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The management team at NSTAR has spent considerable time in deliberation 
to assemble a set of Core Values to be proud of and adhere to. These are not 
just words on a page, but NSTAR’s declaration of intent. 
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WELCOME to NSTAR Global Services, Inc. Whether you have just joined our team or have been 
at NSTAR Global Services, Inc. for a while, we are confident that you will find our company a 
dynamic and rewarding place in which to work and we look forward to a productive and successful 
association. We consider the employees of NSTAR Global Services, Inc. to be our most valuable 
resource. This Handbook has been written to serve as a guide for employees. 

 
There are several things that are important to keep in mind about this handbook. 

 
(1) It contains only general information and guidelines. It is not intended to be comprehensive 

or to address all the possible applications of, or exceptions to, the general policies and 
procedures described. For that reason, if you have any questions concerning      eligibility for 
a benefit, or the applicability of a policy or practice to you, you should consult  the specific 
policy and address your specific questions to your manager and/or the Human  Resources 
Department. 

 
(2) Neither this Handbook nor any other Company document confers any contractual right, 

either expressed or implied, to remain in the Company’s employ. Nor does it guarantee 
any fixed terms and conditions of your employment. Your employment is not for any 
specific time and may be terminated at will, with or without cause and without prior notice 
by the Company, or you may resign for any reason at any time. No manager or other 
representative of the company (except the Chief Executive Officer or President) has the 
authority to enter into any agreement for employment for any specified period, or to make 
any agreement contrary to the above. 

 
(3) The procedures, policies, practices, and benefits described herein may be modified or 

discontinued from time to time. We will try to inform you of any changes as they occur. 
 

(4) This Handbook and the information in it should be treated as company confidential. No 
portion of this Handbook should be disclosed to others except NSTAR Global Services, 
Inc. Employees, their families, and others affiliated with NSTAR Global Services, Inc., 
whose knowledge of the information is required in the normal course of business. 

 
(5) The employee benefits described herein are covered in detail in official policy documents. 

These benefits vary by work groups. Please check your offer letter and onboarding 
documents for information on your specific benefits. 

 
(6) You should refer to these documents for specific information since this Handbook only 

briefly summarizes those benefits. The stated descriptions mentioned in this Handbook 
are not meant to override the Benefit Plan Documents, but to merely provide a summary. 
If there is any confusion or conflict between the descriptions mentioned in this Handbook 
and the Plan Documents of any of the benefits, the Plan Document will rule.
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EMPLOYEE HANDBOOK 

 
1. INTRODUCTION 

 
This Employee Handbook is intended for NSTAR Global Services, Inc., (hereafter called 
“Company”). 

 
 

2. EQUAL EMPLOYMENT OPPORTUNITY 
 

a) Equal Employment Opportunity has been, and will continue to be, a fundamental principle 
at NSTAR Global Services, Inc., where employment is based upon personal capabilities 
and qualifications without discrimination because of race, color, religion, sex, sexual 
orientation, gender identity, age, national origin, disability, or any other protected 
characteristic as established by law. 

 
b) This policy of Equal Employment Opportunity applies to all policies and procedures relating 

to recruitment and hiring, compensation, benefits, termination and all other terms and 
conditions of employment. 

 
c) The Human Resources Department has overall responsibility for this policy and maintains 

reporting and monitoring procedures. Employees’ questions or concerns should be referred 
to the Human Resources Department. 

 
d) Appropriate disciplinary action up to and including termination of employment may be taken 

against any employee violating this policy. 
 

3. HIRING 
 

a) The Company will follow EEOC guidelines for fair hiring practices. These are: 
(1) Equal access to job openings. 
(2) Equal access to internal job postings 
(3) Standard interviewing and hiring processes 

 
b) This policy applies to recruiting and selection of employees for all positions. The 

responsibility for hiring qualified personnel belongs to the General Manager or the 
President. Human Resource is responsible for facilitating the hiring process. 
 

c) The Company is committed to the recruitment and selection of qualified applicants. 
Employees will be recruited through many sources, including but not limited to: local and/or 
national advertising, personnel agencies, civic organizations, minority organizations, 
community agencies and leaders and community schools, colleges, and universities. The 
Company bases its hiring decisions on work experience and job performance skills. The 
person best qualified to do the job will be selected without regard  to race, religion, creed, 
color, sex, sexual orientation, gender identity, age, national origin, disability, veteran status, 
age, or physical disability (except where age and/or physical condition is a bonafide 
occupational requirement). All candidates must pass a pre-employment drug screen and 
receive a favorable reference check to be eligible for employment and the offer is contingent 
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on clearing our client(s) badging criteria and being granted access to their work sites. 
When a personnel vacancy occurs, a job posting will be created and posted in the Human 
Resources Department, the Employee Common Areas, and other appropriate locations. 
The appropriate Supervisor and Human Resources representative will conduct a joint 
recruiting and selection program designed to identify the most qualified individual for the 
position. The Company encourages current employees to seek advancement and/or 
transfer opportunities in the company. 

 
4. AMERICANS WITH DISABILITIES ACT 

 
a) The Company is committed to complying with all applicable provisions of the Americans 

with Disabilities Act (“ADA”). It is the Company’s policy not to discriminate against any 
qualified employee or applicant regarding any terms or conditions of employment because 
of such individual’s disability or perceived disability so long as the employee can perform 
the essential functions of the job. Consistent with this policy of nondiscrimination, the 
Company will provide reasonable accommodations to a qualified individual with a 
disability, as defined by the ADA, who has made the Company aware of his or her 
disability, provided that such accommodation does not constitute an undue hardship on 
the Company. 

 
b) Employees with a disability who believe they need a reasonable accommodation to 

perform the essential functions of their job should contact the Human Resources 
Department. The Company encourages individuals with disabilities to come forward and 
request a reasonable accommodation. 

 
5. EMPLOYEE CATEGORIES 

a) It is the intent of NSTAR to clarify the definitions of employment classifications so that 
employees understand their employment status and benefit eligibility. These 
classifications do not guarantee employment for any specified period. Accordingly, the 
right to terminate the employment relationship at will at any time is retained by both the 
employee and NSTAR. 

 
(1) Exempt Employees. These employees are classified as such if their job duties are 

exempt from the overtime provisions and minimum wage of the Federal and State 
Wage and Hour Laws. Exempt employees are not eligible for overtime pay as 
defined by the Fair Labor Standard Act. Their salaries are calculated on a bi- 
weekly basis. 

 
(2) Non-Exempt Employees. These employees are paid by the hour and are eligible 

for overtime pay. These employees receive overtime pay in accordance with the 
specific provisions of federal and state laws. 

 
b) An employee’s exempt or non-exempt classification may be changed only upon 

written notification by NSTAR management. 
 

c) In addition to the above categories, each employee will belong to one other employment 
category. Based on the conditions of employment, employees of the Company fall into 
the following categories. 
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(1) Full-time Employees. 
Full-time Employees are not in part-time or temporary limited assignment 
employees but are those who are regularly scheduled an average of forty (40) hours 
per workweek. Full-time employees are generally eligible for Company benefits as 
outlined in this Handbook. A Full-time exempt employee is classified as such if their 
job duties are exempt from the overtime provision and minimum. 

 
(2) Part-time Employees. 

Part-time employees are those who are regularly scheduled to work less than an 
average of thirty (30) hours per workweek. Part-time employees are currently not 
eligible for participation in Company benefits as outlined in this Handbook, however 
they receive all legally mandated benefits (such as Social Security and workers’ 
compensation insurance). 

 
(3) Temporary, Limited Assignment Employees. 

a) A temporary, limited assignment employee is hired for a specific project or 
time frame or works an irregular schedule of less than twenty (20) hours per 
week. A temporary, limited assignment employee in a non-exempt position is 
paid by the hour at the prescribed regular or federal or state overtime rates 
while a temporary limited assignment employee in an exempt position is paid 
according to the terms of hire for that individual. Temporary, limited 
assignment employees are not eligible for any additional compensation or 
benefits provided by the Company. 

 
b) Temporary, limited assignment employees retain that status unless and until 

notified in writing of a change. Temporary, limited assignment employees 
receive all legally mandated benefits (such as Social Security and workers’ 
compensation insurance) and are not eligible for participation in Company 
benefits as outlined in this Handbook. 

 
6. RECORDING WORKED TIME, TIMESHEETS, AND TRAVEL EXPENSES 

a) NSTAR uses a web-based timecard. Accurately recording time worked is the 
responsibility of every employee. Federal and state laws require NSTAR to keep an 
accurate record of time worked to calculate employee pay and benefits. Time worked is 
all the time spent on the job performing assigned duties. Non-exempt employees are not 
allowed to work off the clock. 

 
b) Employees will receive one direct deposit every two (2) weeks including their payroll and 

expense reimbursement. To receive a paycheck and expense reimbursement it is 
important the employee follows the proper procedure on how to enter both their time and 
expenses. Employees are provided with step-by-step training and reference instructions 
on how to access, enter, and submit for approval and processing their time worked hours 
and expense reimbursements. 

 
c) Non-exempt employees should accurately record the time they begin and end their work, 

as well as the beginning and ending time of each meal period. They should also record 
the beginning and ending time of any split shift or departure from work for personal 
reasons. Overtime work must always be approved before it is performed. Overtime is 
defined as time actually worked over 40 hours in a work week. 
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d) Exempt employees should record eight (8) hours per day on each business worked day 

not to exceed forty (40) hours per work week for record keeping purposes. 
 

e) Altering, falsifying, tampering with time records, or recording time on another employee's 
time record may result in disciplinary action, up to and including termination of 
employment. 

 
f) Non-exempt employees should report to work no more than 5 minutes prior to their 

scheduled starting time nor stay more than 5 minutes after their scheduled stop time 
without expressed, prior authorization from their supervisor. 

 
g) It is the employees' responsibility to accurately record their time and to certify the 

accuracy of all time recorded. The employee should also ensure that their supervisor 
records the same time. In addition, if corrections or modifications are made to the time 
record, both the employee and the supervisor must verify the accuracy of the changes. 
Each employee’s timecard must be verified and requires approval by the client’s on-site 
supervisor (Payroll Manager) or the designated NSTAR manager prior to submission to 
payroll for processing. 

 
h) NSTAR’s workweek begins on Monday morning at 12:00 am and ends Sunday night at 

11:59 pm. Therefore, all employees are required to complete and submit their timecard 
per the Timecard Submission Policy. Employees must ensure they correctly enter the 
shift code (Day vs. Night). 

 
6. 1 TIMECARD SUBMISSION POLICY 

 
a) For Employees not working weekend shifts, you must submit your timecard on Friday at 

the end of your working day. 
 

b) For Employees working weekend shifts (days/nights), you must submit your timecard at 
the end of your last shift or at the very latest before 11am EST on Monday morning. 

 
c) There is no change to the way PTO/ Holiday hours are submitted. 

 
d) This policy enables submission issues or mistakes to be addressed and corrected on 

Monday, by either contacting your Operations Manager or our Corporate Services 
Department. 

 
e) For late timecards submitted on Tuesday, our payroll department will do its best to have 

them included in the weekly payroll payment process, but there is no guarantee. If the 
timecard is too late for inclusion in the normal weekly process, the timecard will still be 
processed, but may result in a delay in receiving pay for that specific late timecard in that 
current pay period. 

 
f) It is the responsibility of every NSTAR employee to submit an accurate timecard within 

the guidelines above every week. Employees who repeatedly submit late timecards may 
be subject to disciplinary action. 
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g) The time worked hours are entered by the employee and processed through the NSTAR 
payroll web-based system, and the travel and expense reimbursement are entered by 
the employee and processed through the NSTAR web-based expense system. 

 
h) Employees who are completing annual recertification safety training courses must enter 

their time in the NSTAR payroll web-based system where designated on the timecard as 
safety training when the courses are taken outside of scheduled workday. 

 
6. 2 OVERTIME 
 

a) Overtime is most often calculated at 1.5 times the employee’s normal hourly rate for 
hours above 40 in a work week.  There are two states that have a different overtime 
policy. These are as follows: 

 
(1) The State of California requires employers to pay eligible employees 1.5 times their 

normal rate of pay when working more than eight hours in a workday and work more 
than 40 hours in a work week. Employees also earn 1.5 times their normal rate for 
the first eight hours of their seventh consecutive day of work. Employees are paid 
twice their normal rate when they work more than 12 hours in a workday or more 
than eight hours on their seventh consecutive day of work. 

(2) The State of Colorado requires employers to pay overtime pay (1.5 times the 
normal rate) when over 12 hours are worked in a workday and/or over 40 hours in a 
week. 

 
b) The overtime regulations in this policy are meant as a guideline. NSTAR will follow the 

Fair Labor Standards Act (FLSA) and applicable state laws regarding overtime payment. 
If there is a discrepancy between this policy and the FLSA or a state law, the FLSA or 
state law will be followed. 

 
6. 3 EXPENSE SUBMISSION POLICY 

 
a) All travel hours are paid at the regular time rate, and no overtime or double-time rate will 

apply to travel time. Employees can expense luggage fees for domestic travel up to one 
suitcase and one toolbox. For international travel, one additional suitcase will be 
approved. These travel expenses as well as meals, telephone, laundry, and taxi/gas/toll 
will be shown, and must be entered by the employee, as separate lines on the web- 
based expense system. 

 
b) All travel related expenses except meals and coin laundry requires receipts to be 

submitted. NSTAR will hold and not process for reimbursement any expenses requiring 
receipts that have been submitted by the employee without a supporting receipt. The 
expense will be placed on hold and processed the following scheduled pay period when 
the receipt is provided. All receipts must be processed through the web-based expense 
system not later than 11:59 pm Eastern Time every Sunday or at the end of the Sunday 
pm night shift to be processed for payment. 

 
c) Expense reports for reimbursement must be submitted weekly via the web-based  

expense system no later than Wednesday of each week to be paid the following Friday.  
Expense reports submitted 4-weeks or more after the expense was incurred WILL  NOT  
be reimbursed. 
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d)  The weekly expense report is based on a Monday to Sunday week, submitted on 

Wednesday of the following week, and must be submitted each week. 
 

7. GENERAL EMPLOYEE PAYROLL TAXATION SITUATIONS 
a) This information pertains to field employees of NSTAR Global Services, Inc. (NSTAR). 

You are a field employee if you are working at any location other than the NSTAR 
Corporate office in Garner, NC in a non-exempt status. 

 
b) There are several different situations that field employees can fall under, below is a 

general explanation of the issues that you may need to consider with each situation. 
 

NOTE: The tax information contained herein is for general purposes only and may not address 
all aspects of the subject matter at issue nor your personal circumstances. It is meant to provide 
only a general overview and should not be viewed as tax advice to you. You are urged to consult 
with your own tax advisor if you have any questions or would like to receive more specific tax 
advice. 

c) FEDERAL TAX SITUATIONS 
(1) Working in the United States 

Your wages are subject to U.S. federal income tax and NSTAR will withhold this tax 
based on the W-4 you provide prior to starting work. Your tax situation may change 
from year to year, so you may want to refigure your withholding each year and 
provide NSTAR with a new W-4. If you need a New W-4, please contact the NSTAR 
Human Resources Department and one can be either faxed or emailed to you. To 
reference the below information, go to https://www.irs.gov/taxtopics/tc753. 

 

 
(2) Working Overseas 

a) As a U.S. Citizen, your worldwide income (U.S. and foreign income) is subject to 
U.S. federal income tax, regardless of where you are living. 

 
b) U.S. employers generally must withhold U.S. income tax from the pay of U.S. 

citizens working abroad unless the employer is required by foreign law to 
withhold foreign income tax. 

 
c) Each country has separate laws to determine if you will be subject to foreign tax 

while working in that country, generally most countries will not tax a U.S. citizen 
until the citizen is working in that country more than 183 days. However, there are 

 

https://www.irs.gov/taxtopics/tc753
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other countries that tax U.S. citizens for every dollar earned while working in that 
country. The specifics of your situation will be based on the country that you will 
be working in. If you would like additional information relating to the country you 
will be working in, please contact your Human Resources department. 

 
d) STATE TAX SITUATIONS 

(1) Working in the United States 
a) If you are working in the state of your residence, NSTAR will withhold the 

applicable state tax based on the W-4 you provide prior to starting work. Your tax 
situation may change from year to year, so you may want to refigure your 
withholding each year and provide NSTAR with a new W-4. If the state you are 
working in requires a separate State W-4, we will provide you with that form in 
your new hire packet and will base the state withholding on the separate State W- 
4 you provide. There are several states that do not require any state tax 
withholding (Alaska, Florida, Nevada, New Hampshire, South Dakota, 
Tennessee, Texas, Washington, and Wyoming), if you live and work in any of 
those states, there will be no state tax withheld from your pay. 

 
b) If you are working in any state other than your resident state and if that state 

requires withholding from a non-resident, NSTAR will withhold the applicable 
state tax for the non-resident state based on the W-4 you provide prior to starting 
work. If the state you are working in requires a separate State W-4, we will 
provide you with that form in your new hire packet and will base the state 
withholding on the separate State W-4 you provide. 

 
(2) Working Overseas 

a) If you are currently a resident of a state in the United States at the time you 
accept an assignment to work overseas, NSTAR will withhold the applicable state 
tax for that resident state based on the W-4 you provide prior to starting work. If 
the state you are residing in requires a separate State W-4, we will provide you 
with that form in your new hire packet and will base the state withholding on the 
separate State W-4 you 

 
NOTE: Most states consider an individual to be a resident of their state if the individual is domiciled 
in that state. Generally, domicile is defined for tax purposes as the place where you intend to return 
whenever you are away (as on vacation, business assignment, educational leave, or military 
assignment). Your domicile is the state where your permanent home is located, and you can have 
only one domicile. If you are domiciled in the United States, we will withhold state tax on your wages 
earned overseas and you will be required to file a state tax return reporting your overseas wages.  
 
NOTE: When you electronically sign and date the “Receipt and Acknowledgement of Employee 
Handbook”, you are acknowledging you have read the above tax issues for employees and 
understand that the information is for general purposes only and may not address all aspects of the 
subject matter at issue nor your personal circumstances and it is meant to provide only a general 
overview and should not be viewed as tax advice to you. You also understand that it is your full 
responsibility to consult with your own tax advisor if you have any questions or would like to receive 
more specific tax advice. 
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For your convenience, the following page provides some information regarding states and 
whether they require a separate State W-4 and what you need to do if you want your state tax 
based on different allowances than your federal tax. 

 
 
 
 
 
 
 
 

[THIS SECTION PURPOSELY LEFT BLANK. PLEASE SEE CHART ON NEXT PAGE] 
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Please note the following for working in Virginia: 
 

Virginia-Payments to Nonresidents under Reciprocity Agreements: 
If you are working in the state of Virginia as a nonresident, you are subject to Virginia state 
withholding on wages earned in that state. However, Virginia has reciprocity agreements with 
Maryland, West Virginia and Pennsylvania which allows the nonresident of Virginia to be taxed 
only by their state of residence on earned income. For this to apply the following conditions must 
be met: 

• The employee does not live in Virginia for longer than 183 days during the taxable year; 
• The only Virginia source income received during the year was from salaries or wages; and 
• The Virginia source income is subject to taxation by the individual’s state of residence. 

 

 

State 
Separate 

State 
Form W-4 

 

Form # 
Follow 
Form if 

No 

 
What to do if employee wants different 

allowances for State purposes 
Arizona Yes A-4 Yes Fill out Arizona Form A-4 

California Yes DE-4 Yes Fill out California Form DE-4 
Colorado No N/A Yes Colorado follows Federal Form only 
Florida N/A N/A N/A No state tax in Florida 
Idaho No N/A Yes Add different allowances on the bottom of Federal 
Illinois Yes IL-W4 No Employee must fill out IL-W-4 
Illinois- 

nonresident 
 

Yes 
IL-W-5- 

NR 
 

No 
Must be filled out by residents of Iowa, Kentucky, 

Michigan or 
Indiana Yes WH-4 No Fill out Indiana Form WH-4 in addition to Federal 
Maine Yes W-4ME Yes Fill out Maine Form W-4ME 

 
Maryland 

 
Yes 

 
MW 507 

 
No 

Fill out Maryland Form MW 507 in addition to 
Federal Form 

 
Massachusetts 

 
Yes 

 
M-4 

 
No 

Fill out Massachusetts Form M-4 in addition to 
Federal Form 

 
Minnesota 

 
No 

 
N/A 

 
Yes 

Fill out separate Federal Form W-4 and mark "For 
Minnesota 

 
New Mexico 

 
No 

 
N/A 

 
Yes 

Fill out separate Federal Form W-4 and mark "For 
New Mexico 

New York Yes IT-2104 Yes Fill out New York Form IT-2104 
 

North Carolina 
 

Yes 
 

NC-4 
 

No 
Fill out North Carolina Form NC-4 in addition to 

Federal Form 
 

Oregon 
 

No 
 

N/A 
 

Yes 
Fill out separate Federal Form W-4 and mark 

"For Oregon 
 

Pennsylvania 
 

No 
 

N/A 
 

N/A 
PA state tax based on a flat tax rate, no 

exemptions/allowances 
Texas N/A N/A N/A No state tax in Texas 
Utah No N/A Yes Fill out separate Federal Form W-4 and mark "For 

Vermont Yes W-4VT Yes Fill out Vermont Form W-4VT 
Virginia**** Yes VA-4 No Fill out Virginia Form VA-4 in addition to Federal 
Washington N/A N/A N/A No state tax in Washington 

 
West Virginia 

 
Yes 

 
IT-104 

 
No 

Fill out West Virginia Form IT-104 in addition to 
Federal Form 

Wisconsin Yes WT-4 Yes Employee must fill out WI-WT-4 
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8. PAID TIME OFF (PTO) 

 
a)  NSTAR Global Services grants PTO to eligible full-time employees for rest, 

relaxation, and personal pursuits. 
 

b) The amount of PTO employees receive each year increases with the length of their 
employment. The length of eligible service is calculated based on an anniversary year. 
Anniversary years are calculated starting with the employee’s hire date and every 
anniversary of that date going forward. 

 
c) There is no PTO accrual time for the first ninety (90) days of employment with NSTAR. 

 
d) Employees who are employed with NSTAR and met their PTO eligibility wait time, end 

their assignment and employment, are re-hired (re-employed for a new assignment) in 
less than or equal to ninety (90) days from their NSTAR end of employment date, are 
given credit for time worked and the PTO accrual time will begin on the effective new 
employment start date. The employee will not be required to wait the mandatory ninety 
(90) days wait time for PTO accrual time to begin. 

 
e) Employees who are employed with NSTAR and met their PTO eligibility wait time, end 

their assignment and employment, are re-hired (re-employed for a new assignment) 
equal to or more than ninety-one (91) days from their NSTAR end of employment date, 
will not be given credit for time worked and the PTO accrual time will not begin until 
ninety (90) days from their NSTAR re-hire (re-employment) date. 

 
Year with NSTAR Annual Accrual Rate (Days / 

Hours) Weekly Accrual Rate 

After 90 days to End of 1st Year 12 Days / 96 Hours 39 weeks @ 2.46 hrs. per week 

Start of 2nd Year to End of 4th 
Year 15 Days / 120 Hours 52 weeks @ 2.31 hrs. per week 

Start of 5th Year to End of 
Employment 18 Days / 144 Hours 52 weeks @ 2.769 hrs. per week 

 
f) The employee must request approval from the employee’s NSTAR Operations manager  

and      notify the NSTAR Client site manager at least two (2) weeks prior to the date they 
would like to use PTO (days). 

 
g) Requests will be reviewed and approved based on several factors, including business 

needs and staffing requirements. NSTAR retains the option to grant or deny any PTO 
request. In the event that the Client site manager does not approve of the PTO timing, 
the employee will refer them to their NSTAR Operations manager for resolution. 

 
h) The employee is paid PTO at the regular base rate at the time of PTO hours redeemed. 

It does not include overtime or any special forms of compensation such as incentive 
bonuses, cost of living increases, or shift differentials. 

 
i) PTO time does not carry over from year to year. On each anniversary while employed by 

NSTAR or upon termination of employment, employees will be paid for unused PTO time 
that has been accrued through the last day of work.
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j) The employee’s PTO accrual may be suspended for any leave of absence, 
except military leave of absence, greater than one month. Military leave has no 
effect on the PTO accrual calculations. 

 
k) Employees do not accrue PTO time while off assignment, except the ninety (90) 

days wait time. 
 

l) Negative PTO: If an employee has exhausted their current and banked PTO 
balance, they may request additional time due to illness, emergency, or other 
personal business. The maximum amount an employee may borrow is forty (40) 
hours. The negative PTO request must be pre-approved by the Employee’s NSTAR 
Operations Manager and will require completion of a PTO Deduction Authorization 
form. The employee should work with his/her applicable manager/supervisor to 
schedule accordingly to complete the assigned work (within the same workweek) to 
minimize and manage the balance. 

 
   If an employee with a negative PTO balance resigns or is terminated from employment, 

the Company may elect to make a deduction from the final paycheck to recover a 
negative PTO balance. 

 
NOTE: PTO Reimbursement at time of Termination: 
The Company will pay employees for any unused PTO (less any negative PTO balance that 
may have been approved during their employment) for the current calendar year, through the 
date of termination of employment. 

 
NSTAR has incorporated into the annual PTO allowance an additional 24 hours which has 
incorporated traditional sick time off. 

 

9. COMPANY OBSERVED HOLIDAYS 
a) NSTAR Global Services grants six (6) paid holidays per year to eligible employees after      

the first 30 days of employment. Eligible employee classification(s) are full-time employees 
with a minimum of 30 continuous days of employment with NSTAR. 

 
b) Employees receive full pay for the eight (8) regular hours on the following calendar    

year holidays: 
 

Holiday Date 
New Year’s Day January 1st 
Memorial Day Last Monday in May 
Independence Day July 4th 
Labor Day First Monday in September 
Thanksgiving Day Fourth Thursday in November 
Christmas Day December 25th 

 
c) Holiday pay will be calculated based on the employee’s straight-time pay rate (as of the 

date of the holiday). For the purposes of calculating overtime, holidays are not 
considered “hours worked.” 
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d)  Holidays that fall on a Saturday are normally observed the Friday before the holiday. 

Holidays that fall on a Sunday are normally observed the Monday after the holiday. 
 

e) If an NSTAR recognized holiday falls during an eligible employee’s paid absence (such 
as vacation leave), holiday pay will be provided instead of the paid time off benefit that 
would otherwise have applied. 

 
10. BUSINESS TRAVEL 

a)  This policy defines what constitutes travel, when and how travel is executed, and most 
importantly, that NSTAR’s business requires travel by employees as a component of 
most positions. Rules and guidelines are necessary for controlling costs and to meet 
Internal Revenue Service requirements. 

 
NOTE: Travel Class 
Company employees travel in coach class for all flights unless otherwise pre-approved. If an 
Employee wishes to upgrade their flight seat, any cost incurred will be at their own expense. If a 
business requires travel with the client, employees will travel within the client's standard travel 
policies. 

 
b) Travel is defined as any situation requiring an employee to be away from home for more 

than 24 hours. Travel between home and work or between the hotel and worksite is 
considered normal commuting time and is not eligible for compensation. Travel time is 
paid only at the start and end of the assignment and will be paid at the regular time rate 
for the employee. Overtime or double time rates do not apply to travel time. 

 
c) NSTAR Corporate Services will make all the arrangements if an employee is required to 

travel to an assignment, and Corporate Services should be provided with as much notice 
as possible in advance of the travel date to accommodate the traveler’s requests as well 
as the most cost-effective travel itinerary for NSTAR and the Customer. An airline ticket 
will be purchased, and a rental car will be reserved and direct billed to NSTAR. A hotel 
reservation will be made for room and tax only and direct billed to NSTAR. 

 
d) For projects that require multiple employees to be onsite during the same period, NSTAR may 

require the need for rental car(s) to be shared (two employees to a car). 
 
e) The employee will need an acceptable photo ID for the plane ticket, a valid Driver’s License for 

the rental car and a credit card for incidentals at the hotel. 
 
 

(1) Driver Qualifications 
a) The driver must demonstrate compliance with the following qualifications: 

• Authorized employee of the Company 
• Must be at least 21 years of age. 
• Have at least one year of experience in the class of vehicle to be 

operated and/or demonstrate competent operation of the class of vehicle 
to be operated. 

• Must meet state licensing requirements. 
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b) The driver will not qualify for insurance coverage under the company corporate    

automobile insurance program if, during the previous 36 months, the driver: 
• Had been convicted of a felony. 
• Had been convicted of sales, possession, or use of drugs. Had 

automobile insurance cancelled, declined, or not renewed by a 
company. 

• Had been convicted of an alcohol or drug-related offense while driving. 
• Has had driver’s license suspended or revoked. Had been convicted of 

two or more speeding violations or one or more other moving violations. 
• Had been involved in two or more chargeable accidents. 

 
(2) Driver Responsibilities 

 
Each driver is responsible for the actual possession, care, and use of 
the              company /rental vehicle in his or her possession. Therefore, driver’s 
responsibilities include but are not limited to the following: 

• Operation of the vehicle in a manner consistent with reasonable practices 
that avoid abuse, theft, neglect, or disrespect of the equipment. 

• All rental vehicles used while on assignment by NSTAR employees are to 
be maintained and kept clean. It is the employee's responsibility to 
ensure the rental car is returned as it was when picked up. If a cleaning 
fee is incurred, it will be at the employee’s expense and must be repaid to 
NSTAR. 

• Obey all traffic laws. 
• The use of seat belts and shoulder harness is mandatory for driver and 

passengers. 
• Adhering to manufacturer’s recommendations regarding service, 

maintenance, and inspection. Vehicles should not be operated with 
any defect that would prevent safe operation. 

• Attention to and practice of safe driving techniques and adherence to 
current safety requirements. 

• Restricting the use of vehicles to authorized driver only. 
• Reporting the occurrence of moving violations. 
• Accurate, comprehensive, and timely reporting of all accidents or 

incidents by an authorized driver and thefts of a company/rental vehicle 
to the Company. 

 
It is expected that employees will adhere to the rental vehicle safety policies. Failure to comply 
with any of these responsibilities may result in disciplinary action. 
 

f) Travel time: 
• Domestic travel time begins when an employee boards their plane and ends when an 

employee departs their plane at their final destination.   
• International travel time begins when an employee boards their plane and ends when 

an employee departs their plane at their final destination.   
• Pre-flight and post-flight activities are not considered travel time and are not eligible for 

compensation.   
 

g) Travel time is paid at the employee’s Regular Rate of pay and is not subject to a shift 
differential rate of pay.  Overtime rates apply if an employee works over Forty Hours in a work 
week.  Overtime will be paid at the Employees Regular Rate of pay and is not subject to a Shift 
Differential rate of pay. Double time rates do not apply to travel time.  
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h) Employees are responsible for accurately tracking, calculating, and reporting travel time on 

their time sheets.  All Travel Time is subject for review by the employees Manager.   
 

i) Travel using a personal or rental vehicle is subject to Manager approval.  If approval is 
obtained the employee is required to sign NSTAR’s Personal Vehicle Agreement.  

j) Corporate Services must receive written approval from an immediate supervisor for 
any travel that is not to or from an assignment (i.e., travel home during an 
assignment). Approval to travel outside the scope of the assignment does not include 
approval to charge for travel time and expenses incurred during that outside travel. 
Notify NSTAR immediately if any special arrangements have been approved outside 
the scope of the assignment by the Operations manager. 

 
k) NSTAR Employees working away from home are authorized a daily per diem as stated 

in your offer letter and will vary dependent on domestic or international destinations. A 
maximum of $42.50 per day, if working within the 48 contiguous states, or $50.00  per 
day if working overseas will be paid unless otherwise stated in your offer letter. If 
mileage expense is authorized for your assignment, enter the total expense amount at 
the current rate per mile and complete a mileage log within the web-based expense 
system. NSTAR will reimburse mileage per the current U.S. Internal Revenue Service 
guidelines. 

 
NOTE: Separate Expense Reports must be submitted for each project if more than one project 
is charged in a given period. This is necessary to ensure that we can submit a professional 
document to the customer for correct reimbursement and must be submitted on a weekly basis 
for reimbursement. 

 

General NSTAR Travel Policies: 
 

(1) Travel time is only paid for at the start and end of an assignment. NSTAR does not 
pay for travel time for visits home. The employee must notify Corporate Services 
immediately if any special arrangements have been made outside of this policy and 
approved by either the Customer Site Manager or NSTAR Regional Operations 
Manager. 

 
(2) Rental cars are not rented with the gas option. The rental car must be returned with a 

full tank of gas. In addition, DO NOT REQUEST A GPS DEVICE or any additional 
features; do not use the EZPASS, I-Tolls, etc.; do not take any additional insurance 
options. 

 
NOTE: The Company's vehicle insurance policy provides coverage for all qualified company 
employees (see 10.d.a-b) to operate vehicles rented in conjunction with business trips. When 
renting a vehicle for business use there are four points, which should be considered; they are: 

 
a) The rental company will try to sell you additional insurance coverage for the vehicle 

– DO NOT purchase additional insurance; the Company carries additional coverage. 
b) Please take a minute to check the rental vehicle prior to leaving the vehicle pick-up area. 

Report to the rental agent/security any dents, scrapes, etc. or any other problem with the 
vehicle prior to leaving the secured area. 

c) Information on how to report vehicle accidents should be provided at the time of rental by 
the rental company; in the event information isn't provided by the rental company, an 
electronic copy of the Company’s process is available from the Safety Company Website. 
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d) If an employee is involved in an accident, he/she is required to contact the local police 

department and obtain a police report, notify the hiring company, and as soon as convenient 
following the accident, notify the NSTAR Operations Manager (within 4 hours), complete an 
incident report and submit these documents to the Corporate Services Department at 
customerservice@nstarglobalservices.com 

 
(1) Employees should use care and follow all local, State, or Federal laws required to operate 

the vehicle regardless of these being U.S. or of the Foreign Country if the assignment is 
outside of the U.S, including and not limited to safe operation of the vehicle by following 
posted speed limits, not using mobile/cell phones, or involved in texting, or other 
distraction. 

 
(2) Only an approved NSTAR employee is authorized to drive the rental car. NSTAR 

employees will be responsible for any additional charges including the deductible and any 
repair damages to the rental car if it is determined the employee was at fault in causing an 
accident or was negligent or failed to use due care causing damages to the rental car. 

 
(3) NSTAR pays directly for the employee’s lodging (room and taxes only). The employee is 

directly responsible for all other charges (i.e. incidentals). 
 

(4) The Employee will have an Electronic ticket in the airline’s reservation system for 
scheduled travel. Paper tickets will not be issued unless required for international 
travel. 

 
(5) If the Employee’s trips are cancelled for any reason, or they have missed any original 

or connecting flights, it is the Employee’s responsibility to contact the Corporate 
Services Department (during normal business hours) or the After-Hours Travel 
Emergency line as soon as possible for rescheduling and saving of current airfare. 

a. The after-hours service should be used for emergency changes in schedules 
beyond the employee’s control and for West Coast employees who have the 
three-hour disadvantage. 

b. To control costs and to ensure the operations manager is aware and 
has approved changes, the following process shall be followed: 

 
(1) Should the status of the employee’s travel change, the employee shall 

notify the Operations Manager and the person who arranges the travel 
within a 24-hour period of the change via phone or email. 

 
e) Employees are responsible for accurately tracking, calculating, and reporting expenses sheets 

and submitting copies of their travel expense receipts in accordance with this policy. 
 

f) The Internal Revenue Service regulates (IRS) and requires proper documentation of expenses 
to maintain an accountable expense plan. The IRS will deem the plan is not an accountable 
plan if the regulations are not followed. Therefore, any amounts paid to the employees would 
be considered compensation and subject to Federal Income taxes. Therefore, it is the 
employee’s responsibility to submit required receipts with their expenses, and why NSTAR will 
hold processing travel expense reimbursements until the following NSTAR pay schedule and 
receipts are received from the employee. 

 
g) Late Returns - If the employee's return is after midnight, and the next day is a normal workday, 

the employee is expected to arrive by 10 a.m. unless prior agreements have been discussed 
with his or her supervisor/manager. 

 

mailto:customerservice@nstarglobalservices.com
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11. TRAVEL COMPANIONS 
 

a) Following approval by a NSTAR Operations Manager, employees may bring spouses or 
significant others when traveling on business for an extended stay. It is the employee's 
responsibility to cover ALL expenses for the companion regardless of relationship or duration 
of the trip. It should be further understood that the employee's first responsibility is to satisfy 
the requirements of the business trip, not the comfort and entertainment of the selected 
traveling companion. The employee is also responsible for the companion’s conduct, and 
should the circumstance arise, any damages incurred by the traveling companion. 

 
b) When on project travel, the employee may elect to have a companion join him/her at the 

business location for a weekend, in lieu of returning home. This requires a NSTAR Operations 
Manager’s approval prior to execution. If approved, the Company may cover reasonable travel 
costs for the companion. 

 
12. EMPLOYEE DRESS CODE 

 
It is important for all employees to project a professional image of the Company. To create this 
image to clients, visitors, and guests, the Company has implemented a dress code policy. This 
policy applies to all personnel, except for employees who are required to wear special clothing 
for project related work. 

 
a) Guidelines 

Employees contribute to the feeling and reputation of the Company in the way they present 
themselves. A professional appearance is essential to a favorable impression with 
customers. Good grooming and appropriate dress reflect employee pride and inspire 
customer confidence. 

 
Managers have the discretion to determine appropriateness in appearance. Employees 
who do not meet a professional standard may be sent home to change and may not be 
paid for that time off.   Examples of essentials of appropriate dress include the wearing of 
socks or stockings and the need for clothing to be neat and clean. A reasonable standard 
of dress rules out tight or short pants, tank tops, halter-tops, or any extreme in dress, or 
appearance. 
 
Employees working onsite at customer facilities should adhere to the customer’s dress 
code policy and at all times shall present a neat and professional appearance.  

 
Management may make exceptions for special occasions. An employee unsure of what 
is appropriate should check with the manager or supervisor. 

 
b) Business Attire 

The following list is a guideline of what attire is appropriate and inappropriate 
APPROPRIATE 

• Dresses (length cannot be shorter than 3 inches above the knee) 
• Suits/Pant Suits/Ties 
• Skirts (length cannot be shorter than 3 inches above the knee) 
• Blouses/Shirts 
• Blazers 
• Vests 

 



NSTAR Global Services INC.,       Employee Handbook  

120 Partlo Street ● Garner, NC 27529 ● Phone 877-678-2766 ● Fax 866-855-8427 
Rev 04/2022           22  

 

 

 
 

• Skirts in business suitable fabrics (length cannot be shorter than 3 inches above 
the knee) 

• Pants in business suitable fabrics 
• Khaki or "Docker" style pants 
• Any type of business shoe (heels, flats, etc.) 

 
INAPPROPRIATE 

• Casual/sport non-collared T-shirts (including logo merchandise) 
• Casual shorts 
• Athletic apparel 
• Casual sandals, athletic or canvas shoes, casual boots, clogs 
• Camouflage shirts or pants 

 
c) Business Casual Attire 

The following list is a guideline of what attire is appropriate and inappropriate: 
 

APPROPRIATE 
• Casual shirts: All shirts with collars. This will include casual shirts and blouses, golf 

and polo shirts. 
• Pants: Casual slacks and trousers. Jeans, without holes, frays, etc., may be worn on 

Fridays only. 
• Footwear: Depending on the department, athletic shoes may be worn on Fridays 

 
INAPPROPRIATE 

• T-shirts, shirts with inappropriate slogans, tank tops, muscle shirts and crop tops. T- 
shirts may be approved and provided for specific events only. Shorts except for 
walking shorts on Fridays. 

• Casual sandals, flip-flops 
 

13. ACCURATE PERSONNEL RECORDS 
 

a) Accurate employment records are necessary to assure that each employee receives 
his/her benefits as well as to comply with government regulations. Employees requesting 
to view the contents of their file should contact Human Resources. Written notification is 
required. 

 
b) The Company keeps each employee’s records confidential and depends on each 

employee to help keep his/her information current. Report the following information in 
writing to the Human Resource office: 

 
(1) Change of address or telephone number 
(2) Change of person to be notified in case of accident 
(3) Change of legal name or marital status 
(4) Change in number of income tax exemptions 
(5) Change in insurance beneficiary 
(6) Change in number of dependents 
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14. REFERENCE CHECKS 
 

a) All inquiries regarding a current or former Company employee must be referred to the 
Human Resources Department. 

 
b) Should an employee receive a written request for a reference, he/she should refer the 

request to the Human Resources Department for handling. No Company employee may 
issue a reference letter to any current or former employee without the permission of the 
Human Resources Department. 

 
c) Under no circumstances should any Company employee release any information about 

any current or former Company employee over the telephone. All telephone inquiries 
regarding any current or former employee of the Company must be referred to the Human 
Resources Department. 

 
d) In response to an outside request for information regarding a current or former Company 

employee, the Human Resources Department will furnish or verify only an employee’s 
name, dates of employment, job title and department. No other data or information 
regarding any current or former Company employee, or his/her employment with the 
Company, will be furnished unless the employee authorizes the Company to furnish this 
information in a writing that also releases the Company from liability in connection with the 
furnishing of this information or the Company is required by law to furnish any information. 

 
15. PERFORMANCE REVIEWS 

 
a) The Company encourages daily feedback between employees and their supervisors. To 

attract and retain a highly qualified and competent work force, the Company has also 
instituted a performance management program to review employee performance in a fair 
and equitable manner based. The primary purpose of these reviews is to ensure a line of 
communication between employees and their supervisor that should result in personal 
growth and improvement, and produce a better, more productive company. 

 
b) Through this program, employees will receive constructive work reviews designed to 

address performance and skill developmental needs and interests. The Company will 
conduct performance reviews on its employee’s in the same quarter as their yearly 
anniversary date. 

 
c) Under usual and appropriate circumstances, employees should receive a performance 

review annually. If an employee’s job responsibilities change substantially at any time after 
the annual review, another may be performed before the next annual review, after the new 
assignment has begun. 

 
d) Employees new or current are expected to comply with all documentation necessary for 

their employment submitted in a timely manner. (i.e. Time card submission, expenses, if 
applicable, safety compliance, and generally reading and acting upon any communication 
received either by email, general broadcast or conversation.) During the annual review 
process, compliance to the above will be taken into consideration when awarding any 
annual increment. 
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16. TRANSFER AND PROMOTION 

 
Whenever practical, the Company may provide transfer opportunities to employees. This policy 
for promoting and transferring, from within, will be implemented by Human Resources and 
includes the following: 

• Making available to employees, at any level, the opportunity to discuss their career 
interest and promotional opportunities with their manager or supervisor. 

• Announcing job openings via the Human Resources Internet site to encourage 
employees to apply for positions that best match their qualifications and interests. 

• When appropriate, offering promotion or transfer opportunities to qualified employees 
to the department in which the vacancy exists with the approval of management. 

• Employees who are on probation or on any other form of disciplinary action are not 
eligible for transfer or promotion. 

 
17. OPEN DOOR POLICY 

 
a) The Company promotes an atmosphere whereby employees can talk freely with members 

of the management team. Employees are encouraged to openly discuss with their 
Operations Manager any problems so appropriate action may be taken.   If the manager 
cannot be of assistance Human Resources is available for consultation and guidance. The 
Company is interested in all our employees’ success and happiness with us. We, therefore 
welcome the opportunity to help employees whenever feasible. 

 
b) The Company maintains an "open door” to provide access to one another and to 

encourage proactive communications throughout the company. If employees wish to 
discuss any idea or concern with their manager or any other member of management, 
employees are welcomed and encouraged to do so. 

 
 

18. INTERNAL COMPLAINT PROCEDURES 
 

a) To foster sound employee-employer relations through communication and reconciliation 
of work-related problems, the Company provides employees with an established 
procedure for expressing employment-related concerns. 

 
b) In situations where employees feel a complaint is in order, the following steps should be 

taken: 
 

(1) If an employee believes that he/she has a legitimate work-related complaint, the 
employee is encouraged to first attempt to resolve the issue(s) through discussions 
with his/her immediate supervisor. 

(2) If the situation is not resolved within five working days from the time the complaint 
is discussed with the employee’s immediate supervisor, barring extenuating 
circumstances, it should be brought to the attention of the next level supervisor or a 
representative in the Human Resources Department with written documentation. 
The Company will attempt to resolve the complaint within a reasonable period while 
preserving the confidentiality and privacy of those involved to the extent feasible. 

(3) If necessary, the determination of the Chief Executive Officer or President shall be final.
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19. PAYMENT OF SALARY 

 
a) It is the Company’s policy that employee paychecks/direct deposits details will only be 

given personally to that employee. All other arrangements for mailing or pick-up must be 
made in advance and in writing with the Finance Department or Corporate Services 
Department. 

 
b) In the event of a lost paycheck/direct deposit, the Finance Department or Corporate 

Services Department must be notified in writing as soon as possible before a replacement 
check/direct deposit can be issued. In the event the lost paycheck/direct deposit is 
recovered, and the Company identifies the endorsement as that of the employee, the 
employee must remit the amount of the replacement check/direct deposit to the Company 
within 24 hours of the time it is demanded. 

 
c) A statement of earnings is accessible online for each pay period to employees indicating: 

 
(1) Gross Pay 
(2) Statutory Deductions 
(3) Voluntary Deductions 
(4) Government Ordered Garnishments 

 
d) The amount of Federal withholding is affected by the number of exemptions claimed on 

Form W-4, Employee’s Withholding Allowance Certificate. If an employee’s marital status 
changes or the number of exemptions previously claimed increases or decreases, a new 
Form W-4 must be submitted to the Human Resources Department. 

 
e) Except for extreme emergencies, no salary advances will be made. 

 
20. ON-CALL COMPENSATION 

 
The Company will provide compensation to an employee when there is a preapproved authorization 
that requires an employee to maintain his/her availability during  off-duty hours and come back to 
work to perform emergency or needed procedures between the time they leave their shift and 
begin their next shift. Compensation will be at the employee’s normal rate of pay. 

 
21. SAFTEY TRAINING COMPENSATION 

 
All NSTAR field employees are required to recertify annually safety certification in compliance 
with individual client’s safety protocols. These safety courses are comprised of ten (10) modules 
which should take no more than 2-3 hours to complete (average time per employee for all 10 
courses is 2.5 – 3.0 hours). An employee will be able to claim this time on their timecard as 
“Safety” hours and will be compensated accordingly. 

 
 

22. EMPLOYEE BENEFITS 
 

a) The Company has established a variety of employee benefit programs designed to assist 
employees and their eligible dependents in meeting the financial burdens that can result 
from illness and disability, and to help employee’s plan for retirement. 
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Please check your Employee Benefits Summary for information on your specific benefits. 
 

 
Note: As a regular, full-time employee, you are eligible for benefits on the first day of the 
month following 30 days from your date of hire. You will have 30 days from your hire date 
to make your benefit elections. You must make these elections through the web-based 
portal after you have registered. 

 
b) This portion of the Employee Handbook contains a very general description of the benefits 

to which a person may be entitled as an employee of the Company. Please understand 
that this general explanation is not intended to, and does not, provide employees with all 
the details of these benefits. Therefore, this Handbook does not change or otherwise 
interpret the terms of the Official Plan Documents. For purposes of this Handbook, “Official 
Plan Documents” is defined as the official policy documents pertaining to an employee’s 
company-sponsored benefits plan. Employee’s rights can be determined only by referring to the 
full text of the Official Plan Documents, which are available for examination from the 
Human Resources Department. To the extent that any of the information contained in this 
Handbook is inconsistent with the Official Plan Documents, the provisions of the Official 
Documents will govern in all cases. 

 
c) Employees who qualify for insurance may be required to pay a portion of the premium of 

their group insurance. This will be deducted equally from every payroll check. As a benefit 
for employees, the employee may elect to have the Company make the deductions on a 
pretax basis. Specific deduction amounts currently depend on the plan chosen. 

 
d) If an employee declines insurance during the enrollment period, the employee and his/her 

dependents may be required to successfully complete an Eligibility Application Form with 
a health history and a physical exam if they wish to be added to the group 
plan later. This is at the employee’s expense. It should also be noted that approval of 
the employee and his/her dependents is not automatic. 

 
e) For more complete information regarding any of the benefit programs, please refer to the 

Summary Plan Descriptions, which were provided to employees separately or contact the 
Human Resources Department.  
 

f) Rehired employees are defined as an employee who is hired back to the Company having 
previously been employed. Rehires are not reinstated in any previous benefit coverage 
and are subject to the following guidelines. 

 
All eligible employees: If hired within 90 days of employment termination, benefits effective 
on date of rehire. 

 
If not rehired within 90 days, then the same appropriate wait periods and election windows 
apply as for New Hires. 
 

23. CORE BENEFITS 
 

The Company currently offers regular full-time employees a group insurance program. This 
program currently includes medical, life, AD&D, dental, and short and long-term disability for the 
employee. Dependent coverage for medical, dental and life is also available. 
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Resources to obtain a copy of current Company offered benefits. Unless otherwise specified by 
the language of a provision, part-time or temporary employees are not entitled to Company 
benefits. Independent contractors are not entitled to Company benefits. 

 
Other benefits offered include: 

a) 401(k) Plan 
Employees are eligible to participate after thirty (30) days of employment. Further details 
about the Plan may be obtained from the Human Resources Department and the Plan 
Documents. 

 
b) Employee Assistance Program (“EAP”) 

The Company offers a confidential voluntary and professional service that provides 
information, counseling, and referral services to all full-time employees and their 
dependents that may be experiencing mental health, relationship issues, or financial 
problems.  

 
c) Life Insurance Coverage 

NSTAR has provided within the benefits package to all employees limited life coverage 
which is noncontributory to the employee. 

 
d) International Business Travel Medical Coverage 

NSTAR has provided all employees that are US citizens travelling on work related 
assignments overseas, a non-contributory Business Travel Insurance. Prior to departure 
a travel package will be issued, providing, ID card, coverage and contact information, the 
policy covers medical treatment with zero out of pocket expense. 

 

e) Worker’s Compensation Benefits 
The Company is covered under statutory state Workers’ Compensation Laws. 
Immediately report any accident to the designated Safety Representative. If an employee 
is injured on the job, benefits may be available under the state laws. For further 
information, please contact the Safety Director. 

 
24. VOLUNTARY BENEFITS PLAN 

 
a) The Company offers all regular full-time employees the following additional benefits: 

 
(1) Additional Disability Insurance 
(2) Supplemental Life Insurance for the employee and dependents 
(3) Other voluntary benefits as added by the Company. 

 
b) Employees must pay 100% of the costs associated with the plans either with pre-tax, 

where applicable or after-tax payroll deductions. The Company may provide taxable 
contributions to employees who participate in any of the Voluntary Benefit Plans. Please 
see Human Resources for full details. 

 
25. ATTENDANCE 

 
The Company expects regular and timely attendance from all employees. Excessive absences 
and tardiness burdens co-workers and will be a significant factor in an employee’s continued 
employment, performance appraisals, salary reviews and in evaluating advancement 
opportunities.  
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The Company recognizes there may be justifiable causes for absence on occasion and, 
therefore, adopts a system of progressive discipline. Absenteeism will result in a series of 
warnings and, ultimately, discharge from employment if there is no improvement. 

 
a) Absences for reasons other than unexpected illness, injury or another emergency must be 

scheduled in advance with the employee’s supervisor. On those occasions when an 
employee is unable to report to work due to unexpected illness, injury or other emergency, 
employees must personally notify their supervisor no later than one hour after their 
scheduled starting time. If the supervisor is not available, notify the supervisor on duty. 
The failure to call in, as required under this policy, will be treated as an absence. Three 
consecutive workdays of absence without proper notification will be treated as a voluntary 
resignation. If you will be absent for more than one day, you are expected to contact your 
supervisor daily unless other arrangements have been made. Supervisors may request a 
doctor's release to return to work for absences due to illness or injury which last two days 
or longer. 

 
26. EMPLOYEE REFERRAL PROGRAM 

 
The Company is always looking for qualified employees and appreciates recommendations made 
by existing employees. If an employee recommends someone who is hired as a full- time 
employee or contracted as an independent contractor and is hired as a full-time employee later, 
the employee is eligible to be paid a recruiting bonus. Please contact Human Resources for the 
current referral fee. 
 
27. BEREAVEMENT LEAVE 

 
NSTAR Field Employees who wish to take time off due to the death of an immediate family 
member should notify their supervisor immediately. Bereavement leave will normally be granted. 

 
Up to three (3) day of paid bereavement leave will be provided. Employees may, with their 
supervisors’ approval use any available paid leave for additional time off as necessary. For 
purposes of this policy, NSTAR defines “immediate family” as the employee’s spouse, parent, 
child, sibling, and the employee’s spouse’s parent, child, or sibling. Exceptions to this policy 
for non-traditional family arrangements may be made on a case by case basis.  
 
28. JURY/WITNESS DUTY 

 
NSTAR encourages employees to fulfill their civic responsibilities by serving jury duty when 
required. NSTAR further encourages employees to appear in court for witness duty when 
subpoenaed to do so. 

 
If Employees have been subpoenaed, or otherwise are requested to testify as witnesses by 
NSTAR, they will receive paid time off for the entire period of witness duty. 

 
Employees may request paid leave for jury duty, or witness duty when summoned to appear in 
court by a party other than NSTAR. If selected for jury duty, an employee will be able to claim 
up to eight (8) hours of regular pay per day while serving on jury duty. Jury duty hours will not 
be calculated towards overtime hours. 
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Employees must show the jury duty summons or subpoena to their NSTAR and Client 
supervisor as soon as possible so that the supervisor may plan to accommodate their absence. 
Of course, employees are expected to report for work whenever the court schedule permits. 
 
Vacation, sick leave, and holiday benefits will continue to accrue during jury or witness duty. 

 
29. MILITARY DUTY 

 
The Company supports the military obligations of all employees and grants leave for uniformed 
service in accordance with applicable federal and state laws. Any employee who needs time off 
for uniformed service should immediately notify the Human Resources department and his or 
her supervisor, who will provide details regarding the leave. If an employee is unable to provide 
notice before leaving for uniformed service, a family member should notify the supervisor as 
soon as possible. 

 
Upon return from military leave, employees will be granted the same seniority, pay, and benefits 
as if they had worked continuously. Failure to report for work within the prescribed time after 
completion of military service will be considered a voluntary termination. All employees who 
enter military service may accumulate a total absence of 5 years and still retain employment 
rights. 
 
30. TIME OFF TO VOTE 

 
a) On days when elections for public office (“elections for public office” includes elections for 

sheriff, school board, district attorney, and all primary, state and federal general elections) 
are scheduled throughout the state, county, city or town in which the employee  works, 
schedules will be changed as needed to ensure that work either starts at least three hours 
after the polls open or ends at least three before polls close. 

 
b) Employees living in other localities or states will need to inform their supervisor in advance 

if they expect any conflict between their work schedule and the exercise of voting rights in 
any election for any public office. Supervisors will find out when the polls are open and 
adjust employee’s schedules as needed to ensure that they will have the opportunity to 
vote. 

 
c) No employee will be penalized or retaliated against for requesting time off to vote. 

 
31. PERSONAL LEAVE OF ABSENCE WITHOUT PAY 

 
Should a situation arise that temporarily prevents an employee from working, employees may 
be eligible for a personal Leave of Absence without pay. 

 
Any request for a leave of absence without pay must be submitted in writing as far in advance 
as possible and it will be reviewed on a case-by-case basis by the employee’s  Operations 
Manager and the Human Resources Department. The decision to approve or disapprove is based 
on the circumstances, the length of time requested, the employee’s job performance and 
attendance and punctuality record, the reasons for the leave, the effect the employee’s absence 
will have on the work in the department and the expectation that the employee will return to work 
when the leave expires.
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a) Leaves of absence will be considered only after all PTO has been exhausted. 

 
b) Employees who have not yet met the eligibility requirements for FMLA leave may be 

provided a personal leave of absence in limited circumstances. Such a leave would include 
time off for an employee’s illness, pregnancy, or an employee’s injury, off the job. 

 
c) For a personal leave to be granted, the following conditions must be met: 

 
(1) The employee has completed one hundred and eighty (180) days of employment 

with the Company; 
(2) The immediate supervisor is notified by the employee as soon as possible of the 

need for personal leave. 

(3) The employee submits to the supervisor a written statement from the attending 
physician outlining the reason for leave and the estimated time needed (The 
Company reserves the right to obtain a Company doctor’s opinion.) 

(4) Approvals are obtained from the immediate supervisor and Human Resources prior 
to the leave; 

(5) All available PTO is used at the beginning of the leave of absence. 
(6) Leave, and any extension of leave, will be limited to no longer than six calendar 

weeks. Reasonable accommodation under the Americans with Disabilities Act may 
extend the unpaid leave in some cases. An employee returning to work from a 
medical leave of absence should present a doctor’s statement indicating ability to 
return to work. In the event an employee is not able to return to work at the expiration 
of leave, employment will be evaluated. 

(7) Because of the nature of the Company’s business, it is not always practical to hold 
an employee’s position open during his/her leave. In the event the job is filled, 
the employee will be considered along with other candidates for any vacant position 
for which he/she is qualified. The Company does not guarantee employment. 

(8) The Company currently continues medical and life insurance benefits for an 
employee on leave for a maximum of six weeks, if the employee continues to pay 
the employee’s portion of the premium. 

(9) PTO will not accrue during a medical leave of absence. Holidays or bereavement 
pay will not be granted during the leave. 
 

32. LEAVE UNDER THE FAMILY AND MEDICAL LEAVE ACT (“FMLA”) 
 

The Company will comply with the Family and Medical Leave Act implementing Regulations as 
revised effective January 16, 2009. The Company posts the mandatory FMLA Notice and upon 
hire provides all new employees with notices required by the U.S. Department of Labor (DOL) on 
Employee Rights and Responsibilities under the Family and Medical Act in office common areas. 

 

The function of this policy is to provide employees with a general description of their FMLA rights. 
In the event of any conflict between this policy and the applicable law, employees will be afforded 
all rights required by law. 
If you have any questions, concerns, or disputes with this policy, please contact Human 
Resources in writing. 

 
 

http://www.dol.gov/esa/regs/compliance/posters/fmlaen.pdf
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a) General Provisions 

 
Under this policy, the Company will grant up to 12 weeks (or up to 26 weeks of military 
caregiver leave to care for a covered service member with a serious injury or illness) 
during a 12-month period to eligible employees. FMLA is unpaid leave. However, accrued 
leave and/or short-term disability pay may be used concurrently with FMLA to remain in 
paid status. 

 
b) Eligibility 

 
To qualify to take family or medical leave under this policy, the employee must meet all 
the following conditions: 

 
(1) The employee must have worked for the company for 12 months or 52 weeks. The 

12 months or 52 weeks need not have been consecutive. Separate periods of 
employment will be counted, provided that the break in service does not exceed 
seven years. Separate periods of employment will be counted if the break in service 
exceeds seven years due to National Guard or Reserve military service obligations 
or when there is a written agreement, including a collective bargaining agreement, 
stating the employer’s intention to rehire the employee after the service 
break. For eligibility purposes, an employee will be considered to have been 
employed for an entire week even if the employee was on the payroll for only part of 
a week or if the employee is on leave during the week. 

(2) The employee must have worked at least 1,250 hours during the 12-month period 
immediately before the date when the leave is requested to commence. The principles 
established under the Fair Labor Standards Act (FLSA) determine the number of hours 
worked by an employee. The FLSA does not include time spent on paid or unpaid 
leave as hours worked. Consequently, these hours of leave should not be counted in 
determining the 1,250 hours eligibility test for an employee under FMLA. 

(3) The employee must work in a worksite where 50 or more employees are employed 
by the company within 75 miles of that office or worksite. The distance is to be 
calculated by using available transportation by the most direct route. 

 
c) Type of Leave Covered 

 
To qualify as FMLA leave under this policy, the employee must be taking leave for one 
of the reasons listed below: 

 
(1) The birth of a child and to care for that child. 

 
(2) The placement of a child for adoption or foster care and to care for the newly placed 

child. 
 

(3) To care for a spouse, child or parent with a serious health condition (described 
below). 

 
(4) The serious health condition (described below) of the employee. An employee may 

take leave because of a serious health condition that makes the employee unable to 
perform the functions of the employee’s position.  
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A serious health condition is defined as a condition that requires inpatient care at a 
hospital, hospice or residential medical care facility, including any period of 
incapacity or any subsequent treatment in connection with such inpatient care or a 
condition that requires continuing care by a licensed health care provider. 

 
This policy covers illnesses of a serious and long-term nature, resulting in recurring 
or lengthy absences. Generally, a chronic or long-term health condition that would 
result in a period of three consecutive days of incapacity with the first visit to the 
health care provider within seven days of the onset of the incapacity and a second 
visit within 30 days of the incapacity would be considered a serious health condition. 
For chronic conditions requiring periodic health care visits for treatment, such visits 
must take place at least twice a year. 

 
Employees with questions about what illnesses are covered under this FMLA policy 
or under the company's sick leave policy are encouraged to consult with Human 
Resources. 

 
If an employee takes paid sick leave for a condition that progresses into a serious 
health condition and the employee requests unpaid leave as provided under this 
policy, the company may designate all or some portion of related leave taken as 
leave under this policy, to the extent that the earlier leave meets the necessary 
qualifications. 
 

5) Qualifying exigency leave for families of members of the National Guard or Reserves or of 
a regular component of the Armed Forces when the covered military member is on covered 
active duty or called to covered active duty. An employee whose spouse, son, daughter, 
or parent either has been notified of an impending call or order to covered active military 
duty or who is already on covered active duty may take up to 12 weeks of leave for reasons 
related to or affected by the family member’s call-up or service. The qualifying exigency 
must be one of the following: 

 
1) short-notice deployment, 2) military events and activities, 3) childcare and school 
activities, 4) financial and legal arrangements, 5) counseling, 6) rest and 
recuperation, 7) post-deployment activities and 8) additional activities that arise out 
of active duty, provided that the employer and employee agree, including agreement 
on timing and duration of the leave. 

 
“Covered active duty” means: 

 
(a) in the case of a member of a regular component of the Armed Forces, duty 

during the deployment of the member with the Armed Forces to a foreign 
country; and 

(b) in the case of a member of a reserve component of the Armed Forces, 
duty during the deployment of the member with the Armed Forces to a 
foreign country under a call or order to active duty under a provision of law 
referred to in section 101(a)(13)(B) of title 10, United States Code. 

 
The leave may commence as soon as the individual receives the call-up notice. 
(Son or daughter for this type of FMLA leave is defined the same as for child for 
other types of FMLA leave except that the person does not have to be a minor.) 
This type of leave would be counted toward the employee’s 12-week maximum 
of FMLA leave in a 12-month period. 
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6) Military caregiver leave (also known as covered service member leave) to care for an 

injured or ill service member or veteran. An employee whose son, daughter, parent or next 
of kin is a covered service member may take up to 26 weeks in a single 12-month period 
to take care of leave to care for that service member. Next of kin is defined as the closest 
blood relative of the injured or recovering service member. 

 
The term “covered service member” means: 

 
(a) a member of the Armed Forces (including a member of the National Guard or 

Reserves) who is undergoing medical treatment, recuperation, or therapy, is 
otherwise in outpatient status, or is otherwise on the temporary disability retired 
list, for a serious injury or illness; or 

(b) a veteran who is undergoing medical treatment, recuperation, or therapy, for 
a serious injury or illness and who was a member of the Armed Forces 
(including a member of the National Guard or Reserves) at any time during the 
period of 5 years preceding the date on which the veteran undergoes that 
medical treatment, recuperation, or therapy. 

 
The term “serious injury or illness”: 

(c) in the case of a member of the Armed Forces (including a member of the 
National Guard or Reserves), means an injury or illness that was incurred by 
the member in line of duty on active duty in the Armed Forces (or existed before 
the beginning of the member’s active duty and was aggravated by service in 
line of duty on active duty in the Armed Forces) and that may render the 
member medically unfit to perform the duties of the member’s office, grade, 
rank, or rating; and 

 
(d) in the case of a veteran who was a member of the Armed Forces (including a 

member of the National Guard or Reserves) at any time during a period 
when the person was a covered service member, means a qualifying (as 
defined by the Secretary of Labor) injury or illness that was incurred by the 
member in line of duty on an active duty in the Armed Forces (or existed before 
the beginning of the member’s active duty and was aggravated by service in 
line of duty on active duty in the Armed Forces) and that manifested itself 
before or after the member became a veteran. 

 
 

d)  Amount of Leave 
 

An eligible employee can take up to 12 weeks for the FMLA circumstances (1) through 
(5) above under this policy during any 12-month period. The company will measure the 
12-month period as a rolling 12-month period measured backward from the date an 
employee uses any leave under this policy. Each time an employee takes leave, the 
Company will compute the amount of leave the employee has taken under this policy in 
the last 12 months and subtract it from the 12 weeks of available leave, and the balance 
remaining is the amount the employee is entitled to take at that time. 

 
An eligible employee can take up to 26 weeks for the FMLA circumstance (6) above 
(Military caregiver leave) during a single 12-month period. For this military caregiver leave, 
the company will measure the 12-month period as a rolling 12-month period measured 
forward.  
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FMLA leave already taken for other FMLA circumstances will be deducted from the total 
of 26 weeks available. 

 
 
If a husband and wife both work for the company and each wish to take leave for the birth 
of a child, adoption or placement of a child in foster care, or to care for a parent (but not a 
parent "in-law") with a serious health condition, the husband and wife may only take a 
combined total of 12 weeks of leave. If a husband and wife both work for the company and 
each wish to take leave to care for a covered injured or ill service member, the husband 
and wife may only take a combined total of 26 weeks of leave. 

 
e) Employee Status and Benefits during Leave 

 
While an employee is on leave, the company will continue the employee’s health benefits 
during the leave period at the same level and under the same conditions as if the employee 
had continued to work. 

 
If the employee chooses not to return to work for reasons other than a continued serious 
health condition of the employee or the employee's family member or a circumstance 
beyond the employee's control, the company will require the employee to reimburse the 
company the amount it paid for the employee's health insurance premium during the leave 
period. 
 
Under current company policy, the employee pays a portion of the health care premium. 
While on paid leave, the employer will continue to make payroll deductions to collect the 
employee's share of the premium. While on unpaid leave, the employee must continue 
to make this payment, either in person or by mail. The payment must be received by 
Human Resources by the 5th day of each month. If the payment is more than 30 days 
late, the employee's health care coverage may be dropped for the duration of the leave. 
The employer will provide 15 days' notification prior to the employee's loss of coverage. 

 
If the employee contributes to a life insurance or disability plan, the employer will continue 
making payroll deductions while the employee is on paid leave. While the employee is on 
unpaid leave, the employee may request continuation of such benefits and pay his or her 
portion of the premiums, or the employer may elect to maintain such benefits during the 
leave and pay the employee's share of the premium payments. If the employee does not 
continue these payments, the employer may discontinue coverage during the leave. If the 
employer maintains coverage, the employer may recover the costs incurred for paying the 
employee's share of any premiums, whether the employee returns to work. 
 

f) Employee Status after Leave 
 

An employee who takes leave under this policy may be asked to provide a fitness for duty 
(FFD) clearance from the health care provider. This requirement will be included in the 
employer’s response to the FMLA request. Generally, an employee who takes FMLA leave 
will be able to return to the same position or a position with equivalent status, pay, benefits 
and other employment terms. The position will be the same or one which is virtually 
identical in terms of pay, benefits and working conditions. The company may choose to 
exempt certain key employees from this requirement and not return them to the same or 
similar position. 
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g) Use of Paid and Unpaid Leave 

 
FMLA should run concurrently with accrued paid leave. If it isn’t, then an employee could 
have 3 weeks of accrued paid leave and 12 weeks of FMLA on top of that, resulting in a 
total of 15 weeks of job protected leave. 

 
Disability leave for the birth of the child and for an employee's serious health condition, 
including workers' compensation leave (to the extent that it qualifies), will be designated as 
FMLA leave and will run concurrently with FMLA. For example, if an employer provides six 
weeks of pregnancy disability leave, the six weeks will be designated as FMLA leave and 
counted toward the employee's 12-week entitlement. employees FMLA is unpaid leave. 
However, accrued leave and/or short-term disability pay may be used concurrently with 
FMLA to remain in paid status. 

 
An employee who is taking leave for the adoption or foster care of a child must use all paid 
vacation, personal or family leave prior to being eligible for unpaid leave. An employee who 
is using military FMLA leave for a qualifying exigency must use all paid vacation and 
personal leave prior to being eligible for unpaid leave. An employee using FMLA military 
caregiver leave must also use all paid vacation, personal leave, or sick leave (if the reason 
for the absence is covered by the company’s sick leave policy) prior to being eligible for 
unpaid leave. 
 

h) Intermittent Leave or a Reduced Work Schedule 
 

The employee may take FMLA leave in 12 consecutive weeks, may use the leave 
intermittently (take a day periodically when needed over the year) or, under certain 
circumstances, may use the leave to reduce the workweek or workday, resulting in a 
reduced hour schedule. In all cases, the leave may not exceed a total of 12 workweeks 
(or 26 workweeks to care for an injured or ill service member over a 12-month period). 
The Company may temporarily transfer an employee to an available alternative 
position with equivalent pay and benefits if the alternative position would better 
accommodate the intermittent or reduced schedule, in instances of when leave for the 
employee or employee's family member is foreseeable and for planned medical 
treatment, including recovery from a serious health condition or to care for a child after 
birth, or placement for adoption or foster care. 

 
For the birth, adoption or foster care of a child, the company and the employee must 
mutually agree to the schedule before the employee may take the leave intermittently 
or work a reduced hour schedule. Leave for birth, adoption or foster care of a child 
must be taken within one year of the birth or placement of the child. 

 
If the employee is taking leave for a serious health condition or because of the serious 
health condition of a family member, the employee should try to reach agreement with 
the Company before taking intermittent leave or working a reduced hour schedule. If 
the employee has an approved FMLA intermittent leave on file. The medical 
certification should indicate the frequency and duration of the intermittent leave. 
 

i) Certification for the Employee’s Serious Health Condition 
 

The Company will require certification for the employee’s serious health condition. The 
employee must respond to such a request within 15 days of the request or provide a 
reasonable explanation for the delay.  
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Failure to provide certification may result in a denial of continuation of leave.  
 
Medical certification will be provided using the DOL Certification of Health Care Provider 
for Employee’s Serious Health Condition (http://www.dol.gov/esa/whd/forms/WH-380-
E.pdf). 

 
The Company may directly contact the employee’s health care provider for verification or 
clarification purposes using a health care professional, HR professional or management 
official. The Company will not use the employee’s direct manager for this contact. Before 
the Company makes this direct contact with the health care provider, the employee will be 
a given an opportunity to resolve any deficiencies in the medical certification. In 
compliance with HIPAA Medical Privacy Rules, the Company will obtain the employee’s 
permission for clarification of individually identifiable health information. 

 
The Company has the right to ask for a second opinion if it has reason to doubt the 
certification. The Company will pay for the employee to get a certification from a second 
doctor, which the Company will select. The Company may deny FMLA leave to an 
employee who refuses to release relevant medical records to the health care provider 
designated to provide a second or third opinion. If necessary to resolve a conflict between 
the original certification and the second opinion, the Company will require the opinion of a 
third doctor. The Company and the employee will mutually select the third doctor, and the 
Company will pay for the opinion. This third opinion will be considered final. The employee 
will be provisionally entitled to leave and benefits under the FMLA pending the second 
and/or third opinion. 
 

j) Certification for the Family Member’s Serious Health Condition 
 

The Company will require certification for the family member’s serious health condition. 
The employee must respond to such a request within 15 days of the request or provide a 
reasonable explanation for the delay. Failure to provide certification may result in a denial 
of continuation of leave. Medical certification will be provided using the DOL Certification 
of Health Care Provider for Family Member’s Serious Health Condition 
(http://www.dol.gov/esa/whd/forms/WH-380-F.pdf). 

 

The Company may directly contact the employee’s family member’s health care provider 
for verification or clarification purposes using a health care professional, an HR 
professional or management official. The Company will not use the employee’s direct 
manager for this contact. Before the Company makes this direct contact with the health 
care provider, the employee will be a given an opportunity to resolve any deficiencies in 
the medical certification. In compliance with HIPAA Medical Privacy Rules, the Company 
will obtain the employee’s family member’s permission for clarification of individually 
identifiable health information. 
 
The Company has the right to ask for a second opinion if it has reason to doubt the 
certification. The Company will pay for the employee’s family member to get a certification 
from a second doctor, which the company will select. The Company may deny FMLA leave 
to an employee whose family member refuses to release relevant medical records to the 
health care provider designated to provide a second or third opinion. If necessary to 
resolve a conflict between the original certification and the second opinion, the Company 
will require the opinion of a third doctor. The Company and the employee will mutually 
select the third doctor, and the company will pay for the opinion.  
 
 
 

http://www.dol.gov/esa/whd/forms/WH-380-E.pdf)
http://www.dol.gov/esa/whd/forms/WH-380-E.pdf)
http://www.dol.gov/esa/whd/forms/WH-380-F.pdf)
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This third opinion will be considered final. The employee will be provisionally entitled to 
leave and benefits under the FMLA pending the second and/or third opinion. 

 
 

k) Certification of Qualifying Exigency for Military Family Leave 
 

The Company will require certification of the qualifying exigency for military family leave. 
The employee must respond to such a request within 15 days of the request or provide a 
reasonable explanation for the delay. Failure to provide certification may result in a 
denial of continuation of leave. This certification will be provided using the DOL 
Certification of Qualifying Exigency for Military Family Leave 
(http://www.dol.gov/esa/whd/forms/WH-384.pdf). 

 

l) Certification for Serious Injury or Illness of Covered Service member for Military 
Family Leave 

 
The Company will require certification for the serious injury or illness of the covered service 
member. The employee must respond to such a request within 15 days of the request or 
provide a reasonable explanation for the delay. Failure to provide certification may result 
in a denial of continuation of leave. This certification will be provided using the DOL 
Certification for Serious Injury or Illness of Covered Service member 
(http://www.dol.gov/esa/whd/forms/WH-385.pdf). 
 

m) Recertification 
 

The Company may request recertification for the serios health condition of the employee 
or the employee’s family member no more frequently than every 30 days and only when 
circumstances have changed significantly, or if the employee receives information casting 
doubt on the reason given for the absence, or if the employee seeks an extension of his 
or her leave. Otherwise, the Company may request recertification for the serious health 
condition of the employee or the employee’s family member every six months in 
connection with an FMLA absence. The Company may provide the employee’s health care 
provider with the employee’s attendance records and ask whether need for leave is 
consistent with the employee’s serious health condition. 

 
n) Procedure for Requesting FMLA Leave 

 
All employees requesting FMLA leave must provide verbal or written notice of the need 
for the leave to Human Resources. Within five business days after the employee has 
provided this notice, Human Resources will complete and provide the employee with the 
DOL Notice of Eligibility and Rights 
(http://www.dol.gov/esa/whd/fmla/finalrule/WH381.pdf). 

When the need for the leave is foreseeable, the employee must provide the employer with 
at least 30 days' notice. When an employee becomes aware of a need for FMLA leave 
less than 30 days in advance, the employee must provide notice of the need for the leave 
either the same day or the next business day. When the need for FMLA leave is not 
foreseeable, the employee must comply with the Company’s usual and customary notice 
and procedural requirements for requesting leave, absent unusual circumstances. 

 

 

 

http://www.dol.gov/esa/whd/forms/WH-384.pdf)
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o) Designation of FMLA Leave 
 

Within five business days after the employee has submitted the appropriate certification 
form, Human Resources will complete and provide the employee with a written response 
to the employee’s request for FMLA leave using the DOL Designation Notice 
(http://www.dol.gov/esa/whd/forms/WH-382.pdf). 
 

 
p) Intent to Return to Work from FMLA Leave 

 
On a basis that does not discriminate against employees on FMLA leave; the Company 
may require an employee on FMLA leave to report periodically on the employee’s status 
and intent to return to work. 
 

33. INJURY AND INCIDENT FREE 
a) Injury Free Workplace 

 
The Company is committed to the Health and Safety of our employees and subcontractors, 
and to an Injury Free Workplace (IFW) for all our project sites and office locations, The 
Company believes that each individual employee’s efforts encourage a positive safety and 
environmental culture as described in NSTAR Global Services’ Core Values. “We are 
committed to provide a safe work environment.” To this aim, it is essential that we all work 
towards and are responsible for an injury free environment. 

 
“Injury-Free” by our definition means that we sincerely believe that all injuries are 
preventable, but we must take deliberate and consistent steps to ensure prevention. The 
urgency of a task or a project timeline should never be prioritized over a commitment to 
executing the tasks in a safe manner. The welfare of the individual is our greatest 
concern. We consistently work with our employees, coworkers, subcontractors, and clients 
to maintain a healthy and safe workplace, while emphasizing the individual’s responsibility 
for safety and environmental protection. We recognize that a safe work environment can 
be established and sustained only through a united effort by all employees and our 
subcontractors. The active participation and commitment of each person is required. Your 
attitude and cooperation in promoting accident prevention will assist in achieving our goal 
and make our Company the best place to work. We need your personal commitment 
towards making an ‘Injury Free Workplace’ a way of life. 
 

b) Injury and Illness Reporting 
 

(1) Maintaining a safe work environment requires the cooperation of all employees. The 
Company encourages employees to communicate with members of the 
environmental, safety and health (ESH) department, fellow employees and their 
supervisor regarding safety issues or concerns. 

(2) If an employee is injured on the job, the Company provides coverage and protection in 
accordance with the Worker’s Compensation Law. 

(3) If an injury is sustained while at work, it must be reported immediately to the 
employee’s supervisor, who in turn will notify the ESH Department of the incident. 
Failure to report accidents is a serious matter as it may preclude an employee’s 
coverage under Worker’s Compensation Insurance. 

 
 
 
 
 

 

http://www.dol.gov/esa/whd/forms/WH-382.pdf)
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(4) The Company will maintain an emergency contact list. 
(5)  All employees must provide two (2) emergency contacts to the Company and are 

responsible to update the Company of any changes.  
(6) There are three pieces of information needed; they are: 

b) Employee name. 
c) The names of the person the Company should contact in the event you are 

injured or become ill while at work or are on company travel. 
d) The telephone number(s), (and country, if outside the USA) of the person 

listed above. 
 

(7) This information will be kept confidential; will be accessible only by ESH and Human 
Resources personnel; and will be used only in the event of a job or Company travel 
related injury or illness. 
 

34. STANDARDS OF CONDUCT 
 

To ensure orderly operations and provide the best possible work environment, the Company 
expects employees to follow rules of conduct that will protect the interests and safety of all 
employees and the Company. While it is not possible to list all forms of conduct that are 
considered unacceptable in the workplace, the following examples are provided to 
demonstrate what conduct may result in disciplinary action, up to and including discharge of 
employment: 
a) Falsification of Company records, including, but not limited to, employment application 

and timecards. 
b) NSTAR is an Equal Opportunity Employer and as such expect our employees to also 

conduct themselves without discrimination of race, color, religion, sex, sexual 
orientation, gender identity, age, national origin, disability, or any other protected 
characteristic as established by law. 

c. Theft, fraud, gambling, weapons or explosives in the workplace. 
d. Threatening or intimidating conduct, including fighting, horseplay and practical jokes which 

adversely affect operations, damage Company property or endanger persons on the 
Company's premises. 

e. Use of threatening, intimidating, coercive or abusive language in the workplace. 
f. Insubordination (refusal to comply with instructions) or failure to perform reasonable 

duties as assigned. 
g. Use of Company material, time or equipment for the manufacture or production of an 

article for unauthorized purposes or personal use. 
h. Immoral or indecent conduct in the workplace. 
i. Performance which does not meet the requirements of the job. 
j. Possession, distribution, sale, transfer, use or being under the influence of alcohol or 

drugs in violation of the Company's Drugs and Alcohol policy. 
k. Excessive absenteeism or leaving the Company premises during working hours without 

permission from the supervisor. 
l. Violation of the Company’s harassment policy. 
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35. CORRECTIVE ACTION 

Progressive Discipline 

a) All employees are expected to meet the Company’s standards of work performance. 
 

b) Work performance encompasses many factors, including attendance, punctuality, 
personal conduct, job proficiency, site-safety violations, and general compliance with the 
Company’s policies and procedures. If an employee does not meet these standards, 
the Company may, under appropriate circumstances, take corrective action, to include 
immediate dismissal.  
The Company intends to address violations of the standards of conduct through  
 progressive discipline. Progressive discipline means that, with respect to most 
disciplinary problems, an employee will normally be subject to a verbal warning, followed  
by a written warning and then discharge from employment. Employees should 
recognize, however, that certain types of violations are serious enough to justify 
immediate suspension or even discharge of employment with no warning. 

 
By using progressive discipline, the Company hopes that most employee problems can 
be corrected at an early stage benefiting both the employee and the Company. The 
intent of corrective action is to formally document problems while providing the 
employee with a reasonable time within which to improve performance. The process 
is designed to encourage development by providing employees with guidance in areas 
that need improvement such as poor work performance, attendance problems, personal 
conduct, general compliance   with   the Company’s   policies and procedures 
and/or other disciplinary problems. 
 

36. ANTI-NEPOTISM 
 

a) Members of an employee’s immediate family will be considered for employment based 
on their qualifications. Immediate family may not be hired, however, if employment 
would: 

 
(1) Create a supervisor/subordinate relationship with a family member; 
(2) Have the potential for creating an adverse impact on work performance; or 
(3) Create either an actual conflict of interest or the appearance of a conflict of 

interest. 
b) This policy must also be considered when assigning, transferring, or promoting an 

employee. For this policy, immediate family includes: spouse, parent, child, sibling, in- 
law, aunt, uncle, niece, grandparent, grandchild, members of household. This policy also 
applies to romantic relationships. 

c) Employees who become immediate family members or establish a romantic relationship 
may continue employment if it does not involve any of the above. If one of the conditions 
outlined should occur, attempts will be made to find a suitable position within the 
Company to which one of the employees will transfer. If employees become immediate 
family members or establish a romantic relationship, the Company will make reasonable 
efforts to assign job duties to minimize problems of supervision, safety, security, or 
morale.  
 
 



NSTAR Global Services INC.,       Employee Handbook  

120 Partlo Street ● Garner, NC 27529 ● Phone 877-678-2766 ● Fax 866-855-8427 
Rev 04/2022           41  

 

 

If accommodations of this nature are not feasible, the employees will be permitted to 
determine which of them will resign. If the employees cannot decide, the Company will 
decide in its sole discretion who will remain employed. 

 
37. SOLICITATION AND DISTRIBUTION 

 
To avoid disruption of work, no employee shall be permitted to engage in solicitation for 
any purpose during his or her working time or the working time of the person being solicited. 
Working time means time that employees are expected to be performing their job. Likewise, 
employees shall not engage in distribution of any material, during his   or her working time 
or in working areas. Literature, notices, or other material of any kind may not be posted 
or distributed in the working areas of any employees at any time. Persons who are not 
employees of the Company will not be permitted to come upon Company premises for the 
purposes of making solicitations of any kind to employees, or posting or distributing 
literature, notices, messages, or material of any kind. 
 

38. HARASSMENT 
 

a) The Company is firmly committed to maintaining a positive working environment as per 
Core Values in which all individuals are treated with respect and dignity. The Company 
promotes equal employment opportunities and prohibits discriminatory practices, including 
harassment. Therefore, the Company expects that all relationships among persons will be 
business- like and the workplace is free of bias, prejudice, harassment, and inappropriate 
conduct, including offensive verbal and written communication of a sexual nature. 

 
b) The Company will not tolerate harassment of its employees, whether committed by a 

fellow employee, a member of management, or a visitor to the Company’s workplace, such 
as a vendor or customer. All employees are responsible for ensuring that the 
workplace is free from harassment, especially when such conduct is based upon gender, 
sexual orientation, gender identity, race, age, religion, national origin, disability or other 
protected categories. All employees, including managers and supervisors, will be subject 
to disciplinary action, up to and including discharge from employment, for any act of 
harassment they commit. 

 
c) Examples of prohibited harassment include, but are not limited to: 

 
(1) Use of slurs, epithets, and words that degrade an individual or group of individuals, 

even when used in a joking fashion; 
(2) Unwelcome advances, demands or requests for sexual acts or favors, and other 

verbal/nonverbal or physical conduct of a sexual nature, such as flirting, touching 
and graphic comments about another person's dress or body; 

(3) Display of cartoons, photographs, drawings, pinups, posters, calendars, or images 
that are offensive or degrading to others; 

(4) Conduct which has the purpose of effect of substantially interfering with an 
individual's work performance or which creates an intimidating, hostile or offensive 
work environment; or 

(5) Conditioning hire, continued employment, or terms and conditions of employment 
upon submission to sexual advances or requests for sexual favors. 
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d) If an employee feels they are being harassed, or if an employee has knowledge of 
harassment of a co-employee, immediately bring it to the attention of their supervisor. If 
for any reason you do not feel comfortable discussing the matter with your supervisor, 
contact Human Resources or any member of management whom you feel comfortable 
in approaching. All reports will be promptly investigated in as confidential a manner as 
possible. Based upon the findings of the investigation, the Company will take prompt and 
appropriate action to remedy any violations of this policy. 
 

e) No employee who brings a good faith report of harassment to the attention of the Company 
will suffer retaliation or other adverse employment action consequently.  
Any employee, including managers and supervisors, who a found to have retaliated against 
an employee who reported a violation of this policy, in good faith, will be subject to 
discipline up to and including discharge from employment.  
 It is important for employees to report incidents of harassment, because without your 
assistance, violations could go undetected and remedied. 
 

f) The Company’s policies against sexual or other harassment apply fully to the E-mail 
system, Company provided cell phones either via voicemail or text, social media, and any 
and all electronic communication. Any violation of these policies are grounds for 
disciplinary actions, up to, and including discharge from employment. Therefore, no E- 
mail, voicemail, or text messages should be created, sent, or received if they contain 
intimidating, hostile, or offensive material concerning race, color, religion, sex, age, 
national origin, disability, or any other classification protected by law. 
 

39. NO SMOKING 
Except where allowed by state law, smoking of cigarettes, e-cigarettes, cigars, or pipes 
are not permitted in the Company’s facilities. For those employees who must smoke, 
they should do so for a very brief period outside Company facilities or in designated 
smoking areas. The Company will not accept excessive break periods taken by an 
employee to smoke and will result in disciplinary action. Employees are expected to 
keep designated smoking areas clean, and to properly discard cigarette and cigar butts. 
 

40. DRUG & ALCOHOL USE 
 

a) The Company is committed to a safe, healthy, and productive work environment for all 
employees and requires employees to be free from the effects of illegal or non- prescribed 
drugs, inhalants, and/or alcoholic beverages. Abuse of drugs and alcohol impairs 
employee judgment resulting in increased safety risks, employee injuries, and faulty 
decision-making. 

 
b) Therefore, the possession, transfer, use, sale of, or reporting to work under the influence 

of a controlled substance on Company premises, or in company-owned, leased or rented 
vehicle while under the influence of an illegal drug or alcohol is strictly prohibited. These 
activities constitute serious violations of Company rules, jeopardize the Company and can 
create situations that are unsafe or that substantially interfere with job performance. 
Employees in violation of the policy are subject to appropriate disciplinary action, up to 
and including dismissal. Additionally, the Company reserves the right to require an 
employee to undergo a medical evaluation under appropriate circumstances. 

 
c) The Company will provide employees with information for education and treatment 

programs. 
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41. SUBSTANCE TESTING 
 

a) The Company recognizes the significant problems drug and alcohol use in the workplace 
causes and is committed to maintaining a drug and alcohol-free workforce. The use of 
controlled substances or alcohol jeopardizes the safety and productivity of the individual 
employee as well as the safety and well-being of others. 

 
b) Accordingly, the Company adopts the following Drug and Alcohol Testing Program for all 

employees employed by the Company. It is the policy of the Company to require 
comprehensive pre-employment drug testing for all prospective new employees, drug 
testing after all work-related accidents requiring medical attention,  
and reasonable suspicion drug testing. Employees may also be required to submit to 
industrial drug screening at the request of the Company’s clients but under the guidelines 
of the Company Drug and Alcohol Testing Program. 

 
c) Possession, use of, or the testing positive for any of the controlled substances constitutes 

intentional and willful misconduct and may result in disciplinary action and/or immediate 
termination. Where state and federal law differ regarding the classification of a controlled 
substance, if either jurisdiction classifies a substance as controlled it will be considered 
so for the purposes of this policy. Refusal to abide by the Company’s Drug and Alcohol 
Policy is also considered misconduct subjecting an employee to disciplinary action up to 
and including termination of employment. 

 
42. BACKGROUND CHECKS 

 
a) The Company is committed to providing a safe and secure working environment for its 

employees and clients. It is the policy of the Company to conduct pre-employment 
background checks on all applicants who accept an offer of employment. The Company 
also requires all employees to obtain and maintain appropriate clean background checks 
when requested by the Company, or any of its clients that the employee is or will be 
working for. 

b) The Company will follow applicable state, federal, and local laws governing employment 
and background screening. 

 
43. VIOLENCE IN THE WORKPLACE 

 
a) The Company strongly believes that all employees should be treated with dignity and 

respect. Acts of violence will not be tolerated. Any instances of violence must be reported 
to the employee’s supervisor and/or the Human Resources Department. All complaints 
will be fully investigated. 

 
b) This includes, but is not limited to, intimidating, threatening or hostile behaviors, physical 

abuse, vandalism, arson, sabotage, use of weapons, carrying weapons of any kind onto 
Company property, or any other act which is inappropriate to the workplace. 

 
c) Employees who feel they have been subjected to any of the behaviors listed above are 

requested to immediately report the incident to their supervisor, any manager with whom 
they feel comfortable, or the Human Resource Manager. Complaints will be investigated, 
and action that management believes is appropriate will be taken. 
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d) Employees who observe or have knowledge of any violation of this policy should 
immediately report it to Company management or Human Resources. Where appropriate, 
employees may contact proper law enforcement authorities without first informing 
management if they believe a threat to the safety of themselves or others exists. 

 
e) The Company will promptly respond to any incident or suggestion of violence. Violation 

of this policy will result in disciplinary action, up to and including immediate termination. 
 

44. WEAPONS 
 

a) The Company prohibits all persons who enter Company/Client premises from carrying a 
handgun, firearm or prohibited weapon of any kind, regardless of whether the person is 
licensed to carry the weapon or not. This policy applies to all Company employees, 
contract and temporary employees, visitors on Company property, and customers and 
contractors on Company property, regardless of whether they are licensed to carry a 
concealed weapon. The only exception to this policy are police officers, security guards or 
other persons who have been given consent by the Company to carry a weapon on the 
premises. All Company employees are also prohibited from carrying a weapon while in 
the course and scope of performing their job for the Company, whether they are on 
Company property at the time or not, and whether they are licensed to carry a handgun or 
not. Employees may not carry a weapon covered by this policy while performing any task 
on the Company's behalf. This policy also prohibits weapons at any Company- sponsored 
functions, such as parties or picnics. 

 
b) Prohibited weapons include any form of weapon or explosive restricted under local, state 

or federal regulation. This includes all firearms, knives over three inches in length, or other 
weapons covered by law. Legal, chemical dispensing devices, such as pepper sprays, 
which are sold for personal protection, are not covered by this policy. 

 
c) Company property covered by this policy includes, without limitation, all Company owned 

or leased buildings and surrounding areas, such as sidewalks, walkways, driveways and 
parking lots under the Company’s ownership or control. Company vehicles are covered 
by this policy always regardless of whether they are on Company property at the time. 

 
d) The Company reserves the right to conduct searches of any person, vehicle or object that 

enters onto Company property to enforce this policy. Items that may be searched include, 
but are not limited to, lockers, desks, purses, briefcases, baggage, toolboxes, lunch sacks, 
clothing, vehicles parked on Company property, and any other item in which a weapon may 
be hidden. Company management or local authorities may conduct searches. To the 
extent the search is requested by Company management and the employee is present, 
the employee may refuse the search; however, such refusal can result in discharge from 
employment for refusal to cooperate. 
 

45. CODE OF CONDUCT 
 

a) It is the personal responsibility of each employee to observe the highest standards of 
ethical business conduct, both to our customers and fellow employees. Demonstrating 
ethical conduct in everything we do is central to building confidence in the Company’s 
reputation for integrity. Thus, any illegal or improper act, in the opinion of management, 
by any employee is strictly prohibited and is terms for dismissal. 
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b) The Company requires that all employees conduct the business of the Company using the 

highest professional and ethical standards. The Company’s ability to conduct business 
and meet performance objectives depends on the Company's reputation.  
 An organization earns a good reputation by conducting business and carrying out its 
obligations with uncompromised professional and ethical standards. 

 
c) As part of the Company’s Code of Conduct requirements, employees are prohibited from 

engaging in any of the following activities: 
 

(1) Potential or Actual Conflict of Interest - A conflict of interest exists when an employee, 
knowingly or unknowingly, engages in an activity that may compromise his or her 
objectivity when dealing with the Company’s customers, vendors or competitors. 
If the employee (or the employee's immediate family) stands to gain or lose personally 
from a Company business decision, there is a conflict. 

 
(2) Violation of Laws - All business activities are to be conducted in full compliance with 

applicable laws and regulations. Use of the Company's assets for improper or illegal 
purposes is prohibited. 

 
(3) Improper Solicitation of Business - Employees may not solicit or accept a gift, gratuity 

or service that is valued at more than $50 USD (or its equivalent value in any other 
currency) from any customer, vendor, or competitor. The same rule applies to giving 
gifts, gratuities or services to any customer, vendor, or competitor. Normal business 
entertainment, such as meals, is acceptable if approved by the employee's supervisor. 

 
(4) Conflict based on outside Interests - Company employees who serve in an advisory, 

consulting, technical or management capacity for any entity that does business with 
the Company must not exercise influence or authority over any transaction between 
that entity and Company employees who have a significant financial interest (over 
$5000 USD or its equivalent value in any other currency) in such an entity must 
disclose the interest to the Company's Chief Financial Officer. Company employees 
who want to accept a director, officer or partner position in a corporation or partnership 
must get approval from the Company's CEO and President prior to acceptance. This 
does not apply to social, professional development, civic, religious, or philanthropic 
organizations. 

 
(5) Purchase of Company Property - Employees and their family members may not buy 

Company property through sealed bids, auctions, or any other form of sale, unless 
the purchase is approved in advance by the Chief Financial Officer. 

 
(6) Political Contributions - No political contribution of Company funds shall be made 

directly or indirectly to any candidate or political party in the United States or in any 
State or subdivision or in any foreign country. 

 
(7) If an employee is involved or anticipates involvement in any of these activities, report 

it to a manager immediately. If some cases, the manager will escalate the matter to 
higher levels of management, to determine proper handling of the situation, consistent 
with the Company's policies.  
 

(8) If there are unusual circumstances that the employee believes justifies their 
involvement, employees will have an opportunity to express them and to request an 
exception.  
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The appearance of impropriety can be as  damaging to the Company's reputation as 
actual misconduct, so err on the side of reporting any situations of which you are 
unsure. In most cases, an employee’s ability to perform their job satisfactorily 
will be negatively affected by holding other employment, in addition to their job at 
the Company. The outside employment may present a conflict of interest, if it involves 
work that is in competition with the Company. Scheduling problems may arise when 
the employee is asked by their supervisor to work overtime or on weekends or on a 
different shift. An employee’s performance may suffer if they are fatigued or distracted 
by their second job. For these reasons, employees must report any outside 
employment to their supervisor. The Company reserves the right to restrict outside 
employment, which may result in conflicts, performance, or attendance problems. 

 
9) Also, the Company's equipment, supplies and facilities may not be used by any        

employee for activities related to outside employment. 
 

46. CONFIDENTIALITY AND PROPRIETARY INFORMATION 
 

a) “Confidential Information” means information that is not generally known or readily 
ascertainable by the public through proper means. This relates to the Company’s existing 
or reasonably foreseeable business, including, but not limited to, information regarding the 
Company’s customers, customer lists, employee name lists, products, production 
techniques, services, pricing of products and services, research, and marketing. 

b) Employees may have access to Confidential Information that the Company desires to 
protect always. Therefore, employees are required to sign a Confidentiality Agreement 
as part of the offer of employment which prohibits them from, (during or after employment 
with the Company) directly or indirectly using or disclosing any Confidential Information 
to any other person, firm, or Company. They may not, in any way, use company 
information for his/her benefit or to the detriment of the Company or any of its customers, 
nor disclose any information or knowledge obtained during his/her employment with the 
Company and if the Company keeps the information confidential, except as required 
during conducting the Company’s business and when authorized in writing by the 
Company. 

c) Upon termination of employment, all employees are required to return to the Company 
all Confidential Information and other property of the Company including but not limited 
to all equipment, lists, documents, hardware, software, etc. The obligation not to disclose 
confidential and proprietary information, including, but not limited to, information 
regarding the Company’s customers, customer lists, employee name lists, products, 
production techniques, services, pricing of products and services, research, and 
marketing continues after the termination of the employment relationship. 

d) Disregard for this policy could gravely impact the professional stature of the Company or 
the well- being of its customers and will not be tolerated. If you have any questions 
regarding this policy or what constitutes Confidential Information, please contact Human 
Resources. 
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47. PUBLIC RELATIONS 

 
a) The success of the Company’s business depends upon the quality of the relationships 

between the Company and employees, customers, suppliers and the public. 
 

b) Every employee of the Company serves as an ambassador to promote its goodwill and 
build its respect among these stakeholders.  

 
Customers' impression of the Company and their interest and willingness to do business 
with us is greatly formed by our employees and their actions. What employees do reflect 
the Company and its people. The Company’s good reputation is valuable to all, providing 
the opportunity to grow and enjoy future mutual successes. 

 
c) Management approval is required before employees can post any information on 

commercial on-line systems or the Internet. Any approved material that is posted should 
obtain all proper copyright and trademark notices. Absent prior approval from the 
Company to act as an official representative of the Company, employees posting 
information must include a disclaimer in that information stating, “Views expressed by the 
author do not necessarily represent those of the Company.” 

 
48. DESIGNATED SOCIAL MEDIA REPRESENTATIVES 

a) Social media includes any digital, electronic or internet-based technology or platform that 
facilitates or supports the sharing of information, including text, image, audio, video and 
other content through social networks, blogs, internet websites, forums or otherwise. The 
Company currently participates in social media by maintaining official company pages on 
Facebook, Twitter, and LinkedIn and may expand its presence through other media. 

 
b) Only designated social media representatives are authorized to sponsor or create social 

media sites or post announcements, news or other content on behalf of the Company in 
an official capacity. No other employees are authorized to do so unless designated by 
the Company executive management. Authorized social media representatives may post 
or communicate any information, photographs, videos, quotes, comments, responses, or 
other content or tag, identify or share any information or content related to the Company, 
its employees or others including any business or social activities sponsored by or in which 
the Company is involved. Social media representatives will exercise good taste and 
judgment in doing so and will not post any information reasonably believed to be private 
or confidential or in violation of any agreement or law. 

 
49. USE OF COMPANY EQUIPMENT 

 
The Company equipment is provided to enable employees to do their jobs and provide quality 
service to the Company’s clients. Employees should use the equipment in a safe and 
responsible manner. Personal use of the equipment is limited, and the employee may be 
expected to reimburse the Company in cases where personal use is allowed. Equipment in 
the employee’s possession must be returned before employment ends. Loss, damages or 
theft of Company property should be reported at once. Negligence in the care and use of 
Company property may be considered grounds for discipline, up to and including termination 
of employment. 
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50. CELL PHONE USE 

The Company may issue or pay for individual cellular phones or a weekly phone allowance 
if stated in your offer letter. To company representatives who may be required to be in 
close contact with the Company always.  

While cell phones are a necessary convenience of the business world, we require that our 
employees follow the guidelines listed below for their own and others safety. 

 
• All employees are required to be professional and conscientious always when 

using company phones. 
• It is NSTAR’s policy that representatives of our organization who are issued a 

cellular phone or part paid for its use, understand the phone is issued for 
business use only. 

• Employees are encouraged to take appropriate safety precautions when using 
their cellular phone during work hours. The use of cellular phones while driving is 
strictly prohibited. Further, Employees are expected to comply with applicable 
state or federal laws regarding the use of cellular telephones. 

• NSTAR has a zero-tolerance policy regarding using a cell phone while driving. 
For the safety of our employees and others, it is imperative that you pull over and 
stop at a safe location to dial, receive or converse on the cell phone in any way. If 
it is necessary to pull over to dial, receive or converse on a cell phone, a hands- 
free option should be utilized. Special care should be taken in situations where 
there is traffic; inclement weather or the employee is driving in an unfamiliar area. 

• Violation of this policy may result in disciplinary action, up to and including 
discharge of employment. 

• Employees who are charged with traffic violations or involved in an accident 
resulting from the use of their phone while driving will be solely responsible for all 
liabilities that result from such actions. 

• The Company reserves the right to amend or alter the terms of this policy. 
 

51. ELECTRONIC MAIL AND INTERNET 
 

a) The Company provides email, Internet and Intranet access to employees at the 
Company's expense, to access worldwide information for the benefit of the Company and 
its customers. Every employee or contractor is responsible for maintaining and enhancing 
the Company's image and using these tools in a productive manner. The following 
guidelines are established, toward meeting this purpose. 

 
(1) Acceptable Uses 

The Company’s email, Internet and Intranet systems are part of the 
business technology platform that is primarily intended to be used for 
business purposes. Limited use of these systems for personal purposes is allowed. 

 
(2) Unacceptable Uses 

These systems are not to be used for personal gain or the advancement of 
individual views. All messages must be communicated using the employee’s name 
and not an assumed name. The Company forbids the storage, transmission or 
viewing of "adult materials" on any Company system or in any other form, 
whether done on the Company's premises or using the Company's equipment. 
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Creation, sending or forwarding of verbal or graphic messages which are 
intimidating, harassing, offensive, profane or hostile based on race, gender, 
color, national origin, religion, disability, age or any other protected status is also 
prohibited. 

 
(3) Security Issues 

All messages created, sent or retrieved on the Company's systems are the 
property of the Company. Employees and contractors do not have a privacy 
right in any matter that is created, sent or retrieved on the Company's systems.  
 
The Company reserves the right to monitor these systems and access any 
message, to assure superior service to our customers and to enforce this policy. 

 
 

Employees must provide their password(s) to the Company, as their mailbox 
may need to be accessed in their absence. Employees must not, however, 
disclose their password, messages or other information gained via the Company's 
systems to unauthorized personnel. Consider the proprietary or confidential nature 
of the Company's and its customers' information before relaying it via email. Do not 
presume that the information will be kept confidential. All downloading of software 
must be approved by the IT Department, to minimize the introduction of viruses 
into the Company's systems. 

 
(4) Copyright Issues 

Copyrighted materials, including but not limited to software, belonging to 
entities other than the Company may not be copied or transmitted on the 
Internet or via email. Failure to observe copyright or license agreements may 
result in disciplinary action by the Company, legal action by the copyright or 
license owner, or both. 

 
(5) Amendments and revisions 

This policy may be amended or revised from time to time as the need arises. Users will 
be provided with copies of all amendments and revisions. 
 

52. LEAVING THE COMPANY: RESIGNATION 
 

When an employee decides to leave for any reason, his/her NSTAR supervisor and the 
Human Resources Department should be notified immediately and would like the opportunity 
to discuss the resignation before final action is taken. The Company often finds during this 
conversation that another alternative may be better. If, however, after full consideration the 
employee decides to leave, the Company would request that a written resignation should be 
submitted to the NSTAR supervisor two weeks prior to leaving the Company. On occasion, it 
may be necessary to request the employee leaves prior to the end date of the two weeks’ 
notice. 

 
53. RESIGNATION/TERMINATION PROCEDURES 

 
a) Exit Interview 

 
(1) Human Resources are responsible for scheduling an exit interview with a 

terminating employee on the employee’s last day of employment and for arranging 
the return of Company property. 
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(2) To receive a disbursement of any amounts due from the Retirement Plan, the 

employee is required to complete and sign a distribution form and submit it to the 
Human Resources Department. Specific information will be provided at the exit 
interview. 

 
(3) Employees may choose the continuation or waiver of comprehensive medical 

coverage and dental coverage under COBRA. Specific information will be provided 
at the exit interview. 

 
b) Benefits 

 
Benefits (Life, Medical and Dental) end on the last day of employment or on the last day 
of the month following an employee’s termination date.  
 
An employee, unless dismissed for gross misconduct, has the option to convert to 
individual life insurance, and/or to continue Medical/Dental Benefits in accordance with 
The Consolidated Omnibus Budget Reconciliation Act (“COBRA”) regulations. 

 

c) Final Paycheck 
 

Employee’s final paycheck/direct deposit will be delivered to the employee on the final day 
of employment or direct deposited during the next normal pay period in accordance with 
the local state regulations. If there are unpaid obligations to the Company, the final 
paycheck/direct deposit, will reflect the appropriate deductions. 

 
d) Retirement Plan 

 
If an employee is in the retirement plan, the necessary end of employment information will 
be submitted to appropriate plan provider. 
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RECEIPT FOR EMPLOYEE HANDBOOK 

 
ACKNOWLEDGMENT OF COMPANY CONFIDENTIAL AND PROPRIETARY INFORMATION 
AND INTELLECTUAL PROPERTY POLICY 

 
I acknowledge that I have received a copy of NSTAR Global Services Inc.’s Employee Handbook 
which contains the Code of Conduct. I agree to read it thoroughly, including the statements in the 
foreword describing the purpose and effect of the Handbook. I agree that if there is any policy or 
provision in the Handbook that I do not understand, I will seek clarification from the Human 
Resources Department. I understand that NSTAR Global Services, Inc. is an “at will” employer 
and as such employment with NSTAR Global Services, Inc. is not for a fixed term or definite period 
and may be terminated at the will of either party, with or without cause, and without prior notice. No 
supervisor or other representative of the Company (except the President and the CEO) has the 
authority to enter into any agreement for employment for any specified period, or to make any 
agreement contrary to the above. In addition, I understand that this Handbook states NSTAR 
Global Services, Inc.’s policies and practices in effect on the date of publication. I understand 
that nothing contained in the Handbook may be construed as creating a promise of future benefits 
or a binding contract with NSTAR Global Services, Inc. for benefits or for any other purpose. I 
also understand that these policies and procedures are continually evaluated and may be 
amended, modified or terminated at any time. 

 
By acknowledging this document electronically, when received as part of your onboarding 
documentation, you are hereby accepting the provisions of this policy in continuation of 
employment with NSTAR Global Services, Inc. 
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