our mission. And with our success 

together will come tangible rewards and a sense of personal satisfaction in a job well done. 

Give it your best. 

 

     This handbook contains some mutual expectations for your relationship with other 

employees and with the company. We hope to clarify your responsibilities to one another 

and to advert misunderstanding that could result in less effective efforts toward our primary 

mission – customer service and satisfaction. However, policies can only supplement basic 

principles of honesty, integrity, honorable intent, and mutual respect, which we ask 

everyone to pursue as the foundation of all our interactions. 

 

      Seek excellence in you endeavors and focus on customer satisfaction. With the efforts 

and dedication of all employees targeted on our primary mission, we will continue to build 

together a successful company and an incredibly special workplace for us all. 

 

Sincerely 

 

 

R. Deryl Butler 

President 

 

 

 



 
5 

Policy #002 FUNCTIONS OF THIS HANDBOOK 
 

Policy: 

 
(1) This handbook contains general statements of BSI policy and should not be 

read as including the details of each policy. 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. BSI may 

add to the policies in the handbook or revoke or modify them from time to 

time. Every effort will be made to keep the handbook current, but there may 

be times when policy will change before this material can be revised. 

 

(2) The acronyms BSI (Butler Security, Inc.) and CBA (Collective Bargaining 

Agreement) will be used throughout this handbook. 

 

(3) All handbooks are BSI property and are assigned to employees when hired. 

BSI Headquarters is responsible for distribution of the handbooks. Upon 

acceptance of employment, each employee will acknowledge receipt of the 

handbook by signing a receipt. Each handbook must be returned to 

Headquarters upon termination or resignation of employment. Handbooks 

not returned or lost will cost the employee a $15.00 (USD) replacement fee. 

 

(4) A Personnel Policy Committee, which includes the President, Vice 

Presidents, Director of Operations, and Director of Human Resources, has 

been established to review and authorize changes in BSI personnel policies. 

Project Managers and supervisors are encouraged to recommend changes 

or new policies. The Personnel Policy Committee is responsible for 

disseminating new policy information. 

  

 

(5) As used in the handbook: 

(a) The masculine gender should be interpreted to include the feminine 

gender. 

(b) “Supervisor” means an individual with the authority to assign, direct, 

and review the work of two or more subordinates; and 

(c) “Immediate family” means the employee’s spouse, child, parent, 

brother, sister, stepchild, and any other member of employee’s 

household. Grandparents when guardianship has been established.  

 

 

 

 

Policy #003 EMPLOYER-EMPLOYEE RELATIONS 
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Policy: 

It is the policy of BSI, to attempt to implement effective personnel policies and to 

require all employees to support the organization’s best interests. 

 

Comment: 

 

(1) BSI is committed to a mutually rewarding and direct relationship with its 

employees. Thus, BSI attempts to: 

(a) Provide equal employment opportunity and treatment regardless of 

race, religion, color, sex, age, national origin, disability, or military 

status. 

(b) Provide compensation and benefits commensurate with the work 

performed. 

(c) Establish reasonable hours of work based on BSI’s contract 

requirements and service needs. 

(d) Monitor and comply with applicable federal, state, and local laws, 

and regulations concerning employee safety. 

(e) Offer training opportunities for those whose talents or needs justify 

the training. 

(f) Be receptive to constructive suggestions about job duties, working 

conditions, or personnel policies; and 

(g) Establish appropriate means for employees to discuss matters of 

concern with their immediate supervisor or project manager. 

 

(2) BSI, as part of its commitment to providing customers with excellent 

services and to creating a productive work environment, expects all 

employees to: 

(a) Deal with customers and suppliers in a professional manner. 

(b) Represent BSI in a positive and professional manner. 

(c) Perform assigned tasks in an efficient manner. 

(d) Be punctual. 

(e) Demonstrate a considerate, respectful, and constructive attitude 

toward fellow employees; and 

(f) Follow the policies adopted by BSI. 

 

(3) BSI retains the sole discretion to exercise all managerial functions, including 

the rights to: 

(a) Dismiss, assign, supervise, and discipline employees. 

(b) Determine and change starting times, quitting times, and shifts. 

(c) Transfer employees to other departments or sites 
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(d) Determine and change the size and qualifications of the workforce. 

(e) Determine and change methods by which its operations are to be 

conducted. 

(f) Determine and change the nature, location, services rendered, 

quantity, and continued operation of the business; and 

(g) Assign duties to employees in accordance with BSI’s needs and 

requirements and to conduct all ordinary administrative and 

management functions. 

 

(4)   Employment is on an at-will basis, so that either BSI or the employees 

may end the relationship at any time without cause or prior notice. Nothing 

in this handbook changes the employment-at-will relationship or creates an 

express or implied contract or promise concerning BSI’s policies or 

practices, including policies or practices it will implement in the future. (See 

EMPLOYMENT-AT-WILL, Policy #005.)  Accordingly, BSI retains the 

right to establish, change, and abolishes its policies, practices, rules, and 

regulations at-will and as it sees fit. 

 

 

 

 

 

 

Policy #005 EMPLOYMENT AT-WILL 
Policy: 

It is the policy of BSI that all employees who do not have a written employment 

contract for a specific fixed term of employment are employed at the will of BSI for an 

indefinite period.  

 

Comment: 

 

(1) Employees who do not have an individualized written employment 

contract or a CBA are employed at the will of BSI and are subject to 

termination at any time, for any reason, with or without cause or notice. 

At the same time, these employees may terminate their employment at 

any time and for any reason. 

 

(2) No BSI representative is authorized to modify this policy for any 

employee or to enter into any agreement; oral or written that changes 

the at-will relationship. Supervisory and management personnel should 

not make any representations to employees or applicants concerning 

the terms or conditions of employment with BSI that are not consistent 
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with BSI policies. No statements made in pre-hire interviews or 

discussions, or in recruiting materials of any kind, alter the at-will 

nature of employment or imply that discharge will occur only “for 

cause.” 

 

(3) This policy may not be modified by any statements contained in this 

manual or any other employee handbooks, employment applications, 

BSI recruiting materials, BSI memoranda, or other materials provided 

to applicants and employees in connection with their employment. 

None of these documents, whether single or combined, create an 

express or implied contract of employment for a definite period, or an 

express or implied contract concerning any terms or conditions of 

employment. Similarly, BSI policies and practices with respect to any 

matter should not be considered as creating any contractual obligation 

on BSI’s part or as stating in any way that termination will occur only 

“for cause.”  Statements of specific grounds for termination set forth 

in this manual or in any other BSI documents are examples only, not 

all-inclusive lists, and are not intended to restrict BSI right to terminate 

at-will. 

 

(4) At the time of hiring, employees are required to sign a written 

statement acknowledging that they are employed at the will of BSI and 

are subject to termination at any time, for any reason, with or without 

notice, and with or without cause. 

 

(5) Completion of an introductory period of conferral of regular status 

does not change an employee’s status as an at-will employee or in any 

way restrict BSI right to terminate the employee or change the terms 

or condition of employment. 

 

 

 

 

 

 

 

 

 

Policy #100 EQUAL EMPLOYMENT          
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                                       OPPORTUNITY 
Policy: 

It is the policy of BSI to provide equal opportunity in employment to all employees 

and applicants for employment. No person will be discriminated against in employment 

because of his or her race, religion, color, sex, age, national origin, disability, military 

status, gender identity or any other characteristic protected by applicable federal or state 

law. 

 

 

(1) This policy applies to all terms, conditions, and privileges of employment and 

all policies of BSI. 

 

(2) BSI will establish a written affirmative action program to achieve prompt and 

full utilization of all levels and in all segments of the workforce of minorities, 

the disabled, certain veterans, and women. The results of the program should 

be reviewed annually and modified as necessary to achieve its objectives. 

 

(3) The Director of Human Resources, who reports directly to the President on 

matters relating to this policy, is responsible for formulating, implementing, 

coordinating, and monitoring all efforts in the area of equal employment 

opportunity. The Director of Human Resources duties include: 

 

(a) Assisting Management in collecting and analyzing employment data. 

(b) Developing policy statements, required affirmative action programs, 

and recruitment techniques designed to comply with the equal 

employment policies of BSI. 

(c) Complying with federal and state statutory record keeping and notice 

requirements of employment-related statutes and regulations. 

(d) Preparing an annual review and summary of BSI affirmative action 

programs and submitting the results achieved under these programs to 

the President. 

(e) Assist supervisory personnel in arriving at solutions to specific 

personnel problems. 

(f) Serving as liaison between BSI and government agencies, equal 

employment opportunity organizations, and other community groups; 

and 

(g) Keeping management informed of the latest equal employment 

opportunity developments. 

 

(4) Any communication from an applicant for employment, an employee, a 

government agency, or an attorney concerning any equal employment 

opportunity matter should be referred to the Director of Human Resources. 

 

(5) While overall authority for implementing this policy is assigned to the Director 

of Human Resources, an effective equal employment opportunity program 

cannot be achieved without the support of supervisory personnel and 
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employees at all levels. Any employees who believe they have suffered from 

discrimination should report this concern to their supervisor or BSI 

Headquarters. 

 

(6) Complaints of discrimination will be handled and investigated under BSI’s 

dispute resolution policy unless special procedures are considered appropriate. 

All complaints of discrimination will be investigated promptly and in as 

impartial and confidential manner as possible, and a timely resolution of each 

complaint should be reached and communicated to the parties involved. BSI 

prohibits any form of retaliation against employees for registering a complaint 

or providing information about a discrimination case or investigation.  

 

(7)  Transgender employees will be treated as any other employee. Transgender 

employees shall not be subject to unwanted questions regarding their status, 

medical history, or sexual orientation. Any rude or inappropriate behavior 

toward transgender individuals is prohibited. All employees are to comply with 

the laws pertaining to gender. We require employees to respect the rights of 

other employees. 

 

 

 

 

 

 

 

Policy #101 ANTI-HARASSMENT POLICY 
Policy: 

 

(1) Employees are expected to maintain a productive and professional work 

environment that is free from harassing or disruptive activity. No form of 

harassment will be tolerated, including harassment for the following reasons:  race, 

national origin, religion, disability, pregnancy, age, military status, or sex. Special 

attention should be paid to the prohibition of sexual harassment. 

 

(2) Each supervisor and manager have a responsibility to keep the workplace free of 

any form of harassment, and in particular, sexual harassment. No supervisor or 

manager is to threaten or insinuate, either explicitly or implicitly, that an 

employee’s refusal or willingness to submit to sexual advances will affect the 

employee’s terms or conditions of employment.  
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(3) Other sexually harassing or offensive conduct in the workplace, whether 

committed by supervisors, managers, non-supervisory employees, or non-

employees is also prohibited. This conduct includes: 

(a) Unwanted physical contact or conduct of any kind, including sexual 

flirtations, touching, advances, or propositions. 

(b) Verbal harassment of a sexual nature, such as lewd comments, sexual 

jokes or references, and offensive personal references. 

(c) Demeaning, insulting, intimidating, or sexually suggestive comments 

about an individual.  

(d) The display in the workplace of demeaning, insulting, intimidating, or 

sexually suggestive objects, pictures, and photographs. 

(e) Demeaning, insulting, intimidating, or sexually suggestive written, 

recorded, or electronically transmitted messages. 

 

Any of the above conduct, or other offensive conduct, directed at individuals because of 

their race, sex, national origin, religion, disability, pregnancy, age, or military status is also 

prohibited. 

 

(4) Any employee who believes that a supervisor’s, managers, and other employees, 

or non-employee’s actions or words constitute unwelcome harassment has a 

responsibility to report or complain about the situation as soon as possible. The 

report or complaint should be made to the employee’s supervisor; or to 

management, Senior Vice President or President if complaint involves the 

supervisor or management.  

 

(5) Complaints of harassment will be handled and investigated under BSI’s dispute 

resolution policy unless special procedures are considered appropriate. All 

complaints of harassment will be investigated promptly and in as impartial and 

confidential a manner as possible. Employees are required to cooperate in any 

investigation. A timely resolution of each complaint should be reached and 

communicated to the parties involved. 

 

(6) Any employee, supervisor, or manager who is found to have violated the 

harassment policy will be subject to appropriate disciplinary action, up to and 

including termination. BSI prohibits any form of retaliation against employees for 

bringing bona fide complaints or providing information about harassment. 

However, if an investigation of a complaint shows that the complaint or 

information was false, the individual who provided the false information will be 

subject to disciplinary action, up to and including termination.  

 

 

 

 

 



 
12 

Policy #104 TRAINING, ORIENTATION, AND  

                                    INDIVIDUAL CERTIFICATIONS                                 

 
(1) The Human Resources Department is responsible for the coordination of 

the orientation program and for implementing the portions that cover 

corporate history, philosophy, policies, benefits, and new employee files 

and documentation. Each supervisor is responsible for orientation as it 

applies to introducing the new employee to the specific job and 

department and may select a coworker to serve as a sponsor to facilitate 

the new employee’s transition. 

 

(2) Each employee due to the requirements of the job classification assigned 

may have various qualifications and requirements for continued 

assignment. These include but not limited to, security-clearances, GSA 

certification, State, and local city licenses, CPR/First Aid certification, 

baton certification, and firearm qualification. It is the Employee’s 

responsibility to ensure that these certifications and qualifications are 

current and valid during their employment. These qualifications must be 

retained on the person while on duty and present them upon demand by 

officials and supervisors conducting inspections in the performance of 

their duties and responsibilities. 

 

(3) Supervisors are responsible for recommending employees for special 

training programs, for providing on-the-job training. Training will 

normally be conducted during regular working hours. 

 

(4) Supervisors may approve employee participation in training programs 

when that instruction is regarded as beneficial or considered necessary 

for satisfactory job performance. In some cases, employees may be 

required to enroll in and complete the programs satisfactory. 

 

(5) BSI will provide special training programs explaining its 

antidiscrimination and harassment policies and for safety and health 

matters, when considered necessary or as required by government 

regulation. 

 

(6) BSI will sponsor or conduct orientation and training programs which 

may be reviewed periodically to evaluate the quality of the instruction, 

the content, and the results.  
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Policy #106 PROBATIONAY PERIOD 
 

(1) The probationary period should last 90 days for employees and 180 days for 

supervisory or managerial personnel. Supervisors should carefully observe 

the performance of each employee in a new job position. Where appropriate, 

weaknesses in performance, behavior, or development should be brought to 

the employee’s attention for correction. While on probation, any employee 

who has any non-emergency lateness, call offs, and violates Policy #113 

(Standard of Conduct) of BSI handbook is subject to termination. 

 

(2) Employees generally will be allowed to continue in their new positions if 

they are given both a satisfactory evaluation by the end of their initial 90-day 

employment period and their supervisor’s endorsement to continue in the job. 

Employees who do not receive a satisfactory evaluation and endorsement 

may be given additional time in 30-day increments to demonstrate their 

ability to do the job, if the supervisor feels additional time is warranted in 

order to achieve acceptable job performance.  

 

(3) Supervisors may recommend the termination of a newly hired employee at 

any time. A recommendation for termination should be submitted in writing 

to Headquarters for review and should include an evaluation and a list of 

actions taken to assist the employee. Approval to terminate the employee 

must be given by the President, Executive Vice President, or The Director of 

Human Resources.  

 

(4) At the discretion of management, transferred or promoted employees who 

are unable to perform satisfactory in their new position may be returned to 

their original position, if a vacancy exists, or may be terminated. 

(5) At all times, including after successful completion of the probationary period, 

employment with BSI is considered to be at-will, and the employment 

relationship may be terminated at any time for any lawful reason by either 

party. (See EMPLOYMENT-AT-WILL, Policy #005.) 
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Policy #107 PROMOTIONS 
 

(1) All employees are encouraged to seek advancement opportunities and to 

obtain promotion and career guidance from their supervisor, project manager, 

and the Director of Operations. 

 

(2) Employee eligibility for promotion will be determined by the requirements of 

the new job. In addition, to be considered, employees must have held their 

current position for at least six months, have a satisfactory performance 

record, and have no disciplinary actions during the same period. 

 

(3) Employee candidates for promotion will normally be screened and selected on 

the basis of attendance and work records, and job-related qualifications. 

Seniority will be considered if required by a labor contract or if two or more 

candidates are judged to be equally qualified based on merit, work record, and 

other qualifications. In addition, employees seeking promotion may be 

required to have a medical examination if the examination is job-related and 

consistent with business necessity. 

 

 

 

(4) Promoted employees will be subject to the provisions of the 

PROBATIONARY PERIOD policy (180 days) in their new positions. The 

employee remains an at will employee at will times and the employment at-

will relationship is not altered by a promotion or completion of the subsequent 

introductory period.  
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Policy #108 WORK HOURS 
 

(1) The normal workweek is Sunday through Saturday, beginning and 

ending at midnight on Saturday, and consisting of forty hours. The 

normal workday usually will consist of eight hours of work.  

 

(2) The schedule of hours for employees will be determined by each project 

manager or supervisor. The project manager or supervisor will inform 

employees of their daily schedule of hours of work, including meal 

periods, required breaks, and of any changes that are considered 

necessary or desirable by BSI.  

 

(3) All nonexempt employees are required to complete an individual time 

sheet showing the daily hours worked. Time sheets must be completed 

by the close of each workday. The following points should be considered 

in filling out time records: 

(a) Employees should record their starting time and quitting time, and 

total hours worked for each workday. 

(b) Employees are not permitted to sign in or begin work before their 

normal starting time or to sign out or stop work after their normal 

quitting time without the prior approval of their supervisor. 

(c) Employees are required to take scheduled lunch or meal breaks, 

when required in the contract. 

(d) Employee time records should be checked and signed by the 

supervisor involved; and 

(e) Filling out another employee’s time record or falsifying any time 

record is prohibited and may be grounds for disciplinary action, 

up to and including termination. 

 

(1) Personnel employed in executive; administrative, professional positions are 

exempt from the provisions of the (FLSA). These employees are not required to 

fill out hourly time records but must account for daily attendance. In addition, 

exempt employees will not receive overtime compensation, but occasionally may 

be eligible for bonus payments after working abnormally long hours.  
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Policy #109 CLASSIFICATIONS OF EMPLOYEES 

 

It is the policy of BSI to classify employees as full-time, part-time, or temporary 

and as exempt or nonexempt for the purposes of compensation administration. In addition, 

BSI may supplement the regular workforce, as needed, with other forms of flexible 

staffing. 

 

(1) The site project manager of supervisor is responsible for classifying 

employees. Employees may be categorized as follows: 

(a) A full-time employee is an individual who is scheduled to work a 

minimum of forty hours (40) on a regular basis. A full-time employee 

may be classified as either exempt or nonexempt. 

(b) A part-time employee is an individual who is scheduled to work less 

than forty hours (40) a week on a regular basis. A part-time employee 

may be classified as either exempt or nonexempt. 

(c) A temporary employee is an individual who is hired for a specified, 

limited period. A temporary employee may be classified as either 

exempt or nonexempt. 

(d) A nonexempt employee is subject to the minimum wage and overtime 

provisions of the FLSA and is typically paid either on an hourly or 

salary basis; and 

(e) An exempt employee is exempt from the provisions of the FLSA and 

is not entitled to overtime payments. Exempt employees typically are 

paid on a salary basis and include administrative, executive, and 

professional employees.  

Other flexible staffing classifications or arrangements may be added as needed. 

 

(2) Temporary and part-time positions will be filled as follows: 

(a) The project manager or supervisor with the need will attempt to fill 

the positions by transfers from within the department. 

(b) If the position cannot be filled from within the department, then the 

project manager will submit a request to the Human Resources 

Department. The Human Resources Department will then try to fill 

the request by transferring employees from other departments; and 

(c) If it is necessary to hire temporary or part-time employees from 

outside BSI, the procedures contained in HIRING should be used. 

(3) Full-time employees who are given temporary transfers are not considered 

temporary employees unless their job has been eliminated and only 

temporary employment is available. 

 

(4) All employees, regardless of classification, are considered to be employed at-

will and may resign or be terminated at any time and for any lawful reason. 

(See EMPLOYMENT-AT-WILL, Policy #005).  
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Policy #111 TERMINATION OF EMPLOYMENT 
Policy: 

  Discharge/termination can be for any reason not prohibited by law. In the absence 

of a specific written agreement, employees are free to resign at any time and for any reason, 

and BSI reserves the right to terminate employment at any time and for any reason. (See 

EMPLOYMENT-AT-WILL, Policy #005). 

 

Comment: 

 

(1) Employees are requested to give written notice of their intent to resign. Failure 

to give written notice may result in ineligibility for reemployment. The 

following guidelines are suggested: 

(a) Supervisory and managerial employees should give 4 weeks’ notice. 

(b) Clerical and administrative employees should give at least 2 weeks’ notice; 

and  

(c) All other employees should give at least 2 weeks’ notice. 

 

(2) For policies and procedures leading up to discharge for disciplinary reasons, 

see DISCIPLINARY POLICIES & PROCEDURES, policy #604. 

 

(3) For policies and procedures governing termination of an employment 

contract, see EMPLOYMENT AGREEMENTS, policy #103. 

 

(4) Supervisors should send notices of resignation or recommendations for 

termination to the Headquarters for review. This information should be 

accompanied by any needed supporting documents, such as disciplinary 

reports and pertinent statements. Headquarters will review and grant final 

approval of all termination cases. Upon approval, a letter of termination will-

be prepared and issued by the Human Resources Department. 

 

(5) Notice of involuntary terminations should be handled carefully and discreetly, 

preferably in a private meeting including the employee to be terminated, the 

immediate supervisor, and a senior member of the Director of Operation’s 

staff. 

 

(6) The Director of Operations should conduct an exit interview not later than the 

employee’s last working day, or earlier if a special effort is being made to 

persuade the employee to remain with BSI. 

 

(7) Department of Human Resources should maintain written reports of the 

termination notice meeting (when applicable) and exit interview. Pertinent 

items requiring managerial review and needed changes of policy should be 

brought to the attention of the President and senior staff members. 

 

(8) BSI Headquarters will be responsible for securing the return by terminated 

employees of funds advanced and all BSI property in their possession, such 
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as BSI identification cards, keys, credit cards, work issued badges, tools, and 

uniforms. If the employee owes BSI any money or is responsible for any lost 

or damage property, those accounts are to be settled as originally agreed or by 

deduction from final pay, unless prohibited by law. The employee’s final 

paycheck may be held until all items are returned or accounted for.  

 

(9) Terminating employees may be eligible for future employment if 

recommended by their supervisor and approved by the Director of Operations. 

Terminating employees who wish to be considered for future employment 

should inform the Human Resources Department during their out processing.  

 

(10) Requests for employment references should be made in writing to the Human 

Resources Department and should include an authorization by the employee 

for the release of the requested information. Generally, the Department of 

Human Resources will not release reference information without the 

employee’s authorization or will limit the information to verification of the 

employee’s position, job location, and dates of employment with BSI. 

 

(11) Terminations and discharge procedures are only guidelines and do not create 

a legal contract between BSI and its employees. BSI reserves the right to 

terminate employment for any reason. 

 

(12) BSI’s termination policies are in compliance with all federal and state 

requirements. 

 

(13) Employees who are absent from work for three consecutive days without 

being excused or giving proper notice will be considered as having voluntarily 

resigned. 

 

(14) Employees may be terminated and/or fined for damages of vehicles in their 

control if management determines the officer is liable for damages. 
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Policy #113 STANDARD OF CONDUCT 
 

OFFICER FORM 

 

BSI has Standards of Conduct that are CRITICAL to our mission. If these standards are 

violated, progressive discipline will be initiated. 

 

It is vital that you realize that YOU WILL BE HELD ACCOUNTABLE FOR YOUR 

ACTIONS. The following acts either in commission or omission might serve as 

GROUNDS FOR TERMINATION, without further warning, on the basis of ‘GROSS 

MISCONDUCT.’ You will become thoroughly familiar with our work rules within seven 

(7) days after employment. 

 

1.   Assault or uttering verbal/physical threats or any workplace violence. 

2.   Arson, Sabotage, Theft, or Pilferage. 

3.   Willful or careless destruction of property. 

4.   Dishonesty: Accepting/Offering bribes, enabling a person to secure stolen property, 

permitting unauthorized access to classified material, or lying. 

5.  Falsification: Making or authorizing fraudulent entries on official documents, 

falsifying reports. 

6.   Disrespect or Insubordination toward clients, supervisors, or managerial personnel. 

7.   Disregard of lawful orders: To include written post orders, special orders or 

instructions, or verbal instructions from supervisors or management personnel. 

8.   Violation of rules, regulations, or established policies of BSI or its clients. 

9.   Intoxication: Being under the influence of alcohol, illegal drugs, or controlled 

substances while on duty. 

10.  Sexual Harassment or discrimination towards employees of BSI, clients, or 

visitors/guests. 

11. Negligence: Sleeping on duty, abandoning post, leaving post without proper 

authority, failing to perform duties as prescribed. 

12.  Absenteeism: Failure to report for duty (NO CALL/NO SHOW). Unsatisfactory 

attendance. 

13. Tardiness: Repeated failure to report for duty on time. 

14. Any off duty conduct that impairs the ability to obtain or maintain a security 

clearance or state license. 

15. Failure to maintain uniform in a neat and clean manner. 

16. Misuse of weapons, whether assigned to you or not. 
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Policy #201 PAYROLL & PAY PROCEDURES 
Policy: 

It is the policy of BSI to pay employees by check or direct deposit on a regular basis 

and in a manner so that the amount, method, and timing of wage payments comply with 

any applicable laws or regulations. 

 

Comment: 

 

(1) Employees that are on BSI’s payroll will be paid on the first (1st) and the 

fifteenth (15th) unless the contract stipulates otherwise. If paydays fall on 

a Saturday, employees will be paid on Friday, and if it falls on a Sunday, 

employees will be paid Monday. If the regular payday occurs on a holiday, 

employees will be paid on the next business day.  

 

(2) Employees on each payday will receive, in addition to their check or 

deposit advice, a statement showing gross pay, deductions, and net pay. 

Local, state, federal, and Social Security taxes will be deducted 

automatically. No other deductions will be made unless required or 

allowed by law, contract, or employee obligation. Employees may elect to 

have additional voluntary deductions taken from their pay only if they 

authorize the deductions in writing.  

 

(3) Employees who discover a mistake on their paycheck, lose their paycheck, 

or have it stolen should notify their supervisor immediately. In case of a 

mistake, the error will be remedied promptly. In the case of loss or theft, 

the Payroll Department will attempt to stop payment on the check and 

reissue a new one to the employee. However, the employee is solely 

responsible for any monetary loss and BSI will not be responsible for the 

loss or theft of a check if payment of check cannot be stopped or if it has 

been cashed. 

 

(4) For policies and procedures governing pay upon termination, see 

TERMINATION OF EMPLOYMENT, Policy #112. 

 

(5) Employees should discuss any questions or concerns regarding their rate 

of pay with their supervisor or manager. 
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Policy #301 VACATION ENTITLEMENT 
Policy: 

It is the policy of BSI to grant annual vacation with pay to Full-time employees in 

accordance with the guidelines established below. 

 

(1) The Service Contract Act, or your site-specific contract, governs the payment 

and accrual of vacation benefits. The seniority for purposes of vacation 

computation is based upon your date of actual commencement of work at a 

designated contract work site. BSI is required to maintain a roster of personnel 

assigned and each employee’s seniority dates. A copy of this roster is retained 

and maintained at BSI Headquarters by the Department of Human Resources. 

 

 

(2) While some vacation benefits may be accrued each pay period, most employee 

benefits are not payable until you are vested for 1 yr. This vesting occurs on the 

yearly anniversary of your hire date. Employees requesting to take annual 

vacation must submit a request through your supervisor and project manager for 

approval a minimum of two (2) weeks prior to the pay period which the vacation 

is to be taken or paid. Personnel not yet eligible for vacation will not be 

authorized advance payment. Based upon special situations you may request 

Leave Without Pay (LWOP) as may be necessary.  

 

(3) In all cases, any request for vacation, time off, LWOP must be approved in 

advance by a Human Resources Manager. 

 

(4) Employees who feel that there is a discrepancy in the calculation of their 

vacation pay or eligibility may request a review of that calculation by the Payroll 

Department. That request must be submitted in writing through the employee’s 

supervisor to the Payroll Department.  

 

(5) Vacation pay for full-time employees will consist of the employee’s regular rate 

of pay for the vacation period and generally will be paid on the regularly 

scheduled payday. 

 

(6) Management reserves the right to designate when some or all vacations must be 

taken. Supervisors are responsible for ensuring adequate staffing levels and 

should attempt, when feasible, to resolve vacation scheduling conflicts based on 

length of service. 

 

(7) Employees on a leave of absence, other than a military leave of absence, are 

required to use all accrued paid vacation time as part of the leave. In addition, 

employees on a leave of absence will not accrue any new vacation time during 

the leave. 
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(8) Employees who are entitled to a vacation of one week or less may take their full 

vacation at one time. Those who are entitled to a vacation of more than one week 

normally may take only a maximum of one week consecutively, with the balance 

to be taken separately as full weeks or as individual days. Exception to this policy 

may be granted if vacation is to visit abroad and is approved by the President. 

Vacation of less than a full day generally will not be granted. 

 

(9) When employment is terminated, employees will not receive vacation pay for 

any unused vacation accrued at the time of termination. 

 

(10) As prescribed by law, BSI provides sick and safe leave to employees. (Where 

applicable) 

 

 

Policy #302 HOLIDAYS 
Policy: 

It is the policy of BSI to designate and observe certain days each year as holidays. 

Eligible employees may receive time and one half pay for working holidays depending on 

the contract worked. Most employees must be vest for 6 months (180 days) in order to 

receive holiday pay while working.  

 

(1) The following Holidays are recognized for all U.S. Government contracts or as 

specified and approved in the SITE-SPECIFIC contract: 

 

    New Year’s Day - Jan                     Labor Day - Sep 

  Martin Luther King Birthday - Jan        Columbus Day - Oct 

  Presidents Day - Feb          Veteran’s Day - Nov 

  Memorial Day - May          Thanksgiving Day - Nov 

  Independence Day - Jul         Christmas Day - Dec 

 

(2) A holiday that occurs on a Saturday or Sunday generally will be observed by BSI on 

the preceding Friday for following Monday. Those Holidays that fall on a specified 

day (July 4th, December 25th, and January 1st) will be paid for those working on that 

day rather than the preceding Friday or Monday following when those dates fall on a 

weekend. Please contact your supervisor for pay dates. 

 

(3) Both Holiday pay and Vacation payments will be based upon a pro rata computation 

of actual worked as a Full-time employee. 

 

(4) BSI recognizes that some employees may wish to observe, as periods of worship or 

commemoration, certain days that are not included in BSI’s regular holiday schedule. 

Accordingly, employees who would like to take a day off for those reasons may do so 

if it will not unduly disrupt BSI’s business and if the employee’s supervisor approves. 

Employees may use accumulated days of paid absence or vacation days for these 

occasions, or they may take the time off as an unpaid, excused absence.  



 
23 

Policy #401 SAFETY POLICY 
 

It is the policy of BSI to comply with all applicable federal, state, and local health 

and safety regulations and to provide a work environment as free as practicable from 

recognized hazards. Employees are expected to comply with all safety and health 

requirements whether established by BSI or by federal, state, or local law.  

 

(1) Supervisors are responsible for ensuring that employees under their 

supervision understand and comply with all BSI safety rules, regulations, and 

procedures. Supervisors’ safety responsibilities include: 

(a) Being familiar with all safety and health procedures relevant to the 

operations under their supervision. 

(b) Inspecting their work areas periodically. 

(c) Training their employees in safety matters or arranging for safety 

training where appropriate. 

(d) Identifying conditions that are recognized in BSI’s industry as being 

unsafe; and  

(e) Reporting accidents and injuries to the supervisor immediately and 

ensuring that any injured employee is referred to appropriate medical 

care. 

 

(2) Safety when handling/carrying a weapon is important. Familiarization with 

the weapon is essential. Improper handling, horseplay or just not being 

attentive, could all lead to an accidental discharge, which could result in 

injury and/or damage to property. The following is a list of some basic rules 

pertaining to firearm safety. 

• Always treat weapon as if it is loaded. 

• Keep weapon holstered at all times and ensure keeper strap is secured. 

• Never point a weapon at any person or cock the hammer unless 

justified in using deadly force. 

• Never place your finger in the trigger guard unless intending to fire 

the weapon. 

• Never attempt to fire a weapon while running. 

• Never dry fire a weapon unless during the conduct of the range course 

or using an approved clearing barrel when clearing the weapon. 

• Ensure to follow manufacturer’s instructions when loading or 

unloading weapon. 

• Ensure you have the proper holster for the weapon 

                                  Ensure when you are placing your weapon in holster, you do not                 

                                  Cock the hammer; and 

• Never leave a weapon unattended for any reason. 

 

(3) Do not inspect, clean, handle, or exchange weapons in public areas or in the 

presences of client, employees, or the members of the general public. 
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(4) Weapons should be transported from home to work and from work to home 

without any deviations, and with clear knowledge of applicable state laws. 

 

(5) Any employee who is arrested and a company issued weapon is confiscated: 

will be held liable for payment of said weapon. Once weapon is returned to 

BSI, all money will be reimbursed to employee. 

 

(6) Security officers will attempt to calm hostile/tense situations through 

effective communication skills. In cases that require the use of force, BSI 

personnel will employ only the minimal force required to obtain 

compliance.  

 

(7) Security officers will never use excessive force for punishment, retaliation, 

or non-professional reaction to a situation. 

 

(8) Due to the fact that injuries result in a significant loss of time and productivity 

from work; all employees will perform their jobs following safe methods for 

accomplishing tasks. Personnel will pay particular attention to weapons and 

workplace safety.  

 

(9) Violations of BSI’s safety rules, regulations, or procedures will result in 

disciplinary action, up to and including termination. 

 

(10) Employees must have valid driver’s license to drive BSI patrol vehicles. 

Employees must submit copy of current driving record, and drive vehicles in 

a safe and responsible manner.  

 

(11) Any employee that leaves their respective work site with patrol vehicle for 

personal or non-duty reasons will result in disciplinary action, up to and 

including termination. 

 

(12) Any damages caused from Policy #401(9); the employee will be financially 

obligated to pay for damages of vehicle. If the employee remains working, 

he/she shall make payment arrangements with management. If the employee 

is terminated for his/her actions, the employee will pay for damages from 

their final paychecks. (See Policy #112(15) Termination of Employment). 
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Policy #402 PERSONAL PROPERTY 
 

(1) BSI recognizes that employees may need to bring certain personal items to 

work. However, personal property that is not related to the employee’s job 

performance may disrupt work or pose a safety risk to other employees. 

 

(2) Employees are expected to exercise reasonable care to safeguard personal 

items brought to work. BSI is not responsible for the loss, damage, or theft of 

personal belongings; and employees are advised not to carry unnecessary 

amounts of cash or other valuables with them when they report for work/duty. 

 

(3) BSI may assign each employee a locker or storage area (if available) for 

safekeeping small personal effects during working hours. Employees are 

responsible for maintaining their lockers or storage areas in a clean and sanitary 

manner and should keep them locked at all times. Employees are responsible 

to provide their own means to secure the locker. 

 

 

 

 

Policy #403 SMOKING POLICY 
Policy: 

It is the policy of BSI to comply with all applicable federal, state, and local 

regulations regarding smoking in the workplace and to provide a work environment that 

promotes productivity and the well-being of its employees. 

 

(1) Employees are expected to exercise common courtesy and to respect the needs 

and sensitivities of coworkers with regard to the smoking policy. Smokers have 

a special obligation to keep smoking areas litter-free and not to abuse and break 

and work rules. Complaints about smoking issues should be resolved at the 

lowest level possible but may be processed through BSI’s dispute resolution 

procedure. Employees who violate the policy will be subject to disciplinary 

action. 

 

(2)  The smoking policy applies to employees during working time and to customers 

and visitors while on BSI premises. 
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 Policy #501 ATTENDANCE AND PUNCTUALITY 

 

(1) Supervisors should notify employees of their starting, ending, and break times. 

Employees are expected to be engaged in performing their duties during all 

scheduled work time and should be ready to begin working at their scheduled 

starting time. Supervisors should record all absences and, for nonexempt 

employees (those subject to the minimum wage and overtime requirements of 

FLSA, any tardiness or early departure exceeding (10) minutes.  

 

(2) Employees should notify their supervisor eight (8) hours in advance whenever they 

are unable to report for work. Employees should notify their supervisor as far in 

advance as possible when they know they will be late or must leave early. The 

notice should include a reason for the absence and an indication of when the 

employee can be expected to report for work. 

 

(3) BSI employees will remain on duty until properly relieved, never desert a post, and 

will always remain alert while on duty. 

 

(4) Inclement Weather: Because security personnel are considered essential 

personnel, employees are expected to report for work during inclement weather 

conditions. Your supervisor will inform you if BSI or the Client does declare an 

emergency closing due to extreme conditions. Otherwise, personnel should make 

every attempt and make necessary arrangements to report to work. Employees who 

do not to report because of certain weather conditions are subject to disciplinary 

action up to and including termination. 

 

(5) Employees must report to their supervisor after being late or absent, give an 

explanation of the circumstances surrounding their tardiness or absence, and, when 

applicable, certify that they are fit to return to work. The supervisor should record 

the information in the employee’s files and forward a copy to Headquarters. When 

appropriate, the supervisor should counsel the employee on the importance of good 

attendance and warn that excessive tardiness or absences will lead to discipline, up 

to and including termination 

 

(6) Unauthorized or excessive absences or tardiness will result in disciplinary action, 

up to and including termination. An absence is considered to be unauthorized if the 

employee has not followed proper notification procedures or the absences has not 

been properly approved. 

 

(7) Employees who are absent from work for (3) consecutive days without giving 

proper notice to BSI will be considered as having voluntarily resigned. At that time, 

BSI will formally note the termination and advise the employee of the action by 

certified mail to the employee’s last known address. 

 

(8) Employees with emergency situations must bring doctor’s slip or other verification 

before returning to work 
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Policy #502 BEREAVEMENT LEAVE / JURY 

DUTY 

   

(1) Bereavement Pay: Employees who wish to take time off due to the death of an 

immediate family member (employees’ spouse, father, mother, sister, brother, 

and children) should notify their supervisor immediately. In this event, BSI 

grants up to (3) working days, with pay, to handle family affairs and attend the 

funeral. Bereavement pay is $94 at the time of absence. Eligible employees 

must have 1 yr. of employment to qualify.  

 

(2) Jury Duty: BSI encourages employees to fulfill their civic duty by serving jury 

duty when required. Regular full-time employees will be paid $35.00 daily and 

will continue on their current benefit plan after 5 days of jury duty. Employees 

must show the jury summons to their supervisor as soon as possible so that the 

supervisor can make arrangements to accommodate their absence.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
28 

Policy #503 LEAVE OF ABSENCE POLICY 

 

BSI will comply with all applicable requirements of the Family and Medical Leave Act 

(FMLA).  

 

 The FMLA requires private employers with (50) or more employees and all public 

agencies, including state, local, federal employers, and local education agencies (schools), 

to provide eligible employees up to (12) weeks of unpaid, job-protected leave in any (12) 

month period for certain family and medical reasons. The twelve-month period is a rolling 

period measured backward from the date an employee uses any FMLA leave. 

 

Employee Eligibility 

 

   The FMLA defines eligible employees as employees who: (1) have worked for BSI for 

at least (12) months; (2) have worked for BSI for at least 1,250 hours in the previous 12 

months; and (3) work at or report to a worksite which has (50) or more employees or is 

within 75 miles of BSI worksites that taken together have a total of 50 or more employees. 

 

(1) BSI will comply with the provisions of the federal Family and Medical 

Leave Act. The Appendix A to this policy outlines the FMLA’s 

requirements, including the rights and obligations of employees, 

notification requirements, and BSI obligations. 

 

(2) Employees are eligible for leave of absence if they have completed at 

least one year of service, specified by law. The granting and duration of 

each leave of absence and the compensation received by the employee, 

if any, during the leave of absence will be determined by BSI in 

conjunction with applicable federal and state law. The following types 

of leaves will be considered: 

 

(a) Medical Leave of Absence:  Employees who are unable to 

work because of a serious health condition, disability, or work-related 

injury may be granted a medical leave of absence. This type of leave 

covers disabilities caused by pregnancy, childbirth, or other related 

medical conditions. BSI requires certification of an employee’s need for 

medical leave, both before the leave begins and on a periodic basis 

thereafter, by the employee’s health care provider. For an explanation 

of the FMLA and medical leave, see Appendix A following this policy. 

 

(b) Parental Leave of Absence:  Female employees, when not 

disabled by pregnancy or childbirth (see above), and male employees 

may be granted a parental leave of absence to care for the employee’s 

child upon birth or in connection with a child’s placement with the 

employee for adoption or foster care. For an explanation of the FMLA 

and parental leave, see Appendix A following this policy. 
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(c) Family Care Leave of Absence:  Employees may be granted 

a family care leave of absence for the purpose of caring for the 

employee’s child, spouse, or parent who has a serious health condition. 

BSI requires certification of the family member’s serious health 

condition, both before the leave begins and on a periodic basis  

thereafter, by the family member’s health care provider. For an 

explanation of the FMLA and family leave, see Appendix A following 

this policy. 

(d) Personal Leave of Absence:  Employees may be granted a 

leave of absence to attend to personal matters in cases in which BSI 

determines that an extended period of time away from the job will be in 

the best interests of the employee and BSI.  

(e) Military Leave of Absence:  A military leave of absence will 

be granted if an employee is absent on order from the uniformed 

services of the United States for a period of up to (5) years (not including 

certain involuntary extensions of service). An employee is eligible for 

military leave beginning the first day of employment. Employees who 

perform and return from service in the Armed Forces, the Military 

Reserves, the National Guard, or certain Public Health Service positions 

will retain certain rights with respect to reinstatement, seniority, layoffs, 

compensation, length of service promotions, and length of service pay 

increases, as required by applicable federal or state law. 

 

(3) Requests for a leave of absences or any extension of a leave ordinarily 

should be submitted in writing to the employee’s project manager/site 

supervisor at least thirty days (30) before the start of the leave or 

extension period. When the need for leave or extension is not 

foreseeable, employees should give as much notice as is possible. The 

project manager/site supervisor forwards the request to Headquarters, 

recommending approval or denial. Headquarters will make the final 

decision concerning the request. All employees on approved leave are 

expected to report to Headquarters change of status in their need for a 

leave or in their intention to return to work. 

 

(4) Every employee on medical leave or family care leave of   absence will 

be required to use all accrued personal, vacation, and sick days while on 

leave. However, employees may not use paid leave if they are receiving 

compensation under workers’ compensation insurance programs. Every 

employee on a parental or a personal leave of absence will be required 

to use all accrued personal and vacation days while on leave.  

 

(5) Benefits that accrue according to length of service (such as paid 

vacation, holiday, personal, and sick days) do not accrue during periods 

of unpaid leave or during periods in which the employee receives 

workers’ compensation or disability benefits unless otherwise 

specifically provided by terms of the benefit plan document or policy. 
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(6) Employee returning from a leave of absence will be reinstated to their 

same job or to an equivalent job with equivalent status and pay, as 

required by law. Employees returning from medical leave must provide 

certification of their ability to perform the functions of their job without 

any medical restrictions. Employees returning from military leave also 

must comply with all of the reinstatement requirements specified by 

federal law. If the same job or one of equivalent status and pay is not 

available as a result of a reduction in force, the employee will be treated 

in the same manner as though he/she had been actively employed at the 

time of the reduction in force. 

 

(7) If an employee fails to return to work at the conclusion of an approved 

leave of absence, including any extension of the leave, the employee 

will be considered to have voluntarily terminated employment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
31 

Policy #601 EMPLOYEE BEHAVIOR 
   

(1) Employees are expected, at all times, to conduct themselves in a positive and 

professional manner in order to promote the best interests of BSI. Appropriate 

employee conduct includes: 

(a) Treating all customers, visitors, and coworkers in a courteous manner. 

(b) Refraining from behavior or conduct that is offensive or undesirable, or 

which is contrary to BSI’s. 

(c) Reporting to management suspicious, unethical, or illegal conduct by 

coworkers, customers, or suppliers. 

(d) Reporting to management any threatening or potentially violent 

behavior by coworkers. 

(e) Cooperating with BSI investigations. 

(f) Complying with all BSI safety and security regulations. 

(g) Wearing clothing or uniforms appropriate for the work being 

performed. 

(h) Performing assigned tasks efficiently and in accord with established 

quality standards. 

(i) Reporting to work punctually as scheduled and being at the proper 

workstation or guard post, ready for work, at the assigned starting time. 

(j) Giving proper advance notice whenever unable to work or report on 

time; and 

(k) Smoking only at times and in places not prohibited by BSI rules, Client 

rules, or local ordinances. 

 

(2) Eating meals only during meal periods and only in the designated eating areas. 

 

(3) Maintaining cleanliness and order in the workplace and work areas.  

(4) Private company matters, internal policies, pay, benefits, or other related 

issues shall not be discussed with personnel not employed by BSI while on          

duty. 

 

(5) Maintain all required credentials, licenses, and identification on your person 

while on duty and furnish name and company name upon request. 

 

(6) Do not gamble or unlawfully bet or promote gambling on client owned or 

leased premises. 

 

(7) Neither discloses any official information, except to officials having a need-

to-know, nor makes any news or press releases, without express permission of 

the client Contracting Officer and Headquarters. 

 

(8) Refrain from discussions concerning duty assignment(s), particularly 

manpower, weapons, security precautions, or procedures, except with those 

persons having a need-to-know. 
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(9) Do not accept or solicit gifts, favors, or bribes in connection with official 

duties. 

 

(10) Do not use official identification except on duty at the work site. 

 

(11) Do not refuse, unnecessarily delay, or fail to conduct a proper order of a 

supervisor or other appropriate officials. 

 

(12) Notify supervisor any time that a physician has prescribed medications which 

may affect employee’s ability to perform their job. 

 

The following conduct is prohibited, and individuals engaged in it will be subject to 

discipline, up to and including termination:  

 

 

(1) Knowingly place themselves or others in danger or harm’s way. 

 

(2) Chase anyone in patrol vehicle or by foot. 

 

(3) Misusing BSI communication systems, including electronic mail, computers, 

Internet access, and telephones. 

 

(4) Employees shall refrain from posting on social platforms while in uniform. 

Also, only employees expressly designated to do so are authorized to make 

public statements on behalf of BSI. Employees who engage in activities on 

social platforms are encouraged to behave in ways that are consistent with BSI 

values and policies. 

 

(5) Refusing to follow management’s instructions concerning a job-related matter 

or being insubordinate. 

 

(6) Employees are prohibited to carry any items (handcuffs, mace, night stick etc.) 

which they are not certified / trained to carry. 

 

(7) Employees will not get involved in any domestic disputes but will call “911” 

immediately. 

 

(8) Employees will not search anyone’s person, vehicle, or home at any time. 

 

(9) Employees will not detain anyone (unless commissioned) for any reason. 

 

(10) Failing to wear assigned safety equipment or failing to abide by safety rules 

and policies. 

 

(11) Smoking where prohibited by local ordinances, BSI rules, or client rules. 
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(12) Using profanity or abusive language. 

 

(13) Playing pranks or engaging in horseplay while on duty. 

 

(14) Wearing improper attire or having an inappropriate personal appearance. 

 

(15) Failure to call dispatch when leaving and/or returning to your designated work 

site. 

 

(16) Having visitors while on duty (including children). 

 

(17) Violation of Policy #113 [Standard of Conduct rules] 

 

The above examples of impermissible behavior described above are not intended to be an 

all-inclusive list. At management’s discretion, any violation of BSI’s policies or any 

conduct considered inappropriate or unsatisfactory may subject the employee to 

disciplinary action. 

 

 

 

 

 

 

Policy #602 DUTY APPEARANCE 
 

(1) BSI will provide uniforms to our employees. All uniform items must be 

serviceable and worn properly. Items that wear out through normal wear will 

be replaced. Uniforms damaged by employees will be replaced by the 

employee. Uniform items and accessories lost, not returned, or damaged by 

neglect or abuse will be replaced at the employee’s expense. Employees must 

be properly dressed and look professional at all times. Personnel who report to 

work without the proper uniform items or without the uniform properly 

prepared (clean and pressed) will not be allowed to work their assigned post 

and will be subject to disciplinary action. Supervisors will provide specific 

uniform guidelines to personnel as separate instruction and supplemental to the 

guidelines presented in this handbook. 

 

(2) Beards are not permitted except for medically verifiable reasons. Mustaches 

must be neatly trimmed and are not to exceed the edge of the lips.  

 

(3) Hair and/or wigs must be natural in color and shall be kept clean, neat, and 

styled to present a managed appearance. For males, hair length must not exceed 

the top of the shirt collar. For females, hair may be worn in an “up” style so as 
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not to interfere with the wearing of the uniform or use of equipment. No 

decorations shall be worn in the hair, and items used to hold the hair in place 

shall be concealed as much as possible and shall be of a color and style that 

blend with the hair.  

 

(4) Only prescription eyeglasses, in a conservative style, may be worn with the 

uniform. Sunglasses or darkly tinted glasses shall not be worn inside the 

building except upon the written recommendation of a physician and with 

approval of the project manager/site supervisor.  

 

(5) When in uniform, personnel shall refrain from wearing jewelry except for 

wristwatches and wedding or other rings that do not pose a safety risk. 

Necklaces, beads, chains, and bracelets if worn must be concealed from view. 

Males will not wear earring(s). Females may wear post style earrings. 

 

(6) Shirts/blouses shall be worn with the cuffs fully extended and buttoned. Short 

sleeve shirts shall be worn with the sleeves fully extended.  

 

(7) Socks shall be black without pattern. Stocking (females, with skirts) shall be 

neutral color, and without decoration or pattern. Bare ankles are not permitted.  

 

(8) Shoes shall be solid black in color, low quarter, or ankle style. Standard police 

boot is authorized. 

 

(9) A white under shirt shall be worn in a manner to be concealed from view. No 

lettering or design shall be visible through the uniform shirt. 

(10) Fingernails must be clean and shall be trimmed. Female personnel may use 

fingernail polish if the color is neutral (no bright colors) 

 

(11)  Makeup may be worn by female uniformed personnel provided it is subdued 

and natural looking. 

 

(12)  Employee identification and any credentials (guard cards, handgun permits 

etc.) should be displayed while in uniform. 

 

(13)  Upon separation of employment, all uniforms MUST be returned DRY 

CLEANED ONLY. 
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Policy #603 CUSTOMER RELATIONS 
 

(1) Our customers provide the primary source of BSI’s income and each 

employee’s job security. To promote excellent relations with our customers, 

all employees must represent BSI in a positive manner and make our customers 

feel appreciated when dealing with the organization. 

 

(2) Employees with customer contact are expected to know BSI’s services and to 

know their customers. 

 

(3) Employees are encouraged to report recurring customer-related problems to 

their supervisor and to make suggestions for changes in BSI policies or 

procedures to solve problems. 

 

(4) Employees should be prepared to listen carefully to customer complaints and 

deal with them in a helpful, professional manner. If a controversy arises, the 

employee should explain BSI’s policy respectfully and clearly. Customers who 

become unreasonable, abusive, or harassing should be referred to the 

employee’s supervisor if the employee cannot resolve the problem. 

 

(5) Employees should be polite and thoughtful when using the telephone. A 

positive telephone contact with a customer can enhance goodwill, while a 

negative experience can destroy a valuable relationship. The following 

procedures should be observed whenever possible:  

(a) When answering the telephone, use a pleasant tone of voice, give the 

name of the department, and identify yourself. 

(b) If the person with whom the caller wishes to speak is on another line, 

ask if the caller wants to be placed on hold. 

(c) If the caller has been placed on hold, carefully monitor the time, and 

offer to have the call returned if the person called is not available within 

a reasonable period. 

(d) When the caller leaves a name, number, or message, make sure it is 

recorded and correctly given promptly to the appropriate individual; 

and 

(e) All employees should take and place their own telephone calls. 

 

 

 

 



 
36 

 

 

Policy #604 DISCIPLINARY POLICY 

 
It is the policy of BSI that all employees are expected to comply with BSI’s 

standards of behavior and performance and that any noncompliance with these standards 

must be corrected. 

 

(1) Under normal circumstances, BSI endorses a policy of progressive discipline 

in which it attempts to provide employees with notice of deficiencies and an 

opportunity to improve. It does, however, retain the right to administer 

discipline in any manner it sees fit. This policy does not modify the status of 

employees as employee at-will or in any way restrict BSI’s right to bypass the 

disciplinary procedures suggested. (See EMPLOYMENT AT-WILL, Policy 

#005.) 

 

(2) The normal application of progressive discipline should be: 

 

(a) If an employee is not meeting BSI standards of behavior or 

performance, the employee’s supervisor should take the following 

actions: 

(*)   Meet with the employee to discuss the matter. 

(**) Inform the employee of the nature of the problem and the action 

necessary to correct it; and 

(***) Prepare a memorandum for the supervisor’s own records indicating 

that the meeting has taken place. 

 

(b) If there is a second occurrence, the supervisor should hold another 

meeting with the employee and take the following action: 

 (*)     Issue a written reprimand to the employee. 

        (**)   Warn the employee that a third incident will result in more severe 

disciplinary action; and 

(***)    Prepare and forward to Headquarters a written report describing 

the first and second incidents and summarizing the action 

taken during the meeting with the employee. This information 

will be included in the employee’s personnel file. 

 

(c) If there are additional occurrences, the supervisor should take the 

following action, depending on the severity of the conduct: 

(*)       Issue a written reprimand or warning. 

(**)     Suspend the employee for up to five working days: or 

 (***)    Suspend the employee indefinitely and recommend termination. 
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Policy #604 DISCIPLINARY POLICY (Continued) 
 

After taking action under Comment (2) (c), above, the supervisor should prepare 

and forward to the Headquarters another written report describing the occurrences, 

indicating the timing between the occurrences, and summarizing the action taken or 

recommended and its justification. 

 

(3) The progressive disciplinary procedures described in Comment (2), above, may 

also be applied to an employee who is experiencing a series of unrelated 

problems involving job performance or behavior.  

 

(4) In cases involving serious misconduct, or any time the supervisor determines 

it is necessary, such as a major breach of policy or violation of law, the 

procedures contained in Comment (2), above, may be disregarded. The 

supervisor should suspend the employee immediately and, if appropriate 

recommend termination of the employee. An investigation of the incidents 

leading up to the suspension should be conducted to determine what further 

action, if any, should be taken. (See Comment (6), below.)  Employees 

suspended from work generally will not receive or accrue any employee 

benefits during the suspension. 

 

(5) Headquarters will review and approve all recommendations for terminations 

before any final action is taken. 

 

(6) At an investigatory interview conducted for the purpose of determining the 

facts involved in any suspected violation of BSI rules and regulations, the 

following procedures normally should apply: 

(a) Before the interview, the employee who is suspected of violating BSI 

rules and regulations should be told in general terms what the interview 

is about; and 

(b) The employee may request that a coworker (or if the employee is 

represented by a union, a union representative) be present at the 

interview if it may lead to disciplinary action for that employee. 

 

(7) Employees who believe that they have been disciplined too severely or who 

question the reason for discipline are encouraged to use the employee grievance 

procedure. 

 

(8) If a disciplined employee works a full year without further disciplinary action 

under this policy, the next failure to meet behavior or performance standards 

may be treated as a first occurrence under this policy. However, BSI may still 

consider all past disciplinary actions in evaluating the employee. 
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Policy #605 ALCOHOL, DRUGS, AND 

                                      NARCOTICS POLICY 
 

 

(1) Employees are prohibited from the illegal use, sale, dispensing, distribution, 

possession, or manufacturing of illegal drugs, controlled substance, narcotics, 

or alcoholic beverages on BSI premises or client sites. In addition, BSI 

prohibits off-premises abuse of alcohol and controlled substances, as well as 

the possession, use, or sale of illegal drugs; when these activities adversely 

affect job performance, job safety, or BSI’s reputation in the community. 

Employees will be subject to disciplinary action, up to and including 

termination, for violations of this policy. 

 

(2) BSI will not hire, subject to state or local law restrictions, alcoholics, or drug 

abusers whose current use of those substances prevents them from performing 

their jobs or who would constitute a direct threat to the property or safety of 

others. Whenever applicants for employment are to be tested for the presence 

of illegal drugs or alcohol, they are to be informed in advance and in writing. 

 

(3) Employees subject to the Drug-Free Workplace Act who are convicted of any 

criminal drug violation occurring in the workplace must report the conviction 

to Headquarters within five days, and Headquarters will take appropriate action 

as required by law. 

 

(4) Employees, their possessions, and BSI issued equipment and containers under 

their control are subject to search and surveillance at all times while on BSI 

premises or work sites or while conducting BSI business. 

 

(5) Employees may be asked to take a test at any time to determine the presence 

of drugs, narcotics, or alcohol, unless law prohibits the tests. Employees that 

agree to take the test must sign a consent form authorizing the test and BSI use 

of the test results for purposes of administering its discipline policy. It is a 

violation of this policy to refuse consent for these purposes or to test positive 

for alcohol or illegal drugs. Policy violations will result in discipline and may 

result in termination. Tests that are paid for by BSI are the property of BSI, 

and the examination records will be treated as confidential and held in separate 

medical files. However, records of specific examinations, if required by law or 

regulation, will be made available to the employee, persons designated and 

authorized by the employee, public agencies, relevant insurance companies, or 

the employee’s doctor. 

 

(6) Supervisors should report immediately to Headquarters any action by an 

employee who demonstrates an unusual pattern of behavior. Headquarters will 

determine whether the employee should be examined by a physician or clinic 

and/or tested for drugs and alcohol. Employees believed to be under the 
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influence of drugs, narcotics, or alcohol will be required to leave the premises. 

The Security Officer should be notified to arrange safe transit. 

 

(7) Employees must report their use of over the counter or prescribed medications 

to their project manager or supervisor if the use might impair their ability to 

perform their job safety and effectively. A determination will then be made as 

to whether the employee should be able to perform the essential functions of 

the job safely and properly.  

 

 

 

 

 

 

 

 

Policy #701 PERSONNEL RECORDS 
Policy: 

 

(1) BSI tries to balance its need to obtain, use, and retain employment 

information with a concern for each individual’s privacy. To this end, it 

attempts to maintain only the personnel information that is necessary for the 

conduct of its business or required by federal, state, or local law.  

 

(2) Headquarters is responsible for overseeing record keeping for all personnel 

information and will specify what information should be collected and how 

it should be stored and secured. 

 

(3) Employees have a responsibility to keep their personnel records up to date 

and should notify Headquarters in writing of any changes in at least the 

following: 

(a) Name. 

(b) Address. 

(c) Contact Telephone numbers. 

(d) Marital status (for benefits and for tax withholding purposes only). 

(e) Number of dependents.  

(f) Persons to be notified in case of emergency. 

 

In addition, employees who have a change in the number of dependents or marital status 

must complete a new Form W-4 for income tax withholding purposes within ten days of 

the change, if it results in a decrease in the number of dependents. 
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(4) Employees may inspect their own personnel records and may copy, but not 

remove, documents in the file. Inspections by employees must be requested 

in writing to Headquarters and will be scheduled at a mutually convenient 

time. Records that are considered to contain sensitive or confidential 

corporate plans or information may be excluded from the inspection, and all 

inspections must be conducted in the presence of a designated member of 

Headquarters staff. 

 

(5) Employees who believe that any file material is incomplete, inaccurate, or 

irrelevant may submit a written request for file revisions to Headquarters. If 

the request is not granted, the employee may place a written statement of 

disagreement in the file and make a complaint using the regular grievance 

procedure.  

 

(6) Only supervisory and management employees who have an employment 

related need-to-know for information about another employee may inspect 

the files of that employee. The inspection must be approved by Headquarters 

and should be recorded in the file inspected.  

 

(7) Employees should refer all requests from outside BSI for personnel 

information concerning applicants, employees, and past employees to 

Headquarters. Headquarters normally will release personnel information only 

in writing and only after obtaining the written consent of the individual 

involved. Exceptions may be made to cooperate with legal, safety, and 

medical officials who need specific employee information. In addition, 

exceptions may be made to release limited general information, such as the 

following: 

(a) Employment dates. 

(b) Position held; and 

(c) Location of job site. 
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Policy #702 EMPLOYEE GRIEVANCE  

 
 

(1) An appropriate grievance is defined as an employee’s expressed dissatisfaction 

concerning an interpretation or application of a work-related policy by 

management, supervisors, or other employees. Examples of matters that may be 

considered appropriate grievances under this policy. 

(a) A belief that BSI policies, practices, rules, regulations, or 

procedures have been applied inconsistently to an employee. 

(b) Treatment considered unfair by an employee, such as 

coercion, reprisal, harassment (including sexual harassment), 

or intimidation. 

(c) Alleged discrimination because of race, color, sex, age, 

religion national origin, marital status, or disability; and 

(d) Improper or unfair administration of employee benefits or 

conditions of employment such as scheduling, vacations, 

fringe benefits, promotions, retirement, holidays, 

performance reviews, salary, or seniority. 

 

(2) Employees should notify BSI in a timely fashion of any grievance considered 

appropriate for handling under this policy. The dispute resolution procedure is the 

exclusive remedy for employees with appropriate complaints. As used in this 

policy, the terms “timely fashion,” “reasonable time,” and “promptly” generally 

will mean three working days. 

 

(3) The employee grievance procedures have a maximum of three steps, but disputes 

may be resolved at any step in the process. Grievances will be processed until the 

employee is satisfied, does not file a timely appeal, or exhausts the right of appeal 

under the policy. A decision becomes binding on all parties whenever an 

employee does not file a timely appeal or when a decision is made in the final step 

and the right of appeal no longer exists. 

 

(2) Employees who feel they have an appropriate grievance should proceed as 

follows: 

(e) Step One – Promptly bring the complaint to the attention of the 

immediate supervisor. If the dispute involves the supervisor, 

then the employee may proceed directly to Step-Two. The 

supervisor should investigate the complaint, attempt to resolve 

it, and give a decision to the employee within a reasonable 

time. The supervisor should prepare a written and dated 

summary of the dispute and proposed resolution for the 

employee’s personnel file. 

(f) Step Two – Appeal the decision to the project manager, if 

dissatisfied with the supervisor’s decision, or initiate the 

procedure with the project manager if Step One has been 
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bypassed. The appeal or initial dispute notification must be 

made in a timely fashion using a written form provided for this 

purpose. The supervisor’s version of the dispute and decision 

will then be submitted using a similar written form. The project 

manager will, in a timely fashion, confer with the employee, 

the supervisor, and any other members of management 

considered appropriate; investigate the issues; and 

communicate a decision in writing to all parties involved. 

(g) Step Three – Appeal an unsatisfactory project manager head 

decision to the President. The timeliness requirement and 

procedures to be followed are similar to those in Step Two. 

The President will take the necessary steps to review and 

investigate the dispute and will then issue a written, final, and 

binding decision. 

 

 

(3) Headquarters will provide training and support to supervisors and department heads 

in dealing with employee complaints. In addition, employees should be encouraged 

to consult with Headquarters, their supervisors, or other members of management 

on a less formal basis regarding employee complaints or disputes. 

 

(4) Final decisions on disputes will not be precedent-setting or binding on future 

disputes unless they are officially stated as BSI policy. When appropriate, the 

decisions will be retroactive to the date of the employee’s original dispute 

notification.  

 

(5) Information concerning an employee grievance should be confidential. Project 

Managers, supervisors, and other members of management who investigate a 

complaint may discuss it only with those individuals who have a need-to-know 

about it or who are needed to supply necessary background information or advice. 

 

(6) Employees will not be penalized for proper use of the employee grievance 

procedure. However, it is not considered proper use if an employee raises 

complaints in bad faith or solely for the purpose of delay or harassment or 

repeatedly raises merit less disputes. Implementation of the employee grievance 

procedure by an employee does not limit the right of BSI to proceed with any 

disciplinary action that is not in retaliation for the use of the employee grievance 

procedure. In addition, employees and supervisors are prohibited from retaliating 

against an employee who effectively use the dispute resolution procedure. 

 

(7) BSI may, at its discretion, refuse to proceed with any grievance it determines is 

improper under this policy. Further, this policy does not alter the employment at-

will relationship in any way. (See EMPLOYMENT AT-WILL, Policy #005.)                           

 

 


