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Employee Handbook 
A reference Guide to INCEPT policies and procedures 

 
 
 
 
Disclaimer: The following guidelines apply to all employees at INCEPT.  The regulations contained 
within were created in order to create a sense of clarity and understanding of policy. All policies and 
regulations should be read thoroughly. Please note that this handbook contains brief statements of 
policies and procedures, does not represent a contractual commitment on the part of INCEPT and may 
be changed at any time without notice. 
 
Please seek out your employee results representative with any questions concerning this policy 
handbook and its contents. 
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DISCLAIMER 

 

INCEPT (the “Company”) has prepared the Employee Handbook solely for 

the purpose of providing you with general information regarding company 

policies and benefits.  The Employee Handbook is not a complete or all-

inclusive representation of INCEPT employee policies, procedures, and 

benefits.  INCEPT, at its option, may change, delete, suspend, or 

discontinue any part or parts of the policies in this manual at any time 

without prior notice.  Additionally, the company reserves the right to make 

final decisions regarding the interpretation and application of all policies, 

practices, and rules of conduct contained in this handbook.  If you have 

specific questions regarding INCEPT policies, procedures, and benefits, 

please contact your employee results representative.  

 

Employment is at at-will, and you or INCEPT may at any time terminate 

the employment relationship with or without cause consistent with 

applicable state or federal law.  Employment is not for a definite time 

period.  No oral or written statements, including the Employee Handbook, 

shall be interpreted in any way as altering the employment-at-will 

relationship or deemed to be an employment contract between the 

employee and INCEPT.  Consequently, the Employee Handbook’s 

corrective action procedures are merely advisory for general information, 

are not binding on the company, and may be modified at any time at 

INCEPT’s discretion. 

 

 

Employee Handbook Disclaimer 
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Introduction 
 

 
Our Mission 
 
To have productive conversations that drive meaningful results. 
 

Our Purpose 
 
To help you become the best version of yourself. 
 
 
 

Company Story 
 

Incept is a multi-channel contact center that develops lifelong relationships with you and 

your customers. For over 20 years, we have been working with some of the largest 

brands in the world to develop campaigns that strengthen relationships at every touch 

point. 

For someone to take care of your customers you need to know they are different. 

We are. From the time we take to understand your business goals before presenting a 

solution to our willingness to develop a shared-risk pricing model to the investment we 

place on creating a Top Workplace culture, we’re different in the way we approach the 

relationship with you and your customers. 

Relationships matter. 
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Introduction 

 
Values 
 

The following represents the core values established and lived on a daily basis at 
INCEPT.  They are the most critical part of what makes our company unique.  Our 
values are… 
 
Integrity 
Never settle 
Compassionate 
Everyone’s a customer 
Present 
Tenacious 
 
Integrity- Do the right thing 
We will always behave in a way that our mother would be proud of. 
We tell the truth, the whole truth and nothing but the truth. 
We will only associate with people who are completely honest and ethical. 

“If you have integrity, nothing else matters.  If you don’t have integrity, nothing 
else matters.”- Alan Simpson 

 
Never Settle- Always improve everything 
We proactively identify areas where we can improve, regardless of current performance.  
We will request input from others on where we can improve. 
We will celebrate our wins, but we won’t stop there. 
We will learn something new each day. 

“Excellent firms don’t believe in excellence---only in constant improvement and 
constant change.”- Tom Peters 

 
Compassionate- Have a positive impact on others 
We will view all of our actions through the eyes of others- first. 
We will donate 10% of the company’s earnings annually to assist others. 
We will encourage and reward our employees for volunteering their time to help others . 
  “He who gives when asked has waited too long”- Sunshine Magazine 
 
Everyone’s a customer 
We will create WOW experiences for teammates and clients. 
We will ask customers what is required to make them advocates, LISTEN to their  
 answers and then deliver it . 
We will anticipate customer needs and provide suggested improvements to address 

them. 
We will work with teammate and clients to define success, measure and achieve it. 

 “A satisfied customer is the best business strategy of all.”- Michael LeBoeuf 
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Introduction 

 
Values (cont.) 
 
 
Present- Balanced work and home life and present in both 
We understand and encourage the fact that a strong personal life is key to achieving a  
 strong professional life. 
We will encourage the discussion of and assist each other in achieving our LIFE goals. 
When at work we will avoid the distractions of personal issues, and when at home we  
 will avoid the stresses that come with the job. 

 “May you live every day of your life.”- Jonathan Swift 
 
Tenacious- Passionate and determined 
We will work with enthusiasm to accomplish any goal. 
We will persist until we are successful. 
We will be relentless in supporting our values, goals and teammates. 
  “Some people want it to happen, some wish it would happen, others make it  

happen.” – Michael Jordan 

 
 

. 
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Introduction 
 

Client / Customer Relations 
 
The success of INCEPT depends upon the quality of the relationships between 
INCEPT, our employees, our clients, our suppliers and the general public.  Our clients’ 
impression of INCEPT and their interest and willingness to contract with the purchase 
from us is greatly formed by the people who serve them.  In a sense, regardless of your 
position, you are INCEPT’s ambassador.  The more goodwill you promote, the more our 
clients will respect and appreciate you, INCEPT and INCEPT’s services. 
 
Here are several things you can do to help give clients a good impression of INCEPT: 
 
Act competently and deal with clients in a courteous and respectful manner. 
 
Communicate pleasantly and respectfully with other employees at all times. 
 
Follow up on orders and questions promptly, provide businesslike replies to inquiries 
and requests, and perform all duties in an orderly manner. 
 
Take great pride in your work and enjoy doing your very best. 
 
These are the building blocks for your and INCEPT’s continued success.  Thank you for 
adding your support. 
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Fairness and Policy Statements 
 
 

Confidentiality 
 

You have signed a copy of the following, which is in your employee file. 
 

Confidentiality Statement 
I recognize that during my employment by INCEPT I may have access to confidential 
information of the company.  This includes, but is not limited to, information not publicly 
available about the company’s development, purchasing, marketing, sales, contracts 
and costs, pricing, improvements, ideas (whether patentable or not) that are related to 
the company’s activities, and information about clients.  I understand that I am to protect 
the confidentiality of such information and that I shall not directly or indirectly use or 
disclose this confidential information without authority from an officer of this company.  I 
understand that unauthorized disclosure of confidential information will subject me to 
immediate dismissal and possible criminal and civil penalties.  I understand that some 
areas of the company may require me to sign a more detailed confidentiality statement. 

 
No one is permitted to remove or make copies of INCEPT records, reports, or 
documents without prior management approval. 
 
Due to the serious nature of this matter, the disclosure of confidential information could 
lead to dismissal. 
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Equal Employment Opportunity Policy 
 
INCEPT supports equal employment opportunity and provides equitable opportunities 
for employee advancement.  The continued success of our company is dependent upon 
the recruitment, selection, retention, and promotion of the most qualified personnel 
without regard to their sex, age, race, color, religion, disability, veteran status, or 
national origin.   
 
It is the policy of INCEPT to: 
 
* Strictly follow personnel procedures that will ensure equal opportunity for all 

people without regard to race, color, religion, creed, national origin, sex, age, 
ancestry, marital status, disability, veteran or draft status. 

 
* Comply with all the relevant and applicable provisions of the Americans with 

Disabilities Act ("ADA"). INCEPT will not discriminate against any qualified 
employee or job applicant with respect to any terms, privileges, or conditions of 
employment because of a person's physical or mental disability. 

 
* Make reasonable accommodations wherever necessary for all employees or 

applicants with disabilities, provided that the individual is otherwise qualified to 
safely perform the duties and assignments connected with the job and provided 
that any accommodations made do not require significant difficulty or expense.  

 
* Achieve understanding and acceptance of INCEPT's policy on Equal Employment 

Opportunity by all employees and by the communities in which the company 
operates. 

 
* Thoroughly investigate instances of alleged discrimination and take corrective 

action if warranted. 
 
* Be continually alert to identify and correct any practices by individuals that are at 

variance with the intent of the Equal Employment Opportunity Policy.  
 
At this time, INCEPT would like to reaffirm this policy and call upon all personnel to 
effectively pursue the policy as stated. 
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Fairness and Policy Statements 
 

Harassment 
INCEPT intends to provide a work environment that is pleasant, healthful, comfortable, 
and free from intimidation, hostility or other offenses which might interfere with work 
performance. Harassment of any sort - verbal, physical, and visual - will not be 
tolerated. 
 

What is harassment? 
Harassment does not refer to occasional comments of a socially acceptable 
nature.  Harassment is a form of inappropriate conduct that undermines the 
employment relationship.  It may be, but is not limited to words, signs, jokes, 
pranks, intimidation, physical contact, or violence.  Harassment is not necessarily 
sexual in nature.  No employee will be subjected to ethnic slurs or other verbal or 
physical conduct relating to the employee’s national origin, surname, skin color, 
gender, or age.   

 
 Responsibility 

All INCEPT employees, and particularly managers/supervisors, have a 
responsibility for keeping our work environment free of harassment. Any 
employee, who becomes aware of an incident of harassment, whether by 
witnessing the incident or being told of it, must report it to their immediate 
manager/supervisor or any management representative with whom they feel 
comfortable. When management becomes aware that harassment might exist, it 
is obligated by law to take prompt and appropriate action, whether or not the 
victim wants the company to do so. 

Reporting 

Any incidents of harassment must be immediately reported to a 
manager/supervisor or other management representative. Appropriate 
investigation and corrective action will be taken. All reports will be promptly 
investigated with due regard for the privacy of everyone involved. Any employee 
found to have harassed a fellow employee or subordinate will be subject to severe 
corrective action or possible discharge. INCEPT will also take any additional 
action necessary to appropriately remedy the situation. No adverse employment 
action will be taken for any employee making a good faith report of alleged 
harassment. 
 
INCEPT accepts no liability for harassment of one employee by another 
employee. The individual who makes unwelcome advances, threatens or in any 
way harasses another employee is personally liable for such actions and their 
consequences. INCEPT will not provide legal, financial or any other assistance to 
an individual accused of harassment if a legal complaint is filed. 
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Fairness and Policy Statements 
 

Drug-Free Workplace 
 
INCEPT is committed to providing you with a safe workplace and promoting programs 
that encourage high standards of employee health.  For your part, you are expected to 
be in suitable mental and physical condition while at work and to perform your job in a 
satisfactory manner.  Accordingly, INCEPT has established the following guidelines with 
regard to use, possession, or sale of alcohol and drugs: 
 

 INCEPT may maintain screening practices designed to prevent individuals who 
use illegal drugs or individuals whose use of legal drugs or alcohol indicates a 
potential for impaired or unsafe job performance. 

 

 The manufacture, possession, use, distribution, sale, purchase, transfer of, or 
being under the influence of, alcohol or illegal drugs is strictly prohibited while on 
INCEPT premises or while performing company business.  

 

 Employees will not be permitted to work while under the influence of drugs or 
alcohol.  Individuals who appear to be unfit for duty may be subject to a medical 
evaluation, which may include drug or alcohol screening.  Refusal to comply with a 
fitness-for-duty evaluation may result in corrective action up to and including 
discharge. 

 

 Off-the-job illegal drug use which could adversely affect an employee's job 
performance or which could jeopardize the safety of other employees, the public or 
company facilities, or where such usage could jeopardize the security of company 
finances or business records, or where such usage adversely affects customers' or 
the public's trust in the ability of the company to carry out its responsibilities, will 
not be tolerated.  Employees who are involved in or suspected of involvement in 
off-the-job drug activity will be considered in violation of this policy. 

 

 Employees undergoing prescribed medical treatment with a controlled substance 
that may affect the safe performance of their duties are required to report this 
treatment to their manager/supervisor through their personal physician. 

 
INCEPT recognizes that alcoholism/drug abuse is a form of illness that is treatable in 
nature. The company shall not discriminate against employees based on the nature of 
their illness. No employees shall have their job security threatened by their seeking of 
assistance for a substance abuse problem. The same consideration for referral and 
treatment that is afforded to other employees having non-drug/alcohol related illnesses 
shall extend to them. 
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Drug-Free Workplace (cont.) 
 

 Every effort shall be made to provide an early identification of a substance abuser, 
to work with and assist the employee in seeking and obtaining treatment without 
undue delay. 

 

 Early identification of the substance abuser shall be based upon job performance 
and related criteria, as well as resulting impairment on the job from the job 
activities. The manager/supervisor of the employee shall bring such information to 
the attention of the designated representative for further evaluation. An employee 
who voluntarily seeks treatment for a substance abuse problem that requires a 
leave of absence for treatment shall be granted such leave of absence and further 
shall be eligible for benefits under the specifications of the existing insurance 
policy. 

 
Nothing in this policy is construed to prohibit INCEPT from its responsibility to maintain 
a safe and secure work environment for its employees or from invoking such corrective  
actions as may be deemed appropriate for actions of misconduct by virtue of their 
having arisen out of the use or abuse of alcohol or drugs or both. 
 
 
 
 

Labor Unions 
 
INCEPT believes that the involvement of a third-party in the employer/employee 
relationship is unnecessary. Good management practices that encourage direct, 
productive, two-way communications are the best way to make third party 
representation absolutely unnecessary.  INCEPT is committed to the interests and 
welfare of all its employees.  It is the intent of the company to provide working 
conditions, compensation, and benefits that are favorable and competitive with those 
offered by comparable employers in the area.   
 
One of INCEPT’s primary goals is to successfully meet its responsibilities to you, our 
employee, both as an individual, and as a contributing member of INCEPT. Managing 
INCEPT in such a way that you will always be treated with respect and dignity 
accomplishes this. We believe every person deserves to be treated in this manner, in 
any situation. We also believe this principle helps make INCEPT successful. And, in this 
environment, we can work together to solve any problems that may arise. 
 
See sections “Employee Concern Resolution Process,” and “We Need Your Ideas,” for 
ways to resolve problems and have your voice heard. 
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Compensation Philosophy 
 
It is INCEPT’s desire to pay wages and salaries that are competitive with other 
employers in the marketplace in a way that will be motivational, fair and equitable, 
variable with individual and company performance and in compliance with all applicable 
statutory requirements. 
 
You are employed by INCEPT and will be carried directly on our payroll. The only 
exception to this policy is where a contract relationship exists with a bona fide 
contractor. 
 
INCEPT applies the same principles of fairness and external comparability to all 
employees, regardless of organizational level, sex, religion, national origin, age or race. 
 
Basis for Determining Pay 
 
Your pay is influenced by four factors: 
 

1. The nature and scope of the job 
 
2. What other employers pay their employees for comparable jobs 
 
3. Individual performance 

 
 4. Your work schedule 
 
When do I get paid? 
 
Our payroll workweek begins on Monday at 12:01 a.m. and ends on Sunday at 12:00 
midnight. Payday is the Thursday following the end of a pay period.  Changes will be 
made and announced in advance whenever INCEPT holidays or closings interfere with 
the normal payday. 
 
INCEPT employees may be hired under different compensation plans. Compensation 
may vary from an hourly wage to a yearly salary.  Pay periods are bi-weekly. 
Compensation and pay are discussed with employees at their time of hire. If you would 
like additional information on your compensation plan, talk with your 
manager/supervisor or contact your employee results representative.   
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Overtime Pay 
 
This policy applies to non-exempt employees only. 
 
From time to time, it may be necessary for you to perform overtime work in order to 
complete a job on time. All overtime must be approved in advance by your 
manager/supervisor. When it is necessary to work overtime, you are expected to 
cooperate as a condition of your employment. There are two types of overtime work:  

 
1. Scheduled Overtime: Scheduled overtime work is announced in advance 
and generally will involve an entire department or operation. This type of overtime 
becomes part of the required work week of the people who are members of the 
department or operation. If you need to be excused from performing scheduled 
overtime, please speak with your manager/supervisor. He or she will consider 
your situation and the requirements of the department or operation in deciding 
whether you may be excused from performing the scheduled overtime. 
 
2. Incidental Overtime: Incidental overtime is not scheduled; it becomes 
necessary in response to extenuating circumstances. It is extra time needed to 
complete work normally completed during regular hours. Incidental overtime may 
become necessary when an illness or emergency keeps co-workers from being at 
work as anticipated. It may require you to return to the workplace for emergency 
work. The opportunity to perform incidental overtime will be given first to the 
employee who normally performs the task. If that employee cannot perform the 
overtime, the manager/supervisor will offer the overtime to a suitably qualified 
person who is available to perform the overtime work.  

 
If you are a "non-exempt" employee and you perform overtime work, you will be paid 
one and one-half (1-1/2) times your regular hourly wage for any time over forty (40) 
hours per week that you work.  
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Performance Reviews 
 
Your manager/supervisor is continuously evaluating your job performance. Day-to-day 
interaction between you and your manager/supervisor should give you a sense of how 
your manager/supervisor perceives your performance.  
 
However, to avoid haphazard or incomplete evaluations, INCEPT conducts a formal 
review after three months, six months and one year and then every year thereafter for 
each employee along with periodic progress checks and additional training needs 
assessments. 
 
During formal performance reviews, your manager/supervisor will consider the following 
things, among others: 

 
 
The primary reason for performance reviews is to identify your strengths and 
weaknesses in order to reinforce your good habits and develop ways to improve in your 
weaker areas. This review also serves to make you aware of and to document how your 
job performance compares to the goals and description of your job. This is a good time 
to discuss your interests and future goals. Your manager/supervisor is interested in 
helping you to progress and grow in order to achieve personal as well as work related 
goals - perhaps he or she can recommend further training or additional opportunities for 
you.  
 
In addition to individual job performance reviews, INCEPT periodically conducts a 
review of job descriptions to insure that we are fully aware of any changes in the duties 
and responsibilities of each position, and that such changes are recognized and 
adequately compensated.  
 

 

 
 

Phone Agents 
 

 Attendance 

 Any CQ write-ups or corrective actions 

 Individual Percent To Goal 
 

Non-Phone Agents 
 

 Attendance, initiative, and effort 

 Knowledge of your work 

 Attitude and willingness 

 The quality and quantity of your work 

 The conditions under which you work 
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New Hire Rate - $9.15 per hour (when scheduled 25 hours per week or more) 
        $8.15 per hour (when scheduled less than 25 hours per week) 
 
90 Day Review     Maximum raise amount of 50 cents  
Six Month Review     Maximum raise amount of 50 cents 
One Year Review    Maximum raise amount of 50 cents 
Annual Review from this Point  Maximum raise amount of 1 dollar 
 
 
Grading Criteria Deductions for First Two Years 

 
Percent to Goal  
100% and up   Okay 
90% to 99%   Lose 10 cents 
71% to 89%    Lose 20 cents 
70% and below  Lose 30 cents 
 
CQ’s                 
None                         Okay 
Verbal Write Up  Lose 5 cents 
Written Write Up  Lose 10 cents 
Final Write Up  Lose 20 cents 
 
Corrective Actions   
None                       Okay 
Verbal Write Up  Lose 5 cents 
Written Write Up  Lose 10 cents 
Final Probation  Lose 20 cents 
 
Attendance Actions 
None    Okay 
Verbal Write Up  Lose 10 cents 
Written Write Up  Lose 20 cents 
Final Write Up  Lose 30 cents 
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Compensation and Pay Practices  

 
 
Grading Criteria for Three Years Plus 

 
The deduction amounts for the CQ’s, the Corrective Actions, and the Attendance 
Actions doubles. For an agent that is still here after three years, you would expect a 
level of maturity that really would not have any issues in any of these fields.  
 
Percent to Goal  
125% and Up  Okay 
100% to 124%  Lose 10 cents 
85% to 99%   Lose 20 cents 
84% and below   Lose 30 cents 
 
 

 
Employee of the Month receives a pay raise of 50 cents 
Most Improved Employee receives a pay raise of 25 cents 
 
 

Merit and Compensation Reviews 
 
Wage and salary increases are based on merit alone, not length-of-service or the cost-
of-living. Having your compensation reviewed does not necessarily mean that you will 
be given an increase. 
 
Any wage or salary increases will appear in the pay period ending after the dates they 
are granted. Wage and salary increases may be retroactive in the case of late reviews, 
at the discretion of the manager/supervisor. 
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Compensation and Pay Practices 

 
Work Schedule 
 
Due to the nature of our business, INCEPT operates under a wide variety of work 
schedules.  Your schedule will be determined between you and your 
manager/supervisor. 
 
You will be notified promptly whenever a change is necessary.  Should you have any 
questions concerning your work schedule, please ask your manager/supervisor. 
 
 

Time Cards 
 
By law, we are obligated to keep accurate records of the time worked by "non-exempt" 
employees.  
 
This is done by either time clock cards or other written documentation.  
 
Your time card is the only way the Employee Result Team knows how many hours you 
worked and how much to pay you. Your time card indicates when you arrived and when 
you departed. You are to punch in and out for lunch and for brief absences like a doctor 
or dentist's appointment. All employees are required to keep their manager/supervisor 
advised of their departures from and returns to the premises during the workday. 
 
You are responsible for your time card. Remember to record your time. If you forget to 
punch in or make an error on your card, your manager/supervisor must make the 
correction and you and your manager/supervisor must initial the correction. 
 
No one may record hours worked on another person’s card. Tampering with another 
person’s time card is cause for immediate dismissal of both employees. Do not alter 
another person's record, or influence anyone else to alter your record for you. In the 
event of an error in recording your time, please report the matter to your 
manager/supervisor immediately. 
 
 

Wage Garnishments 
 
Wage garnishments are court orders that legally order the company to withhold money 
from your paycheck and submit that money to an authority.  These orders usually result 
from overdue debt, delinquent federal income or state property taxes, or support order 
enforcement (i.e. child support).  We hope that you will manage your financial affairs so 
that we will not be obligated to execute garnishments against your wages.  However, 
when court ordered deductions are taken from your paycheck you will be notified.  
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Compensation and Pay Practices 
 

Other Mandatory Paycheck Deductions 
 
INCEPT is required by law to make certain deductions from your paycheck each time 
one is prepared. Among these are your federal and state taxes and your contribution to 
Social Security as required by law. These deductions will be itemized on your check 
stub. The amount of the deductions may depend on your earnings and on the 
information you furnish on your W-4 form regarding the number of 
dependents/exemptions you claim. Any change in name, address, telephone number, 
marital status or number of exemptions must be reported to your manager/supervisor or 
employee results representative immediately, to ensure proper credit for tax purposes. 
The W-2 form you receive for each year indicates precisely how much of your earnings 
were deducted for these purposes. 
 
 

Employee Referral / Recruitment Bonus 
 
You are encouraged to recommend and refer qualified candidates for employment with 
INCEPT. If you know of someone who would like to work here, we will be glad to 
consider him or her for appropriate openings. To be eligible for the bonus your name 
must appear on the application of the person you referred under the section “How did 
you learn of the job opening?” 
 
Should your candidate be hired by INCEPT to a position, and that person satisfactorily 
completes 30 days of employment, you will receive a bonus of $50.  If that person has 
been here for 3 months, you will be awarded another $100 in bonus.  A referral bonus is 
again rewarded at 6 months in the amount of $150 and one year in the amount of $200.  
The total award for a referral bonus can be as high as $500 depending on how long the 
person you refer stays with the company.  You must be actively employed with INCEPT 
to receive the bonus payout.  This bonus entitlement does not apply to individuals who 
are normally responsible for the recruiting and hiring functions, or exempt employees. 
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Benefits and Time Off 
 

Benefit Package 
 
In addition to receiving an equitable salary and having an equal opportunity for 
professional development and advancement, you may be eligible to enjoy other benefits 
that will enhance your job satisfaction. We are certain that you will agree that the 
benefits program described in this handbook represents a very large investment by 
INCEPT, and we trust that you will avoid abusing any of the program's benefits. 
 
A good benefits program is a solid investment in INCEPT and its employees. It not only 
insures the loyalty of long-time capable employees; it also helps to attract talented 
newcomers who can help INCEPT grow. INCEPT will periodically review the benefits 
program and will make modifications as appropriate to the company's condition. 
 
 

Group Insurance 
 
INCEPT is interested in the health and well being of both you and your family. A 
comprehensive insurance program is available for you and your family. We provide and 
pay a percentage of group insurance underwritten by an insurance carrier. After 
completion of 90 days (Introductory Period) and with an average of 30 hours worked per 
week, you become eligible for Medical Insurance and with a schedule of 25 hours a 
week you will become eligible for coverage for Dental, Vision and Supplementary 
Insurance (a list will be provided).  
 
Your employee results representative will explain the benefits offered by INCEPT.      

 
When/if you choose medical insurance coverage, our insurance company provides a 
booklet describing your benefits; a copy of this will be sent to you via mail when you join 
the program. 

 
In the event of your termination of employment with INCEPT or loss of eligibility to 
remain covered under our group health insurance program, you and your eligible 
dependents may have the right to continued coverage under our group insurance 
program for a limited period of time at your own expense.  
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Benefits and Time Off 
 

Worker’s Compensation 
 
Workers’ Compensation is a work-related injury or illness arising out of and in the 
course of employment. Should a work-related injury or illness occur, report it to your 
manager/supervisor immediately. Depending on the severity, it may be necessary for 
you to take a leave of absence. Contact the employee results representative for 
additional information or questions. 
 
 

Corporate Holidays 
 
In addition to your vacation days, the following holidays are observed as corporate 
holidays.  All employees will receive pay for the hours they are normally scheduled for 
on the day that the holiday falls on. (i.e. if you are scheduled for 4 hours on a Monday 
and the holiday falls on a Monday you will receive 4 hours of pay.)  If you are not 
scheduled on the day of the holiday, you will not receive holiday pay. 
 
You are not eligible to receive holiday pay during your Introductory Period of 90-days. 
Nor are you eligible to receive holiday pay if you are a temporary or contract employee. 
 

Recognized Holidays 
INCEPT recognizes the following holidays as paid holidays: 
 

Thanksgiving Day 
Christmas Day  
New Year's Day 
Memorial Day 
Independence Day   
Labor Day  

   
 We schedule all national holidays on the day designated by common business practice. 
 If a holiday occurs during your scheduled vacation, you are permitted to take an extra day of 

vacation. 
 In order to qualify for holiday pay, you must work all the scheduled hours for the pay-period 

before and the pay period that includes the holiday on a weekly basis.  This means you 
must work all of your scheduled hours per week for the 4 weeks this time period includes.  
Only absences covered by vacation time will be considered exceptions to this policy. 

 You are not eligible to receive holiday pay when you are on a leave of absence. 

 
INCEPT also recognizes Martin Luther King Jr. Day. This day is considered an 
optional day for all employees without pay. You must fill out the appropriate request 
form 7 days in advance to take advantage of this optional day.  Employees can also 
take religious holidays as optional unpaid days with the same proper notification or 
paperwork. 
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Benefits and Time Off 
 

Other Unpaid Leave 
 
Funeral (Bereavement) Leave 
 
At Incept we understand that in the event of a loss of a loved one, we all grieve 
differently.  Our goal is to provide a bereavement policy that will give each of you the 
time and flexibility to take care of yourself and your family as you grieve. 
 
In the unfortunate event of the loss of an immediate family member*, each employee 
will be granted the ability to take up to five (5) consecutive scheduled working days of 
excused (unpaid) time off.  For the loss of a family member**, each employee will have 
the ability to take up to three (3) consecutive scheduled working days of excused 
(unpaid) time off.  Bereavement leave should typically commence on the day of death, 
the day following the death, or the day of the funeral, depending on the employee's 
particular need and request. 
 
If more time is needed than allowed under this policy, employees who have vacation 
time and/or PTO (Paid Time Off) Tickets may choose to use either or both to extend the 
leave.  Additionally, employees who have vacation time and/or PTO Tickets may 
choose to use either or both in lieu of the unpaid bereavement leave to avoid loss of pay 
during the leave. 
 
Appropriate and acceptable supporting documentation must be submitted to Incept 
within 3 days of returning to work from bereavement leave in order for the leave to be 
considered excused. 
 
* An immediate family member is defined as one of the following: 

Parent, Sibling, Spouse, Child, Spouse’s Parent, Spouse’s Sibling, Spouse’s 
Child, Grandparent, Spouse's Grandparent, Grandchild or Spouse's Grandchild 
 

** A family member is defined as the following: 
Aunt, Spouse's Aunt, Uncle, Spouse's Uncle, Cousin, Spouse's Cousin, Niece, 
Spouse's Niece, Nephew or Spouse's Nephew 

 
Jury Duty 
 

It is your civic duty as a citizen to report for jury duty whenever called. If you are called 
for jury duty, we will permit you to take the necessary time off and you will not be 
required to make up any time missed because of jury duty. 
 
You must notify your manager/supervisor within forty-eight (48) hours of receipt of the 
jury summons. 
 
On any day or half-day you are not required to serve, you will be expected to return to 
work. You must present a statement of jury service to your manager/supervisor. The 
court issues this document. 
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Benefits and Time Off 
 

Leaves of Absence 
 
Occasionally, for medical, personal, or other reasons, you may need to be temporarily 
released from the duties of your job with INCEPT, but may not wish to submit your 
resignation. Under certain circumstances, you may be eligible for an unpaid leave of 
absence. Please see your manager/supervisor and employee results representative to 
discuss your situation. 
 
Should you seek a Leave of Absence, we will evaluate such a request based on 
particular circumstances present at that time, including but not limited to your current 
and anticipated work responsibilities, performance, company needs, etc.   
INCEPT reserves the right to refuse a request not legally specified at its sole discretion. 

 
Medical Leave 
Employees, who have worked for INCEPT for one calendar year and have worked 1250 
hours or more in that year, are eligible to take leave under the Family Medical Leave 
Act.  This act grants anyone who qualifies of up to 12 weeks of unpaid, job-protected 
leave for family related events such as the birth or adoption of a child, or a serious 
health condition of yourself or an immediate family member (wife, husband, mother, 
father, brother, sister, son or daughter.)   To qualify for this leave, an employee must 
submit a written request for the leave.  Paperwork will then be given to you by the 
Employee Results Team to be completed by your family physician in the case of 
needing medical leave, to determine if you qualify.  Your employee results 
representative will give a Company response as to whether or not the leave will be 
granted to you.   
 
If you have a medically justified disability (other than pregnancy), that prevents you from 
working for longer than six (6) weeks and you have not been here for a year you may 
also request to take a leave.  When you are ready to return to work we will do our best 
to reinstate you to your position or a similar position, but we cannot guarantee that your 
job or any job will be available.  It is the employee’s responsibility to notify the company 
of any changes in the duration of the leave. 
 
Educational Leave 
An educational leave of absence may be approved if the desired curriculum is of mutual 
benefit to you and to INCEPT. Apply in the same manner as you would for a personal 
leave of absence. 
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Benefits and Time Off 
 

Leaves of Absence  

 
Military Leave 
If you are an INCEPT employee and are inducted into the U.S. Armed  
Forces, you will be eligible for re-employment after completing military service, 
provided:  

 You show your orders to your manager/supervisor as soon as you receive them. 

 You satisfactorily complete your active duty service. 

 You enter the military service directly from your employment with INCEPT. 

 You apply for and are available for re-employment within ninety (90) days after 
discharge from active duty. If you are returning from up to six (6) months active duty 
for training, you must apply within a reasonable time (usually thirty (30) days) after 
discharge. 

Reserves or National Guard Leave 
Employees who serve in U. S. military organizations or state militia groups may take the 
necessary time off without pay to fulfill this obligation, and will retain all of their legal 
rights for continued employment under existing laws. These employees may apply 
accrued personal leave and unused earned vacation time to the leave if they wish; 
however, they are not obliged to do so.  You are expected to notify your 
manager/supervisor as soon as you are aware of the dates you will be on duty so that 
arrangements can be made for replacement during this absence. 
Personal Leave  
In very special circumstances, INCEPT may grant a leave for a personal reason, but 
never for taking employment elsewhere or going into business for yourself. You should 
request an unpaid personal leave of absence from your manager/supervisor. A personal 
leave of absence must not interfere with the operations of your department or INCEPT. 
Your manager/supervisor will submit your request to the appropriate member of 
management for final approval.  A personal leave of absence may be granted for up to 
thirty (30) days. If your leave is extended for more than thirty (30) days, vacation and 
other benefits will no longer continue to accrue. Consult your group insurance booklet to 
determine your insurance coverage during a leave of absence. Failure to return from a 
leave at the time agreed will result in termination of employment. 
Insurance Coverage during LOA 
INCEPT will continue to pay our share of insurance premiums for employee coverage 
and dependent coverage, (a maximum number of weeks to be determined), while you 
are on a disability leave of absence. While you are on any other type of unpaid leave of 
absence from INCEPT, you will be responsible for paying the total premiums for your 
coverage and that of your dependents while on leave. Failure to do so may result in loss 
of coverage and possible refusal by the insurance carrier to allow your coverage to be 
reinstated. 
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Benefits and Time Off 
 

Vacation Time 
 
Vacation is a time for you to rest, relax, and pursue special interests. INCEPT has 
provided paid vacation as one of the many ways in which we show our appreciation for 
your loyalty and continued service.  
 
You are not eligible for paid vacation during your Introductory Period. Nor are you 
eligible for paid vacation if you are a temporary or contract employee. 
 
How much vacation do I get? 
Full-time employees are eligible for vacation after the completion of one full year of 
service. The vacation accrual rate is based on the following: 

 You will receive one week of vacation time after one year of service. 

 You will receive two weeks of vacation time following your second, third and fourth 
year of service. 

 You will receive three weeks of vacation time following the completion of five years 
of service and every year thereafter. 

 
Employees are eligible for the average amount of their weekly hours scheduled after the 
completion of one full year of service.  For example if you are scheduled 26 weeks at 30 
hours per week, and 26 weeks at 20 hours per week, you would be granted 25 hours of 
paid time off at your one-year anniversary date. 
 
Vacation Policies 
Every effort will be made to grant you your vacation at the time you desire. However, 
vacations cannot interfere with your department's operation and therefore must be 
approved by your manager/supervisor at least seventy-two (72 hours) in advance. 

 If you are on an approved leave of absence for less than thirty (30) days, your 
vacation eligibility will not be affected; should the leave extend beyond thirty (30) 
days, vacation time will not continue to accrue. 

 Vacation time must be used from the date it was awarded until 1 year after the 
anniversary date and may not be carried over. 

 If you resign your position and have vacation time accrued, you must submit a 
written request to have all of your remaining vacation time added to your last 
paycheck along with your 2 week resignation notice. 

 If you submit a vacation form for a specific date or dates and you come to work 
instead of taking the time off, your vacation form will become void and you will not be 
paid for the vacation hours.  If you work a partial day, you will be paid the difference 
between what you were originally scheduled and what you worked in vacation hours. 
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Employment Practices 
 

Employee Status  
 
Exempt employees are any individuals whose duties and responsibilities are of an 
executive, administrative, or professional character as described under the Fair Labor 
Standards Act (FLSA).  Therefore, they are exempt from the provisions of the FLSA.  
Exempt employees are not entitled to overtime pay, irrespective of the number of hours 
worked per week.  If you are an exempt employee, you will be notified of this 
classification at the time you are hired, transferred, or promoted.   
 
Non-exempt employees are covered by the provision of the FLSA including overtime 
payments if more than forty (40) hours a week are worked.   
 
 

Introductory Period 
 
To ensure a satisfying working environment, you will enter a 90-calendar day 
introductory period.  This will provide you an opportunity to demonstrate individual 
abilities, skills and interests, and time to decide if you are satisfied with the new position. 
While under the 90-day introductory period all employee policies and practices will 
apply.  Along with your 90-day introductory period you will have at a minimum of 5-day 
training period. During this period, you will be closely evaluated on performance and 
attendance.  At the end of your outlined training period you will be required to pass a 
graduation process conducted by your trainer and another member of management.  
Failure to pass this graduation assessment may result in termination of employment. 

 
Hiring of Relatives 
 
INCEPT does allow the hiring of your relatives as long as there is no potential for 
conflict of interest in business decisions. 
 
If you or any member of your immediate family are employed by INCEPT, one may not 
supervise the other. If the employees are unable to develop a workable solution, the 
Employee Results Manager of INCEPT will decide which employee may be transferred 
in such situations. For purposes of this section, your immediate family includes your 
spouse, your children, your siblings, your parents, your grandparents, and your 
spouse's children, siblings, parents and grandparents. 
 
 

Employment of Spouse by a Competitor 
 
Should your spouse accept employment with a competitor firm, INCEPT reserves the 
right to terminate your employment with us. Furthermore, if your spouse should be 
employed by a competitor firm, INCEPT reserves the right not to hire you or terminate 
your employment with us. 
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Employment Practices 
 

Employee Records 
 
Keeping your personnel file up-to-date can be important to you with regard to personal 
information regarding change in name, address or phone number, pay, deductions, 
benefits and other matters. If you have a change in any of the following items, please be 
sure to notify your manager/supervisor or employee results representative as soon as 
possible:  
 

1. Legal name 
2. Home address 
3. Home telephone number and a relative or friend  
4.   Person to call in case of emergency  
5.   Number of dependents 
6. Marital status 
7. Change of beneficiary 
8. Driving record or status of driver's license, if you operate any INCEPT 

Corporation vehicles 
9. Military or draft status 
10. Exemptions on your W-4 tax form 

 
Coverage or benefits that you and your family may receive under INCEPT’s benefits 
package could be negatively affected if the information in your personnel file is 
incorrect.  
 
INCEPT refers to your personnel file when we need to make decisions in connection 
with promotions and other personnel matters. It is to your benefit to be sure that your 
personnel file includes information about completion of educational or training courses, 
outside civic activities, and areas of interest and skills that may not be part of your 
current position here. 
 
To protect your right to privacy, your personnel record will not be disclosed to 
unauthorized sources. You may review your own file. To make the necessary 
arrangements, contact your employee results representative. 
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Lunch and Breaks 
 
Breaks  
You are entitled to one (1) eight (8) minute paid breaks each eight-hour (or more) day.  
If you work in a department where breaks are not directly assigned, please coordinate 
with your co-workers to maintain adequate coverage at all times. Always be sure to 
return to work on time at the end of any break.  
 
In the unlikely event of an emergency or unusual condition, your manager/supervisor 
may ask you to change or postpone your break in order to finish a particular project.  
 

 
Lunch / Dinner 
If you work (6) hours or more, you will be given an unpaid lunch/dinner period of thirty 
minutes. The time when lunch periods are scheduled varies among departments, 
depending on the needs of each department.  Your manager/supervisor will give you 
your lunch/dinner period schedule. 
 
You are expected to take your full-allotted time for lunch. You are not to perform any 
work during your regularly scheduled lunch period, unless specifically requested to do 
so by your manager/supervisor. In that event, your lunch will be rescheduled or you will 
be paid for the time that you worked. You may leave the premises during your lunch 
period; however, you must punch in and out. It is important to return to work on time at 
the end of your lunch period. 
 
 
Lunch/Dinner Room Facility 
For your convenience and comfort, INCEPT provides a lunchroom equipped with a 
microwave oven and a refrigerator for employees who want to bring their lunch from 
home.  
 
This area is for everyone's use. It is your responsibility to do your share in keeping this 
facility clean and sanitary. Please clean up after yourself.  
 
If for any reason the machines are not functioning properly or you are dissatisfied with 
the service, please report the condition to your manager/supervisor. Please remember 
to use containers with reliable seals and label your food with your name and date. The 
refrigerator is cleaned out every Monday morning, and all remaining food will be thrown 
away. 
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Employment Practices 
 

Attendance 
 
You play an important part in accomplishing INCEPT objectives so, naturally, you are 
expected to be on time when the workday begins and when returning from lunch and 
break periods. 
 
Absence and punctuality are important factors considered whenever a pay increase or 
promotion is pending. 
 
Be aware that excessive time off will lead to corrective action and termination.  All 
corrective action and incident explanations are reported within Incept’s Payroll provider 
system, Paycor.  Upon hire all employees will be provided with access to the Paycor 
system via internet web address.  Employees will be responsible for checking and 
verifying their personal attendance information to ensure its accuracy.   
 
If an employee has difficulty logging into the Paycor system it is their responsibility to 
seek the assistance of the Employee Results Team. 
 
Work Schedule 
You will choose your schedule at the inception of your employment and you will be 
expected to keep that schedule until notifying your manager/supervisor that a change is 
needed. Should you have any questions concerning your work schedule, please ask 
your manager/supervisor. 
 
Attendance 12 point system 
 

 Upon hire you begin with 0 points and the system goes up to 12 points total 

 1 point is given for each shift an employee Calls Off - 2 points given on Saturday 
and/or Sunday for Saves Division AND 2 points given on Monday and/or 
Tuesday for Results division 

 Call Off is defined as not working your entire shift or working 50% or less 
of your scheduled shift  

 0.50 point for Tardiness  - 1 point given on Saturday and/or Sunday for Saves 
Division AND 1 point given on Monday and/or Tuesday for Results division 

 Tardiness is defined as being 1 minute late, up to missing 49% of your 
scheduled shift – if 50% or more is missed the infraction is considered a 
Call Off 

 0.50 point for Leaving Work Early - 1 point given on Saturday and/or Sunday for 
Saves Division AND 1 point given on Monday and/or Tuesday for Results 
division 

 Leaving Work Early is defined as leaving 1 minute early up to 49% of 
scheduled shift – if 50% or more is missed the infraction is considered a 
Call Off 

 If an employee misses 3 or more days consecutively and has a documented and 
verifiable medical excuse, 0.50 point will be given back for each full shift missed. 
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 FMLA time is excused and points are not recorded if proper paper work is 
completed and submitted to the Employee Results Department 

 Unpaid Excused Personal Days may be used for time missed with no notice and 
no points will be awarded  (Schedule Adherence benefits are lost if Vacation 
Time, PTO Tickets or Unpaid Excused Sick Days are used for missed time) 

 Vacation Time (if applicable on the day) or PTO Tickets (if applicable on the day) 
may be used for time missed with no notice to avoid loss of compensation; points 
will be awarded as usual (Schedule Adherence benefits are lost if Vacation Time 
or PTO Tickets are used for missed time) 

 Points fall off 1 year after infraction 
 
 
Performance Improvement Plan: 
     Verbal Warning   4 pts 
     Written Warning   7 pts 
     Final Probation   10 pts 
     Termination   12 pts 

 
Three (3) unpaid excused personal days are awarded after your 90 day probation 
period from your hire date and expire on your 1 year anniversary – three (3) unpaid 
excused personal days are given every year on your anniversary date (no points given 
when used). These do NOT carry over from year to year. 
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Employment Practices 
 

Attendance (con’t) 
 
Absence 
An absence is defined as any scheduled work time missed due to personal illness, 
injury or any other reason other than company-approved excused time off.   To promote 
fair, consistent treatment for all employees, INCEPT maintains attendance guidelines 
that recognize there may be circumstances beyond an employee’s control which require 
an absence from work.  The company is not required to compensate an excused 
absence. Absences for the following reasons are excused when the required 
justification is presented: 
 

Excused Absences Required Justification 
 

Corporate Closing 
Official management notification of 
closing 

Absences covered under the Family 
and Medical Leave Act 

Completion of required forms and 
approval of EMPLOYEE RESULTS 
TEAM and management 

Military Leave 
Military Orders 

Jury Duty 
 Summons 

Funeral Leave 
Management approval 

 
 

Pre-scheduled absence 
Management approval: Request for 
absence must be completed and 
approved 72-hours prior to the 
requested date.  You are required to 
make-up the missed hours within 14 
days prior to the requested time off. 
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Employment Practices 
 

Attendance (con’t) 
 
Record of Absence or Lateness 
If you are absent five (5) or more days because of illness, you are required to provide 
written documentation from a doctor that you are able to resume normal work duties 
before you will be allowed to return to work. You will be responsible for any charges 
made by your doctor for this documentation. 
  
Reporting Absence 
If you are unable to report to work, or if you will arrive late, it’s important that you 
personally notify your manager/supervisor as soon as possible; you are required to do 
so within three hours of your normal starting time each day that you are absent.  Your 
unplanned absence must be reported to your immediate manager/supervisor or a 
designated representative.  Failure to report to work or to notify your 
manager/supervisor will be considered a failure to report (No Call No Show – NCNS).  
The first failure to report will result in immediate final write up.  The second failure to 
report within a calendar year will result in immediate dismissal of employment. If there is 
a case in which you are planning an absence from work, you must notify your 
manager/supervisor at least 72-hours before the date on which you plan to begin your 
time off from work.  You are required to make-up the missed hours within the 14 days 
prior to the date requested off – failure to do so will result in corrective action.  
Management will determine if the request is suitable to the work schedule at that time. 
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Performance Policy 

 
At INCEPT we pride ourselves in giving our clients quality service. Because of this, we 
have set very high standards for our Conversational Marketing Experts (CME). The 
below policies will apply when an employee is not within performance guidelines.  
 

 If the employee is trained on another program that is running, they will be given the 
option to call that program with the same expectations of being at goal. This option 
will only be given if the program needs additional hours and sales. 

 

 If the employee does not know any additional programs they will be sent home for 
the remainder of their shift. 

 
If any employee is sent home due to performance, they will not be eligible for perfect 
attendance, true perfect attendance, or paid holidays, as per management discretion. 
However, if the time that is missed is made up before the end of the week then the 
employee will be eligible for perfect attendance and holiday pay. 

 
Productivity Standard (Percent To Pink / Percent To Goal) 
 
All employees must meet the minimum weekly (Monday to Sunday) productivity 
standard, based on their weekly performance following an initial 28 days (4 weeks) of 
hire date. Any employee with a weekly Percent To Pink for all Blood Bank Programs at 
or below 99.99% of pink and/or for all non-Blood Bank Program Percent To Goal at or 
below 74.99% of goal for two (2) consecutive weeks, will go into the corrective action 
process for productivity standard.  
 
 
The productivity standard corrective action process is as follows: 
 

 Verbal Write up 

 Written Write Up 

 Final Write Up 

 Termination 
The following write-ups are in effect for 4 weeks 
 
**If any employee is placed on a final write up twice within a calendar year for the same 
infraction, he or she may be subject to termination. This is for all final write up given for 
any violation. 
 
** Management discretion will be used with regard to test programs or special projects 
with regard to this policy. 
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Employment Practices  
 

Productivity Capacity (ProCap) 
 

It is imperative that we maintain productivity while at work.  All employees must meet 
the minimum weekly productivity capacity standard, based on their weekly productivity 
following an initial 28 days (4 week) of hire date.  Any employee with a ProCap 
percentage of 84.99% or below for Results Division or 89.99% or below for Saves 
Division for two consecutive weeks or 2 weeks during a rolling 4 week period will go into 
the correction action process for ProCap. 

 
The productivity standard corrective action process is as follows: 
 

 Verbal Write up 

 Written Write Up 

 Final Write Up 

 Termination 
 

The above write-ups are in effect for 4 weeks 
 
**If any employee is placed on a final write up twice within a calendar year for the same 
infraction, he or she may be subject to termination. This is for all final write up given for 
any violation. 
 
** Management discretion will be used with regard to test programs, trainings, medical 
conditions and other issues related to this policy. 
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Dress Code 
 

Our guiding principle is as follows: 
 
I will dress with respect for myself, my co-workers, my company, and our clients.  My 
clothing will reflect our values and will enable my ability to make productive conversations 
that drive meaningful results. 
 

 
The office attire when clients are at INCEPT is business casual attire.  When 
attending outside business meetings, or when we have customer meetings or visitors in 
our facility, professional business attire must be worn. When visitors are in our facility 
there will be NO JEANS/NO DENIM PANTS/NO LEGGINGS allowed. Our appearance 
reflects pride in our work and affects the opinions formed by our customers and clients.  
Since each employee is a personal representative of INCEPT to our customers, clients, 
and visitors, the very best standards of personal appearance must be maintained and 
enforced. Please contact your manager/supervisor or employee results representative 
for additional details.  This list defines what is appropriate attire for different business 
occasions under our business casual policy: All clothing must be clean and ironed.  
Hair must be clean and neatly combed.  Shoes must be neat and clean.  If you do 
not see an article of clothing on this list, assume it is not acceptable to wear to 
work.   
 

Men        Women 

Shirts        Shirts 
1. Collared Shirts and must be tucked in   1. Collared Shirts 
2. Sweaters  (see guidelines below)      2. Sweaters 
        3. Tunic Style shirts     
        4. Conservative Tops / Blouses  
              (No Sleeveless) 
                  
Pants        Pants 
1. Dress Slacks      1. Dress Slacks 
2. Khaki Style Slacks     2. Khaki Style Slacks 
3. Cargo Pants      4. Corduroys 
4. Corduroys       5. Skits/Dresses (no shorter than 

 2 inches above the knee)  
6. Capris      

Misc. Business Casual  
1. Casual/Dress Shoes must be worn for business casual (no tennis shoes or flip 

flops). 
2. Gentleman must wear leather style belts at all times and have their shirts tucked in 

at all times as well. 
3. Ladies do not have to tuck in shirts, but they must be appropriate length and must 

not expose any skin in the midriff area, even when seated at a workstation. 
4. Jewelry can be worn. Tongue rings may be worn as long as they do not interfere  

with your speaking clearly on the telephone. 
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5. Please allow common sense to dictate the amount of perfume and colognes and 
lotions you wear.  Be aware that there are others around you that may be sensitive 
to these fragrances. 

6. Coats may not be worn to cover up dress code violations; you are still in violation 
and will be documented or sent home, depending on the severity and circumstances 
of the violation. 

7. Sunglasses may not be worn in the call center, except when prescribed by a doctor 
for medical reasons.  You are responsible for providing this documentation. 

 
 

NOTE:  Management discretion will be used in all cases to determine if clothing is 
acceptable.  If you have any questions on whether or not your clothing is acceptable, 
please bring an additional article of clothing. 

 
 

IF THERE IS A DOUBT – DO NOT WEAR IT 
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Smoking and Use of Tobacco at Work 
 
INCEPT is committed to a healthy work environment and encourages healthy lifestyles.  
The use of any tobacco products is not allowed in the workplace.   Our building permits 
employees (and visitors) to smoke in designated areas only during regularly scheduled 
break and lunch periods. 
 
 

Solicitations 
 
Solicitation for any cause during working time and in working areas is not permitted. 
You are not permitted to distribute non-company literature in work areas at any time 
during working time.  
 
Persons not employed by INCEPT are prohibited from soliciting or distributing literature 
on company property.  
 
 

Promotions and Transfers 
 
Promotions 
It is our policy to advise all employees about advancement opportunities by means of 
bulletin boards or other suitable methods. Please submit your request for consideration 
for a specific position directly to your employee results representative. 
 
Whenever a position becomes available, every effort will be made to fill it by promoting 
a qualified employee. Jobs will be awarded based on individual ability and past job 
performance, as well as length of service if two people have similar qualifications. By 
utilizing all opportunities for education and performing your job excellently, you may 
become qualified to fill a position of greater skill, responsibility and value at INCEPT. 
INCEPT will always continue to look outside the company for potential employees as 
well. 
 
Transfers 
Transfer from one position to another may be required or requested from time to time. 
Such transfers (up, down, or laterally) will be made with a possible adjustment in pay.  
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Employment Practices 
 

Leaving the Company 
 
Resignation 
While we hope both you and INCEPT will mutually benefit from your continued 
employment, we realize that it may become necessary for you to leave your job with 
INCEPT. If you anticipate having to resign your position with INCEPT, you are expected 
to notify your manager/supervisor at least two (2) weeks in advance of the date that you 
must leave and must request any vacation time to be paid on your last paycheck along 
with your resignation. 
 
Exit Interviews 
In instances where an employee voluntarily leaves our employment, INCEPT 
management would like to discuss your reasons for leaving and any other impressions 
that you may have about INCEPT. If you decide to leave, you will be asked to grant us 
the privilege of an exit interview. During the exit interview, you can express yourself 
freely. It is hoped that this exit interview will help us part friends, as well as provide 
insights into possible improvements that we can make. All information will be kept 
strictly confidential and will in no way affect any reference information that INCEPT 
management will provide another employer about you. 
 
 
 

Returning to the Company 
 
Depending on the circumstances, INCEPT may consider a former employee for re-
employment. Such applicants are subject to INCEPT's usual pre-employment 
procedures. To be considered, an applicant must have been in good standing at the 
time of his/her termination of employment with INCEPT and must have provided at least 
two weeks advance notice of his/her intention to terminate employment with INCEPT. 
 
 
 

Emergency Closings 
 
For your safety and welfare, INCEPT may close company facilities if management 
determines adverse and severe weather conditions exist or if emergencies occur.  If, on 
a rare occasion, it is necessary to close the facility, management officials will contact 
designated emergency broadcast media outlets as soon as possible.  Unless you 
specifically hear a media announcement or receive management communication stating 
that your company is closed, you are expected to report to work as usual.   
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Performance and Conduct 
 

General Conduct and Performance 
 
Whenever people gather together to achieve goals some rules of conduct are needed to 
help everyone work together efficiently, effectively, and harmoniously. Some people 
have problems with "rules" and "authority figures," and past experience may have 
justified these thoughts and feelings; however, at INCEPT, we hold ourselves to a high 
standard of quality where the rules and authority figures simply assure that quality is 
maintained. 
 
By accepting employment with us, you have a responsibility to INCEPT and to your 
fellow employees to adhere to certain rules of behavior and conduct. The purpose of 
these rules is not to restrict your rights, but rather to be certain that you understand 
what conduct is expected and necessary. When each person is aware that he or she 
can fully depend upon fellow workers to follow the rules of conduct, then the 
organization will be a better place to work for everyone. 
 
What is expected of me? 
Occurrences of any of the following examples of general misconduct, as well as 
violations of any INCEPT rules or policies, may result in corrective action. Additional 
offenses whether it is of the same or another type of misconduct, will lead to more 
severe corrective action up to and including termination. This list is not all-inclusive and, 
notwithstanding this list, all employees remain employed "at will." 
 

 Unsatisfactory or careless work; failure to meet production or quality standards as 
explained to you by your manager/supervisor; mistakes due to carelessness or 
failure to get necessary instructions.  

 

 Leaving work before the end of a workday or not being ready to work at the start 
of a workday without approval of your manager/supervisor; stopping work before 
time specified for such purposes. 

 

 Sleeping on the job, loitering or loafing during working hours. 
 

 Any use of company telephone for personal calls. 
 

 Leaving your workstation during your work hours without prior notification and/or 
approval of your manager/supervisor. 

 

 Smoking in restricted areas or at non-designated times, as specified by 
department rules. 

 

 Creating or contributing to unsanitary conditions. 
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Performance and Conduct  
 
General Conduct and Performance (cont’) 
 

 Posting, removing or altering notices on any bulletin board on company property 
without permission of an officer of INCEPT. 

 

 Failure to report an absence or late arrival, excessive absence or lateness. 
 

 Filling your own order or invoicing your own order. 
 

 Buying company affiliated merchandise for resale. 
 

 Failure to immediately report damage to, or an accident involving company 
equipment. 

 

 Soliciting during working hours and/or in working areas; selling merchandise or 
collecting funds of any kind for charities or others without authorization during 
business hours, or at a time or place that interferes with the work of another 
employee on company premises. 

 

 Failure to maintain a neat and clean appearance in terms of the standards 
established by your manager/supervisor; any departure from accepted 
conventional modes of dress or personal grooming; wearing improper or unsafe 
clothing. 

 

 Eating food in undesignated areas or at your workstation. 
 

 Failure to use your timecard; alteration of your own timecard or records or 
attendance documents; punching or altering another employee's timecard or 
records, or causing someone to alter your timecard or records. 
 

 Parking in reserved, handicap, or visitor parking spots without appropriate 
permission. 
 

 Use of a cellular or other electronic device while in the contact center. 
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Performance and Conduct 
 

Corrective Action 
 
Your manager/supervisor is responsible for determining whether you are following the 
company’s standards of conduct. In making this determination, the facts and any 
mitigating circumstances that might explain your behavior will be examined. Additional 
factors will also be considered such as whether your conduct adversely affects 
company business interests; you have endangered other employees or disrupted the 
work environment, and whether your conduct was intentional. 
 
If appropriate, you may be counseled and given the opportunity to explain your conduct 
before corrective action is taken. In some circumstances, you may be suspended 
pending an investigation.    
 

 
The Corrective Action Process 

 
In general, there is a progress process that serves as a corrective action guideline and 
will stay in effect for 90 days unless otherwise stated on the any of the following  
write ups -  
 

1) Verbal Write Up 
 
2) Written Write Up 
 
3) Final Write Up 
 
4) Termination (voluntary and involuntary) 

 
The significance and timing of the offense will determine the appropriate step(s) that will 
be taken. 
 
 
**If any employee is placed on a final write up twice within a calendar year for the same 
infraction, he or she may be subject to termination. This is for all final write up given for 
any violation. 
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Performance and Conduct 
 

Serious Misconduct 
 
Occurrences of any of the following examples of serious misconduct may be grounds 
for immediate termination: 
 

 Willful violation of any company rule or any deliberate action that is extreme in 
nature and is obviously detrimental to INCEPT's efforts to operate profitably. 

 

 Willful violation of security or safety rules or failure to observe safety rules or 
INCEPT’s safety practices; failure to wear required safety equipment; tampering 
with INCEPT equipment or safety equipment. 

 

 Absence of two days in a calendar without proper notification to the company. 
 

 Any act of harassment, sexual, racial or other, telling sexist or racial-type jokes, 
making racial or ethnic slurs   

 

 Negligence or any careless action which endangers the life or safety of another 
person. 

 

 Serious or continued motor vehicle violations for employees where driving is a 
necessary function of the job. 

 

 Being intoxicated or under the influence of controlled substance drugs while at 
work; use or possession or sale of controlled substance drugs in any quantity 
while on company premises except medications prescribed by a physician which 
does not impair work performance. 

 

 Unauthorized possession of dangerous or illegal firearms, weapons or explosives 
on company property or while on duty. 

 

 Engaging in criminal conduct or acts of violence, or making threats of violence 
toward anyone on company premises or when representing INCEPT, fighting, or 
horseplay or provoking a fight on company property, or negligent damage of 
property. 

 

 Insubordination or refusing to obey instructions properly issued by your 
manager/supervisor pertaining to your work, refusal to help out on a special 
assignment.  

 

 Intentional avoidance of performing job duties. 
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Performance and Conduct 
 

Serious Misconduct (cont’) 
 

 Threatening, intimidating or coercing fellow employees on or off the premises - at 
any time, for any purpose. 

 

 Engaging in an act of sabotage; willfully or with gross negligence causing the 
destruction or damage of company property, or the property of fellow employees, 
clients, suppliers, or visitors in any manner. 

 

 Theft of company property or the property of fellow employees; unauthorized 
possession or removal of any company property, including documents, from the 
premises without prior permission from management; unauthorized use of 
company equipment or property for personal reasons; using company equipment 
for profit. 

 

 Dishonesty; falsification of coding calls; falsification or misrepresentation on your 
application for employment or other work records; lying about sick or personal 
leave; falsifying reason for a leave of absence or other data requested by 
INCEPT; alteration or misrepresentation of company records or other company 
documents. 

 

 Violating the non-disclosure agreement; giving confidential or proprietary INCEPT 
information to competitors or other organizations or to unauthorized INCEPT 
employees; working for a competing business while an INCEPT employee; 
breach of confidentiality of personnel information. 

 

 Malicious gossip and/or spreading rumors; engaging in behavior designed to 
create discord and lack of harmony; interfering with another employee on the job; 
willfully restricting work output or encouraging others to do the same. 

 

 Immoral conduct or indecency on company property. 
 

 Conducting a lottery or gambling on company premises. 
 

 Using company equipment (such as the computer/Internet) for non job-related 
projects without expressed approval of your manager/supervisor. 
 

 Obscene or abusive language toward any manager/supervisor, employee or 
customer; indifference or rudeness towards a client/customer or fellow employee; 
any disorderly/antagonistic conduct on company premises. 
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Performance and Conduct 
 

Conversational Quality Policy (Non Stamps.com Calls) 
 
At INCEPT we are committed to giving our clients quality service. Due to this 
commitment, each Conversational Marketing Expert (CME) employed with INCEPT 
must maintain a conversational quality score of 3.0 or better at all times.  
 
If an employee does not maintain the required 3.0 score, then the following corrective 
action will be taken… 

Verbal Write Up 
 The employee must receive 2 conversational quality scores of a 3.3 or better 

Written Write Up 
The employee must receive 3 conversational quality scores of an 3.3 or better 

Final Write Up 
The employee must receive 4 conversational quality scores of an 3.3 or better  

Termination 
If the employee does not receive the 4 scores of 3.3 or better employment will  

           be immediately terminated. 
 
**Write Up will stay in effect for 6 months unless otherwise stated. 
 
**If any employee is placed on a final probation twice within a calendar year for the 
same infraction, he or she may be subject to termination. This is for all final write up 
given for any violation. 
 

Conversational Quality Policy (Stamps.com Calls) 
 
At INCEPT we are committed to giving our clients quality service. Due to this 
commitment, each Conversational Marketing Expert (CME) calling Stamps.com and 
employed with INCEPT must maintain accountability for specific categories within their 
calls. 
 
If an employee receives a “Return to Sender” or “Lost Package” on their CQ they will 
receive occurrences.  Occurrences remain in effect for 1 year.  The following corrective 
action will be taken for the following categories… 
 

1. Be Passionate! 
2. Be of Service! 
3. Be Resolutionary! (Resolve the Issue) 
4. Be Resolutionary! (Meaningful Suggestions) 
5. Cultivate Great Relationships! (Build Rapport) 
6. Cultivate Great Relationships! (Demonstrate Empathy) 
7. Cultivate Great Relationships! (Be Respectful) 
8. Listen Generously! 
9. Thanks the customer for their continued service 
10. Share in the customer’s success 
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11. Laugh with the customer 
12. Verification 
13. Professional Communication 
14. Followed Company Policies 
15. Provided Accurate Information 
16. Back-End Execution (Yes/No) 
 
Verbal Write Up – 21-26 occurrences in 6 months 
Written Write Up – 27-32 occurrences in 6 months 
Final Write Up – 33-38 occurrences in 6 months 
Termination – 39 or more occurrences in 6 months 

 
The following separate corrective action will be taken for the following categories… 

1. Greeting 
2. Hold 
3. Transfer 
4. Additional Assistance 
5. Closing 
6. RNT Disposition 
7. RNT Notes 

 
Verbal Write Up – 21-26 occurrences in 6 months 
Written Write Up – 27-32 occurrences in 6 months 
Final Write Up – 33-38 occurrences in 6 months 
Termination – 39 or more occurrences in 6 months 

 

Complaint Policy 
If there is a complaint regarding a call that was made by an employee of INCEPT the 
following corrective action will apply… 
 
     Verbal Write Up – first complaint in a 6 month period 
     Written Write Up – second complaint in a 6 month period 
     Final Write Up – third complaint in a 6 month period 
     Termination – fourth complaint in a 6 month period 
 
 
Management reserves the right to bypass the complaint process and go directly to 
termination based on the severity of the complaint. 
 
**Write Up will stay in effect for 6 months unless otherwise stated.  
 
**If any employee is placed on a final probation twice within a calendar year for the 
same infraction, he or she may be subject to termination. This is for all final write up 
given for any violation. 
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Performance and Conduct 
 

Employee Concern Resolution Process 
 
INCEPT is committed to ensure that an orderly, safe, and healthy environment is 
provided for you in which to work.  In order to provide this environment and foster good 
employee relations, the company has developed a way for you to discuss your 
concerns. 
 
Whenever you have a problem or complaint, we expect you to speak up and 
communicate directly with us. You can take the following steps: 
 

1. First, talk to your immediate manager/supervisor. Your manager/supervisor is 
most familiar with you and your job and is, therefore, in the best position to 
assist you. Your manager/supervisor works closely with you, and is 
interested in seeing that you are treated fairly and properly. 

 
2. If your manager/supervisor cannot help you resolve the matter, you can 

speak to your Shift Supervisor or Department Manager, who will give your 
problem or complaint prompt consideration. 

 
3. If you do not feel comfortable going to your Team Lead or Department 

Manager with the nature of the problem, please see a member of the 
Employee Results Team.  Your employee results representative will give 
your problem or complaint prompt consideration. 

 
4. If the employee results representative feels that the situation warrants further 

review, he/she will ask the Vice President of Operations and/or President 
and/or Chief Executive Office/Owner of the company for assistance. 

 
Remember - it is always best to resolve problems right away. Little problems tend to 
turn into big problems; facts become confused; resentment and anger builds up. It is 
always best to get things off your chest before they get out of hand. 
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Do Not Call  

 
 
INCEPT takes care in protecting our clients and the confidential information they have 
entrusted to us.  In keeping with this tradition, we have ensured that we meet or exceed 
the requirements of the Telephone Consumers Protection Act (TCPA) and the Federal 
Trade Commission’s Telemarketing Sales Rule (TSR). Our integrity is expected to be 
upheld by you, our employee, concerning our Do Not Call Policy. 
 
It is the policy of INCEPT that when a donor, customer or prospect requests not to be 
contacted again, we are to take them off the phone list immediately.  Obviously, we do 
not want to call anyone who has expressed his or her desire not to be called, so you 
must enter the command code “DNC”, onto the record in the computer.  We are in strict 
accordance with the TCPA and the TSR, therefore, assure the donor, customer or 
prospect that their request has been handled properly. 
 
In addition, if the donor, customer or prospect requests a copy of our Do Not Call Policy, 
alert your manager/supervisor immediately and they will see that a letter is sent out right 
away. 
 
It is also our goal to ensure that every call ends in a polite, positive manner, so please 
answer any concerns they may have (or get assistance from a manager/supervisor) 
upon closing the call. 
 
Failure to comply with these guidelines may be cause for corrective action up to and 
including termination. 
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Safety and Security 
 

Safety Rules 
 
Safety is everybody's business. Safety is to be given primary importance in every 
aspect of planning and performing all INCEPT activities. We want to protect you against 
industrial injury and illness, as well as minimize the potential loss of production.  
 
Please report all injuries (no matter how slight) to your manager/supervisor immediately, 
as well as anything that needs repair or is a safety hazard. 
 
We will continue to provide a clean, safe and healthy place to work and we will provide 
the best equipment possible. You are expected to work safely, to observe all safety 
rules and to keep the premises clean and neat. Remember that carelessly endangering 
yourself or others may lead to corrective action, including possible dismissal. 

 
 
 
 
Security 

 
Maintaining the security of INCEPT buildings and vehicles is every employee’s 
responsibility.  Develop habits that insure security as a matter of course.  INCEPT may 
exercise its right to inspect all packages and parcels entering and leaving the premises. 
 
 
 
 

Entering and Leaving Premises 
 
At the time you are hired, you will be advised about the proper entrances and exits for 
our employees.  You are expected to abide by these rules at all times.  Failure to do so 
will lead to corrective action.   
 
Employees are not permitted to enter INCEPT property after normal working hours for 
any reason without the express approval of your manager/supervisor or the 
manager/supervisor on duty.  
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Safety and Security 
 

Life-Threatening/Communicable Illnesses 
 
INCEPT recognizes that employees with a life-threatening illness, including, but not 
limited to, cancer, heart disease, and AIDS, may wish to continue to engage in as many 
of their normal pursuits as their condition allows, including work. These employees must 
be able to meet acceptable performance standards.  Performing normal job functions 
must not exacerbate their condition. Medical evidence must indicate that their condition 
is not a threat to other workers. 
 
Managers/supervisors need to be sensitive to the employee's condition and ensure that 
the employee is treated consistently with other employees. INCEPT seeks to provide a 
safe work environment for all employees and customers.  Therefore, precautions should 
be taken to ensure that any employee's condition does not present a health and/or 
safety threat to other employees or customers. 
 

 When dealing with situations involving employees with life-threatening illnesses, 
should: 

 

 Remember that an employee's health condition is personal and confidential, and 
reasonable precautions should be taken to protect information regarding an 
employee's health condition. 

 

 Contact the employee results representative if you believe that you or other 
employees need information about terminal illness, or a specific life-threatening 
illness, possible contagion, or if you need further guidance in managing a situation 
that involves an employee with a life-threatening illness. 

 

 Contact the employee results representative to determine if a statement should be 
obtained from the employee's attending physician that continued presence at work 
will pose no threat to the employee, co-workers, or customers.  INCEPT reserves 
the right to require an examination by a medical doctor appointed by the company. 

 

 Make reasonable accommodation for employees with a life-threatening illness 
provided that any accommodations made do not require significant difficulty or 
expenses. 

 

 Make a reasonable attempt to transfer employees with a life-threatening illness 
who request a transfer and are experiencing undue emotional stress. 

 

 Be sensitive and responsive to co-workers' concerns. 
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Safety and Security  
 

Life-Threatening/Communicable Illnesses (cont’) 
 

 Do not give special consideration beyond normal transfer requests for employees 
who feel threatened by a co-worker's life-threatening illness. 

 

 Be sensitive to the fact that continued employment for an employee with a life-
threatening illness may sometimes be therapeutically important in the remission or 
recovery process, or may help to prolong that employee's life. 

 
 

First Aid 
 
Federal laws (“OSHA”) require that we keep records of all illnesses and accidents that 
occur during the workday. The Ohio State Workers' Compensation Act also requires 
that you report any illness or injury on the job, no matter how slight. If you hurt yourself 
or become ill, please contact your manager/supervisor for assistance. If you fail to 
report an injury, you may jeopardize your right to collect workers' compensation 
payments as well as health benefits. OSHA also provides for your right to know about 
any health hazards that might be present on the job. Should you have any questions or 
concerns, contact your employee results representative or your manager/supervisor for 
more information. 
 
 

Fire Prevention 
 
Follow smoking and non-smoking rules carefully. Everyone should know the location 
and use of the nearest fire extinguisher. Make sure to notify management if the 
extinguisher has been used at any time. Keep all emergency exits unobstructed at all 
times. 
 
 

Theft 
 
Internal theft is treated as a serious problem at INCEPT. Although taking small items of 
INCEPT property many seem inconsequential, the cumulative effect can be very large. 
Stealing from the company is like stealing from you. Losses from theft immediately 
affect our ability to increase salaries and can jeopardize the profitability of the company. 
 
Property theft of any type will not be tolerated by INCEPT. We consider property theft to 
be the unauthorized use of company services or facilities or the taking of any company 
property for personal use. 
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SOCIAL MEDIA POLICY   
 

Intent and Application 
 
Incept is leading innovations in the use of social media platforms to increase internal 
communication.  We use many tools to do this, but the primary outlets that we utilize are 
Facebook and our company blog.  Accordingly, this policy is intended to assure that the 
use of Social Media by employees, both during and outside work, is consistent with 
Incept’s values and commitment to customers, as well as its legal and ethical 
responsibility to protect its own confidential information and that of its customers and 
employees. 
 
This policy does not apply to, nor is it intended to interfere with, acceptable posts on 
personal pages, profiles and walls or blogs that do not relate to Incept and confidential 
information over which Incept has no duty to monitor or control.   

 

Company’s Position on Social Media 
 
Incept recognizes the value and utility of social media and encourages employees to 
engage appropriately in such forums.  Unless doing so is part of your job description, 
employees should not access social media, either from company computers or via 
personal devices, during working time. 
 
Employees are encouraged to actively participate on Incept’s Social Media sites, 
including its Facebook page and blog, subject to understanding of and compliance with 
Incept’s values and the guiding principles set forth below. 
 

1. Use common sense. 

2. Be respectful. 

3. Think before you post. 

4. Consider who might see the site, profile, post or blog now and in the future. 

5. Acknowledge that you are personally responsible for the content of what you 
publish.  Be mindful that what you publish will be public for a long time – protect 
your privacy. 

6. Identify yourself – name and, when relevant, role at Incept – when you discuss 
Incept or Incept-related matters.  And write in the first person.   You must make it 
clear that you are speaking for yourself and not on behalf of Incept. 

7. Respect copyright, fair use and financial disclosure laws. 

8. Don’t disclose Incept’s or another’s confidential or other proprietary information.   

9. Don’t cite or reference clients, partners or suppliers without their approval.  When 
you do make a reference, where possible link back to the source. 

SOCIAL MEDIA POLICY 
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Company’s Position on Social Media (cont) 

   
 

10. Respect your audience.  Don’t use ethnic slurs, personal insults, obscenity, or 
engage  in any conduct that would not be acceptable in Incept’s workplace.  You 
should also show proper consideration for others’ privacy and for topics that may 
be considered objectionable or inflammatory – such as politics and religion. 

11. Find out who else is blogging or publishing on the topic, and cite them. 

12. Be aware of your association with Incept in online social networks.  If you identify 
yourself as an Incept team member, ensure your profile and related content is 
consistent with how you wish to present yourself with colleagues and clients. 

13. Don’t pick fights, be the first to correct your own mistakes, and don’t alter previous 
posts without indicating that you have done so. 

14. Try to add value.  Provide worthwhile information and perspective.  Incept’s brand 
is best represented by its people and what you publish may reflect on Incept’s 
brand. 

 
Employees may not create a social media site, profile or blog that appears to represent 
Incept, nor may an employee post content that appears to speak on behalf of Incept 
without obtaining prior, express, written authorization. 
 

No Expectation of Privacy and General Responsibility 
 
Users of social media should have no expectation of privacy with respect to content 
they enter, create, transmit, forward or keep on their own pages, profiles, walls, blogs, 
or those of others.  Incept, customers, co-workers, or the public may view social media 
content, even if the content occurs outside of or is done during non-working time. 
 
Users of social media are responsible for the content of all their sites, profiles, posts and 
blogs.  If Incept receives a report, or if it discovers a social media site, profile, post or 
blog that, in Incept’s sole discretion, contains unacceptable content, it may require the 
employee to remove the unacceptable content immediately.  

 

Examples of Unacceptable Content  
 

 Photographs or videos recording unprofessional behavior in an identifiable 
Company setting. 

 

 Uses Incept’s name, logo or other Company identifier in a manner that would 
make it appear that the user is acting or speaking as an authorized agent of 
Company, without prior, express written authorization. 
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 Impersonates another employee through the creation of a false profile or 
otherwise. 

 

 Contains critical or disparaging comments that could erode customer and public 
confidence, erode good will, and damage Incept’s reputation. 

 

 Contains obscene or inappropriate sexual language, photographs, videos or texts 
or other unprofessional or offensive behavior that could detract from employees’ 
effective performance of job responsibilities, or interfere with the performance of 
others in the workplace. 

 

 Has the effect or intent to bully, defame, discriminate, disparage, embarrass, 
harass, harm, hurt, impersonate, injure, misrepresent, ridicule, slander, threaten 
or torment another person(s) or entity.    

 

 Disrupts the orderly operation of Incept. 
 

Reporting 
 
Employees and other persons who are aware of unacceptable content should report to 
the director of human resources, without fear of retaliation. 

 
Employees who do not use social media consistent with this Policy, including those who 
do not remove unacceptable content immediately, may be subject to disciplinary action, 
up to and including immediate discharge. 
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Other Policies 
 

Parking Area 
 
All parking spaces labeled “Visitor”, “Reserved”, or any spot that has been labeled with a 
number have been marked as such and set aside by the building owners.  These spots are 
reserved for visitors to the building, as well as paying tenants who reserve specific parking 
spaces.  Parking by Incept employees in any of these spots is a violation of building and Incept 
policy and will not be tolerated.  Parking in these specially marked spaces will be cause for 
corrective action, up to and including termination.  Parking in these spots may also lead to your 
vehicle being towed at your expense.  (If you have a handicap placard and there are no open 
handicap spaces when you arrive, you are able to park in a visitor spot as long as your 
handicap placard is legally displayed). Remember to lock your car every day and park within the 
specified areas. Courtesy and common sense in parking will avoid accidents, personal injuries, 
and damage to your vehicle and to the vehicles of others. If you should damage another car 
while parking or monitoring through the parking lot, immediately report the incident, along with 
the license numbers of both vehicles and any other pertinent information you may have, to your 
manager/supervisor. Incept does not assume any liability for any loss or damages to person or 
property that may occur as a results of use of the building’s parking lot.  
 
INCEPT does not assume any liability for any loss or damages you may sustain. 

 
 

Personal Property 
 
Due to the strict liability guidelines of our insurance carrier, under no circumstances are 
you allowed to keep personal equipment or vehicles on INCEPT property where 
damage or fire could result.  
 
Personal belongings can be stored at your workstation while you are working; all 
personal items should be taken home with you at the end of your shift. You are 
responsible for your belongings. 
 
 
 

Property & Equipment Care 
 
It is your responsibility to understand the machines you need to use to perform your 
duties. Good care of any machine that you use during the course of your employment, 
as well as the conservative use of supplies, will benefit you and INCEPT. If you find that 
a machine is not working properly or in any way appears unsafe, please notify your 
manager/supervisor immediately so that repairs or adjustments may be made. Under no 
circumstances should you start or operate a machine you deem unsafe, nor should you 
adjust or modify the safeguards provided.  
 
Waste of time, materials, equipment and utilities is costly to you and INCEPT. You can 
help make every minute count. Eliminate waste whenever possible. In the long run, you 
will benefit by helping to reduce operating costs. 
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Other Policies 
 
Visitors 

 
Our insurance coverage and good common sense prohibits unescorted visitors in our 
facilities. Visitors are not permitted on INCEPT property without prior permission from 
your manager/supervisor; no visitors are permitted in working areas. If you are 
expecting visitors, please request permission from your manager/supervisor and ask 
your visitors to see your manager/supervisor when they arrive. 
 

Communication 
 
Successful working conditions and relationships depend upon successful 
communication. Not only do you need to stay aware of changes in procedures, policies 
and general information; you also need to communicate your ideas, suggestions, 
personal goals or problems as they affect your work. 
 
In addition to the exchanges of information and expressions of ideas and attitudes 
which occur daily, make certain you are aware of and utilize all INCEPT’s methods of 
communication, including this Employee Manual, bulletin boards, discussions with your 
manager/supervisor, memoranda, staff meetings, newsletters, training sessions, etc.  
 
You will receive other information booklets, such as your insurance booklets, from time 
to time. You may take these booklets home so that your family may know more about 
your job and your benefits. 
 
In addition, you may receive letters from INCEPT. There is no regular schedule for 
distribution of this information. The function of each letter is to provide you and your 
family with interesting news and helpful information that will keep you up-to-date on the 
events here at INCEPT.  
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Other Policies 
 

Allergens 

INCEPT is committed to providing you with a safe workplace that is pleasant, healthful 

and comfortable.  Accordingly, INCEPT has established the following guidelines with 

regard to known allergens: 

 The consumption of any nut related products is prohibited outside of employee 
break rooms. 

 The purchase of nut products from vending machines is acceptable provided it is 
consumed within the employee break room. 

 The use of fragranced perfumes, lotions, or any other fragranced item is 
prohibited in the contact center. 

 
Occurrences of this nature may result in corrective action. Additional offenses whether it is of 
the same or another type of misconduct, will lead to more severe corrective action up to and 
including termination. This list is not all-inclusive and, notwithstanding this list, all employees 
remain employed "at will." 
 
The purpose of these rules is not to restrict your rights, but rather to be certain that you 
understand what conduct is expected and necessary. When each person is aware that he or 
she can fully depend upon fellow workers to follow the rules of conduct, then the organization 
will be a better place to work for everyone. 
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Other Policies 
 
We Need Your Ideas! 
 
Ask any of our employees who have worked with us for a while and they will probably 
tell you of the many changes and improvements that have come about in the company 
since they first joined us. We believe the person doing a job is in the best position to 
think of ways of doing it more easily, more efficiently, and more effectively. If you think 
of a better way of doing your job or the job of a fellow employee, put your idea in writing, 
then present and discuss it with your manager/supervisor, who will welcome your 
suggestions and ideas.   At INCEPT, we have a number of outlets for those who wish to 
contribute to the betterment of the company.   
 

 C.M.E. Meetings (Conversational Marketing Expert): This is a meeting where both shifts come 
together monthly to express any concerns, complaints, and suggestions for improvement.  The 
meetings are an opportunity to sit with your peers, as well as members of upper management.  Here, 
an employee can feel safe to express any of the above issues.   

 

 
Remember that there may be areas in INCEPT's operation that can be improved. These 
could be in service, production methods, equipment, communications, safety, ways to 
reduce costs, losses, and/or waste, or other improvements you may see a need for. 
Please give us the benefit of your unique experience and thoughts. Your contributions, 
as well as those of others, could expand your bonus potential!  Also, make sure to 
document your innovations and money-saving efforts and have them placed in your 
personnel file (include dates, detailed descriptions of your contributions, estimates from 
the accounting department regarding cost savings or profits generated, etc.) - these 
may favorably affect your wage, salary or promotion reviews. 

 

Badges/Lanyard 

In order to maintain PCI compliance, it is a requirement that all employees will be 
required to wear their time card badge, labeled with their first and last name on an 
Incept lanyard at all times around their next while on company property. 

A badge and lanyard will be provided to all employees upon hire.  In the event of a 
lost/stolen/broken badge or lanyard, you will need to see the Employee Results Team 
for a replacement.
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Other Policies  

Sexual Harassment / Discrimination 

 
In order to prevent allegations of favoritism or sexual harassment/discrimination 
amongst its employees, INCEPT discourages dating amongst its employees.  
Specifically, dating is strictly forbidden between two supervisory positions with respect 
to the others.  Employees forbidden from dating in this rule must, if a relationship is 
established, disclose such fact to INCEPT and make prior arrangements for 
reassignment of one of the employees.  Failure to disclose a relationship forbidden by 
this rule or otherwise violating this policy will result in corrective action up to and 
including dismissal.  Additionally, as noted elsewhere in our policy against sexual 
harassment, any individual who believe that he or she is being subjected to unwelcome 
repeated requests for dates or the establishment of a relationship should report this 
matter to the Employee Results Team. 
 
While dating amongst two Conversational Marketing Experts (CME) is not prohibited we 
do ask that you use wise judgement while you are at work and handle your relationship 
professionally. While on INCEPT property, public displays of affection will not be 
tolerated.  Any violations of this policy will result in corrective action. 
 
 

Beverages in the Call Center 

 
Employees are permitted to have beverages at their workstation as long as the cup or 
tumbler is one with a lid.  
 
 

Phone Calls And Company Phone System 
 
The company’s telephone equipment is designed to handle its business needs and is 
not to be used to make or receive personal telephone calls except those which your 
manager/supervisor agrees are necessary or are of an emergency nature.  This applies 
to long distance, local, and inter-departmental calls.  All emergency phone calls must be 
routed through the company phone system.  The emergency contact number for your 
use while at work is 330.649.8000.  Please provide this number as needed for your use. 
 
Use of a personal cell phone while at work except during scheduled break times is 
strictly prohibited regardless of the nature of the call, emergency or not.   
 
Violations of this policy will result in corrective action up to and including termination. 
 
 


