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Days off, Summer Slam, Core Values, and beyond.

Go forth and fearlessly navigate the office.

June 30, 2017

AWESOME COMES STANDARD
Expect excellence of yourself and your work. Every single day.

BUSINESS FIRST
Focus on business results—for Element Three and for our 
clients. Know the business impact of your decisions.

EMOTIONAL INTELLIGENCE
Be in control of your own emotions. Know what you feel. Be 
aware of the impact your behavior has on others.

STAY CURIOUS
Ask why. Search more. Participate. Create. Don’t ever rest in the 
belief that you have it all figured out—always be looking forward 
to what is next.

TRANSPARENCY
Speak your mind. Contribute authentically. Pure motives.

CREATIVE SWAGGER
Leverage the power of creative thinking and collaboration. 
Deliver brilliant, standout ideas and creative that are on 
strategy.

OWN SELFLESSLY
Take ownership. Then celebrate as a team. The work and the 
team come first. Be willing to jump in or out as needed.
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THIS WAY, NEW EMPLOYEE
At Element Three, we know clear information is crucial to job 

satisfaction and job performance. We also know a lot of handbooks 

tend to put people to sleep. We’re shooting for the perfect balance 

of the two—to outline the policies and procedures that will be 

important to you as an E3 employee while keeping you entertained. 

Read through this handbook and come back to it as necessary. 

Familiarize yourself with who we are, what we do, and everything 

else you might have forgotten to ask during the interview process. 

One final note: this book is evolving, and we certainly expect to 

update it as necessary. If you have questions, just ask Karen and 

she’ll point you in the right direction.
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WE’RE
HAPPY
YOU’RE
HERE.

It is one of my greatest pleasures in life to be able to lead this 
company, and I want to welcome you to ‘the inside’ of Element 
Three.

I’m extremely excited that you’ve decided to go on this journey with 
us—and I hope that you’ll find we’re true to our word in creating a 
dynamic, energizing, and challenging place for you to work. 

While we are here to make sure you have everything you need to 
do your job at a really high level, there are a few things I’ll ask from 
you in return:
 
 .  You have fresh eyes into how things can be better. Speak up,   

share your ideas and let us know where we don’t have things  
perfected yet. We want to hear from you.

 .  We’re a fast-moving, fast-growing organization—so not 
everything is written down. Use this handbook to navigate 
the basics, but learn to ask questions. Lots of them. I think 
you’ll find people are super willing to help you be successful.

 .  Our Open Door Policy is real. My door—and the proverbial   
doors of the rest of the executive team—is always, always   
open. Concerns? Questions? Praise? Come share, we would   
love to hear from you.

As with family, we have a few things that we’re still working to 
perfect, but I hope you’ll find that we’re working hard to be great— 
and that you feel like a valued contributor to an amazing team.

Welcome, and cheers to great things ahead.

Tiffany Sauder
President
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ELEMENT THREE AT A GLANCE
Element Three is a modern marketing agency that forges trusting, 
strategic relationships with clients driven to achieve market 
leadership. We tell bold stories that build and elevate discernible 
brands, and not by relying on individual tactics, staying loyal to any 
single medium, or favoring one discipline over another. 
 
Instead, we go beyond the tried to find the truth about our 
customers, working across channels to deliver seamless brand 
experiences that produce real, measurable results.

A few things you should know about us:

We’re located in Indianapolis, IN, we’re growing, we like to win, and 
we’ve worked hard to get here.

DOWNLOAD OUR APP
As a new employee you’re likely to have a million questions. And 
while this handbook should answer most of them, our “My E3 “ app 
is a critical resource when you’re on the go. The app also includes fun 
features not found in this book, such as the ability to recognize your 
peers and keep track of E3 events.

You will receive an invitation to download the My E3 app from Karen. 
Click around and familiarize yourself with it. Figure out where the 
office map is so you don’t get lost and use the directory to stalk your 
new coworkers to remember names, titles, and DISC profiles.
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EVERY COMPANY HAS A HISTORY
Ours began in 2006 when Tiffany Sauder, a 24-year-old financial 
analyst at Eli Lilly left the pharmaceutical heavyweight to lead a 
small creative agency previously run by a husband-and-wife duo. 
Today, Element Three is one of the largest full-service agencies in 
Indianapolis. But it wasn’t easy.

The beginning days of the company were what you might expect 
from a small creative agency. The space was tiny. Everyone did a 
little of everything. There was an office cat that puked on the carpet. 
But it was working. The company moved to the Pyramids and was 
growing year over year. Until it wasn’t.

Suddenly, the company (and the rest of the world, for that matter) 
came to a halt. Hello, financial crisis of 2008.

The following year was hard. Really hard. We pivoted and became 
a HubSpot partner. We sold stuff. Lots and lots of stuff. HubSpot 
awarded us with partner of the year. We bounced back, and 

ARE YOU GOING TO TELL ME WHAT 
THE THREE ELEMENTS ARE?
We originally named the 
company Element Three after 
three “elements”—brand 
development, marketing 
strategy, and creative execution. 
Although we still think these 
things are fundamental to 
marketing success, we decided 
to ditch the messaging.

ultimately landed a spot on Inc. 
5000’s list of fastest-growing 
private companies—three years 
in a row. 

As Tiffany has said many times, 
we probably shouldn’t be here. 
But we are. And today, more than 
60 employees call themselves 
E3ers. We’ve had our ups and 
downs, but we’re excited to see 
where this company goes and 
what we can do. 
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WHO WE ARE
Great organizations aren’t afraid to dream big. For us, our Big 
Hairy Audacious Goal is to be the McKinsey of strategic marketing 
firms. We come in every day to build the go-to agency for larger, 
complex marketing problems. To be trusted by enterprise 
management and deliver solutions others can’t. 

We know reaching this goal won’t happen overnight. So we set 
smaller goals to get there. Here are a few examples:

1.  Lead the technology demands of marketing.

2.    Be an employer of choice for top talent and use the business to  
 grow people, not the other way around. 

3.  Solve selflessly. The right answer for the client is presented, not  
 the one that protects our own personal interests or talents.

4. Understand our clients and their market dynamics intimately.
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WHERE WE WORK
We moved to the Pyramids in 2008. Designed by Pritzker Prize-
winning architect Kevin Roche in 1974, rumor has it that there were 
supposed to be nine Pyramids in total, but construction ended after 
only three were built. 

The three Pyramids are home to a variety of different companies 
and even schools. For example, our neighbors on the 9th floor are in 
the hair restoration business. There’s a culinary school in Pyramid 
Two. It’s an eclectic group. 

When we first moved into Pyramid Three, we occupied floor 11. 
Today we’re on 5 and 11. There’s a gym on the lower level of our 
building along with a cafe that serves incredibly mediocre food. For 
lunch, you’re better off trying one of the places on the next page.

NEARBY LUNCH SPOTS
In a Hurry:  Jimmy John’s, Chick-Fil-A, McDonald’s, Wendy’s, Taco 
Bell, Arby’s, Zaxby’s, Subway, Chipotle, Qdoba, Fresh Thyme

A Little More Time:  Blaze Pizza, Yats, Panera Bread, Steak ‘n 
Shake, El Mezcal, El Rodeo, Five Guys, Ruby Tuesday, McAlister’s, 
Panda Express, Buffalo Wild Wings

Long Lunch:  Rosie’s Cafe, Ted’s Montana Grill, Stone Creek, 
Granite City, Ocean World, Bravo!, Cracker Barrel, Stacked Pickle, 
Rock Bottom Brewery, Bub’s Burgers, Roselli’s Pizza
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WO RK
You can’t produce award-winning, results-driven 

work without a solid internal foundation. So we 

built a plan. Defined our mission. And created 

processes to get there.
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HOW WE GET THERE
Telling bold stories is the first step to building discernible brands. 
We forge trusting, strategic partnerships with clients who are driven 
to achieve market leadership, using an informed, holistic approach 
to solve the marketing problems executives care about most.

SO WHAT DO WE DO, ANYWAY?
Everyone has a story. We exist to find, share, and tell bold stories. 
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DEPARTMENTS AND SERVICES
As a full-service marketing agency, we have a variety of 
departments to support our clients’ needs. They include:

   .  Executive: The visionaries and leaders of each department. 
They not only build great teams but they challenge and grow 
each member, too.

   .  Creative: The kids that drew on walls and colored outside 
the box. You’ll find all the writers, designers, art directors, 
creative directors, and videographers here. 

   .  Account: Relationship builders who guide our client teams 
and maximize talent along the way.

   .  Digital Marketing: Strategists focused on driving results. 
They love a good multi-channel marketing campaign and 
solving big problems.

   .  Web Development: Web artists who have a knack for 
translating creative direction into highly functional, 
incredibly intuitive user experiences.

   .  Video: Sporadically in and out of the office working on shoots 
for clients, our video team is made up of producers, editors, 
and videographers.

When it comes to services, we specialize in the following:

 .  Brand development
   .  Digital marketing
   .  Creative execution

   .  Web development
   .  Video and photography
   .  Research and strategy
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OUR CLIENTS
We work hard to build lasting partnerships with clients. And while 
we don’t want to walk away from money, we’re picky—if a client isn’t 
a good fit, we won’t work with them. There are a number of reasons 
we might turn down a client, but a few include:

1.  They have a small budget. We want to work with big,    
 enterprise companies, not small mom and pop shops. The   
 exception to this is if the potential client is a large company   
 hiring us for a small project because there might be potential   
 for more work in the future.

2.  They’re in the wrong industry. As in, they’re one of the   
 following: political institution, lottery, adult entertainment,   
 pay day advancement or check-in-to-cash, tobacco or cannabis  
 industry, or a religious or advocacy group. We shouldn’t really   
 need to explain this.

3.  They’re not aligned with our core values. Read more about   
 these on page 36.

4.  They’re not willing to try something new. If we sense that a   
 client might be bossy, or stuck in their ways, we know we’re not  
 going to be successful. Might as well “fire” ourselves now.

Some of our current clients that we really love are shown here.

FBI Buildings Airstream

BraunAbility

Newmar Boston Whaler
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TEAM STRUCTURE
Teams at Element Three are organized like mini-agencies. They 
each have their own P&L statement and are comprised of the 
members from all departments across the agency. A team might 
look something like this:

Currently, Element Three has four client teams (Team Slay, Dusty 
Slipper, Mastermind, Bear Max) and an internal marketing team 
(Thundering Herd).

 .  Account Executive
 .  Project Manager
 .  Account Coordinator
 .  Art Director
 .  Copywriter 

 .  Designer
 .  Digital Marketing Manager
 .  Digital Marketing Associate
 .  Shared resources

There are also some departments and jobs that belong to everyone 
in the agency—the shared resources. This includes:

 .  Video Team
 .  Development Team (aka 

The Force)
 .  Proofreader/Editor

 .  Digital Marketing Manager 
of Paid Media

 .  Digital Marketing Director

PARTNERSHIPS
In order to provide the 
best quality service to our 
clients, we’ve invested in 
partnering with some of the 
biggest names out there. 
We’re proud to be a Google 
Partner and HubSpot Gold 
Partner (and even won 
HubSpot partner of the year 
in 2012).

AN INC. 5000 COMPANY, THREE 
YEARS RUNNING
Remember how we mentioned 
we’re growing? These awards 
confirm it. Over the past 
three years we’ve taken home 
number #1422, #1433, and 
#2045 on Inc. Magazine’s 
list of fastest growing private 
companies. And we’re just 
getting started.
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BRINGING HOME THE ADDYS
Every year the American Advertising Federation hosts the 
industry’s largest and most representative competition in order to 
reward creative work in the field. And while we don’t like to brag, 
we do like to win. 

BIZ REVIEWS
Short for Business Review. During these monthly all-company 
meetings we have lunch as a company while we discuss E3 business 
and sales updates, financials, marketing news, and client showcases, 
and each month someone in the agency shares their own personal 
bold story. Don’t worry, we won’t put you on the spot until you’ve 
worked here for a few months—so don’t sweat it just yet. 

We meet at the lower level of our pyramid, and if you want a good 
seat or to catch up with your friends over lunch, you should get there 
early. There’s free pizza, salad, and cookies, so don’t pack your lunch 
(but you will need to bring your own beverage). 
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COMPANY ROCKS
First, a story about where the term “Rocks” comes from: 

Picture a glass cylinder as representing all of the time you have 
in a day. The rocks are your main priorities, the gravel represents 
your day-to-day responsibilities, the sand represents interruptions, 
and the water is everything else that you get hit with during your 
workday. If you pour the water in first, as most people do, the sand 
in second, the gravel in third, and the rocks last, what happens? 
Those big priorities won’t fit inside the glass cylinder. That’s our 
typical day.

What happens if you do the reverse? Work on the big stuff first: 
put the rocks in. Next come the day-to-day responsibilities: add 
the gravel. Now dump in the sand, all those interruptions. Finally, 
pour the water in. Everything fits in the glass cylinder perfectly; 
everything fits in your day. 

The bottom line is that you need to work on the biggest 
priorities—your Rocks—first. Everything else will fall into place.

Similar to our themes, company Rocks are set every quarter. They’re 
the critical, larger goals that must occur for the organization to grow 
and do big things. Each member of the executive team is responsible 
for a few Rocks, which range from things like standardizing 
operational procedures to determining what services we will 
provide to clients as a company.

QUARTERLY THEMES
Each quarter we pick a theme to align the company on larger 
initiatives. Themes are revealed at Biz Reviews, displayed on our 
chalkboard wall, and have ranged from superstars such as Beyoncé 
to more—ahem—creative metaphors such as Viagra.
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ANNUAL PERFORMANCE REVIEWS
The director of your department or your supervisor will review 
your performance each year. During this meeting they’ll go over 
your 360 assessment, which asks fellows employees for their 
input about how well you’re doing against our seven core values. 

PROCESS FUNDAMENTALS
It’s been said by smart people that businesses cannot scale without 
certain things in place—cash, people, strategy, and process. The first 
three we had down. The last, process, took us a little longer to figure 
out. But with fierce dedication and very hard work, we are getting 
better and better every day. 

Today, all of our processes can be found in the process repository on 
our Google Drive. Insert a giant sigh of relief that we didn’t write all 
of them down in this book—there are a lot. Of all the documents, the 
most important one to read first is the one about Accountability. 
Without it, everything else fails. So, if you only read one of the many 
process documents, read that one. But if you only read one, you 
might not know what to do...so start there and just keep going.

Rocks are important. Not only do we discuss them at Biz Review, but 
sharing them openly also gives visibility into what larger projects 
the executive team is focusing their energy on.

Don’t get too stressed out about this, our review process takes a 
“no surprises” approach and we make it as objective and easy as 
possible. As a matter of fact, our Performance Review document 
is the same form we use at your 90 day review, and we encourage 
employees to use it any time they would like to check in on how they 
are doing.

On a more fun note, we congratulate E3ers on reaching another 
year by signing enlarged anniversary post-it notes, which are 
displayed proudly throughout the office.
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FUSE SESSIONS
It all started when one of our designers really wanted to attend a 
lettering workshop by one of his favorite lettering artists.

The only problem was that the workshop was in New York. So he 
asked our executive creative director, Darren, if we could bring him 
to Indianapolis so that the entire creative team could learn from 
this expert. Seeing a larger initiative in the making, Darren and the 
rest of the executive team gave the green light to create what are 
now known as Fuse Sessions.

At their core, Fuse Sessions are a series of intimate, hands-on 
creative workshops that bring people together for shared learning. 

So far, featured artists include Ken Barber, Aaron Draplin, Andy J. 
Miller, Tad Carpenter, Erik Marinovich, and design and illustration 
masterminds DKNG. Each artist creates a limited edition Fuse 
Sessions print for the event, we invite our friends from around 
town, and it’s an all around good time.
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CULTURE
Without our culture we’re nothing. So we nourish 

it. Embrace it. Live it. From core values to kickball 

championships, our culture is the heartbeat of 

Element Three.
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CORE VALUES
While most companies have core values, few own them as fervently 
as we do here at E3. Each of our values informs the decisions we 
make and the actions we take each and every day. We don’t screw 
around here, we truly hold them sacred. 

As a new employee, we’ll let you slide by with forgetting which 
conference rooms are on the 11th floor or for believing Grady’s bio. 
But it’s important that you learn our values.

Awesome Comes Standard
Expect excellence of yourself and your work. Every single day.

Business First
Focus on business results—for Element Three and for our clients. 
Know the business impact of your decisions.

Emotional Intelligence
Be in control of your own 
emotions. Know what you 
feel. Be aware of the impact 
your behavior has on others.

Stay Curious
Ask why. Search more. 
Participate. Create. Don’t 
ever rest in the belief that 
you have it all figured out—
always be looking forward to 
what is next.

Transparency
Speak your mind. Contribute authentically. Pure motives.

Creative Swagger
Leverage the power of creative thinking and collaboration. Deliver 
brilliant, standout ideas and creative that are on strategy.

Own Selflessly
Take ownership. Then celebrate as a team. The work and the team 
come first. Be willing to jump in or out as needed.



38 39Culture Culture

THE ELEPHANT MASCOT
It started as a joke—Element Three sounds a lot like Elephant 
Three. But upon further research, we found there were a lot of 
common characteristics we liked. Things like, elephants are the 
only animals in the animal kingdom that mourn when another 
elephant dies. And they’re familial. Protective. Led by a female. 
Not easily ignored.

Since day one, we’ve never been afraid to address the elephant in the 
room. That is, the BIG, bold-faced truth behind who we are at our 
core—a nontraditional, business-first, data-driven marketing agency.

Plus, if colleges and schools get mascots, why shouldn’t we get one 
too? Currently there are two main versions of the elephant, each 
used in their own ways throughout the E3 brand.
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E3 KICKBALL TEAM
Led most recently by Captain 
Kevin Spahn, the Element Three 
kickball team has captured 
back-to-back-to-back AIGA Indy 
titles. In fact, as of this writing, 
the Fighting Elephants have yet 
to lose a single game.

Contests are held weekly 
throughout late summer and 
attract dozens of E3ers, players 
and fans, while post-game 
celebrations are held at Old Pro’s 
Table in Broad Ripple.
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DIFFERENCE MAKERS
When we say we write bold 
stories, it doesn’t just relate to 
our clients but to every single 
E3 employee, too. That’s why 
we strongly encourage you to 
pursue your passions, whether 
they have to do with your job 
title or not. Between offering a 
more flexible schedule or some 
web design guidance, we’ll help 
in whatever way we can.

LET’S GET SOCIAL
Just like the rest of the world, we’re on Facebook. And Twitter, 
Instagram, Dribbble, etc. To stay up to date on all things Element 
Three, we’re going to ask you to complete the following steps: 

 1. Pull out your phone.
 2.  Find us on Facebook, Twitter, Instagram, Dribbble 
  and LinkedIn.
 3. Tap that follow button.

And if you feel compelled, we love when E3ers share our content 
and tag us on social media. It’s a team effort, after all. If you do 
decide to give us a shout, some hashtags to use include:

 #E3ers   #elementthree
 #         3   #agencylife
 #E3travels  #ABestCo
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AWESOME BLOCKS
The purpose of awesome blocks is simple: to educate, encourage, 
recognize, and reward actions that go above and beyond our core 
values in a fun, inclusive way. 

In essence, awesome blocks is a peer recognition program. When 
you see a fellow employee doing extraordinary work and truly 
embodying our core values (A BEST CO), you can send them an 
awesome block. These coveted blocks (they’re LEGOS) live on 
Karen’s desk and are awarded each week by supervisors. 

On top of having a cool LEGO creation to add to your desk, each 
awesome block is also worth 5 points. Once you reach 50 points, you 
get a $50 gift card. Nominations are highly encouraged and pretty 
painless through our app. And it will make someone’s day. Go make 
someone’s day. You’re awesome. 

HAPPY HOURS
Although the true happy hour is technically illegal in Indiana 
(Hoosier bars are prohibited from reducing alcoholic beverage 
prices for any window of time during the course of a day), Element 
Three Happy Hours are alive and well. They occur sporadically 
throughout the year and peak in the summertime, thanks to weekly 
kickball games.
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SUMMER SLAM
An E3 tradition, Summer Slam is an annual event where all E3ers 
travel up to Remington, Indiana—the birthplace of our president, 
Tiffany—to spend a day on the Schwabs estate. There’s food, drinks, 
lots of games, and an awards ceremony.
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THE KITCHEN
Where E3ers get coffee, eat lunch, 
and stand in front of the snack 
dispensers trying to decide what 
to eat next. Feel free to help 
yourself to any of the various 
snacks provided by Element Three, 
including goldfish, trail mix, and 
granola bars, or random baked 
goods that appear in the middle of 
the kitchen.

We try to keep the kitchen as clean as possible. So if you help out 
with loading or unloading the dishwasher, write your name on the 
sheet on the counter to be entered to win a cash prize, awarded at 
random each month. 

FRIDGE CLEAN OUT
The refrigerators get messy. Every once in a while, Karen will warn 
the company she will be throwing everything out. She means it. 
Don’t leave your stuff in there. Not because it’s wasting food, but 
mostly because you’ll piss Karen off.

“Get your $#@% out of the fridge by Tuesday or I’m throwing 
everything away.” – Karen Seketa

DRINKS
In addition to free snacks, Element Three also provides free drinks. 
From LaCroix to apple juice, you can find a variety of beverages in 
our giant beverage fridge located in the kitchen. 

And, like many young hip agencies, we have adult beverages now 
and again when we can find an available E3er to make a beer run.
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EMPLOYMENT
Every organization does things a little differently. So we try 

to keep things clear. Communicate effectively. And teach you 

the nuts and bolts of employment at Element Three.
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AT-WILL EMPLOYMENT
Employment with Element Three is “at will.” “At will” means 
that either Element Three or the employee may terminate the 
employment relationship at any time, with or without cause, and 
with or without notice. No one in our organization has the authority 
to enter into any agreement for employment for a specified period 
of time, or to make any other representations or agreements 
inconsistent with this policy, unless it is in writing and signed by an 
Element Three Executive.

EMPLOYEE ONBOARDING
As a new employee, you will participate in our top notch onboarding 
process at the start of your employment. This process is designed 
to acquaint you with our organization, help you adjust as easily as 
possible to your job, and to have fun along the way.
 

The onboarding process will connect you with an onboarding 
“mentor,” and includes completion of all new hire paperwork and 
an explanation of the employee benefits package and handbook. 
Any additional or specific questions you may have regarding your 
benefits or the handbook may be addressed to your supervisor.
 
Your supervisor, or a member of the management team, will inform 
you of your specific role and responsibilities, provide a tour of the 
facilities, and answer any questions you may have. We’ll also throw 
in some swag to welcome you to the team. 

Tips for onboarding:
 .  There will be a ton of meetings.
 .  Ask lots of questions.
 .  Be comfortable being uncomfortable.
 
You’re the new kid again. Luckily each and every one of us has been 
that newbie and felt awkward when Darren ignores our meeting 
request. Which is why you need to step out of your comfort zone 
(especially if you’re an introvert), walk over to Darren’s desk, and 
remind him about the meeting you scheduled.

NEW EMPLOYEE EVALUATION PERIOD
All new employees must satisfactorily complete an evaluation 
period during their first 90 days of employment. This evaluation 
period provides both you and the company a reasonable length of 
time to evaluate your suitability to your new position. 
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CAREER DEVELOPMENT
At Element Three, we encourage employee growth and development. 
To accomplish this, we provide promotion opportunities, on-the-job 
training, and development programs as appropriate and applicable. 
Individual development plans are created for each employee at 
Element Three. The goal is to have this plan in place within 6 
months of beginning work with Element Three and for these plans 
to be reviewed on a quarterly basis.
 
An annual budget is established to provide “development dollars” 
allocated to each Element Three employee. Following six (6) 
months of employment with Element Three, you may have access 
to these resources for development opportunities approved by your 
supervisor and by the Director of Finance. The total amount of 

financial resources will be pro-rated based on the calendar year as 
of the date you become eligible (6 months of employment). Should 
these resources be used for taking classes or securing a certification, 
the approval will be based on the applicability to your role here at 
the time. Reimbursement for such classes or certifications will 
require a passing grade, completion of the class and/or successful 
certification. Conferences/seminars must be attended in order 
to qualify. If you have registered for a conference/seminar and 
cannot attend, you must find a replacement or secure a refund.
 

Employees will be considered for job openings on the basis of many 
factors, such as demonstrated performance, ability, experience, and 
training. We prefer to promote from within Element Three when 
possible. However, for some positions, it may be in Element Three’s 
best interest to recruit externally. Please inform your supervisor if 
you are interested in any open positions.

 
At any time during this evaluation period, your supervisor will 
review your performance. You must successfully complete this 
evaluation period to continue your employment with Element 
Three.
 
Employees under evaluation are eligible for participation in 
Element Three’s benefits programs, subject to the full-time, part-
time and temporary employee definitions.
 
This sounds a lot scarier than it actually is. Come to the office, 
do good work, and you’ll have nothing to worry about. If we 
didn’t think you could do it, we wouldn’t have hired you in the 
first place.
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CLASSIFICATIONS
It is vital that both employment classifications and exempt/
non-exempt status are correctly identified for each position 
in our company. The following table defines the employment 
classifications for Element Three:

EXEMPT AND NON-EXEMPT STATUS
Exempt and non-exempt employment status is defined under the 
Fair Labor Standards Act (FLSA) and applicable state law and is 
based on the nature of the work and the job responsibilities. Each 
position at Element Three is classified as exempt or non-exempt.

Exempt Employees
Employees who are not required to be paid overtime under the 
Fair Labor Standards Act because their positions are classified 

as executive, administrative, professional, outside sales, or other 
applicable exemptions.
 
Non-exempt Employees
Employees who are required to be paid overtime for all hours 
worked in excess of 40 in a workweek under the Fair Labor 
Standards Act and state law.
 
Contact your supervisor with any questions about your 
position status.

EMPLOYMENT OF MINORS
Generally, regular employees must be 18 years of age or older. 
Occasionally, Element Three hires students or others who are 
under 18 years old, but such employment must be approved in 
advance by management. A minor’s work authorization form must 
be completed and signed by both parents and the school that the 
student attends.

PERSONNEL RECORDS
Personnel records, including your medical information, are 
confidential. Access will be limited to those who have a need to 
know the information. Employees may review their personnel 
records at a mutually convenient time during business hours and 
may add additional items to the file.

Regular Full-Time

Regular Part-Time

Temporary
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Under some circumstances, Element Three may be required to 
provide personnel records under federal or state law, or in response 
to a court order. It is our policy to respond to requests to the extent 
that we are required to do so.

PERSONAL INFORMATION
Employees are responsible for notifying the Director of Talent 
about any personal changes, including but not limited to address, 
telephone number, number of dependents, marital status or other 
personal information, so that Element Three may keep personnel 
records accurate and up-to-date.
 
In short, keep us in the loop.

Just wanted to make sure you were still paying attention.

REFERENCE CHECK AND 
VERIFICATION OF EMPLOYMENT
If we are asked to provide a reference for an employee, we will limit 
it to the following:
 .  Position(s) held
 .  Dates of employment
 
We will not release any other information concerning employment 
with us unless the request is in writing and is authorized by the 
employee. Element Three may also require that the employee sign a 
written release before any information is provided.

BREAK IN SERVICE
A break in employment, through termination and rehire, requires 
establishing a new anniversary date for purposes of benefits.
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WORK 
SCHEDULES

Nothing scary or unexpected, just when you need to be here 

and for how long.
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WORKWEEK
For payroll and accounting purposes, the regular workweek begins 
on Sunday at 12:01 a.m. and ends on Saturday at 11:59 p.m.  
Element Three’s normal business hours are Monday-Friday from 
8:00 a.m. to 5:00 p.m.

SCHEDULING
Non-Exempt:
The normal workday for an internal, full-time, non-exempt 
employee is 8 hours plus an unpaid meal period of 30 minutes. 
Any changes or alterations to this schedule must be agreed upon 
between the employee and the employee’s supervisor.
 
The normal workday for all other non-exempt, internal employees 
(part-time and temporary) will be set by the employee’s supervisor 
upon hiring.
 
Exempt:
Exempt employees are generally expected to work within Element 
Three’s normal business hours. In addition, they may be expected to 
work additional hours in order to complete duties and assignments.
 
Element Three reserves the right to change the regular workweek, 
the normal business hours, or the normal workday as necessary. 
Element Three will give employees as much prior notice as possible.
 
Individual work schedules may be established by supervisors and 
communicated in advance. Employees are expected to work all 
assigned hours and days. Requests for scheduling changes, or for 
particular days off, must be made ahead of time and approved by the 
employee’s supervisor.
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COMPENSATION
When you get paid, plus all the other information you could 

ever want regarding money (except PTO, that’s on page 112).
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PAY PERIODS AND PAYDAYS
Element Three follows a semi-monthly pay schedule. Paydays occur 
on the 15th and last day of the month—unless the day falls on a 
weekend, in which case the payday will occur on the Friday before 
the stated day.
 
Direct deposit is available to all employees who complete the 
required paperwork. Time tracking must be submitted as stated 
below in order to ensure timely and accurate payment.

PAYROLL DEDUCTIONS
The following payroll deductions are required by law: Social 
Security, Medicare, and federal, state, and local income tax. Other 
deductions may require an employee’s written authorization. 
Examples of additional deductions include direct deposit, 
deductions for the employee portion of any insurance premiums, 
and retirement plan contributions.

OVERTIME PAY
Fluctuations in Element Three’s work schedule may require your 
supervisor to ask you to work overtime.   

Non-exempt Employees
Non-exempt employees will be paid at one and one-half times 
their regular hourly rate for hours worked in excess of 40 in a 
defined work week. Holiday or PTO hours will not be considered 
time worked for purposes of calculating overtime pay. In all cases, 
supervisor approval is required prior to working overtime.
 
Exempt Employees
Exempt employees are not eligible for overtime. They are expected 
to work the hours necessary to perform their job duties, which may 
require more than 40 hours per week without compensation above 
their regular salary.
 
Your cooperation in adjusting to changes in your work hours due to 
fluctuating work requirements is appreciated. Any request you may 
have for an adjustment to your regular or overtime work schedule 
should be discussed with your supervisor. We reserve the right to 
establish different workweeks for different business locations and/
or work groups. 

PERFORMANCE EVALUATIONS
Element Three is committed to maintaining productive working 
relationships with all employees through frequent feedback on 
a formal and informal basis. Feedback includes communicating 
expectations and evaluation of how your performance is measuring 
up to the standards and expectations set.
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The performance review process is designed to provide feedback 
on your performance, identify development and growth needs, and 
optimize performance.
 
Internal employees will participate in informal monthly check-
ins with their supervisors. In addition, you will receive an annual 
performance review and an annual compensation review, typically 
scheduled on your anniversary date. If you would like more 
feedback, you may request it from your supervisor.

PAY INCREASES
Pay increases, when granted, will generally be determined based 
on a combination of company financial achievement, cost of living 
changes, and individual performance.

INCLEMENT WEATHER AND 
NATURAL DISASTERS
The President of the company and the Director of Talent have the 
authority to close the Element Three office. If there is a question 
about whether the facility will remain open, you should check your 
email in advance of your starting time.
 
If you choose not to come to work due to inclement weather when 
the facility is open and do not have the ability to work from home 
you must use Paid Time Off (PTO) time if you wish to be paid. If 

you have computer access and items to work on at home you must 
receive approval from your supervisor to work from home and 
receive pay.
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TRAVEL TIME
Element Three compensates employees for business travel. 
Following are some of the criteria that establish what is—and what 
is not—business travel. Check with your supervisor if you have any 
questions regarding travel time.
 
 .  Time spent in ordinary travel to and from work is not 

considered compensable work time.
 .  When travel to a temporary job site is required, such time 

may be paid if you are a non-exempt employee who is: (1) 
required to report to your regular office at the beginning or 
end of the day; (2) required to perform work for Element 
Three while traveling; or (3) required to drive a company 
vehicle or transport other workers to a temporary job site.

 .  Exempt employees are not eligible for additional 
compensation for travel time.

 

All employees who operate vehicles in connection with their 
employment with us must possess valid driver’s licenses and sign 
forms authorizing Element Three to examine their driving records.

PAY ADVANCES
Pay advances are not allowed.

EXPENSE REIMBURSEMENT
Our expense reporting system is managed through our project 
management software, Mavenlink. For expense reimbursement, 
you are required to complete an expense report in Mavenlink, 
attach ALL receipts electronically and submit electronically to 
your supervisor for approval. You must itemize each expense and 
describe the expense when not clear. Project expenses must note 
job number and job title, as well. You may obtain instructions on 
how to access and complete this report from your supervisor or the 
Director of Finance.
 
ALL expenses must be submitted within the month that they 
are incurred.

MILEAGE
Should you be required to use a personal vehicle for company 
business, you will be reimbursed for mileage, beyond ordinary and 
customary miles driven to and from work on a daily basis, at the IRS 
Standard Business Rate for the current year. 
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FAIR
EMPLOYMENT
PRACTICES

To produce the best work, you need the best people. So if you 

know your stuff, you’re welcome here. Period.
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EQUAL EMPLOYMENT OPPORTUNITY
Element Three is an equal opportunity employer. Element Three 
will not engage in or tolerate any discrimination in the workplace. 
Specifically, no employee will be discriminated against on the basis 
of his or her race, color, gender, religion, age, physical or mental 
disability, marital status, sexual orientation, national origin, 
veteran’s status, political ideology, genetic information or any other 
basis prohibited by applicable federal, state, or local law. 
Element Three recognizes that employees with physical or mental 
conditions that significantly limit their major life activities may 
need reasonable accommodations to enable them to perform their 
essential job functions. Any employee who believes s/he needs 
a reasonable accommodation should notify her/his supervisor. 
The employee has an obligation to cooperate with Element 
Three in this process, which may include authorizing Element 
Three to communicate with the employee’s health care providers 
concerning the employee’s condition, its limitations, and possible 
reasonable accommodations. 
Element Three will also make reasonable accommodations for 
employees’ religious beliefs. An otherwise qualified applicant 
or employee who requires reasonable accommodation needs to 
inform his or her supervisor of the need for accommodation. 
An employee should share any suggestions as to how we might 
accommodate his or her religion. The employee and executive 
management will explore available reasonable accommodations 
with the employee’s supervisor.

ANTI-HARASSMENT POLICY
Element Three is committed to providing a workplace that is free 
of verbal, physical, and visual forms of harassment so that everyone 
can work in a productive, respectful and professional environment. 
Harassment based on sex, race, national origin, religion, age, 
marital status, sexual orientation, disability, political ideology, or 
any other basis prohibited by local, state, or federal law is strictly 
prohibited. Element Three does not tolerate harassment based 
upon any protected status, by anyone in the workplace—supervisors, 
coworkers, or non-employees. Employees who violate this policy are 
subject to discipline, up to and including possible termination. 
 
PROHIBITED CONDUCT UNDER THIS POLICY
 
1.    Discrimination
 a.  It is a violation of this policy to discriminate in the provision 

of employment opportunities, benefits or privileges; 
to create discriminatory work conditions; or to use 
discriminatory evaluative standards in employment if the 
basis of that discriminatory treatment is, in whole or in 
part, the person’s race, color, national origin, age, religion, 
disability status, gender, sexual orientation, gender identity, 
genetic information or marital status. 

 b.   Discrimination of this kind also may be strictly prohibited 
by a variety of federal, state and local laws, including Title 
VII of the Civil Rights Act 1964, the Age Discrimination Act 
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of 1975, and the Americans With Disabilities Act of 1990. 
This policy is intended to comply with the prohibitions 
stated in these anti-discrimination laws. 

 c.   Discrimination in violation of this policy will be subject to 
severe sanctions up to and including termination. 

2. Harassment
 
Harassment, including sexual harassment, is prohibited by federal 
and state laws. This policy prohibits harassment of any kind, and 
the company will take appropriate action swiftly to address any 
violations of this policy. The definition of harassment is verbal or 
physical conduct designed to threaten, intimidate or coerce. Also, 
verbal taunting (including racial and ethnic slurs) that, in the 
employee’s opinion, impairs his or her ability to perform his or 
her job. 
 
Examples of harassment are: 
 1.  Verbal: Comments that are not flattering or are unwelcome 

regarding a person’s nationality, origin, race, color, 
religion, gender, sexual orientation, age, body disability or 
appearance. Epithets, slurs, negative stereotyping. 

 2.  Nonverbal: Distribution, display or discussion of any written 
or graphic material that ridicules, denigrates, insults, 
belittles, or shows hostility or aversion toward an individual 
or group because of national origin, race, color, religion, 
age, gender, sexual orientation, pregnancy, appearance, 
disability, gender identity, marital or other protected status.

 

3. Sexual Harassment
 
Sexual harassment in any form is prohibited under this policy. 
Sexual harassment is a form of discrimination and is unlawful 
under Title VII of the Civil Rights Act of 1964. According to the 
Equal Employment Opportunity Commission (EEOC), sexual 
harassment is defined as “unwelcome sexual advances, requests 
for sexual favors, and other verbal or physical conduct of a sexual 
nature when submission to or rejection of such conduct is used 
as the basis for employment decisions or such conduct has the 
purpose or effect of creating an intimidating, hostile or offensive 
working environment.”
 
Sexual harassment includes unsolicited and unwelcome sexual 
advances, requests for sexual favors, or other verbal or physical 
conduct of a sexual nature, when such conduct: 
 
 1.  Is made explicitly or implicitly a term or condition 
  of employment.
 2.  Is used as a basis for an employment decision.
 3.  Unreasonably interferes with an employee’s work 

performance or creates an intimidating, hostile or otherwise 
offensive environment.

 
Sexual harassment does not refer to behavior or occasional 
compliments of a socially acceptable nature. It refers to behavior 
that is unwelcome, that is personally offensive, and/or that lowers 
morale and therefore interferes with work effectiveness. Sexual 
harassment may take different forms. 
 



78 79Fair Employment Practices Fair Employment Practices

Examples of conduct that may constitute sexual harassment are:
 
 1.  Verbal: Sexual innuendos, suggestive comments, jokes 

of a sexual nature, sexual propositions, lewd remarks, 
threats. Requests for any type of sexual favor (this includes 
repeated, unwelcome requests for dates). Verbal abuse 
or “kidding” that is oriented toward a prohibitive form 
of harassment, including that which is sex oriented and 
considered unwelcome.

 2.  Nonverbal: The distribution, display or discussion of any 
written or graphic material, including calendars, posters 
and cartoons that are sexually suggestive or show hostility 
toward an individual or group because of sex; suggestive 
or insulting sounds; leering; staring; whistling; obscene 
gestures; content in letters and notes, facsimiles, email, 
photos, text messages, Internet postings, etc., that is sexual 
in nature.

 3.  Physical: Unwelcome, unwanted physical contact, including 
but not limited to touching, tickling, pinching, patting, 
brushing up against, hugging, cornering, kissing, fondling; 
forced sexual intercourse or assault.

 
Normal, courteous, mutually respectful, pleasant, non-coercive 
interactions between employees, including men and women, 
acceptable to and welcomed by both parties, are not considered to 
be harassment, including sexual harassment.
There are basically two types of sexual harassment:
 
 1.  “Quid pro quo” harassment, where submission to 

harassment is used as the basis for employment decisions.  
Employee benefits such as raises, promotions, better 
working hours, etc., are directly linked to compliance with 
sexual advances. Therefore, only someone in a supervisory 
capacity (with the authority to grant such benefits) can 
engage in quid pro quo harassment. Example: A supervisor 
promising an employee a raise if she goes on a date with him; 
a manager telling an employee she will fire him if he does not 
have sex with her.

 2.  “Hostile work environment,” where the harassment creates 
an offensive and unpleasant working environment.  Hostile 
work environment can be created by anyone in the work 
environment, including supervisors, other employees or 
customers. Hostile environment harassment consists of 
verbiage of a sexual nature, unwelcome sexual materials 
or even unwelcome physical contact as a regular part of 
the work environment. Texts, emails, cartoons or posters 
of a sexual nature, vulgar or lewd comments or jokes, or 
unwanted touching or fondling all fall into this category. 

 
RETALIATION
 
No hardship, no loss or benefit, and no penalty may be imposed on 
an employee in response to:
 1.  Filing or responding to a bona fide complaint of 

discrimination or harassment.
 2.  Appearing as a witness in the investigation of a complaint.
 3. Serving as an investigator.
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Retaliation or attempted retaliation is a violation of this policy and 
anyone who does so will be subject to severe sanctions up to and 
including termination.
 
Complaint Process:
 
Each employee is responsible for supporting and adhering to the 
Element Three anti-harassment policy. Reports of harassment 
must be made to your supervisor or another manager so that action 
may be taken as soon as possible.
 
Element Three will promptly and thoroughly investigate all claims 
of harassment. Complaints of discrimination or harassment will 
be handled with sensitivity, discretion and confidentiality to the 
extent allowed by the circumstances and the law. Generally this 
means that allegations of discrimination or harassment are shared 
with only those who have a need to know so that Element Three can 
conduct an effective investigation.
 
The complaining employee will be asked to provide (in writing) as 
many details as possible, such as the dates(s), location(s), name(s) 
of witness(es), or information about the alleged harasser(s). 
People who have relevant information will be interviewed. 
During the investigation, steps may be taken, when appropriate, 
to minimize contact between the complaining employee and the 
alleged harasser, such as schedule changes, temporary transfers 
or administrative leave, usually for the alleged harasser. After the 
investigation is completed, Element Three will share its findings 
with the complaining employee, the alleged harasser, and if 

appropriate, other employees directly concerned with the incident.
 
If Element Three concludes that unlawful harassment occurred, 
prompt and effective remedial action will be taken. This may include 
discipline of the harasser and/or other actions to remedy the effects 
of the harassment and prevent further harassment. No action will 
be taken against any employee who files a complaint of harassment 
in good faith or assists in the investigation of such a complaint. 
Employees who believe they have been retaliated against for having 
reported harassment or participated in an investigation must 
promptly notify any Element Three manager so that their concerns 
can be investigated. Appropriate corrective measures will be taken 
if allegations of retaliation are substantiated.
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EMPLOYEE
RESPONSIBILITIES

What we expect from you as an employee. Like, be on time 

and be nice. Those sorts of things.
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ATTENDANCE AND TARDINESS
Employees are expected to report for work when assigned. If an 
employee is unable to report to work or will be late, the employee 
must contact his or her supervisor as soon as possible, and always 
before the employee’s scheduled starting time. If the supervisor is 
unavailable, the employee must leave a message via voicemail, text, 
or email. The employee should state the reason for being late or 
absent, when he/she anticipates returning to work, and a telephone 
number where he/she may be reached. If the absence or tardiness 
is due to an emergency, the employee must have someone contact 
Element Three as soon as possible.
 
Recurring absenteeism or tardiness, and/or failure to comply 
with the above policy, may result in discipline, up to and including 
termination of employment. If an employee fails to report for work 
or call in for three days in a row (and is not on a pre-approved leave 
of absence), the employee will be deemed to have abandoned his or 
her job and generally will be terminated.

Element Three invests in equipment to help you do your job. You 
are responsible for any equipment that you use during the course of 
your job and for any equipment that is issued to you. Please take the 

time to learn how to use it correctly and efficiently. Should you lose 
or damage such equipment, you may be held personally liable and 
may be subject to corrective action, depending upon the individual 
circumstance. Should you leave the company for any reason, you 
will be asked to return any equipment issued to you, such as keys, 
cellular phone, or laptop computer. Failure to return company 
property or equipment in proper working condition will result in 
your responsibility to financially compensate Element Three for 
the replacement of said property or equipment.

EMPLOYEE USE OF VEHICLES
If an employee uses an Element Three vehicle or the employee’s 
own vehicle for work, he/she is expected to comply with the 
following requirements:

 .  Employees must have and carry valid driver’s licenses and 
evidence of satisfactory insurance (if using the employee’s 
own vehicle) at all times when driving on Element Three 
business. Employees may be required to provide Element 
Three or its insurers with access to their driving records.

 .  Employees are expected to drive in a safe and lawful manner 
at all times.

 .  Employees are prohibited from operating Element Three 
vehicles or personal vehicles for work under the influence of 
alcohol or any illegal drug, or when doing so would otherwise 
be unsafe.

PERSONAL USE OF 
COMPANY EQUIPMENT
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DRUG AND ALCOHOL USE
Drug and alcohol use on the job leads to impaired judgment, 
increased accident rates, sickness, absenteeism, and poor morale. 
For these reasons, we are committed to assisting employees who 
have drug and/or alcohol problems and to maintaining a workplace 
free of drug and alcohol abuse.
 
Element Three prohibits the manufacture, sale, distribution, 

KEYS AND ACCESS CODES
Element Three may issue keys and/or access codes to you for entry 
to the company’s and/or client’s offices or for the use of certain 
equipment. If you are issued any of these items, you may be asked 
to sign an acknowledgment of receipt and familiarize yourself with 
the guidelines for their use.
 
The keys/access codes are your responsibility, and any company 
or client loss or damage associated with their misuse or loss may 
be charged to you. If any of these items are ever lost or stolen, the 
Director of Talent should be notified as soon as possible. The cost of 
replacing a key, key card, or access code may be charged to you.
 
If you choose to leave the company, either voluntarily or through 
layoff or discharge, you will be asked to return all company-issued 
equipment to your supervisor. Any questions regarding these 
guidelines should be addressed to your supervisor.

purchase, transfer, use, or possession of illegal drugs on company 
premises or while on Element Three business. We also prohibit 
coming to work or operating company equipment/vehicles under 
the influence of illegal drugs or alcohol. Your compliance with this 
policy is important to us for your own benefit and for the benefit of 
your coworkers.
 
If an employee is suspected of reporting to work under the influence 
of alcohol or illegal drugs, we will recommend that she/he obtain 
counseling or attend a rehabilitation program. However, depending 
on the circumstances, the employee may be subject to corrective 
action, up to and including termination. If the employee continues 
to report to work under the influence of illegal drugs or alcohol, 
corrective action and/or termination of employment may occur.
 
If any employee is convicted of a criminal drug offense, Element 
Three is legally required to report the conviction to the 
federal government. To assist us in complying with these legal 
requirements, you must contact a member of executive management 
immediately if you are convicted of a criminal drug offense.
 
Disciplinary action, up to and including termination, will be taken 
against any employee who violates this policy. Element Three 
reserves the right to deal with each case at its own discretion, in 
accordance with its current policies and practices and the specific 
circumstances involved. This may include requiring an employee to 
participate satisfactorily in an approved drug abuse assistance or 
rehabilitation program. Evaluation of the seriousness of the conduct 
will be made solely by management.
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WORKPLACE VIOLENCE
Element Three does not tolerate any type of workplace violence 
committed by or against employees. Employees are prohibited 
from making threats or engaging in violent activities. This includes 
teasing or making “jokes” about committing any sort of violent act, 
as well as bringing in material that, even if it is meant to be comic 
in nature, could be construed as a physical threat to coworkers 
or superiors. The following list of behaviors, while not inclusive, 
contains examples of conduct that is prohibited:
 
 . Causing physical injury to another person
 . Making threatening remarks
 .  Engaging in aggressive or hostile behavior that creates 

a reasonable fear of injury to another person or subjects 
another person to emotional distress

 .  Intentionally damaging Element Three property or the 
property of another employee

 .  Possessing a weapon while on Element Three property or 
while on company business

 .  Committing acts motivated by, or related to, sexual 
harassment or domestic violence

 
Any potentially dangerous situations must be reported immediately 
to a manager. Reports can be made anonymously, and all reported 
incidents will be investigated. Reports or incidents warranting 
confidentiality will be handled appropriately, and information will 
be disclosed to others only on a need-to-know basis. All parties 

involved in a situation will be counseled, and the results of the 
investigation will be discussed with them. Element Three will 
actively intervene at any indication of a possibly hostile or 
violent situation.
 
Employees are expected to exercise good judgment and to inform 
a member of executive management if any employee exhibits 
behavior that could be a sign of a potentially dangerous situation. 
Such behavior includes:
 
 . Discussing weapons or bringing them to the workplace
 .  Displaying overt signs of extreme stress, resentment, 

hostility, or anger 
 . Making threatening remarks
 . Displaying sudden or significant deterioration of performance
 . Displaying irrational or inappropriate behavior
 
Threats, threatening conduct, or any other acts of aggression or 
violence in the workplace will not be tolerated. Any employee 
involved in committing such acts will be subject to disciplinary 
action, up to and including termination. Non-employees engaged 
in violent acts on Element Three premises will be reported to the 
proper authorities and fully prosecuted.
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CONFLICT OF INTEREST
Employees are expected to avoid situations that might cause their 
personal interests to conflict with, or appear to conflict with, the 
interests of Element Three, or which might compromise, or appear 
to compromise, Element Three’s reputation or integrity.

A conflict of interest occurs when the employee or a member of 
the employee’s immediate family uses the employee’s position 
for personal benefit or gain. Any financial interest or investment, 
personal association, or business relationship with a customer, 
supplier or competitor that interferes with the employee’s ability 
to exercise independent judgment on Element Three’s behalf is 
prohibited. “Immediate family” includes an employee’s spouse, 
siblings, parents and grandparents, children and grandchildren, 
nieces and nephews, and people living in the same household in a 
relationship substantially comparable to any of the above.

OUTSIDE EMPLOYMENT
An employee may hold a job with another organization, as 
long as the outside employment does not create a conflict of 
interest and the employee satisfactorily performs his or her job 
responsibilities with Element Three. All employees will be judged 
by internal performance standards and will be subject to Element 
Three’s scheduling demands, regardless of any existing outside 
work requirements.

If Element Three determines that an employee’s outside work 
creates a conflict of interest and/or interferes with performance 
or the ability to meet the requirements of Element Three, the 
employee may be asked to terminate the outside employment if he 
or she wishes to remain with Element Three. Outside employment 
will present a conflict of interest if it has an adverse impact on 
Element Three, as determined by Element Three.

ETHICAL BUSINESS PRACTICE
We are committed to employing the highest quality staff and strictly 
adhering to ethical and fair practices in our business activities. We 
expect 100% commitment from you and require integrity and high 
ethical standards in all of your business activities.
 
You should not accept gifts, make personal investments, or 
participate in interests or associations that may interfere with the 
independent exercise of your judgment, the performance of your 
responsibilities, and the best interest of Element Three. You are 
not authorized to provide professional services to a competitor 
or other company that may be a conflict of interest with your 
work at Element Three. You should not charge clients directly and 
independently for the same services that you perform at Element 
Three, as doing so creates direct competition for Element Three and 
potentially decreases your productivity and value to the company.
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While representing Element Three, you are expected to:
 . Comply with all laws and regulations
 . Deal honestly with all customers, suppliers, and consultants
 . Use company resources properly
 
If you are unsure whether a situation represents a conflict of 
interest, please contact your supervisor to review the situation.

CONFIDENTIALITY AND 
NON-SOLICITATION
Every employee has some degree of access to Element Three data, 
plans, decisions, clients, and/or other confidential information. 
No employee may use or release this information except as required 
for the performance of their job duties while employed at Element 
Three. You should also treat as confidential any information of 
a personal nature regarding your coworkers. This also applies 
to the use of inside information about firms with which we are 
considering an association. It is understood that this information 
is to remain confidential during your employment with Element 
Three as well as upon termination of employment.
 
During the term of this agreement and for a period of 1 year 
subsequent to the termination of this agreement:
 
 .  Employee shall not, without the prior consent of Element 

Three, directly, indirectly, or through any other party solicit 
business from or perform services for any direct or indirect 

Element Three customer or any other prospective Element 
Three customer whom employee had any contact with or 
exposure to at any time during the term of this agreement.

 .  Employee shall not make any negative or disparaging remarks 
about Element Three to any person or otherwise interfere in 
any fashion with Element Three’s Business or operations.

STANDARDS OF CONDUCT
Element Three expects employees to demonstrate unquestionable 
integrity and to contribute to the quality and reliability of 
Element Three’s products and services within the scope of their 
job responsibilities. Element Three also expects each employee to 
comply with company policies and procedures as communicated 
in this Handbook and in other documentation.  Failure to meet 
these standards of performance or to comply with policies and 
procedures may be the basis for a negative or delayed adjustment 
in compensation and/or disciplinary action, up to and 
including termination.

Examples of Workplace Misconduct
This list is illustrative, but not comprehensive, of workplace 
misconduct for which an employee may receive discipline, up to 
and including termination.
 
 .  Insubordination; failure or refusal to carry out job 

assignments and management directives
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 .  Unauthorized release of confidential or proprietary 
information or trade secrets

 .  Swearing or other verbal abuse directed at coworkers, 
supervisors, managers, or customers while at work

 .  Falsification of any work, personnel, or other Element 
  Three record
 .  Unauthorized taking of employer or coworker funds or 

property, or unauthorized charges to an Element Three account
 .  Discrimination against or harassment of coworkers, 

supervisors, managers, or customers
 .  Possession, consumption, sale, or being under the influence 

of drugs while at work or on work premises (except the use of 
medications as prescribed by a physician)

 .  Deliberate or negligent damage to Element Three property or 
that of coworkers, supervisors, managers, or customers

 .  Fighting with or threatening a coworker, supervisor, manager, 
or customer

 .  Unacceptable or below-standard job performance
 .  Excessive or recurring absenteeism, tardiness, or failure to 

report in when absent or late for work
 . Misuse of Element Three property
 .  Charging clients for the same services that Element Three has 

hired you to do outside of Element Three’s management
 .  Using company resources to perform the same services for 

clients that Element Three has hired you to do outside of 
Element Three’s management

 

Violation of any policy contained in this Handbook or any other 
Element Three policy or procedure communicated to employees 
may result in termination of employment.

EXTERNAL COMMUNICATIONS
Employees may be contacted by outside third parties, such as 
media or attorneys, requesting information about Element Three, 
including but not limited to information regarding current or 
former employees, Element Three projects, or other workplace 
issues. Employees contacted by any outside third party should 
immediately refer the outside third party to a member of executive 
management. Employees should not provide any information 
concerning Element Three unless authorized to do so in writing 
by Tiffany Sauder.

USE OF ELECTRONIC 
COMMUNICATION SYSTEMS
Element Three maintains and utilizes a number of electronic 
messaging and communication systems, including voicemail, email, 
telephones, computers, Internet and intranet access, in order to 
conduct company business. All of the messages and documents that 
are sent, received, composed, and/or stored on these systems are 
the property of Element Three.
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Messages on Element Three’s voicemail, email, and other 
communication systems are subject to the same policies 
regarding harassment and discrimination as are any other 
workplace communications. Offensive, harassing, or 
discriminatory content in such messages will not be tolerated. 
(See the policies on Equal Employment Opportunity and Anti-
Harassment found in this handbook.)
 
Certain web sites are inappropriate for accessing via the company’s 
equipment. Excessive personal time spent on the Internet, for 
whatever reason, especially during business hours, is not an 
acceptable use of business equipment.
 
This policy exists to protect the rights of both the company and the 
employee, as further defined below. Violations of this policy may 
result in disciplinary action, up to and including termination. 

Company Rights
Element Three has the right by law to access or monitor an 
employee’s voicemail, email (outgoing and incoming), Internet 
usage, and other electronic or non-electronic communications 
at any time. The existence of a password for any system is not 
intended to indicate that messages will remain private. Element 
Three respects the individual privacy of its employees, but 
employee privacy does not extend to the employee’s work-related 
conduct or to the use of company-provided equipment or supplies.
 
Other than Element Three, which has the right by law to access 
messages or documents at any time, messages in the voicemail, 

email, or other communication system are to be accessed only by 
the intended recipient or the creator, or by others at the direct 
request of the intended recipient or creator. Any attempt by anyone 
other than the above to access messages or documents on such 
systems will constitute a serious violation of Element Three policy.
 
Employee Rights
These systems are for use by employees in conducting Element 
Three business. Personal use of voicemail, email, computers, or 
other electronic communication systems (including, but not limited 
to, the Internet) should be minimized and must not interfere with 
Element Three business or with the employee’s work performance.
 
Element Three reserves the right to access and disclose all 
messages sent over its email system and to monitor Internet 
activity without regard to content. Any employee abusing the 
privilege of company-facilitated access to electronic media or 
services will be subject to corrective action. You should be aware 
that even when a message has been erased, it may still be possible to 
retrieve it from a backup system. Therefore, you should not assume 
a message has remained private because it has been deleted.
 
Email Use
Employees should use their company issued email address to 
conduct all communications within the organization. Email 
addresses provided by a client may be used for communicating with 
the client and others involved for a project, if sensitive company 
information is not being shared.
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Employees should use their best judgment when sending business 
email. They should consider the account they are sending from, 
all content of the email, and all persons they are sending to, to 
determine that nothing is being disclosed to parties that may break 
confidentiality or damage business relationships. The employee 
should use appropriate language and style. Questions regarding 
handling business email can be directed to your supervisor.
  
Computer Software
Element Three prohibits the illegal duplication of software. The 
copyright law is clear. It is illegal to make or distribute copies of 
copyrighted material without authorization, unless the copy is 
made for backup or archival purposes.
 
Element Three licenses the use of computer software from a variety 
of outside companies. Element Three does not own this software 
and therefore does not have the right to reproduce it. Any employee 
learning of any misuse of software or related documentation within 
Element Three should notify his/her supervisor immediately.
 
Any employee engaging in the illegal reproduction of software 
may be subject to civil damages and criminal penalties, including 
fines and imprisonment. Element Three employees who make, 
acquire, or use unauthorized copies of computer software will be 
disciplined, up to and including termination.

PERSONAL POSSESSIONS
Element Three furnishes desks and/or closets for storage of 
employee coats, purses, briefcases, backpacks, and other personal 
possessions. Remember that all desks and closets are company 
property. Element Three does not, however, assume responsibility 
for any theft or damage to an employee’s personal possessions on 
company premises. Element Three reserves the right to search 
an employee’s desk or personal belongings brought onto company 
premises at any time. 
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COMPLAINT RESOLUTION
Element Three encourages an employee who experiences conflict 
with a coworker to communicate directly with the coworker to 
create a positive resolution. If the employee is not comfortable 
confronting the issue alone, or if attempts to solve the problem 
independently are not immediately successful, then the employee 
should seek help from his or her supervisor. If the issue cannot be 
resolved with the supervisor’s help, the employee is encouraged to 
take the problem to a higher level of management or to an owner of 
the company.
 
This complaint procedure does not apply to complaints 
about violations of Element Three’s anti-harassment or equal 
employment opportunity policies. For those types of complaints, 
refer to the guidelines and procedures set out in those policies.

SMOKING
In the interest of employee health and safety, smoking is limited 
to designated, specific areas. Your cooperation in observing this 
policy is requested in order to respect the rights of both smokers 
and non-smokers.

TERMINATION OF EMPLOYMENT
Involuntary Termination: 
Consistent with the “at-will” employment relationship between 
Element Three and the employee, Element Three may terminate an 
employee at any time, with or without cause, with or without notice.
 
Resignation: 
Employees may also resign their “at-will” employment with 
Element Three at any time, with or without cause, with or without 
notice. Element Three requests that an employee who is resigning 
provide two weeks’ written notice of resignation as a courtesy. 
Employees who fail to provide two weeks’ written notice will 
generally not be considered eligible for rehire.
 
Layoff or Reduction in Force: 
Element Three may find it necessary to lay off employees or 
implement a reduction in force due to lack of work, lack of money, 
the elimination of a job or position, changes in technology, or other 
business reasons. Should it become necessary to institute a layoff 
or reduction in workforce, Element Three will endeavor to provide 
at least two weeks’ notice prior to layoff, or two weeks’ pay in lieu of 
notice, or more if required by law.
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BENEFITS
Our employees are our greatest assets. So we treat you 

well, cover your health, and help you save.
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BENEFITS
The following table summarizes the employee benefit package and 
eligibility requirements.

ELIGIBILITY FOR HEALTH BENEFITS
Eligible employees are those who are regularly scheduled to work at 
least 30 hours a week. Coverage for a new employee begins the first 
day of the month following 30 days of continuous employment.
 
Eligible family members, including a spouse and children, may also 
participate. If you choose to enroll your family in Element Three’s 
medical plan, you will be charged the cost of these benefits through 
regular payroll deductions.
 
Family members should be enrolled during the employee’s original 
enrollment upon hiring. Their coverage will begin with the employee’s 
coverage. If eligible dependents are not enrolled at the time of hire, 
only two options are available to obtain coverage. They are:
 
 1.    Enroll during “Open Enrollment”; or
 2.  Satisfy a qualifying event requirement and, when specified, 

provide evidence of good health. Acceptance under this 
option is at the discretion of the insurance company.

 
For more specific details about the health care benefits, please refer 
to www.golivesmart.com, username: elementthree, password: 
t2vdk6.  In case of a conflict between the employee handbook, the 
benefit summary sheet, and the official contracts and documents, 
the official plan documents will govern.
 
Element Three reserves the right to modify, add to, or eliminate any 
of the benefits offered at any time. We will keep you informed about 
all changes to your benefit package. 

Regularly Scheduled
to Work 30 – 40

Hours/Week

Regularly Scheduled
to Work Less Than

30 Hrs/Week

Long Term Disability
Eligible on date of hire; 
entry dates monthly.

Life Insurance
Eligible on date of hire; 
entry dates monthly.

Simple IRA
Eligible on date of hire; 
entry dates monthly.

Paid Time Off (PTO)
Accrual begins on date 
of hire.

X

X

X

X

X

X

X

X

X

Regularly Scheduled
to Work 30 – 40

Hours/Week

Regularly Scheduled
to Work Less Than

30 Hrs/Week

http://www.golivesmart.com
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HEALTH INSURANCE 
PREMIUM PAYMENTS
In addition to employee dependent insurance premiums, there 
may be shared premium payments between the employee and 
the employer, depending upon the employee’s position and 
classification within the company. Element Three covers an 
annually defined percentage of the premium cost for employees 
who are regularly scheduled to work at least 30 hours per week. 
The employee’s share will be determined annually in connection 
with the renewal of Element Three’s insurance contract. Please 
contact your supervisor for current information.

MAINTAINING BENEFITS AND 
PAYING FOR PREMIUMS
In order to maintain participation in the plan, employees must 
maintain eligible status. Covered employees who fall below the 
minimum hour requirements (30 hours per week) may be required 
to pay 100% of their premium for that current month. If the 
employees’ hours continue to remain under 30 hours per week, they 
may become ineligible for coverage, but can continue coverage for 
their medical, dental, and vision benefits through COBRA.

SIMPLE IRA PLAN
Element Three has a SIMPLE IRA plan through Vanguard Fiduciary 
Trust Company.  Vanguard offers a broad range of investments, low 
fees, convenient web access, and live customer support. You will be 
contacted by our representative upon hiring. 
 
There are many advantages to Element Three’s SIMPLE IRA 
plan, including:
 .  Tax break on annual income for filing purposes
 .  Professionally managed investment funds
 .  Deferred taxes on your savings
 .  Convenient payroll deductions
 
Eligibility
An employee must earn at least $5,000 per year to be eligible 
to enroll in the plan. 
 
Employee Contributions
The IRS limits the annual dollar amount you can put into tax-
deferred plans.  This dollar amount may change from year to year.  
The limit is $12,500 in 2017; if employee is 50 or older the amount is 
$15,500.  A notification of the plan is sent annually and the limit will 
be provided at that time.
 
Company Contributions
Element Three will match participating employee contributions 
dollar for dollar. However, the company contribution will not 
exceed 3% of the employee’s compensation while participating.
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When Participation Ends
Employee participation in the Simple IRA plan ends on the 
employee’s departure from Element Three for any reason, 
including termination, retirement, and disability, or if they 
otherwise cease to be an eligible employee. Additional deferrals 
cannot be made at severance.
 
The Beneficiary
Upon enrollment in the plan, the employee will name a beneficiary 
of his or her choosing who will receive the vested balance of the 
plan account in the case of the employee’s death.

WORKERS’ COMPENSATION 
INSURANCE
Worker’s compensation provides benefits to employees who 
sustain injuries by accident arising out of and in the course of their 
employment. In the state of Indiana employers are required by law 
to provide worker’s compensation coverage for their employees 
either by purchasing coverage through an insurance company or by 
becoming self-insured.
 
Who is Covered?
All employees are covered.

What is a Compensable Claim?
For a claim to be covered under worker’s compensation, it must 

fall within the limits of the worker’s compensation guidelines as an 
injury by accident rising out of and in the course of employment. If 
an injury occurs at the work site and during work hours, it does not 
mean that the claim will automatically be covered.
 
Injury Procedures:
Employees must report any injury immediately to their supervisor 
or any management staff. 

SOCIAL SECURITY AND MEDICARE
As you are aware, the federal government requires you to 
contribute a portion of your wages to Social Security/Medicare, 
which should provide you with income and medical benefits when 
you retire or become disabled. This deduction is a percentage 
of your annual compensation, up to a predetermined amount. 
Element Three also contributes a matching amount to this program 
on your behalf.

UNEMPLOYMENT INSURANCE
Unemployment insurance is a federal/state program that 
provides some compensation to workers who are temporarily 
and involuntarily unemployed. Element Three contributes to 
this program with each payroll. For more information regarding 
unemployment insurance, contact your local Employment 
Security Office.
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WORKPLACE GIVING AND 
MATCHING GIFT PROGRAM
Element Three is committed to supporting and encouraging its 
employees’ contributions to charitable organizations.
 
To assist employees’ charitable giving and augment the impact of 
their charitable dollars, Element Three has instituted a Workplace 
Giving and Matching Gift Program. The Workplace Giving Program 
enables employees to make charitable contributions. The Matching 
Gift Program matches these individual gifts of up to a certain 
amount per employee per year. The Matching Gift Program enables 
employees to support important institutions by providing a match 
up to $250.00 for each employee. All employee donations to IRS 
designated 501(c)(3) non-profit organizations are eligible for 
matching.
 
See the Director of Finance for further details and required forms 
to take part in this program. See page 117 for details around our 
Volunteer hours of service policy.
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TIME OFF
The best stories we create are inspired by happenings 

outside of these four walls. Which means that taking time 

off isn’t just a perk, it’s an obligation.
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PAID TIME OFF (PTO)
Paid time off (PTO) provides all full- and part-time staff members 
with paid time away from work that can be used for vacation, 
personal time, personal illness, or time off to care for dependents. 
PTO must be scheduled in advance and have supervisory approval, 
except in the case of illness or emergency.
 
All full- and part-time employees are eligible to earn PTO. Part-
time employees earn PTO at a rate equal to 50 percent of full-time 
employees for months when an average of at least 24 hours per 
week are worked.
 
PTO is earned on a monthly basis, following the first 90 days of 
employment. PTO is credited to an employee’s PTO bank on the 
first day of the month following the month that PTO was earned. 
Eligibility to earn PTO is contingent on an employee having worked 
or utilized PTO for the entire month. PTO is not earned for months 
when unpaid leave is taken or short or long term disability benefits 
are paid. PTO is not earned by temporary or contract employees or 
those whose job descriptions specifically exclude this benefit.
 
PTO is earned on the following schedule:

For purposes of this policy, the year is interpreted to start on 
employee’s date of hire. PTO will begin to accrue following 90 days 
of employment; however, anticipated accrual of PTO may be used 
at any time, even if it is not yet accrued. PTO may not be borrowed 
forward from year to year. PTO is designed to give employees time 
needed away from their everyday work schedule. The company 
values its employees and recognizes the need for time off for their 
family and home life. In accordance with this belief, a maximum of 
40 hours of accrued and unused PTO time may be carried over from 
one year to the next on your anniversary date.
 
Employees will not be able to “sell” unused PTO hours back to 
the company. Exceptions to the carryover policy will be subject to 
manager’s discretion. We encourage employees to use their time to 
spend with their families and friends outside of work.
 
In addition to normal vacation time, PTO is designed for reasonable 
personal sickness, family sickness, family activities and extra 
holiday time. Employees may find they need time away from work 
prior to accruing the hours necessary; in such cases, an employee 
may build up a negative balance with prior manager approval.
 
We realize that family emergencies may arise from time to time 
and request that you pre-schedule all personal leave time, when 
possible, to avoid staffing issues. All PTO must be pre-approved 
and pre-scheduled with your manager, but may be taken in 2 hour 
increments. Approval for all scheduled time away is subject to 
applicable company workloads.
 

Years of Service

Year 1*

Years 2-5

Years 5+

12 hours

12 hours

15.3 hours

Monthly Hours Accrued

13.5 days

18 days

23 days

Annual Days Accrued
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If you terminate your employment and give a minimum of a two-
week notice or are terminated, you will be paid for all earned and 
unused PTO time. No PTO is accrued during your first 90 days of 
employment. Employees who have utilized PTO hours in excess of 
the amount accrued at the time of termination will be considered 
as having a “negative” PTO balance. Final paychecks will be 
deducted in the amount equal to any PTO hours used but not 
accrued. 

HOLIDAYS
The following days are recognized as paid holidays for all employees 
each calendar year:

Key Guidelines:
 .  When a holiday falls on a Saturday, the preceding Friday is 

observed as the holiday. When a holiday falls on a Sunday, the 
following Monday is observed.

 .  The office will be considered closed for business on these dates.

 . New Year’s Day
 . MLK Day
 . Good Friday
 . Memorial Day
 . Independence Day

 . Labor Day
 . Thanksgiving Day
 . Friday after Thanksgiving Day
 . Christmas Eve
 . Christmas Day

VOLUNTEER “DAYS OF SERVICE”
Element Three recognizes the responsibility as a good corporate 
citizen to help enrich our surrounding communities of residence 
and work. We encourage our employees to become involved in 
their communities, lending their voluntary support to programs 
that positively impact the quality of life within these communities. 
Each Element Three full time employee (working at least 30 
hours per week) is eligible to take time away from work for up 
to 16 hours per year to participate in their specific volunteer 
program. All time away from work for volunteer purposes needs 
to be approved at least 2 weeks in advance with a supervisor to 
ensure it does not cause conflicts with other employee schedules. 
See page 110 for more details around our Workplace Giving and 
Matching Gift Program.
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COMPENSATORY TIME AND PAY
It is the intent of the company to reward sustained periods of 
exceptional performance by exempt employees. All company 
employees will be eligible to participate under the provisions 
of this policy. However, the company assumes that extra hours, 
weekend or evening work may, from time to time, be required of 
exempt employees without supplemental compensation, and these 
instances do not fall within the purview of this policy.
 
Decisions when awarding such grants will be made on the basis 
of the efforts expended by the employee or team, the duration of 
such efforts and the value those efforts represented to the company 
business and its development and growth.
 
Any grant award must be taken by an employee within 60 days 
of the date of award. Officers, directors, and managers with 
responsibility for operating processes are expressly empowered to 
make recommendations based on extraordinary work requirements 
for sustained periods of performance by employees and teams. 
Once recommended, at least one level of senior management must 
concur with the grant recommendation. 

MATERNITY LEAVE
After twelve months of employment with Element Three, an 
employee who has worked at least 1,250 hours in the twelve months 
preceding the commencement of the leave is eligible for up to 12 

weeks of maternity leave during any 12-month period. The first 
6 weeks of maternity leave will be paid leave in the amount of 
the employee’s average salary over the previous twelve months. 
The second 6 weeks will be unpaid leave unless the employee has 
accrued paid time off (PTO). If the employee has accrued PTO, 
you will be required to use all of your PTO for the second 6 weeks 
of your leave. After your paid leave and PTO are exhausted, the 
remaining part of your leave will be unpaid.
 
Maternity leave may be taken for the following reasons:
 .  The birth of a child
 .  The placement of a child for adoption
 
Key Guidelines:
 .  Paid leave for birth or placement for adoption must conclude 

within twelve months of the event of the birth or placement.
 .  When requesting a maternity leave, provide your supervisor 

with as much advance written notice as possible of the 
anticipated date the leave will begin (30 days is preferred). 
Then work with your supervisor for a plan for the duration of 
your leave.

 .  Once you require the leave, you must let your supervisor 
know that you are requesting the beginning of your leave.

 .  You may be required to provide certification from a qualified 
healthcare provider regarding the period of disability and/or 
your ability to return to work.

 .  You will be required to use all of your accrued paid time 
off (PTO) for the second 6 weeks of your leave. After your 
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paid leave and PTO are 
exhausted, the remaining 
part of your leave will be 
unpaid.

 .  You will be responsible for 
the payment of your health 
benefits premium during 
the second 6 weeks of your 
leave in order to continue 
to receive the same group 
health coverage for the 
remainder of your leave.

 .  When you return from your leave, you will be eligible to return 
to the same position that you held prior to the leave if that 
position is still available. If that position is not available, the 
company will attempt to place you in an equivalent position. 
For contract employees, this may not be possible, especially if 
a contract ends during your maternity leave.

PATERNITY LEAVE
After twelve months of employment with Element Three, an 
employee who has worked at least 1,250 hours in the twelve months 
preceding the commencement of the leave is eligible for up to 12 
weeks of paternity leave during any 12-month period. The first 
week of paternity leave will be paid leave in the amount of the 
employee’s average salary over the previous twelve months. The 

rest of the paternity leave will be unpaid leave unless the employee 
has accrued paid time off (PTO). If the employee has accrued PTO, 
you will be required to use all of your PTO during the balance of 
your paternity leave. After your paid leave and PTO are exhausted, 
the remaining part of your leave will be unpaid.

Paternity leave may be taken for the following reasons:
  . The birth of a child
 . The placement of a child for adoption
 
Key Guidelines:
 .  Paid leave for birth or placement for adoption must conclude 

within four months of the event of the birth or placement.
 .  When requesting paternity leave, provide your supervisor 

with as much advance written notice as possible of the 
anticipated date the leave will begin (30 days is preferred). 
Then work with your supervisor for a plan for the duration 
of your leave. Once you require the leave, you must let your 
supervisor know that you are requesting the beginning of 

  your leave.
 .  You will be required to use all of your accrued paid time off 

(PTO) during your leave.
 .  After your paid leave and PTO are exhausted, the remaining 

part of your leave will be unpaid.
 .  You will be responsible for the payment of your portion of 

your health benefits premium during your leave in order to 
continue to receive the same group health coverage for the 
remainder of your leave. 
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FAMILY CARE LEAVE
Employees are entitled to use accrued paid time off (PTO) to care 
for the following:
 
 .  A child of the employee who has a health condition that 

requires treatment or supervision
 .  A family member (spouse, parent, parent-in-law, or 

grandparent of the employee) who has a serious health 
condition or an emergency condition

 . The placement of a child for foster care
 
Employees are required to provide as much advance notice of the 
need for such leave as possible. For the purposes of this policy, 
“child” means a biological, adopted or foster child, stepchild, legal 
ward, or child of a person standing in loco parentis, who is under 
18 years of age, or 18 years of age or older and incapable of self-care 
because of a mental or physical disability.
 
The normal requirements under our leave of absence and paid time 
off (PTO) policies will apply.

PERSONAL LEAVE OF ABSENCE
Regular full-time employees may be eligible for unpaid leaves 
of absence after completing one year of employment at Element 
Three. A personal leave of absence must be requested in writing 
and submitted to the employee’s supervisor as soon as the need for 

such a leave is known. Element Three may or may not grant the 
leave, at the company’s discretion, taking into consideration the 
employee’s work record, company workload, and the length and 
timing of the leave.
 
No benefits, such as paid time off (PTO) will accrue during unpaid 
leave. Group insurance coverage may terminate at the end of the 
month in which the unpaid leave of absence begins. If the employee 
desires to continue insurance coverage (and if policy provisions 
permit it), the employee must make arrangements to prepay 100% 
of his or her insurance premiums during the length of the leave.
 
This policy does not apply to unpaid maternity or family care leave.

BEREAVEMENT LEAVE
Regular full-time employees are eligible for up to five (5) days of 
leave for each instance of an immediate family member’s death. 
Three (3) of these days will be paid by Element Three (not to exceed 
6 days per year). Any subsequent days off (up to 5 days total) will 
be unpaid or may be covered by accrued PTO. A family member 
is defined as a parent, spouse, child, brother, sister, grandparent, 
grandchild, or parent-in-law, stepparent, stepchild, stepbrother, 
stepsister, brother/sister-in-law, or daughter/son-in-law.
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JURY DUTY
If you are called to serve jury duty, you may use accrued PTO if you 
wish to be paid during that time. You are required to report to work 
if you are dismissed from jury duty during your scheduled working 
hours. If taking unpaid leave, please note the purpose of “jury duty” 
on your timesheet.

MILITARY LEAVE
If you are required to attend annual military reserve training or 
other active military duty, you may use accrued Paid Time Off (PTO) 
pay if you wish to be paid during that time. If you take military leave, 
you are entitled to return to work at Element Three as provided 
under federal and state laws. See USERRA details below.
 
Uniformed Services Employment and Re-employment Rights Act:
USERRA is a federal law that establishes various rights and 
benefits for employees and applicants for employment who have 
served in the military or have engaged in other forms of protected 
governmental service. USERRA requires employers to provide 
leaves of absence and to re-employ workers who enter military 
service while employed. USERRA applies to all employers, 
regardless of size, and to all regular employees, regardless of 
position or full- or part-time status. It regulates leaves of absence 
taken by members of the uniformed services, including reservists, 
and by National Guard members for training, periods of active 

military service (whether voluntary or involuntary) and funeral 
honors duty, as well as for time spent being examined to determine 
fitness to perform such service.
USERRA provides four important benefits related to military leave:
 
 1.  Protection from discrimination on the basis of 
  military service.
 2.  Protection from termination for a period after returning 

from service.
 3.  The right to re-employment on conclusion of military service.
 4.  Certain rights in connection with pensions and other 

employee benefits plans.
 
The nature of the position the returning employee is entitled to 
depends on the duration of the military service. Generally, after 
service of 90 days or less, the employee is entitled to return to 
the same position, or the position he or she would have attained 
but for taking leave. The returning employee is entitled to all pay 
increases, seniority increases and other benefits that would have 
been earned but for the absence. This is sometimes referred to as 
the “escalator principle.” For employees returning from leaves 
longer than 90 days, employers may consider other positions that 
closely approximate the job employees would have held in terms of 
seniority, status, and pay.
 
There are three exceptions to the re-employment obligation:
 
 1.  The employer’s circumstances have so changed as to make 

such re-employment impossible or unreasonable.
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 2.   Re-employment would impose an undue hardship on 
   the employer.
 3.    The employment was for a brief, non-recurrent period with 

no reasonable expectation that such employment would 
continue indefinitely or for a significant period.

 
Subject to certain exceptions, there are several eligibility 
requirements for an employee to attain re-employment rights:
 
 .  The employee must give notice of the need to leave for 

military service. The notice may be oral; employers are not 
permitted to demand written notice.

 .  The employee must have been released from service under 
honorable conditions.

 .  The employee must not exceed five years of military leave 
with any particular employer. Annual training and monthly 
drills do not count against the cumulative total.
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FAMILY
MEDICAL LEAVE

We understand things happen. From new children to caring 

for parents, everything you need to know about FMLA 

processes can be found here.
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LEAVE ENTITLEMENTS
Eligible employees who work for a covered employer may take up to 
12 weeks of unpaid, job-protected leave in a 12-month period for the 
following reasons:
 
 .  The birth of a child or placement of a child for adoption 
  or foster care;
 .  To bond with a child (leave must be taken within 1 year 
  of child’s birth or placement);
 .  To care for the employee’s spouse, child, or parent who has a 

qualifying serious health condition;
 .  For the employee’s own qualifying serious condition that makes 

the employee unable to perform the employee’s job;
 .  For qualifying exigencies related to the foreign deployment of a 

military member who is the employee’s spouse, child, or parent.
 
An eligible employee who is a covered service member’s spouse, child, 
parent, or next of kin may also take up to 26 weeks of FMLA leave in a 
single 12-month period to care for the servicemember with a serious 
injury or illness.
 
An employee does not need to use leave in one block. When it is 
medically necessary or otherwise permitted, employees may take 
leave intermittently or on a reduced schedule.
 
Employees may choose, or an employer may require, use of accrued 
paid leave while taking FMLA leave. If an employee substitutes 
accrued paid leave for FMLA leave, the employee must comply with 
the employer’s normal paid leave policies.

BENEFITS AND PROTECTIONS
While employees are on FMLA leave, employers must continue 
health insurance coverage as if the employees were not on leave.
 
Upon return from FMLA leave, most employees must be restored 
to the same job or one nearly identical to it with equivalent pay, 
benefits, and other employment terms and conditions.
 
An employer may not interfere with an individual’s FMLA rights 
or retaliate against someone for using or trying to use FMLA 
leave, opposing any practice made unlawful by the FMLA, or being 
involved in any proceeding under or related to the FMLA.

ELIGIBILITY REQUIREMENTS
An employee who works for a covered employer must meet three 
criteria in order to be eligible for FMLA leave. The employee must:
 
 . Have worked for the employer for at least 12 months;
 .  Have at least 1,250 hours of service in the 12 months before 

taking leave;* and
 .  Work at a location where the employer has at least 50 

employees within 75 miles of the employee’s worksite.
 
*Special “hours of service” requirements apply to airline flight 
crew employees.
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REQUESTING LEAVE
Generally, employees must give 30 days’ advance notice of the 
need for FMLA leave. If it is not possible to give 30 days’ notice, 
an employee must notify the employer as soon as possible, and 
generally follow the employer’s usual procedures.
 
Employees do not have to share a medical diagnosis, but must 
provide enough information to the employer so it can determine 
if the leave qualifies for FMLA protection. Sufficient information 
could include informing an employer that the employee is or 
will be unable to perform his or her job functions, that a family 
member cannot perform daily activities, or that hospitalization or 
continuing medical treatment is necessary. Employees must inform 
the employer if the need for leave is for a reason which FMLA leave 
was previously taken or certified.   
 
Employers can require a certification or periodic recertification 
supporting the need for leave. If the employer determines that 
the certification is incomplete, it must provide a written notice 
indicating what additional information is required.

EMPLOYER RESPONSIBILITIES
Once an employer becomes aware that an employee’s need for leave 
is for a reason that may qualify under the FMLA, the employer must 
notify the employee if he or she is eligible for FMLA leave and, if 
eligible, must also provide a notice of rights and responsibilities 
under the FMLA. If the employee is not eligible, the employer must 
provide a reason for ineligibility.  
 
Employers must notify employees if leave will be designated 
as FMLA leave, and if so, how much leave will be designated as 
FMLA leave.

ENFORCEMENT
Employees may file a complaint with the U.S. Department of 
Labor, Wage and Hour Division, or may bring a private lawsuit 
against an employer.
 
The FMLA does not affect any federal or state law prohibiting 
discrimination or supersede any state or local law or collective 
bargaining agreement that provides greater family or medical 
leave rights.
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SAFETY AND
SECURITY

Marketing isn’t the most dangerous profession, but you 

never know what could happen.
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SAFETY
Employee safety depends on the safety consciousness of everyone 
in the workplace. You are expected to comply with safety rules, 
including, but not limited to:
 
 .  Report immediately any injury or accident, safety hazard, 
  or property needing repair to your supervisor or a member 
  of the executive management.
 .  Keep your individual work area clean and orderly at all times.
 .  Do not smoke or permit others to smoke inside.
 .  Do not allow unauthorized persons to operate equipment or 

to have access to restricted areas.
 .  If you are assigned a job or task requiring protective clothing 

or equipment, use it. Do not dress in a way that might 
increase the risk of a job-related injury.

 .  Store all materials and equipment in their proper places.
 .  Drive safely and courteously when operating a vehicle as part 

of work.
 .  If your job duties include lifting heavy objects, do so with the 

appropriate equipment and/or assistance.

SECURITY
Access to Element Three premises is limited to persons who have 
a legitimate reason to visit. Unauthorized persons may present a 
risk to employees, customers, or legitimate visitors. If you notice an 
unauthorized person or witness conduct that is suspicious, please 
report it immediately to a manager. If you believe there is a threat 
to personal safety, you should also summon the police immediately.

ACCIDENTS AND ACCIDENT 
REPORTS
If an employee is injured or involved in an accident on the job, 
the employee must notify his or her supervisor immediately. It 
is the supervisor’s responsibility to help evaluate the situation 
and assist in obtaining appropriate medical assistance, should 
that be necessary. As soon as practical, but no later than 24 
hours following an injury or accident, the employee must write 
a description of the circumstances surrounding the incident and 
submit it to his or her supervisor.
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INSPECTIONS AND SEARCHES
Element Three reserves the right to inspect any company property, 
including but not limited to desks, file cabinets, and any other 
storage-type device, as well as employees’ personal possessions on 
company premises. Inspections may be conducted to discourage 
theft and unauthorized possession of another’s property, to 
ensure that no violation of policy has occurred, or under any 
other circumstances deemed appropriate by Element Three. Such 
inspection can occur at any time, with or without advance notice or 
consent. An inspection may be conducted before, during, or after 
working hours by any supervisor, manager, or security personnel 
designated by Element Three. Employees are expected to cooperate 
with any security inspection. 

EVACUATION PROCEDURES
In case of a fire, fire drill, or natural disaster, employees are to 
exit the building utilizing the exit door closest to their work area. 
Employees will gather in the front parking lot of the building for a 
“roll call.”



NOTES, QUESTIONS, CONCERNS:

We know being new is hard. We also know that while this handbook 

covers a lot of information, it doesn’t cover everything. So stay curious, 

ask questions, and take it all in. You’re one of us now.



Element Three
3500 Depauw Blvd. Ste 3050, Indianapolis, IN 46268


