MASS COMMERCIAL CLEANING, INC.

POLICY AND PROCEDURES


APPLICABILITY

This manual was developed for and applies to all employees of MCC.  We ask that you read it carefully, since these procedures will require your conformance.  Please question us on anything that is not clear.

OBJECTIVES

Our staff objective at MCC is to profitably satisfy the need of our clients for a high quality, cost effective building maintenance service.

In meeting the objective, management and staff have pledged that we will be guided by the following values:

SERVICE TO OUR CLIENTS – Service is of utmost importance to our business, and meeting each commitment to our clients is of the highest importance.  We will treat each clients as if they were our only client and be sensitive to their needs.  We will respond as if we were an extension of our client’s business and will continuously seek new opportunities to serve them.

RESPECT FOR THE INDIVIDUAL – Each individual is important both as a human being and as a contributor to our success.  We will respect the rights, dignity, and individuality of each person.

UNCOMPROMISING INTEGRITY – Our actions will always be constant with high ethical and legal principles, and we will not engage in or support an act that is even marginally unethical, illegal, or inappropriate.

QUEST FOR EXCELLENCE – Our objective is to be the best, both as individuals and as a company.  We will encourage continuous improvement and provide an opportunity for each of our people to attain individual excellence.

OPPORTUNITY THROUGH GROWTH – Controlled growth provides the best opportunity for the company and its employees.  We will encourage growth that is comparable with our existing business and provides expanded opportunities for our people.

THIS IS OUR BUSINESS

MCC is in the “service” business.  MCC provides building maintenance and janitorial services to our customers on a contractual basis.  We provide a wide range of services, including office cleaning, carpet care, floor care, building maintenance, and office services.  We are considered professionals, and our customers expect us to perform our services as experts.  We know you will taker the same pride in a “job well done”.

We are able to keep current of the latest techniques, supplies, equipment, and cleaning methods.  Our employees in turn, are trained by our managers and supervisors along with other professional training techniques.  We have developed into a strong company with a  solid base.  We hope you are as proud to be a member of our company as we are to have you with us.

YOU AND YOUR FUTURE WITH MCC

The greatest asset of our business is the potential of each employee.  The goal of our handbook is to encourage your sense of responsibility, spirit of confidence, and attitude of cooperation.

EQUAL OPPORTUNITY EMPLOYER

We believe in the principle of respect for the dignity of every individual.  We, therefore, enforce as company policy that MCC is an Equal Opportunity Employer (EOE).   All decisions regarding hiring, pay, and promotion are made without regard to race, color, sex, creed, or national origin.  It is the company’s policy to comply with applicable laws that provide equal opportunity in employment for all persons and to prohibit unlawful discrimination in employment.

Implementation of the Company’s Equal Employment Opportunity Policy is the responsibility of all company employees.  Employees with the evaluated on their adherence to the policy as part of their annual performance appraisal.

HARASSMENT POLICY

It is the policy of MCC to provide its employees with a pleasant environment that will encourage efficient, productive, and creative work.  MCC will not tolerate verbal or physical conduct by any employee who harasses, disrupts, or interferes with another’s work performance, or who creates an intimidating, offensive or hostile environment.  Included as unacceptable conduct is the use of derogatory statements about one’s race, sex, national origin, or a handicap.

Wile all forms of harassment are prohibited, it is the MCC policy to emphasize that sexual harassment is specifically prohibited.  Each supervisor and manager has a responsibility to maintain the work place free of any form of sexual harassment.  No supervisor shall threaten of insinuate, either explicitly or implicitly, that an employee’s refusal to submit to sexual advances will affect the employee’s employment.

Other sexually harassing conduct in the work place, whether committed by supervisor, manager, or non-supervisory personnel, is also prohibited.  Such conduct includes:

· Sexual flirtations, touching, advances, or propositions

· Verbal abuse of sexual nature

· Graphic or suggestive comments about an individual’s body

· Use of sexually degrading words to describe an individual

If any employee believes that the actions or words of a supervisor, manager, or fellow employee constitute unwelcome harassment, the employee has a responsibility to report or complain as soon as possible to the appropriate supervisor or manager.  If a complaint involves a supervisor or manager, the employee should report the claim to the company administration.

All complaints of harassment will be investigated promptly and in an impartial and confidential manner by the supervisor, manager, or administrator.  If any employee is not satisfied with a complaint or the action taken by the supervisor or manager, then the employee should bring the complaint to the attention of the administrator.  In all cases, the employee is to be advised of the supervisor’s, manager’s, or administrator’s findings and conclusion.  Any employee, supervisor, or manager who is found to have engaged in harassment of another employee will be subject to appropriate disciplinary action up to and including termination.

(Read, understand, sign and date the SEXUAL HARASSMENT POLICY on the following pages.)

SEXUAL HARASSMENT POLICY

     MCC (aka the Company)  is committed to providing a work environment that is free from sexual harassment.  Sexual harassment in the workplace is unlawful and will not be tolerated by the Company.  This policy covers all employees of the Company.

     These are examples of conduct which may, depending upon the circumstances, constitute sexual harassment:

          Sexual advances, requests for sexual favors and other verbal, written or

     physical conduct of a sexual nature, when (a) submission to or rejection of 

     such advances, requests or conduct is made wither explicitly or implicitly a 

     term or condition of employment or a basis for employment decisions;


     (b) such advances, requests or conduct has the purpose or effect of unreasonably

     interfering with an individual’s work performance or creating an intimidating,

     hostile or offensive working environment.  

     Other examples include:

· Engaging in unwelcome sexual conduct toward an individual,        including offensive comments, touching or sexual propositions:

· Conditioning a performance evaluation, promotion, salary increase, vacation or other job benefit on an individual’s submission to sexual demands:  or

· Taking or failing to take personnel action as a reprisal against any individual for rejecting, or reporting incidents of sexual harassment.

     Sexual harassment is unacceptable not only in our office, but in other work related settings in which we maintain accounts and business related social events.  Such behavior is unacceptable whether engaged in by company personnel or by clients, or others who conduct business with the Company.

     It is also unlawful to retaliate against an employee for filing a complaint of sexual harassment or for cooperating in an investigation of a complaint for sexual harassment.

     The Company encourages reporting of all incidents of sexual harassment, regardless of who the offender may be or where the incident occurred.

     Anyone who believes that he or she has been subjected to sexual harassment is urged to report the matter promptly to Peter Connly, Glenn Connly or Patricia Connly.

     Anyone who knows or has reason to believe that another person is or has been subjected to sexual harassment, is urged to report the matter promptly to Peter Connly, Glenn Connly, or Patricia Connly.  

     Follow this process of filing internal complaints about sexual harassment:

1) In writing, describe the incident, in as much detail as possible, including the names of all those instigating the harassment, and all those who witness the incident;

2) Provide a copy of the written description to Peter Connly, Glenn Connly or Patricia Connly.

     All reported matters will be investigated, and each reported matter will be handled with due consideration for the nature of the matter and the situation of the person reporting the matter.  Every effort will be made to keep all information confidential.  The reported matters will not be discussed with anyone not directly involved in the investigation or in any subsequent disciplinary action.

     Anyone who is found to have engaged in conduct constituting sexual harassment, will be subject to disciplinary action, up to and including termination.  Any unlawful retaliatory action, including intimidation, threats or coercion, taken against a person because the person complains of sexual harassment, will also result in disciplinary action up to and including termination.

     The Company will endeavor to insure that all company personnel are familiar with this policy and that any complaint received will be thoroughly investigated and appropriately resolved.  Anyone who would like further information concerning this policy should contact either Glenn Connly, Patricia Connly or Peter Connly.

     The following are the appropriate state and federal employment discrimination enforcement agencies:

     Massachusetts Commission Against Discrimination

     436 Dwight Street, Suite 315

or
One Ashburton Place, 6th Floor

     Springfield, Massachusetts   01103

Boston, Massachusetts   02108

     (413) 739-2145




(617) 727-3990

     Equal Employment Opportunity Commission

     Area Office:     One Congress Street, Room 1001



       Boston, Massachusetts   02114



       (617) 565-3200
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SEXUAL HARASSMENT POLICY

After reading the Sexual Harassment Policy section of the Policy and Procedures Manual, complete this form and return it to the MCC office for placement in your personnel file.  Should you have any questions on this section of the Policy, please be sure to ask the MCC representative for clarification before signing.

I, _________________________________________have read and understand the 

    (Print full name)

Sexual Harassment Policy section of the MCC Policy and Procedures Manual, and agree to conduct myself according to the guidelines as set forth is this policy.

___________________________________________        ______________________

(Employee Signature)





(Date)

YOU ARE THE MCC IMAGE

Everything you say, do, wear reflects MCC.  Our business has a distinctive personality of its own.  An image we strongly feel necessary for our continued success.

Many people apply for jobs at MCC and most are not accepted.  Those that we do select are special……this includes you!  When a customer is dealing directly with you, you become that image.  The impression of MCC will be the impression they remember of you.

1. APPEARANCE…  Your appearance must reflect the professionalism 
     inherent in MCC’s image.  Wearing the MCC uniform shows that “YOU”
     are a professional.  You must be fully clothed including shirt and shoes.
     The wearing of brief attire is not allowed.

2. ATTITUDE….  A friendly smile, a positive interest, a genuine caring of people you work with and the customer you work for.  A good working atmosphere is created by friendly relations with fellow employees and adds to having a job that can actually be pleasant and interesting.  We feel that a “job” does not have to be a painful experience!

3. ABILITY…  You become a part of MCC because you’re above average.  You are special to us.  But……don’t stop there, keep learning; increase your knowledge and your abilities.  Increased productivity means increased possibility of promotions and higher pay.

TRAINING EMPLOYEES

As a new employee you will be classified as a training employee until you have worked thirty(30) days.  This training period can be extended thirty(30) days at your supervisor’s discretion.

A training employee is not eligible for vacation, leave of absence, any insurance or other monetary fringe benefits.

Any employee whose employment is terminated and who is later rehired, starts as a new employee and serves the full training period.

PAYDAY

Our pay date is on Thursday, every other week.  If a company holiday falls on a Thursday, the payday will be the previous work day (Wednesday).   

Checks are distributed to you by your supervisor or manager.  Arrangements can be made for employees looking to pick up their checks at the office before 5:00 PM, if there are special circumstances.  Each circumstance will be reviewed on an individual basis.  Employees wishing to have their checks mailed may do so by contacting the payroll administrator.  

If you lose your check, a replacement check will not be issued until the third working day following the payday.  Before a new check will be issued, you will have to sign an affidavit stating that you did not receive the original check..

YOUR EMPLOYEE RECORDS

We maintain a personnel file of each employee.  It contains your personal records, such as employment application, tax withholding exemption certificate, and attendance records.  To help keep our records up to date, we ask you to notify the office of any change in the following:

a) Address or phone number

b) Persons to be notified in case of emergency

c) Your legal name

d) Marital status

e) Number of income tax exemptions

WORK HOURS/JOB LOCATION

Your MCC supervisor or manager has assigned you to a building and will set your work hours.  The work hours we establish are for the convenience of the customer.  Your are obligated to report to work on time and to remain on the job for the duration of the time established.  You cannot change the established hours for your convenience.  If you have a question please check with your manager or supervisor.

UNIFORMS

MCC has uniform work shirts that all employees will wear while cleaning accounts.  These are provided to you by MCC.  You are responsible for the day to day care and cleanliness.  Should you leave our employ, the uniforms must be returned to MCC cleaned and pressed.

Proper shoes are necessary for performing cleaning duties.  Shoes should be rubber soles for non-slip footing.  No open toed shoes are allowed.

SECURITY

This is an important part of your job.  Your individual assignment dictates definite security procedures to follow.  For the security and safety of all, MCC requires compliance with the following:

a) While you are in your assigned work area, keep all doors locked.

b) Check and secure doors as instructed, at the beginning and end of your shift.

c) Never unlock or open a secured door for anyone.  
IF THEY HAVE A RIGHT TO BE THERE, THEY WILL HAVE THEIR OWN KEY.

d) Leave your personal possessions at home.  Don’t bring radios, cassettes, walkmans or TVs to your job.  You cannot operate them while working.

e) Remove nothing from the building that is not yours.  Items found in the trash are to remain in the trash.  Again, take nothing from any account you clean.

ACCOUNT AUTHORIZATION

As a representative of MCC, you are authorized to be in the building you clean only during the established hours for cleaning.  It is strictly forbidden for relatives, friends, unauthorized MCC employees or others to be on the job with you.  Employees in violation are subject to immediate dismissal.

THEFT

We will not tolerate theft, in any form, by our employees.  This includes taking customer or MCC property and falsifying employee work reports for pay purposes.  Employees found in violation will be terminated and prosecuted.  Understand that we consider theft to be theft.  The value of an article taken has no bearing on our approach to this matter.  WE WILL PROSECUTE.  Should you witness or have knowledge of a theft, contact the Director of Operations.  Any information will be held in strict confidence.

MCC PROPERTY
Use but don’t abuse.  Keep all equipment clean.  You cannot take company property home for personal use.  Cleaning equipment or supplies can only be removed from a building for repairs or as directed by your supervisor or manager.  

Should the equipment become in need of repair, contact your supervisor or manager at once.  Do not use equipment that is not in proper working order.  Do not try to repair equipment that you have not been trained to repair.

CUSTOMER PROPERTY

Don’t use it!!  You are not to sit at the customer’s desk or open or go through any part of a customer’s desk., drawers, cabinets, etc.  Don’t use typewriters, copiers, TVs, radios, etc.  

Only telephone usage is authorized and only for emergencies or for communicating with MCC.  

ANY EMPLOYEE FOUND IN VIOLATION WILL BE SUBJECT TO WRITTEN WARNINGS OR DISMISAL.

SAFETY

MCC is extremely concerned about the health and safety of its employees.  We are proud of our safety records and require that all employees must observe proper safety precautions at all times.

· The wearing of proper shoes is mandatory.  No open toed shoes or sandals allowed.

· Rubber gloves are provided for you at each account.  Use the gloves for your personal protection, and change them as often as necessary.

· Observe the utmost caution when lifting.  Lift properly and do not exceed personal capabilities.  Ask for assistance when lifting heavy material or large objects.  You will be given instructions on property lifting procedures.

· Cleaning equipment must be kept clean, repaired, and in safe working condition.  Do not try to repair any MCC equipment unless you have been trained to do so.

· All containers must be labeled.  Should you refill a spray bottle, be sure it is the correct solution for that bottle.  Do not mix different products into one bottle.

· Read all instructions.  Safety cannot be over-emphasized or taken lightly.  Any employee found performing cleaning duties or conducting themselves in an unsafe manner will first be given a written warning.  Repeated safety violations will result in immediate termination of employment.

· Read MSDS (Material Safety Data Sheets) for all the products you work with.  Become familiar where the MSDS books are kept in your accounts.  If you should have any questions regard9ing any chemical you are using, as your supervisor or manager.  

CUSTOMER RELATIONS

Your attitude, conduct, and conversation in the presence of the customer is meaningful.  YOU are MCC.  What you say, imply, or otherwise communicate is very important.  Her are some guidelines to follow.

a) Your personal activities or problems are yours!  Don’t involve or discuss them with the customer or to the customer’s employees or tenants.

b) Limit your conversations to greetings or good nights.  Try not to initiate conversations.  Should the customer engage you in a conversation, be pleasant and respond politely.

c) Don’t concern the customer with problems you may be having with the custodial work you are performing.  One of the reasons we were hired is because the customer doesn’t want to hear or deal with cleaning problems.  Please work these out with your supervisor or manager.

d) Should the customer or tenants be working late, leave the cleaning of their particular are until last.  If someone is still working when your work nears its end, as their permission to clean their area.  Your presence or cleaning noises can irritate people who are working and prevent them from concentrating.

e) Report to your supervisor or manager any special cleaning request or instructions that the customer asks or passes on to you.

f) Bee energy conscious!  Use lighting only where needed.  Turn off lights as soon as an area has been cleaned.

g) When emptying trash, throw out only waste basket contents or items marked specifically for removal.  IF IN DOUBT, DON’T THROW IT OUT!
After reading the MCC Policy and Procedures Manual, complete this form and return it to the MCC office for placement in your personnel file.  Should you check off Number 2,  please wait until you meet with the representative for clarification before signing this form.  

I, __________________________________________ have received a copy of the 

   (Print full name)

MCC Policy and Procedures Manual.  

(Please check one)

1.  I have read the contents, and understand all parts contained in this manual.   _______

2.  I have read the contents, and pose the following questions in order to 

     clarify the contents of this manual




 ________

1.

2.

3.

4.

I met with MCC representative ________________________________ on ___________.

My questions were answered to my satisfaction.  I now have full knowledge and understanding of the contents of the MCC Polity and Procedure Manual.

____________________________________________
________________________

(Signature)






(Date)

