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Section 1 - INTRODUCTION 

1.1 Welcome 
Thank you for choosing The Neiders Company. We understand 
there are many great opportunities to choose from and we are 
excited to have you as a new member of our staff. I would like to 
take this opportunity and personally welcome you as a member 
of Team Neiders. I hope that you will find your employment with 
us to be engaging, challenging, and rewarding. Each member 
plays a critical role in contributing to the success of our company. 
Therefore, we take pride in recruiting friendly and helpful staff to 
provide the best services to our community. Welcome and thank 
you again, I look forward to seeing what you accomplish while 
being a valuable member of The Neiders Company.  

 
Karl Neiders, Founder & CEO 
 
 
1.2 Background 
Founded in 1989, The Neiders Company is a fully integrated real 
estate investment firm headquartered in Seattle, WA. Beginning 
in Washington State with the mindset to expand, we grew 
exponentially and now own properties throughout Washington, 
Nevada, and New Mexico and Arizona. The Neiders Company 
owns and manages nearly 75 properties, averaging to about 23 
properties a decade. This rapid expansion leads to a growing 
team of capable and innovative members that aide in the overall 
success of the company. We encourage our team members to 
contribute any ideas they might have to improve the work 
performed, make suggestions, or incorporate new ideas. The 
Neiders Company strives to continue providing quality, affordable 
living for residents, and a dynamic and enjoyable workplace for 
employees.  

Go Team Neiders! 
 

1.3 Culture 
The Neiders Company recognizes that every employee is 
responsible for supporting the organization’s culture. Extending 
our communities to Nevada, New Mexico, Arizona and across 
Washington State, our company’s culture remains our strong 
foundation and the key to our success. We take pride in 
celebrating our employees for every occasion, creating a family-
like atmosphere, providing continuous mentorship, and 
establishing an open-door policy.  

 
 

 

 
MISSION STATEMENT 

We are The Neiders Company and we are 
committed to providing our residents with 
comfortable living at an affordable price. 

We strive to demonstrate respect, 
professionalism, and the highest quality 

customer service to our residents in order 
to provide a welcoming environment that 

feels like home. 

 

 
 

VISION STATEMENT 

“Transforming Lives, Transforming 
Communities.” 

At The Neiders Company, we look to the 
future for new challenges and 

opportunities to be a positive force in the 
lives we touch, the families that we help, 
and the communities that we rebuild. We 

pledge to put our residents’ needs first 
throughout the future growth of our 

company because we know. 

 

 
 

CORE VALUES 

• Integrity: Performing in an honest, 
respectful and correct manner in both 

thoughts and actions. 

• Consistency: Providing harmony of 
experience and professionalism. 

• Quality: Delivering care and service which 
exceeds the expectations of those served. 

1.4 
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1.6 Org Chart 

 
 

1.6 Disclaimer  
The Neiders Company provides every employee with this set of general guidelines to give employees a better 
understanding of what The Neiders Company expects from its employees and what employees can expect 
from The Neiders Company. Every employee will be required to read this Handbook and to sign a document 
indicating that the employee has read and understands the materials contained in this Handbook. Whenever 
an employee has a question about The Neiders Company, policies and procedures, the employee may refer to 
this Handbook for guidance. Employees will be referred to policies and procedures located on The Neiders 
Company server concerning job-specific operations. If the employee still has questions, the employee’s 
supervisor will answer any questions. While The Neiders Company will generally follow the guidelines 
contained in this Handbook, employees should understand that this Handbook does not constitute a contract 
and that these guidelines can be modified, at The Neiders Company sole discretion, at any time and for any 
reason without notice. The following policies are meant for general information and represent policies 
effective year of 2021.  
 

Section 2 - WORK ENVIRONMENT 

2.1 Employment-At-Will  
Due to possible changes in the economy and the real estate business as a whole, we at The Neiders Company 
feel that we have a responsibility to our customers and our employees to sustain a financially stable 
establishment that can quickly and efficiently adapt to the changes of the economy and the real estate 
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business. For this reason, The Neiders Company retains the right to demote, promote, hire and fire any of its 
employees as it sees fit to accomplish this goal. Accordingly, just as you can terminate employment with The 
Neiders Company at any time and for any reason, so too can The Neiders Company terminate your 
employment at any time and for any reason, so long as that decision conforms with applicable law.  

 
2.2 Equal Opportunity Employer 
The Neiders Company prohibits employment discrimination based on race, national origin, color, religion, age, 
sex, sexual orientation, gender identity, marital status, Veteran’s status, the presence of any sensory, mental 
or physical disability, or any other characteristic protected by law in the hiring, promotion, firing, wages, 
testing, training, apprenticeship and all other conditions of employment; and to promote voluntary action 
programs by employees, unions, and community organizations to put equal employment opportunity into 
actual operation. It is the policy of The Neiders Company to recruit, hire, train and promote employees on a 
non-discriminatory basis. The Neiders Company further recognizes that the effective application of such a 
policy of merit employment involves more than just a statement. Therefore, we train and advise those who 
are in a position to make decisions regarding hiring, salary administration and other term and conditions of 
employment in the positive application of this policy. In addition, this policy will be made known to all 
employees of The Neiders Company and all recruitment sources such as employment agencies and 
newspapers as well as all persons who come to The Neiders Company to seek employment. 

 
2.3 Americans With Disabilities Act (ADA) 
The Americans with Disabilities Act gives civil rights protections to individuals with disabilities. It guarantees 
equal opportunity for individuals with disabilities in public accommodations, employment, transportation, 
state and local government services, and telecommunications.  
 
2.4 Anti-Discrimination & Harassment Policy  
The Neiders Company expects all employees to perform work in a professional and businesslike manner, 
promoting an environment of mutual trust and respect that is free of intimidation, oppression and 
exploitation. Discrimination and harassment are against the law and will not be tolerated by any employee of 
The Neiders Company. The Neiders Company prohibits employees from engaging in any act that discriminates 
or creates an intimidating, hostile or offensive work environment against another employee, tenant, vendor or 
any visitors because of a person's protective status. Protected status is defined as a person's race, color, 
national origin, sex, sexual orientation, gender identity, gender expression, religion, creed, ethnic background, 
marital status, age, veteran’s status and any other protected status. The Neiders Company will comply with all 
state, federal, and local laws regarding discrimination. The Neiders Company will not tolerate any form of 
harassment, including sexual harassment by or against any employee, including other employees, visitors, 
tenants, vendors or contractors or customers and/or any persons an employee comes in contact with during 
the course of their employment. Any act of discrimination, harassment and/or retaliation is a violation of this 
policy and depending upon the severity of the actions identified by The Neiders Company will result in 
appropriate corrective actions up to and including termination of employment. 
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Discrimination 
It is a violation of this policy to discriminate in the process of employment opportunities, benefits or privileges, 
to create discriminatory working conditions, or to use discriminatory evaluative standards, if it based on a 
person's protected status. The Neiders Company will comply with all state, federal, and local laws regarding 
discrimination. If an employee feels like they have been discriminated against on the basis of their protected 
status, they should immediately proceed to the Complaint Procedures set forth in the following section. 
 
Harassment 
Harassment, including sexual harassment, is prohibited by federal and state laws. The Neiders Company will 
not tolerate harassment of any sort and will take prompt actions to address any violations of this policy. 
Harassment is defined as unwelcome verbal or physical conduct designed to threaten, intimidate or coerce 
based on a person's status. Verbal taunting related to protected status that impairs a person's ability to 
perform his or her job.  
 

• Verbal: Comments or statements (written or verbal) that denigrate a person's protected status 
including epithets, slurs, threats, and negative stereotyping. 

• Non-verbal: Distribution, display, gesture or discussion of any written or seen graphic material that 
ridicules, denigrates, insults, belittles or shows hostility or aversion towards and individual or group 
protected status.    

• Physical: Unwelcome/unwanted touching, assault, sexual assault, hugging, kissing, grabbing or 
caressing.  

• Sexual Harassment is prohibited. Sexual harassment includes harassment based on sex (including 
pregnancy, related medical conditions, and breastfeeding), gender identity and expression, sexual 
orientation, or any other category protected by applicable local, state or federal laws. Any employee or 
individual covered by this policy who engages in sexual harassment or retaliation will be subject to 
corrective action, up to and including termination.  
 

Sexual harassment is defined as unwelcome conduct of a sexual nature or conduct that is because of sex, 
when: 

• Such conduct has the purpose or effect of unreasonably interfering with an individual’s work 
performance or creating an intimidating, hostile, or offensive work environment (this can happen even 
if the complaining party is not the intended target of the sexual harassment); 

• Such conduct is made either explicitly or implicitly a term or condition of employment; or, 
• Submission to or rejection of such conduct is used as the basis for employment decisions.  

 
Sexual harassment can include derogatory comments, jokes, or statements; sexual advances; sexually explicit 
language or stories; or visual, verbal or physical conduct of a sexual nature. This definition includes many 
forms of offensive behavior and includes gender-based harassment of a person even when the harassment is 
not sexual in nature, but rather is because of the person’s gender. Sexual harassment can include conduct 
against a person of the same sex as the harasser. Any sexually harassing conduct will be addressed under this 
policy. 
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Examples of Conduct that is Considered Prohibited Harassment 

• Physical conduct, such as rape, attempted rape, sexual assault, attempted sexual assault, pinching, 
patting, kissing, hugging, grabbing, pressing or intentionally brushing up against another employee’s 
body, poking, or physical intimidation by impeding or blocking someone’s movement or invading their 
space; 

• Visual conduct: leering; making sexual gestures; displaying of sexually suggestive objects, pictures, 
cartoons, posters, screen-savers, or websites. 

• Verbal conduct: making or using sexually derogatory comments, epithets, slurs and jokes; verbal abuse 
of a sexual nature; graphic verbal commentaries about an individual’s body; sexually degrading words 
used to describe an individual; derogatory comments related to gender or stereotypical gender roles; 
subtle or obvious pressure for unwelcome sexual activities; sexually suggestive or obscene letters, 
notes, emails texts, or invitations; conversations, comments or jokes about a person’s sexuality or 
sexual experience; questions about a person’s sexuality or sexual experiences;  

• Asking a co-worker on a date multiple times if they decline the first request; 
• Verbal abuse or joking concerning a person’s gender characteristics such as vocal pitch, facial hair or 

the size or shape of a person’s body, including remarks implying that a male is too feminine, or a 
woman is too masculine. 

• Offering an employment benefit (such as a raise, bonus, promotion, assistance with one’s career or 
better working conditions) in exchange for sexual favors, or threatening an employment detriment 
(such as termination, demotion, worse working conditions, or disciplinary action) for an employee’s 
failure to engage in sexual activity. 

• Sending sexually related text-messages, videos or messages via social media. 
• Physical or verbal abuse concerning an individual’s actual sex or the perception of the individual’s sex. 
• Making or threatening retaliatory action after receiving a negative response to sexual advances. 
• Hostile actions taken against an individual because of that individual’s sex, sexual orientation, gender 

identity, or the status of being transgender, such as: 
− Interfering with, destroying or damaging a person’s workstation, tools or equipment, or other 

interference with the individual’s ability to perform the job; 
− Sabotaging an individual’s work; 
− Bullying, yelling or name calling. 

• Degrading comments in the form of sex stereotyping, which occurs when conduct or personality traits 
are considered inappropriate simply because they may not conform to other people’s ideas or 
perceptions about how individuals of a particular sex should act or look. 

• Other actions not listed above could constitute sexual harassment and/or a violation of this policy and 
be subject to corrective action. 

 
Conduct That Will Not Usually be Considered Sexual Harassment 
Compliments on someone’s attire or new hairstyle; telling someone, “You look nice.”; a single congratulatory 
pat on the back; a congratulatory hug to someone with whom you are friends and who has expressed 
acceptance of hugs; or a group of employees joining together after work for a meal or drink, are examples of 
situations that would not usually be considered to be sexual harassment. 
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Each employee has the responsibility to refrain from sexual harassment in the workplace. The harassing 
employee will be subject to disciplinary action up to and including termination in accordance with the 
company’s disciplinary policy. Any employee who believes they have been the target of sexual harassment or 
witnesses sexual harassment shall follow the Complaint Procedure to report the sexual harassment.  
 
An employee who believes that they have been the target of sexual harassment is encouraged to inform the 
harassing person that such conduct is unwelcome and offensive and must stop if they can safely do so. 
However, this step is not necessary in order for an investigation and corrective action to take place. Employees 
shall familiarize themselves with this Policy and the Reporting Procedure and attend all required sexual 
harassment trainings. 
 
It is the responsibility of all management personnel including temporary managers to enforce this policy and 
refrain from engaging in any conduct that would be in violation of this policy. This includes reporting incidents 
or alleged incidents or complaints of harassment, discrimination and or retaliation to human resources. 
Management personnel who fail to enforce this policy may also be subject or disciplinary action up to and 
including termination.  
 
Complaint Procedure  
Any employee who is aggrieved by any form of discrimination or harassment (sexual or other) and who feels 
comfortable doing so, is encouraged to directly inform the offending person that the conduct is offensive and 
must stop. They should also immediately contact Human Resources at 206-430-5032 or his or her direct 
management. If the allegations involve a direct supervisor, the employee should contact Human Resources. 
This should be done as soon as possible after the incident and can be made in person or in writing. Include 
facts and supporting witnesses if known and all relevant information to assist The Neiders Company in 
properly resolving the matter.  
 
Any employee who knows of or has witnessed behavior that may be discriminatory, or harassment or 
retaliation is obligated to report the situation to their management or Human Resources. Any employee who 
receives a report needs to immediately inform Human Resources. This must be done the same business day or 
immediately on the next business day.  
 
The Neiders Company will promptly investigate all claims, complaints or reports of discrimination or 
harassment. To the extent permitted by law, it will conduct its investigation in a confidential manner. Any 
documents will be kept is a separate maintained file from the employee’s personnel file. Each employee must 
cooperate fully with the investigation and provide full and honest disclosure to anyone acting on behalf of The 
Neiders Company in the investigating allegations of harassment or discrimination. 
 
Retaliation 
Retaliation of any kind will not be tolerated. No hardship, no loss of benefit, no penalty or any action that 
would dissuade a reasonable person from engaging in a protected activity may be imposed on and employee 
as punishment or deterrence for:  

• Filing a good faith complaint of discrimination or harassment;  
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• Participating as a witness in the investigation of a complaint;  
• Serving as an investigator; or opposing discrimination  

Retaliation or attempted retaliation is unlawful and prohibited. Depending upon the severity of the retaliatory 
actions if found The Neiders Company will take appropriate corrective actions up to and including termination 
of employment.  
 
Even if the alleged harassment does not rise to the level of a violation of law or of this Policy, the individual is 
protected from retaliation if the person engaged in protected activity believed in good faith that the practices 
were unlawful or a violation of policy. However, those who knowingly make a false complaint of harassment 
are not protected.  
 
Examples of retaliation include but are not limited to: 

• Termination or demotion; 
• A decrease in hours for the employee; 
• Being given more work, more difficult work, or undesirable tasks; 
• Employee isolation; 
• Hyper scrutiny by a supervisor or manager; 
• Threatening messages sent via social media for reporting; 
• Retaliatory harassment by supervisors or managers, or by co-workers when the harassment is reported   

to or witnessed by a supervisor or manager. Retaliatory harassment can include: 
− Leaving the person out of meetings or work-related events; 
− Refusing to communicate with the person; 
− Spreading rumors about the person; 
− Interacting with the person in a hostile manner that is different from interactions prior to the 

complaint; 
• Disciplinary action based on pretextual reasons; 
• Transfer to a less desirable location or; 
• Giving a bad reference. 
 

Unlawful retaliation is defined as any action that could discourage an employee from coming forward to make 
or support a sexual harassment claim. Adverse action need not be job-related or occur in the workplace to 
constitute unlawful retaliation (e.g., threats of physical violence for reporting via social media or outside of 
work hours). Employees will be protected from retaliation and retaliatory harassment from owners, 
executives, managers, supervisors, and co-workers.  
 
What is Not Retaliation 
A negative employment action is not retaliatory merely because it occurs after the employee engages in 
protected activity. Employees continue to be subject to all job requirements and disciplinary rules after having 
engaged in such activity. Changes in work duties, job site, or hours due to a legitimate business need are not 
retaliation. 
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Conclusion 
If an investigation finds that a violation has occurred, depending on the severity of actions The Neiders 
Company will take appropriate corrective actions up to and including termination of employment.  
 
2.5 Violence Free Workplace  
It is The Neiders Company prohibits workplace violence; a zero-tolerance policy will be implemented on all 
properties owned by The Neiders Company. This includes, but is not limited to: 

1. verbal threats; 
2. intimidation of any kind; 
3. name calling; and/or 
4. punching, slapping, kicking, pushing or any other physical contact that might cause harm. 

 
In addition, weapons of any kind are not allowed on The Neiders Company property. This includes firearms, 
knives (with exception to cookery), bats or any other items that could be seen as or used as a weapon. Any 
employees that fail to comply with this policy will be terminated, as well as any employees that retaliate on 
those who witness, report or take part in any workplace violence investigation.  

  

2.6 Drug-Free Workplace  
The Neiders Company firmly believes in our responsibility to protect our employees and guests from 
themselves and other employees. For this reason, The Neiders Company takes part in a zero-tolerance 
substance abuse policy. This policy applies to all employees of The Neiders Company including members of 
executive team and all levels of management. This program is composed of pre-employment screening, post-
accident testing and testing for reasonable suspicion. 
 
Preface 
We all must recognize that drug use and abuse negatively affects the Company, the 
Employee’s job performance, and the employee’s co-workers. In this regard, The Neiders Company has 
adopted a Drug-Free workplace policy. While we hope that this policy protects and benefits the company, we 
hope even more that it protects and benefits the employee and co-workers and creates a safe and efficient 
work environment. Marijuana and alcohol are considered a drug under this policy. 
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Impairment Prohibited 
No employee shall report for work or work impaired by any substance that is illegal under state, federal or 
local law. This policy prohibits any detectable amount of illegal drugs under state, federal or local law.  
Possession Prohibited 
No employee at any work site will possess any quantity of any substance, legal or illegal, which in sufficient 
quantity could cause impaired performance, except for authorized substances. “Worksite” means any office, 
building, or property (including parking lots) owned or operated by the company, or any other site at which an 
employee performs work for the company. “Possess” means to have a drug or drugs either in or on an 
employee’s person, personal effects, motor vehicle, tools, and areas entrusted to the employee such as desks, 
files and company vehicles. 
 
Inspections 
For purposes of assuring compliance with the prohibition of possession of drugs, employees may be subject to 
inspection for drugs. Any refusal by the employee to submit to an inspection is an act of insubordination 
subject to disciplinary action. 
 
An employee’s person, work area, desk, files, company motor vehicle, and similar areas are subject to 
inspection for drugs at any time on a random or any other nondiscriminatory basis for purposes of complying 
with this policy. Similarly, an employee’s own car, lunch box, personal containers, etc., may be inspected for 
drugs when brought onto any work site. 
 
This program is composed of pre-employment screening, post-accident testing to the extent permitted by law 
for reasonable suspicion 
 
Help & Medical Treatment 
The Company believes that drug use and abuse is an illness requiring medical treatment. In this regard, the 
company will: 

• Encourage affected individuals to voluntarily seek medical help. 
• Assist supervisors in dealing with associated problems related to the employee’s work performance. 
• Discourage supervisors, fellow employees, and possibly family members from “covering up” for the 

affected individual. 
 

Effect on Company Rules 
It is emphasized that recognizing drug use and abuse as an illness does not detract from the Company rules 
and regulations with respect to intoxication on the job, or having drugs on Company property, which will 
continue to be enforced unless management approves otherwise.  Any violation of this policy may result in 
immediate discipline for the employee, up to and including termination. 
 

Section 3 - STANDARDS OF CONDUCT 

3.1 Open Door Policy and Grievance Procedure  
We recognize that employees may have suggestions for improving our workplace, as well as complaints about 
the workplace. We feel that the most satisfactory solution to a job-related problem or concern is usually 
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reached through a prompt discussion with an employee's supervisor. Employees should feel free to contact 
their supervisors with any suggestions and/or complaints. If employees do not feel comfortable contacting 
their supervisor or are not satisfied with their supervisor's response, they should contact Human Resources. 
The Neiders Company has implemented an anonymous feedback program through the employee portal as an 
additional tool for ideas, suggestions and complaints.  
 
Grievance Procedure 
It is The Neiders Company policy to encourage and promote a positive and fulfilling work experience for all our 
employees. Each employee will have attended an orientation that defines acceptable and unacceptable 
actions of behavior in the workplace on all levels. Should any employee have a grievance concerning their 
employment with The Neiders Company, the employee should refer to his/her training and this handbook to 
determine the next step of action to address the grievance. NOTE: In the case of sexual harassment or 
employee endangerment, it is the employee’s responsibility to immediately notify Human Resources. All other 
grievances should follow the procedures listed below. 
 
Verbal Notice to Immediate Supervisor 
Addressing issues immediately and directly typically can help resolve any grievance or dispute, The Neiders 
Company encourages any employee with a grievance to immediately give his/her supervisor oral notice of the 
grievance. At the earliest available opportunity, but in no case longer than five (5) calendar days, the 
supervisor should assess the grievance, and determine, if appropriate, how to address the grievance by 
formulating a plan of action to correct and/or address the grievance and provide the employee with 
information of how the grievance will be addressed.  
 
Written Notice to Immediate Supervisor 
If the immediate supervisor fails to satisfactorily address the verbal grievance of an employee, the employee 
must present the grievance in writing to his/her immediate supervisor no later than ten (10) calendar days 
from the date the event occurred. If being on approved paid leave prevents the employee from having 
knowledge of the event, then the time limitations shall be extended by the same number of days the 
employee was on such leave except that in no case, will the extension exceed thirty (30) days after the event. 
Once the immediate supervisor has received the written grievance, the supervisor shall: 

• Within ten (10) days, schedule and hold a meeting with the employee who submitted the grievance to 
discuss the grievance and possible solutions to address and/or correct the cause for the grievance; and  

• Within ten (10) days following the meeting, the immediate supervisor shall respond to the employee in 
writing stating the issues and possible solutions discussed at the meeting and what action was taken by 
the immediate supervisor to address and/or correct the cause of the employee’s grievance.   

 
Submit the Grievance to Human Resources 
If the employee is not satisfied with the response provided by his immediate supervisor in Item 2 above, the 
employee may, within ten (10) days of receipt of the written response, submit the grievance and all associated 
paperwork to Human Resources for review. Once received, Human Resources shall: 

• Within ten (10) days or as soon as reasonably practical, schedule a meeting with the employee who 
submitted the grievance to discuss the grievance and possible solutions to address and/or correct 
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the cause for the grievance; and within ten (10) days following the meeting, the Human Resources 
will evaluate and respond to the employee in writing. If Human Resources finds a policy violation or 
other wrongful conduct, Human Resources will state the issues and what action was taken by the 
Human Resources to address and/or correct the cause of the employee’s grievance.  
 

3.2 Ethics Policy and Guiding Principles 
The Guiding Principles form the core of the culture for The Neiders Company and its commitment to ethical 
practices in all aspects of the business. It is an expectation that all employees will conduct themselves with 
honesty and integrity under the long-standing core values of The Neiders Company. This commitment is 
demonstrated in day-to-day actions and confirmed with annual training of all Neiders Company employees. 
No single statement on ethics can anticipate all of the ethical situations an employee may encounter. The 
Company’s Guiding Principles, though, provide foundational guidance. A key to the successful achievement of 
our ethical ideals is the willingness to communicate openly with management and request guidance in 
situations that may be encountered, or that are unclear. Other Neiders Company statements of policy and 
procedure are valuable sources of guidance and should be referenced in addition to this Policy. These include 
the Operations Manuel, Employee Handbook, Weekly Corporate Communication Newsletter, Safety and 
Security Standards, Accounting Manual. 

Examples of certain ethical expectations include, but are not limited to: 

• Bribery: Employees may not give anything of value to existing or potential residents, vendors, 
contractors as an inducement for an award of business. This prohibition includes payments in any 
form, favors or gifts to employees or representatives in exchange for favorable treatment. Similarly, 
employees may not accept anything of value in return for favorable treatment from existing or 
potential residents, vendors, contractors. 
 

• Conflicts of Interest: Employees should avoid situations that present, or appear to present, a conflict of 
interest. These occur when an employee's personal interest appears to, or does, conflict with the 
interests of The Neiders Company. Such conflicts could occur when an employee or a family member 
encounters situations which could include but are not limited to the following events:  
− Gains a substantial personal financial interest in The Neiders Company 

vendors/contractors/competitors.  
− Engages in a significant personal business transaction directly with The Neiders Company or 

discloses business opportunities to a third party.  
− Engages in significant outside employment such that it interferes with the conscientious 

performance of his/her duty as a company employee. This would include the use of The Neiders 
Company time or resources to solicit for or otherwise further another business or employment 
activity.  

− Participates in civic, charitable, or other non-business activities at work, to the degree that they 
interfere with the employee's job duties. There are many other ways that an employee could find 
him or herself in a situation that could become a conflict of interest. Any concerns or questions 
should be discussed by the employee with his or her manager or another appropriate company 
leader for guidance. 
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• Role Conflicts: Conflicts of interest may also be created by relationships with coworkers, vendors or 

residents. These conflicts should be avoided. Such conflicts could include:  
− Romantic, family, business or other relationships: See The Neiders Company Harassment Policy. 
− Hiring related persons: The Neiders Company does not discourage the tradition of family service 

and we may employ persons related to current Neiders employees, but careful consideration in this 
area must be given to fairness, avoidance of direct or indirect reporting relationships, and any 
perception of favoritism. Such relationships must be disclosed so they may be addressed 
appropriately in a hiring, transfer, or promotion situation.  Related family members will not work 
under the same regional/area manager portfolio.   

− Employment of relatives: It is defined not to have two or more employees, in the same immediate 
family, work together at the same property or office. Nor can immediate family members be in a 
direct supervisory relationship (i.e. family member immediately supervising another). For the 
purposes defining the policy, the immediate family is defined to include the employee’s spouse, 
significant other, mother, father, stepmother, stepfather, sister-in-law, brother-in-law, 
grandmother, grandfather, sibling or child. 

 
• Personal Use of Company Property: All Neiders Company resources, including the time of our 

employees, material, equipment, and proprietary information should be used for business purposes 
only. Occasional use of Company property such as telephone or computer for personal communication 
needs is permitted, but Company property shall not be used for personal gain, profit, or to conduct 
business on behalf of the employee’s own or a third party’s business. All Company sensitive or 
confidential information must be protected. 
 

• Fraud, Embezzlement or Misappropriate use of Funds: The Neiders Company prohibits all acts of 
fraud, including but not limited to dishonesty, embezzlement, forgery, theft, falsification of company 
financial statements or records and the like, and behavior that violates applicable laws. The Neiders 
Company has fiduciary responsibilities to our customers, it is important that all employees understand 
that any instance of employee theft, misappropriation or other similar irregularities will result in 
IMMEDIATE TERMINATION. Examples of employee dishonest, theft, misappropriation or other 
similarities include, but are not exclusive to: 

− Any dishonest or fraudulent act;  
− Forgery or alteration of items, such as loans, surrenders, assignments, changes in beneficiary, etc.;  
− Forgery, alteration or theft of checks or account information, drafts, promissory notes and 

securities;  
− Employees found to have punched in and leaving or punching in or out for another employee; 
− Any misappropriation of funds, securities, supplies or any other asset;  
− Any irregularity in the handling or reporting of money transactions;  
− The disappearance of, or intentional damage caused to any furniture, fixtures and/or equipment; 
− Any similar or related irregularity. 



15 
 

− Any irregularity or suspicion of an irregularity involving vendors, company personnel, agencies (or 
employees thereof), and agents, servicing agents, mortgage correspondents, unknown parties, or 
company property 

o Any employee who suspects that there may be any instances of employee fraud, theft, 
misappropriation or other irregularities should contact their supervisor and Human 
Resources immediately. Employees should not, under any circumstances, discuss this 
information with anyone inside The Neiders Company other than the supervisor and Human 
Resources. Of course, such information should never be revealed to anyone outside of the 
company unless they are requested to do so by the supervisor. Any employee who has 
knowledge of any employee fraud, theft, misappropriation or similar irregularities and who 
fails to report this information to their supervisor and Human Resources will not only be 
subject to immediate termination, they may also be subject to criminal prosecution as well. 
 

• Dating & Fraternization Policy: An employee who becomes romantically involved with someone at the 
site that he/she works, or with someone whose terms and conditions of employment he/she has the 
ability to influence exposes himself/herself and The Neiders Company to charges of favoritism, 
improper use of authority, and possibly sexual harassment. Even when no inappropriate conduct is 
involved, management fraternization with a subordinate employee or a tenant may appear to others 
to involve the improper use of authority. In order to avoid the dangers of management fraternization 
with a subordinate employee or tenant and to help prevent even the appearance of improper conduct, 
it is The Neiders Company policy that employees who have the authority to directly or indirectly affect 
the terms and conditions of another’s employment or conditions of tenancy shall not fraternize with 
that tenant or employee. The fraternization prohibited by this policy includes dating, romantic 
involvement, sexual relations, or the exchange of affections. The Company does not intend this 
fraternization policy to otherwise discourage friendship or social activities among employees or 
tenants. This policy applies to all employees. Should a personal relationship prohibited by this policy be 
contemplated, the employee involved is required to notify his or her manager immediately. Where a 
personal relationship prohibited by this policy exists, the Company shall take whatever action it 
believes is necessary to remove the employee from any continued work-related authority between 
employees. 

3.3 Code of Professional Conduct 
Each employee of The Neiders Company will be expected to adhere to the high standards of integrity and 
professionalism which are vital to our success in the residential housing, storage, and other real estate 
services. Our employee’s conduct and behavior, both on and off the job, reflect on The Neiders Company 
image in the community. In general, employees will be expected to conduct themselves in such a manner as to 
enhance the professional image and effectiveness of The Neiders Company and our goal of serving the needs 
of our customers. Any behavior that would detract from the effectiveness or professional image of The 
Neiders Company is considered grounds for disciplinary action/termination. In order to assist employees in 
understanding exactly what The Neiders Company expects from them in this respect, the following Code of 
Professional Conduct has been established. While it would be impossible to compile a complete list of all 
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possible actions which may result in disciplinary measures, the following set of guidelines are examples of 
misconduct which may subject an employee to disciplinary actions up to and including termination:  

• Violation of The Neiders Company cash handling policies;  
• Violating the employee’s fiduciary responsibilities including, but not limited to,  

the creation of lease agreements, bank deposits etc.;  
• Violating the confidentiality of employee’s or customer’s account information; 
• Temporarily leasing an apartment under an employee’s name or false name so that a site would 

appear to have a lower vacancy. 
• Unauthorized disclosure of the company’s financial status;  
• Posting to any account without proper authorization;  
• Initiating or refinancing share loans or other loans without approval of the  

supervisor;  
• Dishonesty;  
• Insubordination or argumentative reluctance;  
• The use of expletives or slurs;  
• Consumption of alcoholic beverages on company premises; 
• Theft of The Neiders Company property, customer’s property or another employee’s property; 
• Use of The Neiders Company supplies or premises for personal reasons without specific permission; 
• Defacement of The Neiders Company property or premises;  
• Disclosure of confidential information to persons outside The Neiders Company or breach of 

confidential trust either within or outside The Neiders Company; 
• Failure to comply with The Neiders Company security procedures;  
• Failure to perform assigned duties in a satisfactory manner; 
• Failure to follow safety procedures; 
• Failing to adhere to the high standards of ethics and conduct required by The Neiders Company;  
• Failure to uphold The Neiders Company standard of providing the best service to our customers;  
• Engaging in conduct that is detrimental to the development of a cooperative “team” work environment 

or otherwise disrupting harmonious working relationships;  
• Any other violation of The Neiders Company policies or procedures as described below and are 

outlined in The Neiders Company Standard Operating Procedures 
 

Reporting Violations 
If you have any questions or wish to report a violation of this policy (including violations related to 
accounting, internal control, operations, or other matters), you may notify any supervisor or manager 
with whom you feel comfortable discussing the problem or Human Resources at 206-430-5032. In 
addition, an anonymous, confidential, reporting system has been established through our employee 
portal. You may access by signing up through our website and submitting a form (24 hours and 7 
days/week). All reports will be promptly investigated and there will be no retaliation for making a report 
or cooperating with an investigation. Failure regarding ethical behavior is subject to disciplinary action 
up to and including separation of employment.  
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3.4 Performance Management and Evaluation 
Performance review is the process of evaluating and documenting an employee’s performance to enhance 
work quality, output and efficiency. Performance reviews perform three important functions within 
organizations.  

1) Provides feedback to a person on their overall contribution  
2) Identifies development needs, opportunities for improvement and success plan 
3) Helps to review incentive earnings and other compensation The Neiders Company offers 

Performance Incentive Program 
Several positions have an incentive program tied to the performance of his/her property and/or job 
performance ex: NOI, Lease Bonus, Rent Growth Bonus. These programs are outlined in the Job Incentive 
Program and can be changed yearly to match economic improvements or downturns at the sole discretion of 
the company.  

The Neiders Company gives each employee a performance evaluation at the completion of their 90 days or 
prior employment. Prior to an employee completing the 90-day (3) month probationary period (introductory 
period) a determination of whether the employee is fit for our organization will be determined. Thereafter, 
employees will receive an annual performance evaluation on the anniversary of their hire date which will 
include both metrics and competency-based evaluation.  

 
3.5 Confidentiality  
Please be advised that it is The Neiders Company LLC’s policy and practice not to seek access to or make use of 
trade secrets or confidential business information belonging to other persons or organizations, including, but 
not limited to, competitors and former employers. You agree that you will not use or provide The Neiders 
Company with any trade secret or confidential information of any third party at any time.  
As part of your employment, you will receive confidential and proprietary information belonging to The 
Neiders Company. Confidential Information is information and data of any kind concerning any matters 
affecting or relating to The Neiders Company, the business or operations of The Neiders Company and/or the 
products, including but not limited to marketing materials, strategy, financial information, employment 
information, processes, or other data of The Neiders Company not generally known or available outside of the 
company. You agree that you will protect and not disclose confidential and proprietary information belonging 
to The Neiders Company to any third party during your employment or at any time after your employment, 
except as required by law. 

3.6 Social Media Policy 
The Neiders Company reserves the right to monitor all of its social media channels and ensure the use of its 
channels at are company guidelines. Violations of this policy may result in disciplinary action, up to and 
including termination. Violations of this policy, or allegations of inappropriate blogging/social networking, 
should be immediately reported to a supervisor or Human Resources. 

Policy Statement 
Social networking using Internet-based and other electronic social media tools is integrated into everyday life. 
We expect all of our employees to act responsibly, exercise good judgment and respect confidentiality when 
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communicating information that identifies The Neiders Company and you have a responsibility to protect the 
Company and its brand at all times. 
 
Making derogatory statements about the company, workplace, other employees, vendors, and/or residents is 
strictly prohibited.  Violations to this policy may be grounds for discipline and up to and including termination. 
 
As an employee and representative of the Company, we expect you respect company confidentiality when 
communicating through your own social media channels. Employees may not disclose resident or company 
information on social media platforms. Additionally, employees may not use Company logos or trademarks 
without the prior written consent of the Company. 

The use of social media channels is not permitted at work unless it is required for your job. This includes all 
social media platforms including, but not limited to: 

• Social Networking Sites (i.e., Facebook, Foursquare, LinkedIn) 
• Micro-blogging sites (i.e., Twitter) 
• Blogs (including Company and personal blogs as well as comments) 
• Video and Photo Sharing Websites (i.e., Flickr, YouTube) 
• Forums and Discussion Boards (i.e., Google Groups, Yahoo! Groups) 
• Online Encyclopedias (i.e., Wikipedia) 

 
Employees participating in social media on their own time must observe these guidelines: 

• Confirm that they are not a representative of the company or authorized to speak on behalf of the 
company; 

• Represent only your views;  
• Make no untrue, negative, or disparaging remarks; and  
• Protect confidential information and relationships.  

Nothing in this policy is intended to preclude employees from discussing the terms and conditions of their 
employment at The Neiders Company.  

Media Contact  
If employees are contacted by members of the media either in person, on the phone or via email they must 
refer them to the Regional Manager or corporate office. If the media member shows up on site, they must 
politely ask them to leave the premises and state no comment. Employees should get their name, company 
name and contact information and connect with their Regional Manager with the contact information 
immediately. No information should be given out other than our company name, address and phone number 
to the corporate office:  
The Neiders Company, 1120 E. Terrace ST #300 Seattle, WA 98122, 206-325-0291.   
 
3.7 Non-Solicitation  
The Neiders Company prohibits the solicitation, distribution and posting of materials on or at Company 
property by any employee or non-employee, except as may be permitted by this policy. The sole exceptions to 
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this policy are charitable and community activities supported by The Neiders Company management and 
Company-sponsored programs. 

Provisions 
Non-employees may not solicit employees or distribute literature of any kind on The Neiders Company 
premises at any time. Employees may only admit non-employees to work areas with management approval or 
as part of a Company-sponsored program. These visits should not disrupt workflow. The Neiders Company 
employee must accompany the non-employee at all times. Former employees are not permitted onto 
Company property except for official Company business. Employees may not solicit other employees during 
work times, except in connection with a Company approved or sponsored event. 

Employees may not distribute literature of any kind during work times, or in any work area at any time, except 
in connection with a Company-sponsored event. The posting of materials or electronic announcements are 
permitted with approval from Human Resources and Executive team. Violation of this policy should be 
reported to Human Resources. 

Employee Attendance Policy 
3.8 Attendance  
Absenteeism in the workplace can have a negative impact on the company and other employees. Increased 
instances of unscheduled absences also impact customer service, job performance, and can lead to 
disciplinary action up to termination of employment. Each employee of The Neiders Company is brought on to 
remedy a specific need of service within the company. When an employee is not at work, for whatever reason, 
this need is not being met. Therefore, adequate attendance is essential for overall company performance and 
the individual’s success within the company. Employees must be clocked in within 7 minutes of the time the 
employee is scheduled for work. This means that employees cannot clock in any earlier than 7 minutes before 
their shift, nor 7 minutes after their shift without permission from the employee’s supervisor. An employee 
must work the last scheduled day before and the first scheduled day after a holiday to receive their holiday 
pay. 

Late arrival, early departure or absence causes a ripple of disruptions within the company, and therefore 
implementation of attendance infraction is effective from first day of hire.  
 
Calculation of Attendance Infraction: 

• Absent with a call: 1 point. 
• Absent no call: 2 points. 
• Tardy: 15 minutes ½ point. 
• Early departure: 15 minutes ½ point. 
• Late return from lunch or break: 1 point (over 15 minutes). 

Employees who are absent “no call no show 3 “(three) consecutive days it will be terminated for job 
abandonment, except as required by law.  
 
Disciplinary Action for Attendance Infractions  
Attendance issues will result in progressive disciplinary action up to and including termination based on the 
following point system: 
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• 3 points: Verbal warning. 
• 4 points: Written warning. 
• 5 points: Final written warning (Meeting with manager/HR for further discipline) 
• 6 points: Employee is subject to termination 

 
If an employee is subject to other discipline and/or performance issues as well as violation of the attendance 
policy, the Company reserves the right to bypass any of these progressive discipline steps and discipline an 
employee up to and including termination. 
 
If an employee is absent for 3 (three) or more consecutive days, evidence for excusing the absence, such as a 
doctor’s note, may be requested by management. Each attendance infractions will reset every 12-month cycle 
of the first absentee date occurred.  
 
Example of attendance record: 
July 1st 2019 call in sick   1 point (the infraction falls off July 1st 2020)  
July 5th 2019 call in sick  1 point (the infraction falls off July 5th 2020) 
August 1st 2019 call in sick    1 point (the infraction falls off August 1st 2020) 
3 points: Verbal Warning   
 
Absence 
“Absence” is defined as the failure of an employee to report for work when he or she is scheduled to 
work. The two types of absences are defined below: 

Excused absences without disciplinary action 
Excused, absences can be granted for funerals, jury duty, bereavement, childbirth, a car accident, medical 
appointment, and unavoidable emergencies, paid sick leave, FMLA and ADA related absences. In these cases, 
employees must provide documentation to prove a reason for the absence. 
Excused absence occurs when all the following conditions are met:  

• The employee provides supervisor sufficient notice at least 48 hours in advance of the absence or as 
soon as reasonable practical. 

• The absence request is approved in advance by the employee’s supervisor.  
• The employee has sufficient accrued paid time off (PTO) to cover the absence, unless the absence is 

otherwise protected leave under state or federal law.   

Unexcused absence occurs when any of the above conditions are not met.  

• If it is necessary for an employee to be absent or late for work because of an illness or an emergency, 
the employee must notify his or her supervisor no later than 2 (two) hours of the employee’s 
scheduled starting time on that same day. If the employee is unable to call, he or she must have 
someone make the call. 

 
An employee who misses more than 2 (two hours) of work without prior approval is considered to be absent, 
unless they are missing work due to prior scheduled PTO, holiday, leave of absence (including Family Leave or 
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Family Medical Leave), jury duty, or other permitted leave under The Neiders Company policies or pursuant to 
applicable law. If, for any reason, an employee cannot work one of their scheduled shifts, it is the employee’s 
responsibility to make certain that their supervisor has been properly notified by phone call. This would 
include a phone call to the supervisor, a message must be left on the voicemail if the employee is unable to 
reach the supervisor directly (more than one attempt should be made to reach the supervisor by phone) and 
an email to the supervisor if the employee has access to a computer. If an employee must call in sick, the 
employee must call his/her supervisor at least 2 (two) hours before the employee is scheduled to begin work. 
If the employee cannot call in sick, he/she must do so as soon as reasonably practical. If an employee is unable 
to appear for work, the employee must inform the supervisor of how long the employee will need to take off 
and/or of any developing needs that will have to be addressed in the employee’s absence.  
 
Absent Without Notification 
Employees who are absent for work without notifying their supervisor will be in violation of company policy 
and may be subject to disciplinary action, up to and including termination of employment. If an employee is 
absent for more than 3 (three) consecutive workdays related to illness, The Neiders Company may request 
medical verification and/or documentation to determine whether the employee is eligible and qualified for 
protected leave under state and/or federal law.  
 
Tardiness & Early Departure 
Lateness may be expected in the event of flood conditions, tornadoes, or some other inclement weather, 
which would affect an entire area or city. An employee’s supervisor may also grant an excused lateness for 
personal emergencies that are beyond the employee’s control provided the employee contacts their 
supervisor as soon as possible, but no later than 15 minutes after the beginning of their work shift. Employees 
who leave work before the end of the regularly scheduled workday will be considered to have left early. 
Employees must have approval from their supervisor to leave work early. One event of unexcused tardiness 
will result in a coaching session between the employee and the supervisor in order to prevent any similar 
event in the future. Employees who display a pattern of excessive tardiness will be subject to disciplinary 
actions up to and including termination.  
 
Unpaid Time Off is granted only in whole-day increments. It may be granted for a single workday or a number 
of consecutive workdays up to a maximum of five (5). Unpaid Time Off cannot be granted for more than five 
(5) consecutive workdays.  All unpaid time off must be requested in writing and submitted for approval to 
director supervisor and VP.  An employee who fails to return to work by the expected return date may be 
considered to have voluntarily terminated from The Neiders Company.    
 
3.9 Inclement Weather  
During inclement and unpredictable weather, The Neiders Company will make necessary adjustment and keep 
in mind safety and well-being of its employees. During such times making reasonable efforts to get to work is 
encouraged. Non-exempt employees unable to arrive for work due to inclement weather will or may choose 
to be deducted one (1) day of PTO/Vacation (if available) or they will not be paid for the day. Exempt 
employees will receive their full salary for their normal hours worked. All employees who are unable to report 
to work should follow company Employee Attendance Policy section 3.8.  
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If inclement weather occurs on a federal holiday not generally observed by The Neiders Company, the 
Executive Team will make a decision and communicate to all employees. On days when weather conditions 
worsen as the day progresses, The Neiders Company may decide to close its offices. Time absent from work 
due to inclement weather is not counted as hours worked when computing weekly overtime.  

Emergency situations can include: 

• Impending bad conditions such as a hurricane or wildfire or sandstorm  
• Over a foot of snow falls in a short period 
• Electricity is out 
• Heating or cooling is not available, 
• Flooding affects roads or other transportation 
• The Governor declares an emergency asking people to stay home 

 

3.10 Dress Code  

Professional attire also promotes a clean and professional appearance to our employees, vendors, guests, the 
public and our working environment.  Accordingly, all employees must comply with the following dress code.  
 
Office Staff Dress Code:  

• Dresses and skirts: 
Dress and skirt length should be at a length at which you can sit comfortably in public. Shorts and tight 
skirts that ride halfway up the thigh are inappropriate for work. Skirts and dresses should be no shorter 
than 2 inches above the knee. Mini-skirts, sun dresses, beach dresses, and spaghetti-strap dresses are 
inappropriate for the office. 

• Slacks and pants: 
Slacks and pants should be neat with no visible holes or stains.  Sweat pants, yoga pants, workout gear, 
shorts are not appropriate in the workplace.  Leggings must be worn with appropriate garments. On 
occasion, clean jeans (without any holes) may be worn when the corporate office so permits. 

• Button down tops: 
Must be pressed and fit well. No gaping in front or missing buttons. 
Short sleeve, ¾ length, or long sleeves are acceptable. 

• Sweaters: 
Turtleneck, crew neck or small V-neck. A small cowl is also acceptable. 
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• Blouses: 
Sheer, see-through, or lace tops are not appropriate for the workplace. Blouses should have a 
conservative neckline and not expose shoulders or mid-drift. Ill-fitting tops that are too tight are also 
not acceptable.  

• Shoes: 
No open-toe shoes, flip flops, slippers and heels must not to exceed 3-inches. Safety is our main 
concern. Must be scuff-free, clean and in good condition.  

• Accessories: 
Jewelry considered inappropriate for work includes nose rings, lip rings, tongue rings, eyebrow rings or 
any facial rings. Belts must be worn at all times with tucked-in shirts. Belt buckles should be free of 
symbols or words. 

• Name Tags: Name Tags are required daily. Employees are responsible for its replacement should it be 
ruined or lost and shall pay for a replacement at a cost of $15.  

 
Maintenance and Field Dress Code: 
All maintenance staff must wear company provided uniforms during work hours and follow these guidelines. 
 
To request clothing: 
Uniform request form for maintenance employees must be filled out and submit it to corporate. Full uniform 
sets will only be given out to new hires. Additional uniform items will be provided to employees who have 
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worn out, stained, or ripped items. If employees simply want extra clothing for their preference, items can be 
purchased separately. (see form back of the book) 
 

• The Neiders Company will provide each field/maintenance employee with one full uniform set (see 
above) at the time of employment. Uniform sets provided at hire consists of two Neiders Company 
polo shirts, painting shirts, long sleeve shirts, a jacket, cap and a knit hat (for winter use only), and 
sturdy pants; either jeans or khaki/black “docker” style pants (not provided by The Neiders Company.) 
Every field/maintenance employee will need to be in full uniform during work hours. Employees will be 
responsible for keeping the uniform clean and in good condition.  

• Loose fitting jewelry must not be worn for safety reasons. One stud earing in each ear will be 
permitted. Visible body piercings more than a single piercing in each ear or facial piercings of any other 
kind are not allowed to be worn during work hours. If piercings are not removable, they should be 
clear or very small.  

• Shirts must be kept clean, unwrinkled and free of paint. When painting, maintenance personnel must 
wear coveralls to avoid paint on shirts. It is the employee’s responsibility to keep it clean or replace at 
their expense if soiled permanently. Pants must not be baggy or too loose. Shoes must be a work boot 
or similar style that offers sturdiness, support, and protection. Non-slip sole shoes or tennis shoes will 
be allowed. A photo name badge will be provided and must be worn at all times.  

• Employees may request reimbursements for one pair of pants annually (up to $30.00) and one pair of 
sturdy and supportive work boots (up to $50.00). If the employee wants or needs uniforms beyond this 
schedule, they will need to purchase them at their own expense. An original receipt and expense 
reimbursement form must be submitted to the payroll department. 

The prices for uniforms beyond the allotted schedule are: 

 
         

 

General Guidelines 

• All employees must maintain good hygiene including, but not exclusive to, the use of deodorant or 
breath freshener, when necessary.  

• Adherence to cultural appearance in the workplace when appropriate.  
• All personnel should be clean, neat and well-groomed while on duty or on call. Hair should be clean 

and neat. Facial hair must be trimmed and well groomed. If field/maintenance employees have hair 
that is shoulder length or longer, it must be kept pulled back so that it does not impair the employee’s 
field of vision or hearing.  

• Perfumes, body sprays and colognes should not be overpowering, and deodorant/antiperspirant 
should be worn. 

• Tattoos in general should not be in public view, whenever possible. Tattoos that may be considered 
offensive must not be visible to general public while on the job.  

Neiders Jacket $35.00 each 
Neiders Polo Shirts $7.00 each 

Neiders Painting Shirts $7.00 each 

Neiders Hat/Beanie $5.00 each 
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• Clothing must be well-fitted, clean, ironed and in good condition. Torn, ripped, soiled, paint covered, or 
stained clothing is not acceptable. Pants may not be overly baggy. 

• Shirts must be buttoned within two buttons of the collar. 
• Undergarments must be appropriate for business attire and/or not visible in any way. 
• Inappropriate attire for work includes tank tops, midriff tops, shirts, or clothing with potentially 

offensive words, terms, pictures, cartoons, or slogans, halter-tops, tops with bare shoulders, 
sweatshirts, and t-shirts unless worn under another blouse, shirt, jacket, or dress. Clothing and 
accessories must not have any words or logos other than the company logo. Clothing that reveals too 
much cleavage, your back, your chest, your feet, your stomach or your underwear is not appropriate 
for a place of business. 

If you experience uncertainty about acceptable, professional business attire for work, please ask your 
supervisor or your Human Resources staff.  This policy will be strictly enforced. Disciplinary action will be 
imposed on employees who do not follow the dress code up to and including termination.  

3.11 Meeting Etiquette  

Business meeting etiquette refers to standard of behavior expected by The Neiders Company during all set 
meetings (in-person and virtual). All employees need to demonstrate professionalism and respectable 
behaviors at all times.  Etiquettes are important to improve communication, to increase productivity, improve 
relationship and gain necessary knowledge that is set as part of the agenda. Though, we cannot address all 
etiquettes, below are the most commonly behaviors to keep in mind:  

• Be punctual 
• Come prepared 
• Dress professionally 
• Speak loud enough 
• Actively listen and participate 
• Follow the agenda 
• Ask questions at the appropriate time 
• Be attentive to your body language 
• Put away technology 
• Eat and drink appropriately 
• Take notes  
• Mute microphone unless its your turn to speak  

For virtual meetings it is recommended to test hardware prior, take the necessary training to understand the 
platform used such as TEAMS, Zoom, WebEx etc.  (TEAMS is the commonly used format for TNC, training is 
provided in the share-drive).  Backgrounds must be business professional, company dress code, attendance 
policy applies at all times.  For all in-person meetings/trainings, give enough travel time to assigned locations. 
be prepared, display respectable behavior at all times, take notes, ask questions when necessary, participate 
and collaborate with team members, eliminate side conversations and use of technical devices.  It is desirable 
to give undivided attention at all times to gain the necessary training and knowledge that is allocated for the 
meetings.  
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Section 4 - GENERAL EMPLOYMENT 

4.1 Employment Classification and Relations Principles  
In order to help employees understand what is meant by certain terms found in this Handbook, a brief list of 
definitions is provided. These terms may be used individually, or in combination with each other if employees 
have any questions about the meaning of any of these terms, the supervisor or Human Resources will be more 
than happy to answer any questions. 

Full Time/Part Time  
Any employee who is regularly scheduled to work more than 32 hours per week is considered to be a full-time 
employee. The employee works hourly and is eligible for overtime. Overtime is any hours beyond 40 physical 
hours worked within a week excluding holidays.  Part Time any employee who is regularly scheduled to work 
less than 24 hours per week will be considered to be a part-time employee.  
 
Exempt 
Any employee who is exempt from the provisions of the Fair Labor Standards Act is considered to be an 
“exempt employee.” Exempt employees are those whose positions are executive, managerial, or 
administrative and meet the state or federal requirements to be exempt.  These employees are not eligible for 
overtime compensation.  Exempt employees are normally Salaried Employees who will work at least 40 hours 
per week.  All exempt employees are required to work company standard business hours.  If an exempt 
employee seeks a schedule adjustment to the standard business hours, they must notify and obtain approval 
from their direct manager.  Except as required by law, exempt employees will not have alternative or 
customized work schedules different that the Company’s standard business hours.     

Relations Principle  
The Neiders Company believes that the interests of both The Neiders Company and our employees can best 
be served by adhering to the following employee relations principles:  

• The Neiders Company recognizes that the success of our company is dependent upon the 
quality and dedication of our people;  

• Because of The Neiders Company belief that our employees are our most valuable asset, we 
will strive to treat each employee with dignity and respect;  

• The Neiders Company believes that our employees are intelligent adults and will be treated as 
such;  

• The Neiders Company values the opinions of our employees and will encourage their comments 
and suggestions about ways that our work can be completed in a more efficient and/or 
effective manner; 

• The Neiders Company will select, train and promote employees based on their performance 
and abilities and will not discriminate on the basis of race, national origin, color, religion, age, 
sex, sexual orientation, gender identity, marital status, Veteran’s status, the presence of any 
sensory, mental or physical disability, or any other characteristic protected by law; 

• The Neiders Company will strive to enforce its personnel policies and procedures in a fair and 
consistent manner to reduce any perceptions of favoritism; 



27 
 

• The Neiders Company will maintain competitive wages, good working conditions and 
reasonable hours of work; and  

• The Neiders Company will strive to provide opportunities for each employee’s personal and 
professional development by providing training, guidance and careful evaluations of each 
employee’s performance.  
 

4.2 Meals and Breaks  
All employees are granted two fifteen (15) minute paid breaks. If an employee works a five (5) or more hours, 
the employee will also have a thirty (30) minute unpaid lunch break. The supervisor will be responsible for 
scheduling the employee’s lunch break. Before taking any breaks, the employee must inform the supervisor so 
that the supervisor can take over the employee’s shift during the breaks/lunch. Employees will be subject to 
disciplinary action if fail to use company provided tablets for accurate time keeping during lunch, located at 
every property.  
 
4.3 Personnel Files  
A personnel file is an employers’ saved documentation of the history and status of the entire employment 
relationship with an individual employee. The Neiders Company maintains this employment documentation in 
a personnel file for three reasons. (selected files can be reviewed by employee under their Paychex account) 

• The Neiders Company wants to have accurate information handy and organized when you need access 
to the information for any reason. Changes in emergency contacts, employee addresses, keeping track 
of performance evaluations, disciplinary letters, employee recognition, and employment application 
materials. 

• Types of employee files that are required by law include: I9 form, payroll file, medical file and 
personnel file. The Neiders Company follows all state and federal mandated regulations of personnel 
files.  

• Employees are allowed access to their employee personnel files under the guidance and supervision of 
Human Resources. Employee personnel files are considered to be the property of The Neiders 
Company who has the responsibility to maintain them and safeguard them. No employee may alter or 
remove any documents from her or her personnel file which must be accessed in the presence of 
Human Resources.  

4.4 Overtime  
At The Neiders Company, holidays and overtime are paid in accordance with the Fair Labor Standards Act. 
Overtime is considered the physical time (hours) worked over 40 hours total, in one week excluding hours 
added for holidays, PTO, jury duty, bereavement, and company events. A standard work week is considered 
Sunday-Saturday. On-call hours are paid at a minimum of two hours regardless of actual time taken that is less 
than a two-hour period. All overtime must be approved by the Regional Manager. Whenever overtime is being 
claimed by an employee, the Community Manager shall provide an overtime job cost sheet with each payroll 
period that is signed by the employee and employee’s supervisor. The job cost sheet must be submitted 
within 24 hours the next business day. If an employee’s immediate manager or supervisor is not available 
employee must connect with Area, Regional or VP of Operations for all approvals of overtime. 

https://www.thebalancecareers.com/documentation-1918096
https://www.thebalancecareers.com/what-is-employment-1918114
https://www.thebalancecareers.com/what-is-employment-1918114
https://www.thebalancecareers.com/employee-evaluation-1918117
https://www.thebalancecareers.com/progressive-discipline-warning-form-introduction-1917906
https://www.thebalancecareers.com/employee-motivation-4161673
https://www.thebalancecareers.com/job-application-1918163
https://www.thebalancecareers.com/job-application-1918163
https://www.thebalancecareers.com/how-hr-provides-career-help-4125267
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4.5 Technology Use 
Cell phones/laptops/tablets are used by The Neiders Company employees for internal and external 
communication. For the purposes of this policy, cell phones/laptops/tablets are understood to include any 
device that makes or receives phone calls, leaves messages, sends text messages, surfs the Internet, or 
downloads and allows for the reading of and responding to e-mail, whether the device is company supplied or 
personally owned. 
 
Use of Personal Cell Phones/Laptop/Tablets/Maintenance Emergency Phone: 

• The use of personal cell phones/laptops/tablets for personal reasons during work hours is prohibited. 
However, very limited use may be permitted for matters requiring immediate attention. NO Facebook, 
social media or internet browsing during work hours. As with any personal matter, employees are to 
use their breaks and lunch breaks for those purposes. 

• Employees may use personal cell phones/iPads/tablets during work hours for any legitimate Neiders 
business and for safety, security or emergency purposes. 

• All communications using personal cell phones/iPads/laptops/tablets during work hours, or conducted 
on The Neiders Company property, or while on The Neiders Company business – verbal, written or 
other – must meet professional standards of conduct. 

• Employees shall not use personal cell phones/iPads/tablets/laptops during work hours, on company 
property, or while on company business for illegal, disruptive, unethical or unprofessional activities, or 
for personal gain, or for any purpose that would jeopardize the legitimate interests of The Neiders 
Company.  

• Please refer maintenance emergency phone policy for more detail and accurate outline which is 
covered upon hire and for those who will be associated with the policy.  
 

Internet and E-Mail 
The Neiders Company maintains the following internet/e-mail policy: 

• Employees must not use personal USB devices, discs, or any other software or personal hardware on 
The Neiders Company computers and server.  

• The Neiders Company strongly advises all employees who have a company e-mail account not to open 
any e-mail or attachment from an unfamiliar or unknown source in order to prevent attacks caused by 
viruses, spyware, phishing, etc.… 

• Employees who are provided a Neiders Company e-mail account must use it for business purposes 
exclusively. 

• The Neiders Company reserves the right to review any of its employee’s company e-mail accounts at 
any time including, but not exclusive to, reading any e-mails that an employee receives in the company 
e-mail account and reading any e-mails the employee has sent through the company e-mail account.     

• While at work, employees are allowed to use the internet solely for business purposes only, e.g. to get 
online to The Neiders Company website and server to retrieve the reservations made the day before, 
to print company forms, review the employee handbook and company updates, etc.…  

• The Neiders Company will be monitoring what sites employees visit through the internet. If an 
employee has any questions on which sites they would be allowed to visit online, the employee should 
consult with his/her supervisor. 
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4.6 Re-Hire Policy and Downsizing  
To be considered for rehire, a former employee must have left the company in good standing and for one of 
the following reasons: 

• Voluntary Resignation (at least 2 weeks notice given and worked)  
• Company Lay-off; or 
• Termination for reason other than ethical behavior 

 
Applications for re-hire shall also be considered with this additional eligibility criteria. Former employees’ 
applications should have: 

• Completed their probationary period when originally hired; 
• Performed adequately while employed by company, including but not limited to satisfactory job 

performance, attendance and similar factors; and 
• Received no disciplinary action 
• HR department review record to decide whether the employee is eligible for rehire 
• If they are eligible, hiring managers and HR decide whether the employee is qualified for a particular 

position. 

Eligible former employees can apply to a position with the company after a minimum period of 30 days. 
Former employees who were terminated for cause or abandoned their job are not eligible for rehiring. 

Employees who were working for the company for less than 6 months will be considered ‘new hires’ if rehired. 
New hires are usually expected to undergo hiring and onboarding procedures, drug test and background partly 
or entirely. 
 
Procedure 
When an employee applies for a position at the company about rehiring, the following procedure should be 
followed: 

• HR department review record to decide whether the employee is eligible for rehire 
• If they are eligible, hiring managers and HR decide whether the employee is qualified for a particular 

position 

Compensation and Accruals  
Benefits will not be restored except as required by law.  
 
Downsizing  
The Neiders Company defines “downsizing” as reducing the number of employees, usually to decrease labor 
cost and to increase efficiency. Termination of employment is usually due to reasons independent of job 
competence. Factors that may cause necessity for downsizing may include, but are not exclusive to, available 
new technology, financial considerations, industry changes, or government regulations. It is anticipated that 
an employee will be eligible for unemployment benefits upon termination due to downsizing. Although 
downsizing is a reason to terminate employment The Neiders Company retains the right to demote, promote, 



30 
 
hire and fire any of its employees as we see fit pursuant to the at-will nature of employment. Decisions made 
under this Policy will be in conformance to the provisions of Washington State Law. 
 
4.7 Business Expense and Reimbursement  

Travel Expense Policy-Overview  
It is the policy of The Neiders Company to reimburse staff for reasonable and necessary expenses incurred 
during approved work-related travels including mileage reimbursement.  

Employees seeking reimbursement should incur the lowest reasonable travel expenses and exercise care to 
avoid impropriety or the appearance of impropriety. Reimbursement is allowed only when reimbursement has 
not been, and will not be, received from other sources. If a circumstance arises that is not specifically covered 
in this travel policy, then the most conservative course of action should be taken. 

Business travel policies are aligned with company reimbursement rules. All business-related travel paid with 
The Neiders Company funds must comply with company expenditure policies. 

Authorization and responsibility 
Staff travel must be authorized by Regional and Executive Team. Travelers should verify that planned travel is 
eligible for reimbursement before making travel arrangements. Within 30 days of completion of a trip, the 
traveler must submit a travel reimbursement form and supporting documentation to obtain reimbursement of 
expenses. 

An individual may not approve his or her own travel or reimbursement. The travel reimbursement form must 
be signed by Regional Manager and Executive Team Member.  Requests for reimbursement will be withheld if 
there is reason to believe that the expenditures are inappropriate or extravagant.  

Travel Expenses/Procedures 

Conference registration fees  
Conference registration fees can be prepaid with a credit card or check through the accounting office with a 
request for payment form. Business-related banquets or meals that are considered part of the conference can 
be paid with the registration fees; however, such meals must be deducted from the traveler’s per diem 
allowance.  Expenses associated with the travel must be reconciled and substantiated within two weeks of the 
return date. The traveler must repay The Neiders Company for any advances in excess of the approved 
reimbursable expenses.  

Reimbursements 
Requests for reimbursements of travel-related expenses are submitted on a Travel Reimbursement form. This 
form must be accompanied by supporting documentation. These forms must be submitted to the accounting 
office within two weeks after the trip is completed.  

Reimbursement of travel expenses is based on documentation of reasonable and actual expenses supported 
by the original, itemized receipts where required. Reimbursements that may be paid by The Neiders Company 
are shown below. 
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Only single room rates are authorized for payment or reimbursement unless the second party is representing 
the agency in an authorized capacity. If the lodging receipt shows more than a single occupancy, the single 
room rate must be noted. If reimbursement for more than the single room rate is requested, the name of the 
second person must be included.  The Following are examples of typical reimbursable expenses, if authorized 
and with appropriate documentation:  

Business meals: Travelers are required to follow The Neiders Company expenditure policies when requesting 
reimbursement for business meals. Original itemized receipts are required.  (excluding alcohol beverages)  

Business expenses: Business expenses, including faxes, photocopies, Internet charges, data ports and business 
telephone calls incurred while on travel status, can be reimbursed. Original itemized receipts are required.  

Parking: Original receipts are required for parking fees (including airport parking). The lodging bill can be used 
as a receipt when charges are included as part of the overnight stay.  

Tolls and Ferries: Original receipts are required. 

Miscellaneous transportation: Original receipts are required for taxi, bus, subway, metro, ferry and other 
modes of transportation. 

Non-reimbursable Travel Expenses 
The following items that may be associated with business travel will not be reimbursed by The Neiders 
Company: 

• Airline club memberships and upgrades.  
• Business class for domestic flights or first class for all flights.  
• Childcare, babysitting, house-sitting, or pet-sitting.  
• Commuting between home and the primary work location.  
• Costs incurred by traveler’s failure to cancel travel or hotel reservations in a timely fashion.  
• Evening or formal wear expenses, haircuts and personal grooming.  
• Laundry and dry cleaning.  
• Personal entertainment expenses, including in-flight movies, headsets, health club facilities, hotel pay-

per-view movies, in-theater movies, social activities and related incidental costs.  
• Travel accident insurance premiums or purchase of additional travel insurance.  
• Other expenses not directly related to the business travel. 

Mileage Reimbursement  
Employee mileage is currently reimbursed at $.58 per mile.  In order to receive reimbursement, the 
employee must submit a Mileage Reimbursement Form located in Sharedrive. Mileage is to be submitted 
once per month to the Main office via email by the fifth (5th) day of the month. The employee MUST record 
the date of travel, the destination property code and total number of miles traveled for each trip.  Property 
code should be the property (or properties) which benefitted from the trip (i.e., if the trip was to a vendor, 
the property code should be the property for which items were being picked up) 

Business mileage is the travel an employee incurs beyond normal commute mileage (from home to the 
office and home again) on a normal workday.  



32 
 
*If the distance to the business event is less than your normal commute, then mileage is not reimbursable. 

Mileage Rates 

Example 1: Employee goes to the 
office on a normal workday, 
leaves mid-day through the 
workday to attend an off-site 
business event, and returns to the 
office after the event.  

Mileage Reimbursed: C + D 

 

 

 

 

 

Example 2: Employee leaves from 
home on a normal workday, goes 
directly to a one-day off-site 
business event, and returns 
directly home after the event.* 

Mileage Reimbursed: A + B 

Example 3: Employee leaves from 
home on a normal workday, goes 
directly to an off-site business 
event, and returns to the office to 
complete the workday.* 

Mileage Reimbursed: A + B – C 

 

Example 4: Employee goes to the 
office on a normal workday, 
leaves mid-day through the 
workday to attend an off-site 
business event, and goes directly 
home from the event. * 

Mileage Reimbursed: B + C – A 

 

 

 

Example 5: Employee leaves 
home on a non-workday, goes 
directly to an off-site business 
event, and returns home after the 
event.  

Milage Reimbursed: A + B 

Example 6: Employee leaves from 
the office to go to the airport. 
After the trip, the employee 
returns home from the airport. 

Mileage Reimbursed: A + B 

 

Example 7: Employee leaves from 
home to go to the airport. After 
the trip, the employee returns 
home from the airport. 

Mileage Reimbursed: A + B 

 

Example 8: Spouse drops off 
employee at the airport and 
returns home. Spouse picks up 
employee at the airport and 
returns home. 

Mileage Reimbursed: (A + B) + (A +B) 

 

Example 9: Employee leaves from 
home to go to Duluth and stays 
overnight. After the trip, the 
employee returns home from 
Duluth. 

Mileage Reimbursed: A + B 
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Section 5 - PAYROLL & COMPENSATION 

5.1 Time keeping and tablets  
Although it is anticipated that each employee will take seriously the need to utilize company provided tablets 
for time keeping, close adherence to the following is imperative. 

Upon employment with The Neiders Company you will be prompted to create a unique and personalized 
username and password through Paychex software, the username gives you access to: 

• Time keeping 
• Benefits 
• Personal changes  
• Request of PTO/VAC 
• Documents 
• Help Center and Training  
• On-Boarding  

 
You are not to share your unique username and password with anyone but yourself. Username is used each 
time: 

• Upon arriving at work 
• Upon leaving for lunch (lunch times are required by law) 
• Upon returning from lunch 
• Upon completing the day schedule. 

 
Exceptions 
Should there be technical difficulties please connect with your manager or HR 

 
Disciplinary Action 
Disciplinary action ranging from a verbal warning to possible termination if any of the following occur: 

• Someone other than the employee clocks in or out for the employee or errors are missed in any 
one-week period. 

• Lack of reporting to supervisor for any missed work shift.  
• Not using the designated tablet at all times.  
• Use of the mobile App is not permitted for any employee.  

 
 
5.2 Direct Deposit and Pay Inquiries  
All employees are required to have a checking and or savings account for direct deposit. Employees must 
complete their routing and account number upon hire to qualify for direct deposit. If an employee does not 
have savings or checking account a refillable card with account number can also be provided to qualify for 
direct deposit. The Neiders Company does not issue manual payroll check. 
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Payday 
All employees will receive pay on a bi-weekly basis. Payroll will end every other Saturday, be processed every 
other Tuesday and paid out every other Friday. Your paycheck will be direct deposited into your bank by the 
end of business or 5pm on payday. Managers who are authorized to submit payroll changes or job cost sheet 
must submit before 1 pm on Mondays. Any other corrections will be done in the next pay period and 
adjustments will be on the employee’s next paycheck. Required deductions from paychecks may include State 
and Federal Income Tax, Social Security Tax (FICA), State Disability Taxes, and any other deductions mandatory 
by federal or state law.  
 
5.3 Workweek and Hours  
The supervisor will establish an employee’s specific hours of work. Hours of work will be established based on 
The Neiders Company needs to provide our residents with the most convenient and efficient service possible. 
The Neiders Company normal office hours are between 8:30 A.M. to 5:30 P.M. Monday through Friday, 
Saturday workday will depend on business needs and the property to which an employee is assigned. Some 
positions, because of business demands, may require work outside these hours. Employees may also, from 
time to time, be required to work at odd hours due to emergencies and sporadic workloads. Failure to do so 
will be considered a serious matter and may result in disciplinary actions up to and including discharge. All 
changes need to be communicated by phone or in person to a direct supervisor.  
 
5.4 Compensation  
Management/Supervisor Compensation: In the effort to instill excellence in our Regional, Area, Community 
Managers, and Maintenance Supervisors/Managers, The Neiders Company utilizes a Net Operating Income 
(NOI) bonus structure.  Employee must work the full quarter to receive full NOI bonus, to receive a bonus, the 
employee must oversee at least 2/3 of the quarterly NOI bonus duration to be considered for the bonus. 
During such cases, the earned NOI will be paid in 2/3 of the amount. If an employee takes leave, resigns, or 
leaves the company at any time during the quarter the bonus is forfeited. (Refer NOI Policy for more details) 

Rent Income Growth Bonus: The rent growth bonus is based on a yearly increase to Gross Scheduled Rent 
and/or utility surcharge. (Refer to Income Growth Bonus for more details)  

Leasing Consultants Compensation: In the effort to instill excellence in our Leasing Consultants, The Neiders 
Company has established a lease bonus structure. To receive the bonus, the employee must be currently 
employed with The Neiders Company during the disbursement of Lease Bonus. If you collect an amount of old 
debt you will receive 10% with your lease bonus. You must enter the information at the bottom of the form 
under adjustments. Please attach the copy of the receipt batch from Yardi report as proof of collection. (Refer 
to Lease Bonus Policy for more details) 
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Section 6 - EMPLOYEE BENEFITS 

  
6.1 Benefit Overview  
The Neiders Company has established a variety of employee benefit programs designed to assist you and your 
eligible dependents in meeting the financial burdens that can result from illness and disability, and to help you 
plan for retirement. These benefits include insurance benefits and other benefits such as paid time off and 
supplemental insurances. Employees working on average 30 hours per week per year in accordance to federal 
law has an opportunity to receive group medical benefit. This portion of the Employee Handbook contains a 
very general description of the benefits to which you may be entitled as an employee of The Neiders 
Company. Therefore, this Handbook does not change or otherwise interpret the terms of the official plan 
documents. Your rights can be determined only by referring to the full text of the official plan documents, 
which are available for you from the Human Resources Department and by accessing Paychex for full benefit 
disclosure or through the Benefit Resource Center. Access to benefit information: 
www.paychexflex.com > Benefits > Make Selection > Follow the Prompts> Finalize  
 
The Neiders Company is consistent with applicable law, and at its sole discretion, may terminate or change 
any of the benefit programs, in whole or in part, any or all the provisions described in this handbook at any 
time without advance notice. The Neiders Company reserves full authority to interpret the terms of its benefit 
programs to determine compliance in connection with eligible benefit entitlements.  
 
Access to complete benefit breakdown visit www.neidersteam.com >Benefits or through USI Benefit App (see 
below for instructions on how to enroll in benefits through Paychex and how to download App) 

http://www.paychexflex.com/
http://www.neidersteam.com/
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Eligible Family Members 
Eligible family members are paid in full by the employee. Eligible family members include the following:  

• Spouse — employees’ wife or husband; 
• Domestic partners: The Neiders Company defines domestic partners as two adults, those 18 and over, 

regardless of gender, who have resided together continuously for at least 12 months. Domestic 
partners may not maintain any other domestic partnership or marriage;  

• Unmarried children under the age of 26. Children may include natural children, legally adopted 
children, stepchildren, domestic partner’s children and foster children for whom the employee is 
considered the legal guardian; 

• Unmarried disabled children, regardless of age, whom are financially dependent on the employee. 
 
Your Responsibilities During Open Enrollment 
Your 2020-21 Benefits Guide will be available prior to open enrollment to help you navigate through the 
process and make the best choices for you and your family. It’s important to take time to review your current 
benefits and determine whether they still meet the needs of you and your family or if you are interested in 
evaluating other options for next year. You must make benefit elections through Paychex during the Open 
Enrollment Period.  
NOTE: After Open Enrollment, you cannot make changes to your coverage during the year unless you 
experience a change in family status, such as: 

• Loss or gain of coverage  
• Loss of eligibility of a covered dependent 
• Death of your covered spouse or child 
• Birth or adoption of a child 
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• Marriage, divorce or legal separation 
• Switch from part-time employment to full-time employment 

 
You have 30 days from a change in family status to make changes to your current coverage. 
You must elect your benefits during the current year open enrollment period for coverage effective October 1, 
through September 30th of the following year.  
 
6.2 Medical (Eligible  on the 1st  after 60 days of employment) 
The Neiders Company currently offers health insurance after 60th day of employment on the 1st of the month 
(medical and dental). Current employer contribution is 80% and employee contribution is 20% for medical 
insurance through Cigna plans.  Register at MyCingna.com or download MyCigna Mobile App for details. 
The Neiders Company will offer two Medical Plans with Cigna. Both plans are Preferred  
 
Provider Organization (PPO) Medical Plans and include pharmacy benefits.  

• The Base Medical Plan has an in-network deductible of $5,000 individual/ $10,000 family and a $7,150 
individual/ $14,300 family in-network Out of Pocket Maximum. Your coinsurance is 20% on select 
services, after your deductible has been satisfied. Your copayment for office visits is $30 with either a 
primary physician or specialist. 

• The Buy-Up Medical Plan has an in-network deductible of $3,000 individual/ $6,000 family and a 
$7,150 individual/ $14,300 family in-network Out of Pocket Maximum. Your Office Visit copays will be 
$20, and your deductible is waived. Your coinsurance is 10% on select services, after your deductible 
has been satisfied. Your copayment for office visits is $20 for a primary care physician and $30 for a 
specialist. 

• Telehealth 24/7 access to board certified doctors, co-pay of $5 or $10 depending on your coverage.  
• Talkspace an on-line therapy platform through CIGNA that provides counseling.  

 
6.3 Dental Medical (Eligible  on the 1st  after 60 days of employment) 
The Neiders Company will offer two Dental plans through the Preferred Provider Organization. Dental 
insurance is offered at 50% employer and employee contribution.  
 
(PPO) Cigna Dental Network 

• The Basic Dental has no annual deductible and an annual benefit maximum per person of $1500 per 
calendar year.  

• The Buy Up Dental plan has no annual deductible and an annual benefit maximum per person of $2000 
per calendar year. 
 

6.4 Voluntary Vision (Eligible  on the 1st  after 60 days of employment) Vision is offered through Reliance 
Standard  

• No copays on exams once every 12 months. 
• Hardware/frames or contacts covered at 100% up to $180 once every calendar year for hardware and 

every 24 months for frames. 
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6.5 Long Term Disability Insurance (Eligible  on the 1st  after 60 days of employment) 
The Neiders Company offers long-term income protection through Reliance Insurance Company in the event 
you become unable to work due to a non-work-related illness or injury. Benefits begin after 90 days of 
disability with a monthly Benefit of 50% of your monthly base salary and a maximum Benefit of up to $4,000 
per month. 
 
Questions  
If you have questions, contact Sara at ext 1002 and Ani ext 1008 or Benefit Resource Center 866-468-7272 
 
6.6 Supplemental Insurance (Eligible  on the 1st  after 60 days of employment) 
The Neiders Company is pleased to have Colonial Life as the supplemental insurance provider. The following 
voluntary benefits are available: (Subject to change during open enrollment) 
 

• Disability insurance can replace a portion of your income to help make ends meet if you become 
disabled from a covered accident or covered sickness. Guaranteed Issue up to $4,000 Monthly Benefit 
for New Hires! 

• Group accident insurance helps offset unexpected medical expenses that can result from a covered 
accidental injury. 

• Hospital confinement indemnity insurance provides a lump-sum benefit for a covered hospital 
confinement or a covered outpatient surgery to help with co-payments and deductibles that are not 
covered by most major medical plans. 

• Cancer insurance helps offset covered out of pocket expenses related to cancer. 
• Critical illness insurance can supplement your major medical coverage by providing a lump-sum 

benefit that you can use to pay costs related to a covered critical illness. Guaranteed Issue up to 
$20,000 for new hires! 

• Dental insurance provides the same benefit amounts with any dentist you choose and covers a variety 
of dental procedures from routine cleanings to more advanced procedures. Works with your 
traditional dental PPO plan! Guaranteed 

• Term life insurance offers a predictable way to provide more coverage at more affordable prices 
during high-need years. 

• Whole life insurance provides long-term protection that can build cash value. Guaranteed Issue 
options available up to $50,000! (based on age) 

For more information, contact your Account Executive Liz Bettridge 
For more information contact Liz.Bettridge@ColonialLifeSales.com 209-739-1192 
Additional Offerings: Pet Insurance, KOFE, WELLCARD, MDLIVE, LawAssure contact HR for details or visit 
www.teamneiders.com and have full access through employee portal under benefits,  
share-drive>HR>Benefits>2020/2021 Benefits Folder (full breakdown of all benefits and policy) 
 

mailto:Liz.Bettridge@ColonialLifeSales.com
http://www.teamneiders.com/
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6.7 Retirement Plan (401K) 
The Neiders Company offers 401K through Capstone Wealth Advisor Group; access retirement plan through 
Paychex for details or connect with HR.  

6.8 COBRA (Consolidated Omnibus Budget Reconciliation Act) 
COBRA provides continuing group health insurance coverage for some employees and their family after a job 
loss or other qualifying event, such as termination, death, reduction in work hours, divorce, retirement, or loss 
of eligibility by a dependent child.  If such an event occurs, the individual employee must notify HR 
immediately.  
The length of COBRA coverage may vary depending on the reason for eligibility.  The individual is responsible 
for the full cost of coverage at the employer’s group rate plus an administrative fee.  The Neiders Company 
does not administer COBRA nor does it determine eligibility.  All questions about COBRA coverage should be 
directed to the plan’s administrator.   
 
6.9 Discount Apartments  
The Neiders Company provides a limited number of discounted rates for on-site living opportunities at each 
property. Employees must have a minimum of 90 days of employment before they are allowed to live on site. 
The discount is applied 1st date of the 1st month after the 90th day period. Employees must pay the full balance 
on their occupancy of company units. Employees must sign Employee Rental form in addition to the normal 
lease paperwork. Full-time employees who rent at properties with more than 4 units and unit rents for less 
than $1000.00 may receive a twenty percent (20%) discount; units that rent for over $1000.00 may receive a 
seventeen percent (17%) discount. At properties of less than 4 units employees may receive a twelve percent 
(12%) discount.  The discounted rates is based on availability and subject to The Neiders Company policy. Part-
time employee’s discounts are at the discretion of the Regional Manager and must be approved by the Vice 
President in writing. Should The Neiders Company or employee terminate employment, The Neiders Company 
reserves the right to also terminate residency at-will with three (3) days’ notice. Employees who live on The 
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Neiders Company premises must be on a month to month lease. If The Neiders Company allow a former 
employee to continue residing on the premises, the employee discount will be removed, and full market rent 
will be due the 1st of the month following voluntary/involuntary termination. All approvals must be in writing 
by Regional Manager and VP of Operations. 

6.10 Paid Time Off/Vacation/Holiday 
PTO 
The Neiders Company offers PTO to use for any reason, including vacation, illness of the employee or the 
employee’s family (including preventative care or treatment), safe time (e.g. due to domestic violence or 
sexual violence, abuse, or stalking, school or work closure), personal time to run errands and attend home 
needs, school functions etc. PTO is specifically intended for an employee to use for any reason covered by 
Washington’s Paid Sick Leave Law. Full time employees may accrue PTO based upon hours worked up to 120 
hours. Part time employees may accrue PTO based upon hours worked up to 60 hours.1 PTO shall start 
accruing at the inception of employment. However, PTO may not be used until the employee has completed 
90 days of employment. PTO may be used at the employee’s discretion and can be used to cover vacation, 
sick leave or personal days. Employees may take PTO in one (1) hour increments.  
If the need for PTO is foreseeable (e.g. vacation, planned medical procedure for self or family member, or 
conflicting obligation), employees must request PTO time 10 days or more in advance. To avoid excessive use 
of PTO, The Neiders Company has an attendance policy to which all employees must adhere. There may be 
some periods in which PTO cannot be requested for vacation if it causes a shortage of available personnel in 
any area.  Notices need to be provided electronically to direct supervisor and must be approved prior 
submitting into payroll system www.paychexflex.com. 
The authorized supervisor must approve the PTO requested by the employee if consistent with the attendance 
policy and reasonable business needs. In the case of foreseeable leave for medical reasons due to the 
employee’s own illness, injury, or condition, the employee need not and should not share the specific medical 
reason for the leave with his/her supervisor. The employee should submit the request for leave directly to HR.  
 
If the need for PTO is not foreseeable (e.g. emergency illness or accident, sudden school closure due to public 
health issue), the employee should provide notice as soon as feasible.  
If an employee is absent for more than three consecutive workdays related to illness, The Neiders Company 
may request medical verification and/or documentation to determine whether the employee is eligible and 
qualified for FMLA leave and/or qualified to return to work. If the illness is related to COVID-19 please see 
policy section 10. 
 
Those employees exceeding their accrued PTO during the year will not receive pay for any time taken over the 
earned time accrued. Annually on the employee’s anniversary the employee is permitted to carry over 80 
hours of accrued PTO from one year to the next. The maximum number of hours that can be carried over is 80, 
those hours exceeding 80 will be eliminated and have no value.  
 

 
1 The Neiders Company intends for this PTO policy to be more generous than required by Washington’s Paid Sick Leave. PTO 
accrual is not capped to 120 hours or 60 hours respectively. The Company anticipates that employees will not accrue PTO in excess of 
these amounts.  
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**A maximum of 40 hours of combined accrued, unused PTO and Vacation (as defined and discussed below in 
5.11) will be paid out to eligible employees who resign from the company. To be eligible an employee is 
required to provide two (2) weeks proper notice when resigning and complete the full two (2) weeks of work. 
Only 40 hours maximum of combined accrued, unused PTO and vacation will be paid to an employee 
regardless of the amount of combined PTO and vacation that is banked. If an eligible employee has less than 
40 hours of combined accrued, unused PTO and Vacation, they will be paid out that amount. Any employee 
who is terminated or resigns without giving proper notice will not be compensated for any PTO or Vacation 
hours accrued but unused during his/her employment.  
 
Retaliation is prohibited. Any discrimination or retaliation against an employee for lawful exercise of PTO for 
uses permitted by any applicable state or municipal paid sick leave law is not allowed. Employees will not be 
disciplined for the lawful use of paid sick leave. If an employee feels like they are being discriminated or 
retaliated against, the employee may contact HR. 
 
Vacation-Anniversary Bonus  
The Neiders Company has an added bonus for longevity. In addition to PTO accrual, full-time employees shall 
receive one day or 8 hours of vacation to a maximum of 80 hours or 10 days pursuant to the schedule set forth 
below.  For part-time employees, The Neiders Company offers .5 day or 4 hours of vacation to a maximum of 
40 hours or 5 days. The vacation bonus schedule is as follows: 
 
Full time employees:  

   
 
Part time employees: 

   
  
These hours or days are awarded on your anniversary and must be used by the following anniversary date. 
The vacation days do not roll over. Vacation may be used at the employee’s discretion and can be used to 
cover vacation, sick leave or personal days. Employees must request vacation time 30 days in advance. To 
avoid excessive use of Vacation days and disruption to business needs, The Neiders Company has an 
attendance policy to which all employees must adhere. There may be some periods in which Vacation cannot 
be requested for if they cause a shortage of available personnel in any area.  Employees are expected to 
request all paid time off through their supervisor and the online portal. The authorized supervisor must 
approve the vacation requested by the employee.  
 

1 yr 8 hours (1 day) 6 yrs 48 hours (6 days)
2 yrs 16 hours (2 days) 7 yrs 56 hours (7 days)
3 yrs 24 hours (3 days) 8 yrs 64 hours (8 days)
4 yrs 32 hours (4 days) 9 yrs 72 hours (9 days)
5 yrs 40 hours (5 day) 10 yrs 80 hours (10 days)

1 yr 4 hours (1/2 day) 6 yrs 24 hours (3 days)
2 yrs 8 hours (1 day) 7 yrs 28 hours (3 1/2 days)
3 yrs 12 hours (1 1/2 days) 8 yrs 32 hours ( 4 days)
4 yrs 16 hours (2 days) 9 yrs 36 hours (4 1/2 days)
5 yrs 20 hours (2 1/2 days) 10 yrs 40 hours (5 days)
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Holidays 
Due to the nature of our business, The Neiders Company is open every day of the year, some employees will 
be required to work on significant holidays. Hourly employees will be paid time and a half for the following 
holidays: 

• New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, Christmas Day 
 
The following days are considered bonus days and will not be paid at time and half and are only paid if an 
employee is normally scheduled to work.  

• ½ Day before Christmas  
• ½ Day Before New Year’s Day 
• Floating holiday- Can be used for the Friday after Thanksgiving or Veterans Day. Employees must 

request either day off 30 days in advance of the 1st holiday and supervisor approval is required. 
Veterans Day and Friday after Thanksgiving sites need to be open normal business hours.  
 

6.11 Internal Training/Development/Advancement  
“The growth of our company is dependent on our people; we strive to acquire the right talent to motivate and 
develop long-lasting careers for all employees. A career with The Neiders Company offers a unique, 
challenging, and rewarding experience. In addition to focusing on capital gain, we work along-side employees 
on their career path, providing constant training opportunities and a blooming culture.” 
Internal Training and Development will be scheduled by the Human Resources and Training Director of The 
Neiders Company. Training programs provide opportunity for employees to advance in their career, connect 
with peers and management, and develop skills needed. Guest speakers, webinars and other off-site and on-
site training allow employees to keep up with constant changes in the industry. These seminars may be 
occasionally mandatory. E-Learning is provided by Gracehill and every employee upon hire has access the 
training portal. Face to face and hands on training is provided monthly with topics, handouts and group 
collaboration. 
 

Employee Engagement Programs 

 
 

6.12 Employee Engagement Programs  
The Neiders Company has fostered employee engagement programs and acknowledges that its growth over 
the years has been contributed to its committed workforce. Expanding from Washington to Nevada to New 
Mexico and Arizona connecting with employees, providing support and rewards recognition remains part if its 
core values.  

• Anniversary and Birthday is recognized each month throughout the company.   
• Employee of the Month: Employee of the month nominations are due to HR by the 27th of each 

month, the executive team makes the selections and the announcement. Each employee of the month 
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will receive a $50 gift card of their choice, they will be featured and recognized through social media, 
newsletter and in a team environment. (see form in the back of the book) 

• Summer Picnic: Each year The Neiders Company hosts a family summer picnic, filled with competitive 
games, kids activities, great food, prizes and a dessert contest. Employees are also recognized by their 
peers, management and most improved property per operations metrics.  

• Holiday Party: Each year The Neiders Company hosts a Holiday Party for all employees, the evening is 
filled with company-wide recognition, prizes, competitive activities and charitable donations.  

• Employee Referral: The Neiders Company offers an employee referral, if an employee refers a new 
employee, they will receive half of the referral bonus after the new employee completes 30 days of 
employment and other half after the employee completes 90 days of employment and is still 
employed. The new employee must complete the referral section on their application with the first and 
last name of the employee who referred them. The referral bonuses are as follows:  

− Level 1: Administrative, accounting, leasing, maintenance technician, groundskeeper, 
housekeeper, renovation technician, security — $300 

− Level 2: Renovation/capital/maintenance supervisor, community manager, district manager, 
area manager, assistant community manager—$600  

− Level 3: Regional manager and executive positions— $900 
(see form in the back of the book) 

 
Section 7 - LEAVE OF ABSENCE  

7.1 Bereavement Leave  
It is The Neiders Company policy to provide all employees with up to five (5) days of Paid Leave in the event of 
a death in the family. All employees are advised to contact their supervisor to discuss any questions regarding 
eligibility and/or the time of leave in question. Employees are expected to notify The Neiders Company of a 
death in the family so that the appropriate expression of sympathy may be sent to the family. Bereavement 
covers immediate family members only. The immediate family is defined to include the employee’s spouse, 
significant other, mother, father, child, stepmother, stepfather, sibling, sister-in-law, brother-in-law, 
grandmother, grandfather, parents in-law, niece or nephew.  
 
7.2 Jury Duty  
The Neiders Company gives time off for jury duty. Employees will be compensated for only the days they are 
scheduled to work but must report for jury duty instead. In the event of jury duty being scheduled on a day 
the employee is not scheduled for work, no compensation will be provided. Employees must provide their 
supervisor and the Human Resources with documentation of the summons and the verification letter they are 
provided upon reporting for jury duty. All documentation must also be provided to the Payroll Department 
before the employee can be compensated for the time.  
 
7.3 Military Leave  
As a privately-held corporation that is not regulated by the United States Department of Defense, The Neiders 
Company has adopted the federal civilian employee system of offering military leave to all its employees who 
serve in the Armed Forces.  
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Spouses or registered domestic partners of all military personnel may be entitled to 15 days of unpaid leave 
per deployment to be taken either prior to or during the deployment. Employees must give notice of intent to 
take military family leave within five business days of receiving official notice of the deployment. 
Employees with questions about Military Leave or Leave for Spouses of Deployed Military Personnel are 
encouraged to contact Human Resources. 
 
7.4 Family and Medical Leave Act Policy  
The Neiders Company will provide Family and Medical Leave Act (FMLA) leave to its eligible employees. All 
full-time employees regardless of gender, who have been with us for at least one full year, may qualify for 
parental leave or other family medical leave under either state or federal law, depending upon where the 
employee is performing work. As this potential leave will vary between employees, employees are encouraged 
to contact Human Resources regarding questions.  
 
7.5 Washington Paid Family & Medical Leave  
Under Washington’s new Paid Family and Medical Leave (PFML) law, eligible employees will be entitled to 
paid leave up to 12 weeks for their own serious health condition (medical leave) or for family care (family 
leave), up to 16 weeks combined family and medical leave, and up to 2 additional weeks for certain pregnancy 
complications. January 1, 2020, eligible employees may begin taking PFML leave. Paid Family and Medical 
Leave is funded through small contributions that come from both employees and many employers. Paid 
Family and Medical Leave is a new benefit for employees in Washington in the event of a serious health 
condition that prevents an employee from working or when there is a need to care for a family member or a 
new child. Employees are responsible to give at least 30 days’ notice of leave to employer and there is a 7-day 
waiting period per state requirement.   
 
For qualifying leave information visit www.paidleave.wa.gov/ all paperwork and submission are to be 
completed by the employees.  

• Family Leave: An employee can take up to 12 weeks of paid family leave, which includes caring for a 
newborn or newly-adopted child or a family member with a serious health condition, which includes a 
child, spouse, domestic partner, parent, parent-in-law, sibling, grandparent, or grandchild. Employees 
can also take time to be with a family member injured in military service, or to deal with exigencies of 
military deployment. 

• Medical Leave: An employee can take up to 12 weeks of paid medical leave, which can only be used for 
the employee’s own serious health condition, with an additional 2 weeks available for pregnancy 
complications. 

• Combined Family and Medical Leave: For combined family and medical leave (for example, medical 
leave due to birth of a child plus caring for a newborn), the total combined leave an employee can take 
in a year is 16 weeks, or 18 weeks if the leave includes a qualifying pregnancy-related complication. 

• Waiting Period: For all leaves except birth or placement of a child, there is a 7-day waiting period 
before an employee will be eligible for PFML benefits. 

• Leave Benefits: To receive benefits under the state program, an employee must file a claim with ESD, 
notify the employer of the request, and meet certain eligibility requirements. If ESD approves the 

http://www.paidleave.wa.gov/


45 
 

application, ESD pays benefits for the duration of the leave of absence directly to the employee. The 
amount an employee receives is a percentage of the employee’s weekly wages, up to $1,000 per week. 
Employees will typically pay 63 percent of the premium, with employers contributing 37 percent. 

• Leave is Job-Protected: Family or medical leave under the program is protected, meaning an employee 
must be returned to the same or comparable position at the end of the leave period, if the employer 
has at least 50 employees and the employee has worked for the employer for at least 12 months and 
at least 1,250 hours in the preceding year. Regardless, employers should be mindful of additional legal 
protections, such as reinstatement requirements under state and federal laws, before making any 
decisions regarding employment separation. 

• Eligibility: An employee who worked at least 820 hours in Washington in four of the past five quarters 
will be covered. The hours worked do not need to be for the same employer for eligibility purposes. 

• Retaliation Prohibited: Employees shall not retaliated against for taking paid family and medical leave 
benefits. If an employee believes that they have been subjected to relational for taking such leave, 
contact HR immediately.  

7.6 Arizona, Nevada and New Mexico Family & Medical Leave  
Arizona, Nevada and New Mexico employees fall under the federal Family and Medical Leave Act (FMLA), 
which allows eligible employees to take unpaid leave for certain reasons. Employees are entitled to the 
protections of all applicable laws; if more than one law applies, the employee may use the most beneficial 
provisions. Under the federal FMLA, employees who are eligible may take up to 12 weeks of unpaid leave for 
serious health conditions, to bond with a new child, or to prepare for a family member's military service. 
Additional leave is available for employees who need to care for a family member who was seriously injured 
on active military duty. Employees are eligible for FMLA leave if: 

• they have worked for the company for at least a year 
• they worked at least 1,250 hours during the previous year, and 

Reasons for Leave 
FMLA leave is available if an employee needs time off to: 

• Recuperate from a serious health condition 
• Care for a family member with a serious health condition 
• Bond with a new child 
• Handle qualifying exigencies arising out of a family member’s military service, or 
• Care for a family member who suffered a serious injury during active duty in the military 
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Section 8 - SAFETY & SECURITY 

 

 8.1 Accident Prevention Plan & OSHA Compliance 
It is the responsibility of each employee to conduct all tasks in a safe and efficient manner complying with all 
local, state and federal safety and health regulations and program standards, and with any special safety 
concerns for use in a particular area or with a client. Although most safety regulations are consistent 
throughout each property, each employee has the responsibility to identify and familiarize her/himself with the 
emergency plan for his/her working area. It is the responsibility of the employee to complete an Accident and 
Incident Report for each safety and health infraction that occurs by an employee or that the employee 
witnesses. Failure to report such an infraction may result in employee disciplinary action, including termination. 

The Neiders Company is committed to providing and maintaining a safe work environment for all employees 
and guests. To accomplish this, all employees are expected to comply with all safety policy and procedures put 
in place by The Neiders Company as well as all safety guidelines set by the Washington State Industrial Health, 
OSHA, Safety Administration. To assist employees in finding and understanding safety rules relevant to their 
specific job, The Neiders Company will provide every employee with specific training and information necessary 
to ensure safety in the workplace.  (see full safety manual for more extensive and detail safety protocols and 
trainings)  

• How, where and when to report injuries, including instruction as to the location of first-aid facilities. 
• How to report unsafe conditions and practices. 
• The use and care of required personal protective equipment. 
• The proper actions to take in event of emergencies including the routes of exiting from areas during 

emergencies. 
• Identification of the hazardous gases, chemicals, or materials involved along with the instructions on 

the safe use and emergency action following accidental exposure. 
• A description of the employer’s total safety program. 



47 
 

• An on-the-job review of the practices necessary to perform the initial job assignments in a safe 
manner. 

• In addition to these basic elements, The Neiders Company Accident Prevention Plan will also include 
more specific information on the following items: 

•  Who on the job is required to be first aid trained? 
• Where to find posted safety information? 
• When and where safety meetings are to be held, as well as who will conduct them? 
• What safety work rules employees are expected to obey? 
• How safety training will be implemented? 
• How and when the changes in the Accident Prevention Plan are expected to take place? 
• How and when safety inspections will take place? 

The Neiders Company understands that accidents occur, however, we also believe that all accidents are 
preventable. With a strong sense of commitment from the company as a whole we feel that a zero-accident 
workplace is obtainable, and we strive to meet that goal. 
 
8.2 Safety Orientation  
The Neiders Company has established a safety program which includes monthly safety orientation and 
training. A safety committee should be available at each of The Neiders Company locations to accomplish this. 
All employees of The Neiders Company shall be required to attend a general orientation where they will 
receive basic knowledge in the following areas and topics that are relevant: (hosted monthly)  

• General emergency procedures; 
• General overview of the operation, procedures methods and hazards related to the job; 
• Safety meetings and accident reporting and investigation;  
• Personal protective equipment; and disciplinary policy. 

 
8.3 Safety Job Specification Orientation  
In addition to a general orientation every employee will be required to accompany a trained department 
employee at least two (2) days. During this period the employee will receive general job and safety education 
that is more specific to the job that the employee will be performing. The specific safety training that will be 
covered during this training period will include: 

• Evacuation and Emergency routes; 
• Safe operating procedures; and 
• Hazardous materials, machine and noise training 
• Including new hire orientation checklist and E-Learning courses related to safety 
• Review of state Employee Rights Policy and safety board topics  
• Review of Accident Prevention Program and SDS (know where it’s located)  

 
8.4 Safety Follow-Up 
To ensure that all safety materials have been covered adequately The Neiders Company believes that a 
successful follow-up program is essential to a successful safety orientation program. Each employee will 
attend follow-up meetings with his/her supervisor monthly. These meetings will be used to reinforce the 
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company’s commitment to Integrity, Consistency and Quality as well as give the employee an opportunity to 
clarify any questions that he/she may have.  
In addition, a monthly safety focus topic will be covered at each property to ensure safety remains The 
Neiders Company number one focus.  
 
8.5 Hand and Power Tools 
The Neiders Company shall ensure that all hand tools are used properly, safely and in accordance with all 
manufacturer’s guidelines. Employees shall not bring the following tools for use on Neiders Company 
Properties:   Table Saw, Sawzall, Nailers, Tile Saws, Any other power cutting devices  

 
Employees are responsible for: 

• Anticipating all work hazards; 
• Ensuring that all safeguards are utilized; 
• Conducting routine inspections to ensure that tools are properly maintained; 
• Reporting to their supervisor any tool that needs to be replaced; 
• Following all safety guidelines for the use of hand/power tools and according to manufacturer’s 

instructions; and 
• Participating in training provided by The Neiders Company. 

General Safety Precautions 
Employees who use hand and power tools and who are exposed to the hazards of falling, flying, abrasive and 
splashing objects, or exposed to harmful dusts, fumes, mists, vapors, or gases must be provided with the 
appropriate equipment needed, including Personal Protective Equipment, to protect them from the hazard. 
Refer to The Neiders Company Accident Prevention Program. 

All hazards involved in the use of power tools can be prevented by following some basic safety rules: 

• Keep all tools in good condition with regular maintenance; 
• Use the right tool for the job; 
• Examine each tool for damage before use; 
• Operate according to the manufacturer’s instructions; 
• Utilize the proper protective equipment 
• Participate in safety training. 

Employees and employers have a responsibility to work together to establish safe working procedures. Refer 
to the Hand and Portable Tool Information Sheet (attached) If a hazardous situation is encountered, it shall 
be brought to the attention of the Maintenance Supervisor and/ for evaluation and corrective action. 
Additionally, only The Neiders Company employees shall use company hand/portable power tools. 

Hand Tools 
Hand tools are non-powered. They include anything from axes to wrenches. The greatest hazards posed by 
hand tools result from misuse and improper maintenance.  
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Some examples of misuse include the following: 

• Using a screwdriver as a chisel may cause the tip of the screwdriver to break and fly, hitting the 
user or other employees; 

• Using a tool with a wooden handle (e.g., hammer) if the handle is loose, splintered, or cracked, the 
head of the tool may fly off and strike the user or another worker; 

• Using a wrench if its jaws are sprung, because it might slip; and 
• Using impact tools (e.g., chisels, wedges) if they have mushroomed heads, the heads might shatter 

on impact, sending sharp fragments flying. 

Hand tool precautions include the following: 

• Saw blades, knives or other tools must be directed away from aisle areas and other employees working in 
close proximity. Knives and scissors shall be sharp. Dull tools can be more hazardous than sharp ones; 

• Floors shall be kept as clean and dry as possible to prevent accidental slips with or around dangerous hand 
tools; and 

• Around flammable substances, sparks produced by iron and steel hand tools can be a dangerous ignition 
source. Where this hazard exists, spark-resistant tools made from brass, plastic, aluminum or wood shall 
be used. 

Power Tools 
Power tools can be hazardous when improperly used. There are several types of power tools, based on the 
power source they use: electric, pneumatic, liquid fuel, hydraulic, and powder- actuated. 

The following general precautions shall be observed by power tool users: 

• Never carry a tool by the cord or hose; 
• Never remove prongs from any cords; 
• Never stand in or near water when using tools; 
• Always use a Ground Fault Circuit Interrupter (GFCI) with electrical tools if working in a wet 

environment; 
• Never “yank” the cord or the hose to disconnect it from the receptacle; 
• Keep cords and hoses away from heat, oil and sharp edges; 
• Replace all frayed and/or damaged extension cords. Do not try to tape cords; 
• Disconnect tools when not in use, before servicing and when changing accessories such as blades, bits 

and cutters; 
• All observers shall be kept at a safe distance away from the work area; 
• Secure work with clamps or a vise, freeing both hands to operate the tool; 
• Avoid accidental starting. The worker shall not hold a finger on the switch button while carrying a 

plugged-in tool; 
• Tools shall be maintained with care. They shall be kept sharp and clean for the best performance. 

Follow instructions in the user’s manual for maintenance, lubricating and changing accessories; 
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• Maintain good footing and balance; 
• Avoid loose fitting clothes, ties or jewelry such as bracelets, watches or rings, which can become 

caught in moving parts; 
• Use tools that are either double-insulated or grounded (three-pronged); 
• Keep work area well-lit when operating electric tools; 
• Ensure that cords and hoses do not pose as a tripping hazard; and 
• All portable electric tools that are damaged shall be removed from use and tagged “Do Not Use”. This 

shall be done by supervisors and/or employees. 

Guards 
Hazardous moving parts of a power tool need to be safeguarded. For example, belts, gears, shafts, pulleys, 
sprockets, spindles, drums, fly wheels, chains, or other reciprocating, rotating, or moving parts of equipment 
shall be guarded if such parts are exposed to contact by employees. Guards, as necessary, shall be provided to 
protect the operator and others from the following: 

• Point of operation; 
• Nip points; 
• Rotating parts; 
• Flying chips; and 
• Sparks. 

Safety guards shall never be removed when a tool is being used. For example, portable circular saws shall be 
equipped with guards. An upper guard shall cover the entire blade of the saw. A retractable lower guard shall 
cover the teeth of the saw, except when it makes contact with the work material. The lower guard shall 
automatically return to the covering position when the tool is withdrawn from the work.  

No employee shall operate and/or cause to be operated any machinery without proper protective guards in 
place or modify/disable any protective guards on machinery. Such guards shall be provided to protect the 
operator and other employees from hazards such as exposed belts, pulleys, sheaves, drive shafts, drive 
couplings, chains, rotating parts, flying chips and sparks. 

Safety Switches 
The following hand-held power tools shall be equipped with a momentary contact “on-off” control switch: 
drills, tappers, fastener drivers, horizontal, vertical and angle grinders with wheels larger than two inches in 
diameter, disc and belt sanders, reciprocating saws, saber saws and other similar tools. These tools also may 
be equipped with a lock-on control provided that turnoff can be accomplished by a single motion of the same 
finger or fingers that turn it on. 

The following hand-held powered tools may be equipped with only a positive “on-off” control switch: platen 
sanders, disc sanders with discs two inches or less in diameter; grinders with wheels two inches or less in 
diameter; routers, planers, laminate trimmers, nibblers, shears, scroll saws and jigsaws with blade shanks 
quarter inch wide or less. 
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Other hand-held powered tools such as circular saws having a blade diameter greater than two inches, chain 
saws and percussion tools without positive accessory holding means shall be equipped with a constant 
pressure switch that will shut off the power when the pressure is released. 

Electric Tools 
Employees using electric tools shall be aware of several dangers with the most serious being the possibility of 
electrocution. 

Among the chief hazards of electric-powered tools are burns and slight shocks which can lead to injuries or 
even heart failure. 

To protect the user from shock, tools shall either have a three-wire cord with ground and be grounded, be 
double insulated or be powered by a low-voltage isolation transformer. Anytime an adapter is used to 
accommodate a two-hole receptacle, the adapter wire shall be attached to a known ground. The third prong 
shall never be removed from the plug. 

Tools shall be shut down before cleaning, repairing or oiling.  

These general practices shall be followed when using electric tools: 

• Electric tools shall be operated within their design limitations; 
• Gloves, eye protection, and safety footwear are recommended during use of electric tools; 
• When not in use, tools shall be stored in a dry place; 
• Electric tools shall not be used in damp or wet locations; and 
• Work areas shall be well lit, even if this means the operators must augment the work surface 

illumination by other appropriate means. 

Powered Abrasive Wheel Tools 
Powered abrasive grinding, cutting, polishing and wire buffing wheels create special safety problems because 
they may throw off flying fragments or excessive dust. 

Before an abrasive wheel is mounted, it shall be inspected closely and sound- or ring-tested to ensure that it is 
free from cracks or defects. To test, wheels shall be tapped gently with a light non-metallic instrument. If the 
wheel sounds cracked or dead, they could fly apart in operation and shall not be used. A sound and 
undamaged wheel will give a clear metallic tone or “ring.” To prevent the wheel from cracking, the user shall 
be sure it fits freely on the spindle. The spindle nut shall be tightened enough to hold the wheel in place, 
without distorting the flange. Follow the manufacturer’s recommendations. Care shall be taken to ensure that 
the spindle wheel does not exceed the abrasive wheel specifications. 

Due to the possibility of a wheel disintegrating (exploding) during start-up, the employee shall never stand 
directly in front of the wheel as it accelerates to full operating speed. 

Portable grinding tools need to be equipped with safety guards to protect workers not only from the moving 
wheel surface, but also from flying fragments in case of breakage. 
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In addition, when using a power grinder: 

• Always use eye protection and a dust mask; 
• Turn off the power when not in use; and 
• Never clamp a hand-held grinder in a vise. 

Pneumatic Tools 
Pneumatic tools are powered by compressed air and include chippers, drills, hammers, and sanders. 

There are several dangers encountered in the use of pneumatic tools. The main one is the danger of getting 
hit by one of the tool’s attachments or by fastener the worker is using with the tool. 

Eye protection is required, and face protection is recommended for employees working with pneumatic tools. 
When sanders are used, dust masks shall also be worn. 

When using pneumatic tools, employees shall ensure they are fastened securely to the hose to prevent them 
from becoming disconnected. A short wire or positive locking device attaching the air hose to the tool will 
serve as an added safeguard. 

A safety clip or retainer shall be installed to prevent attachments, such as chisels on a chipping hammer, from 
being unintentionally shot from the barrel. 

Screens shall be set up to protect nearby workers from being struck by flying fragments around chippers, 
riveting guns, staplers or air drills. 

Compressed air guns shall never be pointed toward anyone. Users shall never “dead-end” it against 
themselves or anyone else. It is recommended to use air guns equipped with safety tips that have relief ports 
to reduce pressure if blockage or dead-ending occurs. 

Powder-Actuated Tools 
Powder-actuated tools operate like a loaded gun and shall be treated with the same respect and precautions. 
The use of powder-actuated tools is prohibited until approved by Environmental Health and Safety. 

Safety precautions to remember including the following: 

• These tools shall not be used in an explosive or flammable atmosphere; 
• Before using the tool, the worker shall inspect it to determine that it is clean, all moving parts operate 

freely, and the barrel is free from obstructions; 
• Employees shall not modify tools; 
• The tool shall never be pointed at anybody; 
• The tool shall not be loaded unless it is to be used immediately. A loaded tool shall not be left 

unattended, especially where it could be available to unauthorized persons; 
• Hands shall be kept clear of the barrel end; 
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• To prevent the tool from firing accidentally, two separate motions are required for firing: one to bring 
the tool into position and another to pull the trigger; 

• The tools shall not be able to operate until they are pressed against the work surface with a force of at 
least five pounds greater than the total weight of the tool; 

• If a powder-actuated tool misfires, the employee shall wait at least 30 seconds, then try firing it again; 
• If it still will not fire, the user shall wait another 30 seconds so that the faulty cartridge is less likely to 

explode then carefully remove the load. The bad cartridge shall be put in water; 
• Suitable eye and face protection are essential when using a powder-actuated tool; 
• The muzzle end of the tool shall have a protective shield or guard centered perpendicularly on the 

barrel to confine any flying fragments or particles that might otherwise create a hazard when the tool 
is fired. The tool shall be designed so that it will not fire unless it has this kind of safety device; 

• All powder-actuated tools shall be designed for varying powder charges so that the user can select a 
powder level necessary to do the work without excessive force; and 

• If the tool develops a defect during use, it shall be tagged and taken out of service immediately until it 
is properly repaired. 

Hydraulic Power Tools 
The fluid used in hydraulic power tools shall be an approved fire-resistant fluid and shall retain its operating 
characteristics at the most extreme temperatures to which it will be exposed. 

The manufacturer’s recommended safe operating pressure for hoses, valves, pipes, filters and other fittings 
shall not be exceeded. 

This policy will be strictly enforced. Disciplinary action will be imposed on employees who do not follow the 
Hand and Power Tool Policy. This action will begin with verbal or written warning and a second time offense 
will be grounds for termination. 
 
8.6 AIDS & Blood-Borne Pathogens 
Due to the growth of HIV/AIDS and other blood-borne pathogens, The Neiders Company feels that it is the 
responsibility of the employer to not only to protect employees but to help teach employees to protect 
themselves. In order to accomplish this The Neiders Company will require all employees to attend Blood-
borne Pathogen training where they will learn the following items: 

• An accessible copy of this WAC 296-823-12005 and an explanation of the contents. 
• A general explanation of the epidemiology and symptoms of blood borne diseases. 
• An explanation of how blood borne pathogens are transmitted. 
• An explanation of The Neiders Company exposure control plan and how the employee can obtain a 

written plan. 
• An explanation of how to recognize tasks and other activities that could involve exposure to blood and 

other potentially infectious materials. 
• An explanation of the use and limitations of methods that will prevent or reduce exposure including 

equipment and safer medical devices, work practices, and personal protective equipment. 
• Information about personal protective equipment including types, proper use and limitations, 

selection, location, putting it on and taking it off, handling decontamination, and disposal. 
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• Information about what actions to take and persons to contact when exposure to blood or OPIM 
occurs outside the normal scope of work. 

• An explanation of the procedure to follow if an exposure incident occurs, including the method of 
reporting the incident and the medical evaluation and follow-up that will be available. 

• Information about the post-exposure evaluation and follow-up procedure following an exposure 
incident. 

• An explanation of the signs and labeling or color-coding required. 
• An opportunity for interactive questions and answers with the trainer at the time of the training 

session. 
This training will take place along with safety training as well as annually to ensure that each employee has 
knowledge of the hazards that may result in exposure and how to protect him/her from those hazards. 
 
8.7 Smoking  
In conformance with State Laws, The Neiders Company prohibits employees from smoking inside and within 
twenty-five (25) feet of all its establishments. Each property has designated a smoking area(s) where 
employees and/or guests may smoke outside the building. All employees are prohibited from smoking in the 
designated smoking areas when residents and/or guests are present. All employees are prohibited from 
smoking while working and may only smoke during their assigned break period. 
 

Section 9 - SEPARATION OF EMPLOYMENT 

9.1 Progressive Discipline  
Every employee has the duty and the responsibility to be aware of and abide by existing rules and policies. 
Employees also have the responsibility to perform his/her duties to the best of his/her ability and to the 
standards as set forth in his/her job description or as otherwise established. The Neiders Company supports 
the use of progressive discipline to address issues such as poor work performance or misconduct. Our 
progressive discipline policy is designed to provide a corrective action process to improve and prevent a 
recurrence of undesirable behavior and/or performance issues. Our progressive discipline policy has been 
designed consistent with our organizational values, HR best practices and employment laws.  

Outlined below are the steps of our progressive discipline policy and procedure. The Neiders Company 
reserves the right to combine or skip steps in this process depending on the facts of each situation and the 
nature of the offense. The level of disciplinary intervention may also vary. Some of the factors that will be 
considered are whether the offense is repeated despite coaching, counseling and/or training; the employee's 
work record; the severity of the conduct, and the impact the conduct and performance issues have on our 
organization. The following outlines The Neiders Company’s progressive discipline process:  
 
• Verbal warning: A supervisor verbally counsels an employee about an issue of concern, and a written record 
of the discussion is placed in the employee's file for future reference. 
• Written warning: Written warnings are used for behavior or violations that a supervisor considers serious or 
in situations when a verbal warning has not helped change unacceptable behavior. Written warnings are 
placed in an employee’s personnel file. Employees should recognize the grave nature of the written warning.  
• Performance improvement plan: Whenever an employee has been involved in a disciplinary situation that 
has not been readily resolved or when he/she has demonstrated an inability to perform assigned work 
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responsibilities efficiently, the employee may be given a final warning or placed on a performance 
improvement plan (PIP). PIP status will last for a predetermined amount of time not to exceed 30 days. Within 
this time period, the employee must demonstrate a willingness and ability to meet and maintain the conduct 
and/or work requirements as specified by the supervisor and the organization. At the end of the performance 
improvement period, the performance improvement plan may be closed or, if established goals are not met, 
dismissal may occur. The Neiders Company reserves the right to determine the appropriate level of discipline 
for any inappropriate conduct, including oral and written warnings, suspension with or without pay, demotion 
and discharge.  
 
9.2 Separation of Employment  
Separation of employment can occur for several different reasons.  
 
Resignation 
Although we hope your employment with us will be a mutually rewarding experience, we understand that 
varying circumstances cause employees to voluntarily resign employment. Resigning employees are 
encouraged to provide two weeks’ notice, preferably in writing, to facilitate a smooth transition. Management 
reserves the right to provide an employee with two weeks’ pay in lieu of notice in situations where job or 
business needs warrant such action. If an employee provides less notice than requested, the employer may 
deem the individual to be ineligible for rehire depending on the circumstances regarding the notice given.  
 
Retirement 
Employees who wish to retire are required to notify their supervisor and the Human Resource department in 
writing at least one (1) month before the planned retirement date.  
 
Job Abandonment 
Employees who fail to report to work or contact their supervisor for three (3) consecutive workdays shall be 
considered to have abandoned the job without notice except as provided by applicable, effective at the end of 
their normal shift on the third day. The supervisor shall notify the Human Resource department at the 
expiration of the third workday and initiate the paperwork to terminate the employee. Employees who are 
separated due to job abandonment are ineligible to receive accrued benefits and are ineligible for rehire.  
 
Termination 
Employees of The Neiders Company are employed on an at-will basis, and the company retains the right to 
terminate an employee at any time.  
 
Layoffs  
Due to possible fluctuations in the economy and the real estate industry, The Neiders Company feels a 
responsibility to our customers and our employees to sustain a financially stable corporate environment that 
can quickly and efficiently respond to these fluctuations. In times of economic instability, The Neiders 
Company may have to lay off a certain number of employees in order to maintain financial viability. Although 
a layoff may be a reason an employee is terminated The Neiders Company retains the right to demote, 
promote, hire and terminate any of its employees as it sees fit. Decisions made under this Policy will be in 
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conformance to the provisions of Washington State Law. Layoff of employees may be temporary or 
permanent. As of date of layoff, employee all unpaid bonuses are forfeited. Employee benefits will end at 
the end of the current month of layoff. If an employee has any questions regarding layoffs, the employee 
should contact the supervisor or the Human Resources Department. 
 
Return of Company Property  
The separating employee must return all company property at the time of separation, including name badges, 
uniforms, electronic devices, keys, PCs and identification cards. Accrued vacation leave will be paid in the last 
paycheck unless the employee resigned and did not give and work a full two weeks’ notice. Health insurance 
terminates the last day of the month of employment, unless an employee requests immediate termination of 
benefits. Information for Consolidated Omnibus Budget Reconciliation (COBRA) continued health coverage will 
be provided. Employees will be required to pay their share of the dependent health and dental premiums 
through the end of the month.  
 
9.3 Final Paycheck 
Final paychecks may be given to employees on the day of termination depending on the circumstances prior 
to ending the employment. If for any reason it is not in the company’s best interest to provide the check on 
the day of termination the final check will be produced on the next normally scheduled payday.  

• WA final paycheck will be processed and paid at its normal pay period. 
• NM final paycheck will be processed with following terms. 

       *Resignation are paid next day and termination are paid within 5 business days  
• NV final paychecks are processed with following terms.  

*Resignations are paid within 7 days or next pay cycle and terminations are paid day of 
• AZ final paychecks are processed with following terms. 

*Resignations are paid next regular payday, and termination next payday or within 7 days 
 

9.4 Termination of Benefits  
A two-week notice [ten (10) working days] of an employee’s intent to leave the employment of The Neiders 
Company is required before an employee becomes eligible to receive pay for no more than 40 hours of any 
accrued but unused of combined PTO) and Vacation time. All unpaid bonuses are forfeited. Employees who 
provide less than two weeks’ notice [ten (10) working days] will not be eligible to receive their unused, 
accrued paid time off or vacation or any bonuses. When an employee is terminated, the entire employee’s 
paid time off, vacation and bonuses will be automatically forfeited. When an employee is laid off unused 
vacation and/or paid time off up to 40 hours is paid depending on what the employee has banked but all 
unpaid bonuses are forfeited. The employee’s insurance benefits will also be terminated on the employee’s 
last day of employment unless the employee makes other arrangements to pay for their insurance directly 
with the insurance company through The Neiders Company COBRA program.  
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Section 10 COVID-19 

Company Commitment 

The safety and well-being of our team members, residents, and our communities have always been, 
and will continue to be, the paramount priority of THE NEIDERS COMPANY. With the spread of the COVID-19, 
a respiratory disease caused by the SARS-CoV-2 virus, we all must remain vigilant in mitigating the outbreak. 
Management has been following the development of the COVID-19 pandemic through information released 
from the CDC, OSHA, WISHA, and WHO, as well as industry organizations, client partners, and business peers. 
Effective with the issuance of this document, THE NEIDERS COMPANY has implement the procedures 
contained herein to ensure the safety of our team members while ensuring continuity of services to our 
residents. We believe with the appropriate precautionary procedures and shared responsibility among all 
team members, we can continue field operations with a safe and responsible manner.  
This plan is based on the most current information available from the WHO, CDC, OSHA and WISHA. It is 
subject to change based on further information provided by the WHO, CDC, OSHA, WISHA, and other public 
officials. THE NEIDERS COMPANY may also amend this plan based on operational needs. 

This COVID-19 policy applies to all of our employees who physically work in any of our properties and offices.  
A required action must be taken by employees, employers and management to protect and enforce policy 
from potential COVID-19 infection.  (see full COVID-19 Exposure Plan/Training Policy) 

Responsibility of Managers  

• Managers and supervisors, must be familiar with this Plan and be ready to answer questions from 
employees.  

• Managers and supervisors, must set a good example by following this plan at all times.  
• This involves practicing good personal hygiene and jobsite safety practices to prevent the spread of the 

virus.  
• Managers and supervisors must encourage this same behavior from all employees.  
• Managers, supervisors and leadership team will provide training on hazard recognition/mitigation of 

COVID-19, proper PPE use and care, and proper workplace cleaning and disinfecting.  
• Managers, supervisors, and leadership will ensure that ALL EMPLOYEEs are maintaining proper social 

distancing of at least 6 feet.  
• Proper training with staff related to COVID-19 death and or tested positive regarding residents  

 
Responsibility of Employees  
Wear protective face mask when conducting business with resident, vendor, coworkers and adhere with 
proper care of masks when necessary. Wash hands before and after each workorder and project completion. 
Follow sanitization guidelines.  
 

• Report to your manager(s) or supervisor(s) if you are experiencing signs or symptoms of COVID-19.  
• Ask your manager or supervisor if you have specific question(s) about this plan or COVID-19.  
• If you develop a fever and symptoms such as cough or shortness of breath, DO NOT GO TO WORK. 

Notify your supervisor/HR and call your healthcare provider right away.  
• Identify any hazards or potential hazards in your work area and report to direct manager/supervisor 

and leadership.  
• If you have been out sick, please see our return to work policy.  
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• All employee’s will adhere to all social distancing protocols, maintain at least 6 feet distance.  
• Wash your hands after using the bathroom, before eating, and if you cough/sneeze into your hands 

(follow the 20-second hand-washing rule). You can also use the sanitizers you’ll find around the work 
area.  

• Cough/sneeze into your sleeve, preferably into your elbow. If you use a tissue, discard it properly and 
clean/sanitize your hands immediately.   

• Avoid touching your face, particularly eyes, nose, and mouth with your hands to prevent from getting 
infected. Avoid close contact with people who are sick.  

• Open the windows regularly to ensure open ventilation.  
• If you find yourself coughing/sneezing on a regular basis, avoid close physical contact with your 

coworkers and take extra precautionary measures (such as requesting sick leave).  
• Report any resident related COVID-19 death and or tested positive to direct supervisor and notify HR.  

 
Identifying COVID-19 Symptoms  
People with COVID-19 have had a wide range of symptoms reported – ranging from mild symptoms to severe 
illness. Symptoms may appear 2-14 days after exposure to the virus and may include:  
 

• Fever & Cough, Shortness of breath or difficulty breathing, Chills, Repeated shaking with chills  
• Muscle pain, Headache, Sore throat, New loss of taste or smell  

 
Personal Protective Equipment (PPE) 

Employer Responsibility 

• Provide personal protective equipment (PPE) such as gloves, and facemasks as appropriate for the 
activity being performed.  

• Providing training to staff prior to assigning cleaning tasks. Training should include when to use PPE, 
what PPE is necessary, how to properly wear, use, take off and dispose of PPE.  

• If necessary, clean and disinfect phones, computers and commonly used areas before and after use.  
• Post, in areas visible to all worker, required hygienic practices including not touching face with 

unwashed hands or with gloves; washing hands often with soap and water for at least 20 seconds; use 
of hand sanitizer with at least 60% alcohol, cleaning AND disinfecting frequently touched objects and 
surfaces such as workstations, keyboards, telephones, handrails, machines, shared tools, elevator 
control buttons, and doorknobs; covering the mouth and nose when coughing or sneezing as well as 
other hygienic recommendations by the CDC.   

• Continue to provide training related to COVID-19 and make necessary business adjustments.  
 

Employee Responsibility  

• Ensure used PPE is disposed of properly. Gloves and gowns/coveralls/aprons should be removed 
carefully to avoid contamination of the wearer and the surrounding area. Be sure to clean hands after 
removing gloves.  

• Sanitize reusable PPE per manufacturer’s recommendation prior to each use, use gloves if necessary.  
• Minimize interactions when picking up or delivering equipment or materials. Always ensure minimum 

6-foot separation.  
• If you empty the trash, always wear gloves. Do not share PPE, hand or office tools. 
• Wear mask when necessary which includes during work order, in and out of resident homes, during 

office business hours. 
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• All office staff are responsible to post necessary signs provided at the entrance of all offices. 
All signs are available in the share-drive under COVID-19 resources, or by contacting members of the leadership team.  
 
 

 
 

Worksite Cleaning, Sanitizing, and Disinfecting Guidelines 

The Neiders Company will institute regular cleaning, sanitizing, and disinfecting practices to prevent the 
potential spread of COVID-19 including: 

• Cleaning and disinfecting frequently used surfaces 
• Disinfecting and cleaning workspaces: Cleaning and disinfecting all areas such as offices, bathrooms, 

common areas, shared electronic equipment workstations, countertops, handrails, and doorknobs 
• Disinfecting reusable supplies before and after use 
• Cleaning jobsite maintenance workshops and break/lunchroom areas at least once per day.   
• Cleaning and disinfecting frequently used tools and equipment on a regular basis 

Safety and Health COVID-19 Training  

THE NEIDERS COMPANY is committed to providing relevant training to enable safe and healthful COVID-19 work 
practices.  Management will provide training weekly and monthly on general and specific safety procedures 
for all employees and relevant for their specific work functions.  In addition, training will include: 

• Proper social distancing 
• Individual employees will be retrained after the occurrence of a work-related injury and/or exposure 

event when deemed necessary by management 
• Exposure Control Plan & Resources, Monthly Safety Training & Topics  

 
We will also provide relevant training, (initial and refresher) on the proper use of PPE or other required safety 
equipment related to potential COVID-19 exposure such as: 

• How to don/doff safely in the context of your current work assignment  
• How to identify safety concerns 
• Where to locate all company safety resources  

 
Note:  Training materials are provided in the employee portal, Paychex Documents, share-drive and internal 
communication  
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COVID-19 Quick Guide 

General Rules 

• Wear face covering in common areas at all times  
• Wash hands often and use hand sanitizer  
• Maintain 6 feet distance at all times 
• Employer can take temperature as a safety protocol  

What to do when employee is tested positive? 

• When did employee start to have symptoms  
• Who did employee have contact with 
• Trace and send out internal letter to employees and letter for residents to be informed  
• Must complete out federal form and provide necessary documents from healthcare provider and 

submit to HR and remain quarantine 
• 14 days from the date tested or felt symptoms (depending what the healthcare provider advices)  
• Must be tested again with negative results before coming back to work, if healthcare provider does not 

test must provide reasons why the decision was declined.  

What to do when others were around the employee who tested positive? 

• Call healthcare provider 
• Get tested if applicable and advised by healthcare provider  
• Came back to work when advised by healthcare provider  
• Follow general rules 
• Complete the federal form and submit to HR (if applicable)  

Return to work checklist  

• Must be fever free for 24 hours without medication 
• Must provide healthcare provider note 
• Must remain in communication with direct supervisor and HR 

Note: it is the employees responsibility to provide all necessary documents for payroll purposes and time off 
related to COVID-19. It is the employee responsibility to keep in communication with employer and meet all 
necessary deadlines related to COVID-19.  Only fill out federal form attached if claiming lost time due to 
COVID-19. If uncertain of the situation always connect with healthcare provider, direct manager or HR.   

See section 11 for necessary forms due to HR  

NOTE: FFCRA form can be located in the share-drive under Covid-19 resources, portal under Covid-19 tab, from emails 
sent under Quick Guide with FFCRA form attached, by reaching out to Payroll and HR.  
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Section 11 Appendices Supporting Documents 

a. List of Company Software/Links/Resources  
b. Uniform Request Policy and Form-send request to corporate admin  
c. Mileage Reimbursement form-send request to property accountant  
d. Employee of The Month Nomination Form-send request to HR 
e. Lease Renewal Bonus-send request to Payroll  
f. Employee Referral Form-send request to Payroll 
g. Pest Control Checklist-send request to property coordinator and pest control  
h. 2021 Payroll/Holiday Calendar  
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Company Software/Links/Resources 

List of following programs are integrated platforms implemented to provide efficient 
workflow both operationally and personnel throughout the organization.  Each individual 
employee has access to the necessary programs based on their position. Links are interactive 
and will direct you to the site.    

Paychex-used for Payroll/Benefit/Documents/Personal Information/PTO,VAC Request 

www.paychexflex.com  

Gearco-used for Extended Hotel Services, process of payments, checking in and out guests  

https://nae8.gearcoapps.com/apps/login/ 

Rent Café-automated rent processing service used by residents  

https://sitemanager.rentcafe.com/sitemanager/login.aspx?verify=MQ%3d%3d-WOzw8Oa5P2c%3d 

Yardi-utilized for accounting/property services/PO and Invoice Approvals 

https://www.yardiasp14.com/23445neiders/pages/LoginAdvanced.aspx 
   
Gracehill-E-Learning platform utilized for on-boarding/training    
   
www.gracehillvision.com/neidersco 
   
   
   

 

 

 

 

 

 

 

 
 

 

 

 

 

http://www.paychexflex.com/
https://nae8.gearcoapps.com/apps/login/
https://sitemanager.rentcafe.com/sitemanager/login.aspx?verify=MQ%3d%3d-WOzw8Oa5P2c%3d
https://www.yardiasp14.com/23445neiders/pages/LoginAdvanced.aspx
http://www.gracehillvision.com/neidersco
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Uniform Procedure 

All uniform inventory must be checked out before distributed. All new hires are assigned, 2 shirts, 2 

polos, 2 long sleeve shirts, 1 hat, 1 beanie, and 1 jacket. To request uniform items for employees, you must fill 

out the Uniform Request Form. Please keep in mind, we do not have sufficient stock for extra disbursements, 

therefore, uniform items will only be given out to new hires and to employees who have worn out, stained, or 

ripped items. If employees simply want extra uniform items for their preference, items can be purchased 

separately.  

Uniform Request Form 

Name of Recipient:  

Click or tap here to enter text. 

Site/Community:  

Click or tap here to enter text. 

Property Manager:  

Click or tap here to enter text. 

Size:  

S☐   M☐   L☐   XL☐   2XL☐   3XL ☐ 

Type: 

T-Shirt☐  Polo☐  Long Sleeve☐  Hat☐  Beanie☐  Jacket☐ New Hire Packet☐ 

Position:  

Click or tap here to enter text. 

Reason for request:  

New Hire☐    Wear & Tear☐    Other☐ explain: Click or tap here to enter text. 
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Mileage Reimbursement Form 
 
 
         

 Name:       

 Date:       

         

 2021 Mileage Rate - $0.58     

         

 Date Property Code Miles Purpose of Trip 

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

 Total Miles 0  
 Mileage Reimbursement Amount    
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EMPLOYEE OF THE MONTH NOMINATION FORM 

 
All part and full time company employees who have exceeded 90 days of employment are eligible for nomination  

Please submit completed form via email to Ani@Neiders.com  
 

Your Name: Click or tap here to enter text.  Date: Click or tap to enter a date. 

Name of Nominee: Click or tap here to enter text. Nominee Position: Click or tap here to enter text. 

How has your nominee gone above and beyond to exemplify our core values of Integrity, Consistency, and Quality? 
(Please use all the space provided to describe specific occurrence(s) in detail): 

 
 
 
 
 
 
 
 
 
 
 

 

What other information would you like us to know about your nominee? 

 
 
 
 

 

 

HR NOTES – Leave blank 
 

  

 
 
 
 
 
 
 
 
 

mailto:Ani@Neiders.com
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 Lease Renewal Bonus 
Property:       

  
  Period Ending:       

      

Complex 
Unit 

# Tenant(s) last name(s) Lease start Lease End Bonus 
          0 

          0 

          0 

          0 

          0 

          0 

          0 

          0 

          0 

          0 

          0 

          0 

          0 

          0 

          0 

          0 

          0 

          0 

          0 

          0 

          0 

          0 

          0 

          0 

          0 

          0 

          0 

          0 

          0 

  Renewal 0  
      

 Bonus Total $0   
      
  Employee Signature/Date       

      
 Area Manager/Date       
      

*use second page of Renewal sheet to fill in employee names and part-time or full-
time status 
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Employee Referral Bonus Form   Date: _________________ 

 
Thank you for referring the employee listed below and participating in the employee referral program. Please refer 
to the employee referral program which outlines plan guidelines and eligibility criteria. 
 
The following section is to be completed on-site: 
 
☐ Level 1: Administrative, accounting, leasing, maintenance technician, porter, housekeeper, renovation technician, 
security — $300  
☐ Level 2: Renovation/capital/maintenance supervisor, community manager, district manager, assistant manager—
$600  
☐ Level 3: Regional manager and executive positions— $900 
 
  

Neiders Company Employee Name (who referred) 
 
   

Site Manager           Date 
 
Date form emailed to accounting:   
 
     

New Employee Name   DOH     Department 
 
 
 
 This section is to be completed by the Human Resources: 
 
 Confirmed new hire referred by above employee 
 
   

  Sara (last name) (Human Resources)                          Date 
 
Process a 1X ------------ bonus with payroll period ending     Initial 

Process a 1X ------------ bonus with payroll period ending     Initial 
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	Tardiness & Early Departure
	Full Time/Part Time
	Exempt
	 Employees are allowed access to their employee personnel files under the guidance and supervision of Human Resources. Employee personnel files are considered to be the property of The Neiders Company who has the responsibility to maintain them and s...
	4.4 Overtime  At The Neiders Company, holidays and overtime are paid in accordance with the Fair Labor Standards Act. Overtime is considered the physical time (hours) worked over 40 hours total, in one week excluding hours added for holidays, PTO, jur...

	Procedure When an employee applies for a position at the company about rehiring, the following procedure should be followed:
	Compensation and Accruals
	Benefits will not be restored except as required by law.
	Downsizing
	Eligible Family Members
	Reasons for Leave FMLA leave is available if an employee needs time off to:

	8.1 Accident Prevention Plan & OSHA Compliance It is the responsibility of each employee to conduct all tasks in a safe and efficient manner complying with all local, state and federal safety and health regulations and program standards, and with any...
	The Neiders Company is committed to providing and maintaining a safe work environment for all employees and guests. To accomplish this, all employees are expected to comply with all safety policy and procedures put in place by The Neiders Company as w...
	Employees are responsible for:
	General Safety Precautions Employees who use hand and power tools and who are exposed to the hazards of falling, flying, abrasive and splashing objects, or exposed to harmful dusts, fumes, mists, vapors, or gases must be provided with the appropriate ...
	Hand Tools Hand tools are non-powered. They include anything from axes to wrenches. The greatest hazards posed by hand tools result from misuse and improper maintenance.
	Power Tools Power tools can be hazardous when improperly used. There are several types of power tools, based on the power source they use: electric, pneumatic, liquid fuel, hydraulic, and powder- actuated.
	Guards Hazardous moving parts of a power tool need to be safeguarded. For example, belts, gears, shafts, pulleys, sprockets, spindles, drums, fly wheels, chains, or other reciprocating, rotating, or moving parts of equipment shall be guarded if such p...
	Electric Tools Employees using electric tools shall be aware of several dangers with the most serious being the possibility of electrocution.
	Powered Abrasive Wheel Tools Powered abrasive grinding, cutting, polishing and wire buffing wheels create special safety problems because they may throw off flying fragments or excessive dust.
	Pneumatic Tools Pneumatic tools are powered by compressed air and include chippers, drills, hammers, and sanders.
	Hydraulic Power Tools The fluid used in hydraulic power tools shall be an approved fire-resistant fluid and shall retain its operating characteristics at the most extreme temperatures to which it will be exposed.

	This policy will be strictly enforced. Disciplinary action will be imposed on employees who do not follow the Hand and Power Tool Policy. This action will begin with verbal or written warning and a second time offense will be grounds for termination.
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	9.1 Progressive Discipline
	Every employee has the duty and the responsibility to be aware of and abide by existing rules and policies. Employees also have the responsibility to perform his/her duties to the best of his/her ability and to the standards as set forth in his/her jo...
	Outlined below are the steps of our progressive discipline policy and procedure. The Neiders Company reserves the right to combine or skip steps in this process depending on the facts of each situation and the nature of the offense. The level of disci...
	• Verbal warning: A supervisor verbally counsels an employee about an issue of concern, and a written record of the discussion is placed in the employee's file for future reference.
	• Written warning: Written warnings are used for behavior or violations that a supervisor considers serious or in situations when a verbal warning has not helped change unacceptable behavior. Written warnings are placed in an employee’s personnel file...
	• Performance improvement plan: Whenever an employee has been involved in a disciplinary situation that has not been readily resolved or when he/she has demonstrated an inability to perform assigned work responsibilities efficiently, the employee may ...

