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Welcome to Kasino de Komar!  You are an important part of Komar Korporation.  We are proud that our employees have fun and grow professionally while providing excellent online entertainment.  We have prepared this handbook to answer some of the questions that you may have concerning Kasino de Komar and its policies. If you have any questions about policies, contact your supervisor or the Human Resources department for assistance.

Mission Statement

Our mission at Kasino de Komar is to provide high-quality, casino style gambling in a safe, secure environment while being a user-friendly site that is innovative and entertaining.

Company Policies


Positive Work Environment

At Kasino de Komar we strive to establish a positive working environment free of violence, drug use, harassment or discrimination.  All employees are expected to behave in a respectful, ethical manner.

Statement of Nondiscrimination

Discrimination on the grounds of race, creed, religion, ancestry, national origin, sex, disability, sexual orientation, age or marital status will not be tolerated in any area, activity, or operation of Kasino de Komar. Actions including, but not limited to, employment, compensation, transfer, training, or promotion will be based solely on merit.

Nondiscrimination requires the elimination of all existing discriminatory conditions, whether purposeful or inadvertent.  Kasino de Komar, through its Human Resources department, will systematically examine all of its employment policies to be sure that they do not, if implemented as stated, operate to the detriment of any persons on the grounds of race, creed, religion, ancestry, national origin, sex, disability, sexual orientation, age or marital status.
If you believe you are being discriminated against, immediately notify Human Resources of the nature of the discrimination.  All complaints will receive a prompt and thorough investigation.   

Equal Employment Opportunity
It is the policy of Kasino de Komar to provide equal opportunity to all qualified individuals without regard to race, creed, religion, ancestry, national origin, sex, disability, sexual orientation, age or marital status.  In compliance with the guidelines of the Equal Employment Opportunity Commission (EEOC), employment positions are open to all qualified applicants solely on the basis of their experience, aptitude, and ability.  In addition, it is the policy of Kasino de Komar to take affirmative action to insure that all employment practices are conducted without discrimination.

Any non-visible disability must be verified through a doctor’s confirmation in writing. If required, reasonable accommodations will be made for the disability in accordance with the Americans with Disabilities Act (ADA).

Harassment Policy

Kasino de Komar will not tolerate any form of harassment of an employee by a supervisor, fellow employee(s), or by any third party individuals. 

Harassment is defined as verbal or physical conduct, which has the intent or effect of unreasonably interfering with an individual’s or group’s work performance, or which creates an intimidating, hostile, or offensive work environment. Harassment could be based on gender, age, race, religion, sexual orientation, national origin, disability, marital status, or status with regard to public assistance. These are the legally protected areas. However, the policy of Kasino de Komar prohibits all forms of harassment not just those covered by law.

If an employee feels that he/she is a victim of any form of harassment, a written complaint must be filed with Human Resources for investigation. 

In all reported instances, a prompt, thorough and fair investigation will take place, giving careful consideration to protecting the rights and dignity of all people involved. In addition, disciplinary action will be taken when it is determined that individuals have violated this policy. 


Compensation

Equal Pay

Kasino de Komar will not pay wages to any employee at a rate less than the company pays employees of opposite sex for comparable work requiring comparable skills. This policy is in accordance with the applicable federal and state laws and regulations.

· Pay will be based on job performance.  The performance of all employees will be assessed on a regular basis and employees will be told how they are performing. 

· Organizational pay levels will reflect the competitive marketplace. 

· The success of the business will influence the pay levels of the organization. 

· Individuals will be paid fairly based on the work that they do and on the level of pay the same work receives in other comparable organizations. 

· Individuals have a right to know how their pay is determined and to review their questions or concerns with the Human Resources Department. 

· Benefit plans will be provided to cover the important needs of the workforce, and will change as the organization grows. 

 
Pay Schedule

All employees will be paid on the 15th and the last business day of the month (i.e. 29, 30, or 31st). For paydays that fall during the weekend, checks will be distributed on the Friday before.  If a company holiday falls on the 15th or last business day of the month, employees will receive their paycheck on the last workday prior to the holiday. 

Payroll Deductions

All required deductions, such as federal, state & local taxes, and all authorized voluntary deductions such as 401k contributions, will be automatically withheld from your pay.

Benefits

Kasino de Komar offers health and life insurance, disability and stock option benefits to all employees.  For detailed information, please see the Komar Korporation 2000 Benefits Book.

Paid Time Off

Kasino de Komar recognizes the need for rest and relaxation.  Employees will receive paid time off for holidays, vacation, sickness, jury duty, military and funeral leave. 

· Holidays, days when the Kasino de Komar office is closed, include New Years, Martin Luther King Jr. Day, President’s Day, Memorial Day, July 4th, Labor Day, Thanksgiving, Christmas Eve and Christmas Day.  

· Vacation days are available to all regular full and part time employees.  Unused time is carried over into the following year.  Your completed years of employment are used to determine the number of vacation days awarded annually according to the following schedule:  

	Years of Employment
	Vacation Days

	1-5 years 

	15 (120 hours)

	6-10 years

	20 (160 hours)

	10+ years

	25 (200 hours)


· Sick days may be used for time away from work due to illness or injury.  Every employee will be allowed up to five sick days per year due to illness or injury with pay.  If you have an extended medical disability and have exhausted all available time off, you may be eligible for the company-provided Short Term Disability program. (see Komar Korporation 2000 Benefits Book)

· An employee will be paid his/her normal compensation while on jury duty, up to a maximum of ten days per year.  Employees should immediately notify their supervisor and Human Resources of their notice of jury duty.

· Military leave for temporary active duty with the military reserve or National Guard will be granted.  Kasino de Komar will makeup the difference between any lost company pay and the military pay earned while on active duty.

· Funeral leave is granted when a death occurs within an employee’s immediate family.  Time off for bereavement should be discussed with either your supervisor or Human Resources.  A reasonable amount of time missed from work will be granted, as appropriate.

Extended Leaves of Absence 

Kasino de Komar realizes that you may have to take time off to meet personal, family, or health needs. A leave of absence may be granted for these reasons.  Any leave of absence must be approved by the Human Resources department.

Employees who work at least part-time for Kasino de Komar are eligible for maternity or paternity leave.  Eligible employees will be granted eight weeks leave with normal pay and benefits during the period surrounding the birth or adoption of a child.  

If circumstances require an employee to be absent from work for longer than the period allowed for maternity or paternity leave, the employee may be eligible for short or long-term disability benefits.  See the 2000 Komar Korporation Benefits Book for details.


  Employment Practices


Attendance

Consistent employee attendance and punctuality are considered integral to the success of Kasino de Komar. It is your responsibility to be at work and on time every workday.

We recognize that personal circumstances may prevent perfect attendance. In the event you may be late or absent for work, please give your supervisor as much advance notice as possible.

Work Hours

Normal workdays are 8 hours long not including lunch.  Standard work hours are 8:00 a.m.-5:00 p.m., with one hour for lunch.  Other arrangements can be made to accommodate telecommuting and special needs.  Kasino de Komar will pay you for any overtime hours worked.

Use of Technology


Kasino de Komar provides employees with computing technology and Internet connections ("facilities") to further its business interests.  Employees should use those facilities appropriately for business.  Employees are expected to exercise care in the use of equipment and report any loss, damages or theft to their supervisor.  Upon termination of employment, employees must return all equipment in his or her possession or control.

Kasino de Komar has the right, but not the duty, to monitor all communications and downloads that pass through its facilities, at its sole discretion. Any information retained on the organization’s facilities may be disclosed to outside parties or to law enforcement authorities.

Employees may not disseminate or knowingly receive harassing, sexually explicit, threatening or illegal information by use of Kasino de Komar’s facilities.  Employees may not download or use material from the Internet or elsewhere in violation of software licenses, or the copyright trademark and patent laws.

Injury/Emergency Procedures

If an employee is injured on the job, Human Resources must be notified as soon as possible.  A First Report of Injury form shall be prepared no later than the next working day, as required by law, and submitted to Human Resources who will also submit the form to Kasino de Komar’s insurance carrier.  Employees will be compensated according to federal Workers’ Compensation laws. If there is a serious injury or episode of illness, a fellow employee should immediately seek emergency medical attention by dialing "911".
Evaluation

Employee evaluations are important in ensuring that Kasino de Komar fulfills its mission.  The performance review is designed to give an objective evaluation of an employee’s job performance, future goals and objectives, and other issues that may be relevant to employment at Kasino de Komar.  

Typically, your supervisor will review your overall job performance at the end of your first twelve months of employment and at twelve-month intervals thereafter.  A written copy of the evaluation will be given to you and kept on file in Human Resources.  If your performance merits, a salary adjustment will accompany your performance review.

Termination
In the event that your employment with Kasino de Komar terminates, submit a letter of resignation to your manager at least two weeks before your last anticipated day of employment.

Prior to your last day you will be asked to provide feedback by completing an exit interview. In most cases that will be done by either your supervisor or a Human Resources representative. Please be as honest as possible as we will use your feedback to improve our business processes.


Medical coverage and benefits may be extended after termination in accordance with the Consolidated Omnibus Budget Reconciliation Act (COBRA).  Your final paycheck will be processed according to the appropriate federal and state guidelines. This check will include your final regular compensation, any accrued unused vacation hours and any hours worked beyond the normal semi-monthly billing cycle that are due to you.

