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1.
Job Descriptions, Evaluations, and Salary Review

1.1
Job Descriptions

Jobs are described to applicants in their initial interview as exempt or non exempt as defined in the Fair Labor Standards Act.

Once hired, each employee is provided with his or her job description, written or oral, which outlines the position, areas of responsibility, the minimum qualifications to perform the job and any special training required.

The employee may be asked to sign the written job description, acknowledging that he or she has the necessary qualifications to perform the job satisfactorily, and that he or she is willing to undertake any special training required to perform the job.

Copies of job descriptions are retained in the employee's personnel file and are subject to change based upon Kadix's needs.

1.2
Performance Evaluations

The purpose of performance evaluations is to foster the improvement of productivity and the quality of work through communication.  Kadix views performance evaluations as a process, which encourages communication between employees and their respective supervisors on a regular basis. 

Performance evaluations emphasize:  A clear understanding of the role each person plays in the work unit, as well as what is expected of him or her; open communication between employees and supervisors; informing employees of Kadix's objectives and policies; feedback on actual performance and suggestions on areas needing improvement; employee participation in goal setting, planning of work assignments, and performance reviews.

Initial Evaluation:

A formal written performance evaluation will be conducted at the end of an employee's initial period of hire, known as the "introductory period."

After this initial evaluation, the employee will be evaluated in accordance with the regular corporate performance evaluation schedule.

Subsequent Evaluations:

Performance evaluations should take place informally, on a day to day basis by both an employee and his or her immediate supervisor.

Formal performance evaluations of all employees are generally conducted twice a year by their immediate supervisors in May and November.  During this time, the supervisor completes the written performance evaluation and reviews it with the President.  This meeting is important because it allows the President to know how employees are performing.

1.3
Salary Review

Kadix awards merit-based pay adjustments annually in an effort to recognize truly superior employee performance.  The decision to award such an adjustment is dependent upon numerous factors, including the information documented by the formal performance evaluation process and Kadix's financial status.

Salary adjustments and bonuses are based on merit and ranges that have been set by management.  Kadix reserves the right to review and modify its salary structure and merit increases at any time.

1.4
Career Development Program

Kadix believes in promoting employees from within.  Therefore, we have developed the Kadix Systems Career Development Program (CDP).  The program provides a “road map” of expected competencies and behaviors at each level of our organization.  In addition, the CDP is a crucial part of the performance evaluation process.  It provides you and your supervisor a clear picture your professional development objectives.  A complete description of the program can be found in the program booklet.

Eligible employees at Kadix are provided a wide range of benefits.  A number of the programs (such as social security, workers’ compensation, state disability, and unemployment insurance) cover all employees in the manner prescribed by law.

Benefits eligibility is dependent upon a variety of factors, including employee classification.  Your supervisor can identify the programs for which you are eligible.  Information about these programs can be found elsewhere in this employee handbook, and details on the insurance benefits can be found in their respective plan booklets.

1.5
Section 125 (Cafeteria Plan)

This plan permits employees to set aside pre tax dollars for payment of their share of insurance premiums.

1.6
Insurance Benefits

Kadix provides the following group based insurance benefits to its eligible employees.  Consult the current plan booklet of each plan for details.

Kadix reserves the sole right and discretion to re-evaluate its provision of, and payment for, coverage under these plans and may modify or discontinue any of these benefits, or change employee contributions at any time.  Kadix does not guarantee any benefits provided through insurance companies.

1.7
Health Insurance

Kadix's group health insurance provides major medical, prescription, and dental care to full-time employees working 30 or more hours per week.  Eligible employees must either enroll or waive health insurance.  Employees covered under an outside public or private health plan are not eligible for Kadix's health plan.  New employees enrolling in the health plan are covered the first day of the month following 30 days of consecutive employment.

Kadix subsidizes the premium cost of single coverage.  Employees pay the balance of single coverage and dependent coverage.  Employees' premiums can be made using pre tax dollars through the Cafeteria Plan.

1.8
Life, Accidental Death & Dismemberment Insurance

Kadix provides group life and accidental death & dismemberment (AD&D) coverage to full-time employees working 30 or more hours per week.  Kadix pays the full cost of life and AD&D insurance coverage.  New employees are covered the first day of the month following, 30 days of employment.  Consult the summary plan booklet for specific details on eligibility and plan options.

1.9
Short Term (STD) and Long Term Disability (LTD) Insurance

Kadix provides group STD coverage to full-time employees working 30 or more hours per week.  Medical conditions related to pregnancy are treated as an illness and are therefore covered.

Kadix provides group LTD coverage to full-time employees working 30 or more hours per week.  Partial disabilities and medical conditions related to pregnancy are covered.  

Kadix pays the full cost of both short term and long term disability coverage.  New employees are covered the first day of the month following, 30 days of employment.  Consult the summary plan booklet for specific details on eligibility and plan options.

1.10
Worker’s Compensation

Kadix provides comprehensive workers' compensation insurance at no cost to employees.  This program covers any injury or illness sustained in the course of employment that requires medical, surgical, or hospital treatment.  Subject to applicable legal requirements, workers' compensation insurance provides benefits after a short waiting period or, if the employee is hospitalized, immediately.

Employees who sustain work related injuries or illnesses should inform their supervisor immediately regardless of how minor an on the job injury may appear.  This will enable an eligible employee to qualify for coverage as quickly as possible.

Neither Kadix 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 Kadix.

1.11
Continuation of Health Insurance Coverage (COBRA)

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their qualified beneficiaries the opportunity to continue health insurance coverage under Kadix's group health plan when a "qualifying event" occurs that would normally result in the loss of eligibility.  Some common qualifying events are termination of employment (whether voluntary or involuntary); death of an employee; a reduction in an employee's normal work hours; a leave of absence; an employee's divorce or legal separation; and a dependent child no longer meeting eligibility requirements.

When one of the above qualifying events occurs, an eligible employee or beneficiary can continue insurance coverage by paying the full cost of coverage at Kadix's group rates.

Additional information about COBRA, including participants obligations and the necessary forms to initiate this benefit, are made available when health coverage begins, and when coverage ends by written notice.

1.12
Wellness Benefit

Kadix’s group health plan offers discounted memberships to many local area gyms and other health/wellness centers.  Please contact the HR department for more information.   

1.13
Kadix 401(k) Plan

Kadix offers its eligible employees the Kadix Systems, LLC, Employee’s 401(k) Plan as outlined under the provisions of the federal Employee Retirement Income Security Act (ERISA).  Consult the Summary Plan Description for specific details on eligibility, plan options, and discretionary employer contributions.

It's easy to understand why 401(k) savings plans are so popular and one of the fastest growing employee benefits.  A 401(k) plan offers eligible employees over the age of 21 a much needed tax break today, and the tool to achieve financial security in the future.  It is an effective and convenient way to watch savings grow faster than with other types of savings plans, since earnings as well as contributions are tax deferred.

Each payday, through automatic payroll deductions, participants contribute a defined amount of their pay into their individual account(s).  These contributions are tax deferred; they are deducted from an employee's gross pay before income taxes are calculated and withheld.  Taxes are deferred until the money is withdrawn from the plan (ideally when the employee is retired and in a lower tax bracket).

Kadix is committed to encourage savings by offering a structured, diversified, and attractive plan to its employees.  The plan offers free professional education, a variety of investment options with varying degrees of risk and potential return, flexibility and control over accounts by the employee, loan and hardship withdrawal options, and portability.  Employee contributions and earnings are 100% vested.  This means that upon separation from Kadix, employees can roll their vested amount into another employer 401(k) plan, or an Individual Retirement Account (IRA), thus continuing to build their savings.

Please contact the Personnel Department for more information on this excellent employee benefit plan.

1.14
Parking

Kadix reimburses up to $60.00 per month for daily parking at a client’s site.  Receipts must be provided by the employee requesting reimbursement.

1.15
Paid Vacation / Sick Leave

Time off with pay is available to eligible employees to provide opportunities for rest, relaxation, personal pursuits, or illness.  To allow Kadix’s employees greater flexibility with their leave, Kadix does not divide the paid leave benefit for vacation and sick usage.  It is the employee’s responsibility to manage his or her vacation/sick leave accordingly.

1.16
Eligibility

Exempt and non-exempt employees in the following employment classifications are eligible to earn and use paid vacation/sick leave as described in this policy:


Full time employees

1.17
How is Paid Vacation/Sick Leave Earned?

The amount of paid vacation/sick leave employees receive each year increases with the length of their employment.  Leave is accrued at the end of every pay period based on standard hours worked.  Exempt and non-exempt employees accrue vacation/sick leave per pay period as shown in the following schedule:

	Years of Eligible Service
	Hourly Accrual Rate
	Maximum Annual Paid Leave

	1 – 4
	.06538
	17 Days

	After 4 Years
	.08463
	22 Days

	After 18 Years
	.10375
	27 Days


Vacation/Sick Leave Earning Schedule

1.18
Exempt Employees

Example #1: If you are a 2nd year employee who works a standard week of 40 hours, your yearly leave accrual is as follows:

.06538 x 80 (hrs. in pay period) = 5.23 x 26 pay periods = 136 hrs/8 hrs. = 17 days of leave.

Example #2:

If you are a 5th year employee who works a standard week of 40 hours, your yearly leave accrual is as follows:

.08463 x 80 (hrs. in pay period) = 6.77 x 26 pay periods = 176 hrs/8 hrs. = 22 days of leave.

Once employees enter an eligible employment classification, they begin to earn paid vacation/sick leave according to the schedule.  

New employees will accrue vacation/sick leave according to the accrual schedule.  However, new employees are discouraged from utilizing earned vacation/sick leave during their introductory period.

Employees can request to use paid vacation/sick leave after it is earned.

Exempt (salaried) employees are paid an annualized salary regardless of the number of hours worked.  The consumption of leave should be reported on time sheets in full day increments only.

An exempt employee that takes a partial day leave is not required to use vacation/sick leave, but rather can make up the time on another day of work (within reason).  Exempt employees must maintain their average standard hours over the pre-specified period determined by their immediate supervisor.  Exempt employees must notify their immediate supervisor about a partial day leave.

1.19
Non-Exempt Employees

Non-exempt employees accrue vacation/sick leave according to: (a) the total number of actual hours worked during a pay period, plus (b) the total number of hours he or she is on an approved leave during a pay period.  For computation purposes of vacation/sick leave accrual, the combination of these two should not exceed 80 hours.  That is, overtime hours are not used for computing vacation/sick leave accrual.  Leave without pay hours are also not used in calculating vacation/sick leave accrual.

The following examples explain how vacation/sick leave is pro-rated when the total hours worked and approved leave hours are less than 80 hours.  

Example #1:  A third year employee is out a full day on leave without pay.  The accrual calculation for the current pay period will be:


80 - 8 x .06538 = 4.707 hours accrued for the period.

Example #2:  A first year employee is out for 4 days on leave without pay.  The accrual calculation for the current pay period will be:


80 - 32 x .06538 = 3.138 hours accrued for the period.

1.20
Requesting and Approving Paid Vacation/Sick Leave

Employees needing pre-planned time off should submit a Request for Leave form to their immediate supervisor at least five (5) days in advance.  Requests will be reviewed based on a number of factors, including business needs and staffing requirements.

Paid leave may be granted on the available balance at the end of the last pay period when requested.  In other words, you can use leave that you have accrued per your last paycheck, not what you expect to earn in a current pay period.

All questions pertaining to vacation/sick leave earned or taken should be directed to the payroll department.

1.21
How is Accrued Vacation/Sick Leave Paid?

Approved vacation/sick leave is paid at the employee's base pay rate at the time of leave.  It does not include overtime or any special forms of compensation such as incentives, commissions, bonuses, or shift differentials.

In the event of an extended illness, an employee must apply for any other available compensation and benefits.  Accrued vacation/sick leave will be used to supplement any payments that an employee is eligible to receive from state disability insurance, workers' compensation, or Kadix provided disability insurance programs.  The combination of any such disability payments and vacation/sick leave benefits cannot exceed the employee's normal weekly earnings.

Since vacation/sick leave is provided to allow an employee time away from work for vacation or illness, pay in lieu of leave is not permitted.

1.22
Carry Over

As stated above, employees are encouraged to use available vacation/sick leave for rest, relaxation, personal pursuits, or illness.  In the event that available vacation/sick leave is not used by the end of the year it is earned, employees carry over unused time to the next year.  However, if the total amount of unused vacation/sick leave reaches a "cap" equal to two times the annual vacation/sick leave amount, further accrual will stop.  When the employee uses paid vacation/sick leave and brings the available amount below the cap, accrual will begin again

1.23
Payment When Employment Ends

Upon termination of employment, employees will be paid sixty percent (60%) of any accrued, but not yet used vacation/sick leave, unless federal, state, or local law, or our contracts with the Government require otherwise.  However, Kadix reserves the right to pay as severance pay the balance of accrued, but not yet used vacation/sick leave.

1.24
Leave Without Pay

Employees requesting time off without pay must do so in writing with five (5) days advance notice to their supervisor.  Leave without pay is not available until all accrued vacation/sick leave is used up.  This type of leave must be kept to an absolute minimum.  Kadix reserves the right to deny an employee leave without pay, except as provided in the Federal Medical Leave Act (FMLA) Policy.

Employees on leave without pay are not eligible for holiday pay.

1.25
Break in Service

An employee that is terminated and rehired within one (1) year of the termination date, will earn vacation/sick leave at the same accrual rate he or she earned at the time of termination.

1.26
Miscellaneous

If a Kadix approved holiday falls within an approved, scheduled vacation, the employee will be entitled to receive holiday pay.  For example:  If an employee's one week vacation is approved, and one of those days is a Kadix approved holiday, the employee's time sheet will show 4 days of vacation, and 1 day of holiday pay.

If an employee is absent and is not on a pre approved vacation/sick leave before or after a Kadix approved holiday, the employee will not be entitled to receive holiday pay.

Advances on earned and/or unearned wages or salaries, including advances of leave are normally not granted.  As explained above, only leave earned can be used.  Employees who are excessively absent, on leave without pay, or who otherwise abuse this benefit will be subject to disciplinary actions up to and including possible termination. 

1.27
Paid Holidays

Kadix observes the following holidays:

New Year's Day

January 1

Martin Luther King, Jr. Day
3rd Monday in January

Inauguration Day

Every fourth year in January* 

Presidents' Day

3rd Monday in February

Memorial Day


Last Monday in May

Independence Day

July 4th 

Labor Day


1st Monday in September

Columbus Day

2nd Monday in October

Veterans' Day


November 11

Thanksgiving Day

4th Thursday in November

Christmas Day


December 25

*Washington, D.C. area employees only

Holidays falling on Saturday are usually observed the preceding Friday; those falling on Sunday are usually observed the following Monday.

Kadix reserves the right to modify its holiday schedule.

Requests for vacation hours involving the day before and/or after a holiday must be submitted in writing five (5) days in advance to the supervisor for approval.

If a recognized holiday falls during an eligible employee's paid vacation/sick leave, holiday pay will be provided instead of the paid time off benefit that would otherwise have applied.

Paid time off for holidays will not be counted as hours worked for the purposes of determining overtime.

Employees working at a client's site may be asked to adhere to that client's holiday observance schedule.  In addition, supervisors may limit the amount of approved leave requested before or after a holiday in order for Kadix to maintain appropriate coverage on its contract and/or at corporate offices.

Absent employees on an approved leave without pay are not entitled to holiday pay.

1.28
Religious Holidays

An employee may elect to use either paid leave or leave without pay in order to observe religious holidays.  Employees needing time off to observe religious holidays should request it in writing to their immediate supervisor.

1.29
Holidays on Leave of Absence

If an employee is on an approved extended leave of absence or disability, he or she is not entitled to holiday pay.

1.30
Family and Medical Leave Act of 1993

Kadix provides unpaid Family and Medical Leaves of Absence to all employees who need to take time off from work duties because of a temporary personal health condition or disability, or to fulfill certain family obligations.  This benefit is in compliance with the Federal Medical Leave Act (FMLA).

1.31
Eligibility

Any employee who has completed 365 calendar days of service for Kadix and who has worked at least 1,250 hours during the preceding 12 months is eligible for a FMLA leave of absence for any of the following reasons:

· The birth, adoption or placement for foster care of a child;

· Your own serious health condition or disability; or

· The care of a family member who has a serious health condition.  For these purposes, "family member" is defined as a child, spouse, or parent.

1.32
Duration of Leave

An eligible employee can take up to 12 work weeks of leave during any 12 month period.  This leave may be with or without pay as explained below.  (If you and your spouse are both employed by Kadix, you are entitled to a combined maximum of 12 work weeks for both of you).

Leave taken for the birth, adoption, or placement for foster care of a child must be taken all at once, and must be fully taken within 12 months of the child's birth, adoption, or placement for foster care.

Leave taken for your own serious health condition, or to care for a family member who has a serious health condition, can be taken all at once, intermittently, or on a reduced leave schedule, as agreed by you and your supervisor.  Any intermittent leave or reduced leave schedule must be arranged so as to minimize the disruption to Kadix's operations.  Any hours of leave that are taken intermittently, or on a reduced basis, will be deducted on an hour by hour basis from the aggregate 12 work week entitlement, regardless of whether you are paid on an hourly basis or salaried basis.  If the intermittent or reduced leave schedule is foreseeable based on planned medical treatment, Kadix may require you to temporarily transfer to another available position that has equivalent pay and benefits, which better accommodates recurring periods of leave than your regular position.

1.33
Requirements for Taking Leave

Employees requesting FMLA leave must submit a completed Request for Leave form to their immediate supervisor.  Kadix requires at least thirty (30) days' advance notice, unless the need for the leave is not foreseeable.  Employees must give as much advanced notice as possible.  Failure to give at least 30 days' advance notice for a foreseeable FMLA leave may result in the delay of your leave until at least 30 days after the date you actually provide notice to Kadix.

Leave requests for the care of a sick family member, or leave requested for your own serious health condition will only be approved after you have submitted a medical certification from the health care provider taking care of you or the ill family member.  Kadix reserves the right to request a second medical certification (at the expense and direction of Kadix).  If a second opinion differs from an employee's first opinion, a third medical certification (at the expense and direction of Kadix) may be required.  This third medical certification is final and binding on you and Kadix.

The expected duration of the family or medical leave and the employee’s return to work date will be determined by the immediate supervisor (after taking into account the nature of the family or medical leave) and agreed to by the employee before the family or medical leave begins.

1.34
Wages During Leave

The 12 weeks of FMLA leave provided under this policy is generally unpaid, subject to the following:

· During the period of your leave, you will be required to utilize all accrued leave.

· If the leave is due to your own serious health condition or disability and you have used up all accrued leave, you can begin using disability insurance benefits.  Disability (both short term and long term) are clearly defined in their summary plan booklet.

1.35
Benefits During Leave

All benefits, except for health insurance coverage, as described below, will cease during a period of family or medical leave.  In addition, all leave will stop accruing during a period of family or medical leave.  However, a leave of absence will not cause you to lose any employment benefit, or seniority, that accrued before the date your family or medical leave began.

Health insurance coverage will continue during a period of FMLA leave on the same terms and conditions as if you were not on leave.  You will continue to be responsible for timely payment of your share of premiums for such health insurance coverage, on the same schedule as if you were not on family or medical leave.  If you do not pay your share of these premiums on time, your health insurance coverage will end, and will only be reinstated upon your return to work.

1.36
Return to Work

Upon returning from a FMLA leave of absence, you are entitled to be reinstated to the same position, or an equivalent position with equivalent benefits, pay status and terms and conditions of employment as if you had been continuously employed by Kadix.  However, in the event that your leave of absence was a result of your own serious health condition, you will be required to provide a "fitness for duty" medical statement from your health care provider stating that you are medically capable to performing the functions of your position.

Reinstatement to the same or equivalent position may be denied for those employees who fail to provide the required "fitness for duty" medical certification, or for key employees (defined as the highest paid 10% of the work force) whose job restoration would cause substantial economic hardship to Kadix.  If you qualify as a key employee, Kadix will notify you of your status and of the potential consequence that you might not be reinstated to your position.

If an employee fails to report to work promptly at the end of the approved leave period, Kadix will assume that the employee has resigned.

1.37
Miscellaneous Leave Policies

1.37.1
Court Leave

Kadix allows limited court leave with pay to any employee who has worked at least 90 days at Kadix who needs to take time off work if subpoenaed to appear in court as a witness, or called for jury duty.  The following criteria will apply when an employee needs time off from work for court leave:

· The employee must submit a Request for Leave form to his or her immediate supervisor, making sure to attach the summons or jury duty notice to the form.

· An employee who has not yet worked at least 90 days with Kadix will not be paid while on an approved court leave.

· Kadix will pay the employee the difference between any fees received for court duty and regular net wages.  Kadix will cease payment of this leave after one (1) week (5 working days).  Kadix will pay the employee regular wages, up to 5 working days.  Then, the employee will be placed on unpaid leave until the employee returns to work.  When the employee returns to work, the employee must give his or her immediate supervisor a copy of the release form along with a copy of all payments received for service.  These receipts will be used by payroll to make any necessary payroll adjustments to future paychecks.

· An employee will not be paid wages if he or she initiates the court action, or if he or she is a defendant.

· All employees will be expected to report for work during court recesses of four (4) hours or more.  Exempt employees, especially those in a supervisory capacity, may be required to continue to meet their assigned responsibilities while serving as a witness, or on jury duty.

· Subject to the terms, conditions, and limitations of the applicable plans, Kadix will continue to provide its share of premiums for health insurance benefits during the approved court leave period.

· Benefit accruals, such as vacation/sick leave, or holiday benefits, will be suspended during the court leave, and will resume upon return to active employment.

· When a court leave ends, the employee will return to his or her same position, if it is available, or to a similar available position for which the employee is qualified.  However, Kadix cannot guarantee reinstatement in all cases.

· If an employee fails to report to work promptly at the expiration of the approved court leave, Kadix will assume the employee has resigned.

1.37.2
Bereavement Leave

Kadix allows limited bereavement leave with pay to any full-time employee who has worked at least 90 days at Kadix who needs to take time off from work when someone in the employee's immediate family dies.  The following criteria will apply when an employee needs time off from work for bereavement leave.

· For definition purposes, "immediate family" includes your spouse, children, siblings, parents, legal guardian, mother-in-law, or father-in-law.

· A Request for Leave form must be submitted to the immediate supervisor with as much advance notice as possible.

· Bereavement leave is limited to two (2) days of paid leave.

· An employee who has not yet worked at least 90 days with Kadix will not be paid while on an approved bereavement leave.

· The expected duration of the bereavement leave and the employee's return to work date will be determined by the immediate supervisor and agreed to by the employee before the bereavement leave begins.

· In the event of the death of a friend or relative who is not part of the employee's immediate family, the employee may take vacation leave at the discretion of his or her immediate supervisor.

· Subject to the terms, conditions, and limitations of the applicable plans, Kadix will continue to provide its share of premiums for health insurance benefits during the bereavement leave period.

· Benefit accruals, such as vacation/sick leave, or holiday benefits, will be suspended during the bereavement leave, and will resume upon return to active employment.

When a bereavement leave ends, the employee will return to his or her same position, if it is available, or to a similar available position for which the employee is qualified.  However, Kadix cannot guarantee reinstatement in all cases.

If an employee fails to report to work promptly at the expiration of the approved bereavement leave, Kadix will assume the employee has resigned.

1.37.3
Military Leave

Kadix allows limited military leave with pay to any employee who has worked at Kadix for at least 90 days.  The following criteria will apply when an employee needs time off from work for military leave:

The employee must submit a Request for Leave form to his or her immediate supervisor, making sure to attach the activation notice from the military.

An employee who has not yet worked at least 90 days with Kadix will not be paid while on an approved military leave.

During periods of Reserve or National Guard training, Kadix will allow an eligible employee to take up to two (2) weeks (10 working days) off from work per calendar year for active duty training.  Kadix will pay the employee the difference between any military pay and his or her regular salary.  The employee must submit a copy of his or her military pay voucher for this calculation upon returning to work.  Kadix will pay the employee regular wages, up to 10 working days.  Then the employee will be placed on unpaid leave until the employee returns to work.  When the employee returns to work, the employee must give his or her immediate supervisor a copy of the military pay receipts.  These receipts will be used by payroll to make any necessary payroll adjustments to future paychecks.

Employees who are reservists or national guardsmen called for full-time active duty training or for inactive duty training will be granted unpaid leave for a period of up to three months.

Subject to the terms, conditions, and limitations of the applicable plans, Kadix will continue to provide its share of premiums for health insurance benefits during the military leave period.

Benefit accruals, such as vacation/sick leave, or holiday benefits, will be suspended during the military leave, and will resume upon return to active employment.

When a military leave ends, the employee will return to his or her same position, if it is available, or to a similar available position for which the employee is qualified.  However, Kadix cannot guarantee reinstatement in all cases.

If an employee fails to report to work promptly at the expiration of the approved military leave, Kadix will assume the employee has resigned.

1.37.4
Voting Leave

Employees should try (whenever possible) to schedule their voting time either before or after their normal work schedule.  An employee needing time off work to vote, must obtain immediate supervisor's approval.  Earned vacation/sick leave can be used, or time off without pay may be granted.

1.38
Business Travel Expenses

1.38.1
Local Travel

Kadix considers any travel performed in the line of business, with the exception of commuting to your permanent work site, to be a reimbursable expense.  If you are required to perform reimbursable, local travel for Kadix, you should:

· Keep parking receipts

· Keep mileage records

· Keep memo records

· Prepare a Business Expense Report, attaching all receipts

1.38.2
Overnight Travel

Kadix employees who are required to travel long distances on corporate business are reimbursed for approved, out-of-pocket expenses, per Federal Government standards.  

Upon completion of travel, you must submit a Business Expense Report detailing the authorized travel expenditures to be reimbursed, along with receipts supporting the expenditures.  Your supervisor must approve all requests for reimbursement.

Employees should contact their supervisor for guidance and assistance on procedures related to travel arrangements, travel advances, expense reports, reimbursement for specific expenses, or any other business travel issues.

Abuse of this business travel expenses policy, including falsifying expense reports to reflect costs not incurred by the employee, can be grounds for disciplinary action, up to and including termination of employment.

1.38.3
Other Business Related Expenses

Employees are eligible to be reimbursed for selected business related expenses.  These expenses include business related calls made on personal phones and supplies purchased for use at the office.  All expenses must be approved by the employee’s immediate supervisor before they will be reimbursed.

2.
Additional NASA JSC HRPO Support Compensation Requirements

2.1
Service Contract Act Requirements

The Service Contract Act of 1965, as amended, provides labor standards for certain persons employed by Federal contractors to furnish services to Federal agencies.  These standards include specifying the minimum monetary wages to be paid and fringe benefits to be furnished the various classes of service employees in the performance of the contract or any subcontract.  A Wage Determination (WD) from the U.S. Department of Labor, #1994-2516 revision # 24, is provided in the solicitation.

Kadix Systems and our subcontractor RGII are committed to meeting and exceeding the standards in the WD for our employees that are covered by this Act.  As seen in our cost proposal, the total compensation, wages and fringe benefits, to be provided to our personnel covered under this Act exceeds the WD requirement, the wages meet the requirement and the fringe exceeds the minimum requirement.
2.2
Performance Incentives

Kadix recognizes outstanding performance by employees through various incentive award systems.  Awards range from monetary awards provided on a spontaneous basis at the division level to formal recognition and incentive awards distributed on a company-wide annual basis.

As part of our organizational philosophy, we strive to meet the following goals:

· Maximize Employee Qualifications and Career Development

We will identify both the NASA JSC HRPO-related workforce skills, and the number of personnel needed to meet contract requirements to develop baselines for our current workforce. This will identify projected shortfalls or overcapacity areas. We will build a dynamic knowledge management plan to set hiring, training, career development, and attrition goals to result in a representative, diverse work force. Encouraging employees to take advantage of our educational reimbursement and training assistance programs, provides financial support in developing skills for both career growth and contract requirements. We encourage employees to establish and follow a defined career path which may lead to internal promotions. Each employee will have an understanding of their position responsibilities, authorities, and accountabilities. A comprehensive career path plan establishes a guide for employees to seek technical and career advancement within the company.
· Optimize the Quality of Our Competitive Compensation Package 

Continuously assessing the competitiveness of our compensation packages (which includes base salary, incentive compensation program, profit-sharing program, and benefit program) is done by comparing industry survey data. Assessing the overall compensation program regularly in terms of employee satisfaction and financial affordability for the company, helps Kadix modify the various desirable or undesirable aspects of the program.
· Increase the Strength of Our Leadership and Management

We are committed to encouraging, training, and supporting employees in taking initiatives to propose solutions and solve problems, and empower them make decisions whenever appropriate and possible. Regular feedback from our employees regarding the effectiveness of our corporate management and leadership, will open up our communication channels. This feedback will be gathered periodically through employee surveys.
· Retain Talent with Proactive Encouragement 

We work hard at energizing and expanding our active employee corporate communication program by updating them frequently on the status of our action plans. Encouraging all employees to further develop their professional capabilities through company-sponsored educational reimbursement, and training assistance programs is a primary focus. Our ability to expand our analysis of employee turnover allows a full understanding of the reasons for departure. We then apply the resulting data to appropriately correct, modify, and enhance corporate policies.
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