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Core Policies 
 

 

1.0    Welcome 

1.1    A Welcome Policy 

Welcome! You have just joined a dedicated organization. We hope that your employment with Software 
BOTS Inc, will be rewarding and challenging. We take pride in our employees as well as in the products 
and services we provide. 
 
The Company complies with all federal and state employment laws, and this handbook generally reflects 
those laws. The Company also complies with any applicable local laws, although there may not be an 
express written policy regarding those laws contained in the handbook. 
 
The employment policies and/or benefits summaries in this handbook are written for all employees. When 
questions arise concerning the interpretation of these policies as they relate to employees who are covered 
by a collective-bargaining agreement, the answers will be determined by reference to the actual union 
contract, rather than the summaries contained in this handbook. 
 
Please take the time now to read this handbook carefully. Sign the acknowledgment at the end to show that 
you have read, understood, and agree to the contents of this handbook, which sets out the basic rules and 
guidelines concerning your employment. This handbook supersedes any previously issued handbooks or 
policy statements dealing with the subjects discussed herein. The Company reserves the right to interpret, 
modify, or supplement the provisions of this handbook at any time. Neither this handbook nor any other 
communication by a management representative or other, whether oral or written, is intended in any way to 
create a contract of employment. Please understand that no employee handbook can address every 
situation in the work place. 
 
If you have questions about your employment or any provisions in this handbook, contact Human 
Resources. 
 
We wish you success in your employment here at Software BOTS Inc. 
 
All the best, 
 
Kesava Kunapareddy  
 
President  
 
Software BOTS Inc, 

1.2    At-Will Employment 

Your employment with Software BOTS Inc, is on an "at-will" basis. This means your employment may be 
terminated at any time, with or without notice and with or without cause. Likewise, we respect your right to 
leave the Company at any time, with or without notice and with or without cause. 
 
Nothing in this handbook or any other Company document should be understood as creating a contract, 
guaranteed or continued employment, a right to termination only "for cause," or any other guarantee of 
continued benefits or employment. Only the President has the authority to make promises or negotiate with 
regard to guaranteed or continued employment, and any such promises are only effective if placed in 
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writing and signed by the President. 
 
If a written contract between you and the Company is inconsistent with this handbook, the written contract 
is controlling. 
Nothing in this handbook will be interpreted, applied, or enforced to interfere with, restrain, or coerce 
employees in the exercise of their rights under Section 7 of the National Labor Relations Act. 

2.0    Introductory Language and Policies 

2.1    Ethics Code 

Software BOTS Inc, will conduct business honestly and ethically wherever operations are maintained. We 
strive to improve the quality of our services, products, and operations and will maintain a reputation for 
honesty, fairness, respect, responsibility, integrity, trust, and sound business judgment. Our managers and 
employees are expected to adhere to high standards of business and personal integrity as a representation 
of our business practices, at all times consistent with their duty of loyalty to the Company. 
 
We expect that officers, directors, and employees will not knowingly misrepresent the Company and will not 
speak on behalf of the Company unless specifically authorized. The confidentiality of trade secrets, 
proprietary information, and similar confidential commercially-sensitive information (i.e. financial or sales 
records/reports, marketing or business strategies/plans, product development, customer lists, patents, 
trademarks, etc.) about the Company or operations, or that of our customers or partners, is to be treated 
with discretion and only disseminated on a need-to-know basis (see policies relating to privacy). 
 
Violation of the Code of Ethics can result in discipline, up to and including termination of employment. The 
degree of discipline imposed may be influenced by the existence of voluntary disclosure of any ethical 
violation and whether or not the violator cooperated in any subsequent investigation. 

2.2    Revisions to Handbook 

This handbook is our attempt to keep you informed of the terms and conditions of your employment, 
including Software BOTS Inc, policies and procedures. The handbook is not a contract. The Company 
reserves the right to revise, add, or delete from this handbook as we determine to be in our best interest, 
except the policy concerning at-will employment. When changes are made to the policies and guidelines 
contained herein, we will endeavor to communicate them in a timely fashion, typically in a written 
supplement to the handbook or in a posting on company bulletin boards. 

3.0    Hiring and Orientation Policies 

3.1    Conflicts of Interest 

Software BOTS Inc, is concerned with conflicts of interest that create actual or potential job-related 
concerns, especially in the areas of confidentiality, customer relations, safety, security, and morale. If there 
is any actual or potential conflict of interest between you and a competitor, supplier, distributor, or 
contractor to the Company, you must disclose it to your Manager. If an actual or potential conflict of interest 
is determined to exist, the Company will take such steps as it deems necessary to reduce or eliminate this 
conflict. 

3.2    New Hires and Introductory Periods 

The first 90 days of your employment is considered an introductory period. During this period, you will 
become familiar with Software BOTS Inc, and your job responsibilities, and we will have the opportunity to 
monitor the quality and value of your performance and make any necessary adjustments in your job 
description or responsibilities. Your introductory period with the Company can be shortened or lengthened 
as deemed appropriate by management and Human Resources. Completion of this introductory period 
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does not imply guaranteed or continued employment. Nothing that occurs during or after this period should 
be construed to change the nature of the "at-will" employment relationship. 

3.3    Employment Authorization Verification 

New hires will be required to complete Section 1 of federal Form I-9 on the first day of paid employment 
and must present acceptable documents authorized by the U.S. Citizenship and Immigration Services 
proving identity and employment authorization no later than the third business day following the start of 
employment with Software BOTS Inc,. If you are currently employed and have not complied with this 
requirement or if your status has changed, inform your Manager. 
 
If you are authorized to work in this country for a limited period of time, you will be required to submit proof 
of renewed employment eligibility prior to expiration of that period to remain employed by the Company. 

4.0    Wage and Hour Policies 

4.1    Attendance Policy 

If you know ahead of time that you will be absent or late, provide reasonable advance notice to your 
Manager. You may be required to provide documentation of any medical or other excuse for being absent 
or late where permitted by applicable law. 
 
Software BOTS Inc, reserves the right to apply unused vacation, sick time, or other paid time off to 
unauthorized absences where permitted by applicable law. Absences resulting from approved leave, 
vacation, or legal requirements are exceptions to the policy. 

4.2    Job Abandonment 

If you fail to show up for work or fail to call in with an acceptable reason for the absence for a period of 
three consecutive days, you will be considered to have abandoned your job and voluntarily resigned from 
Software BOTS Inc,. 

4.3    Paycheck Deductions 

Software BOTS Inc, is required by law to make certain deductions from your pay each pay period. This 
includes income and unemployment taxes, Federal Insurance Contributions Act (FICA) contributions 
(Social Security and Medicare), and any other deductions required under law or by court order for wage 
garnishments. The amount of your tax deductions will depend on your earnings and the information you list 
on your federal Form W-4 and applicable state withholding form. You may also authorize voluntary 
deductions from your paycheck, including contributions for insurance premiums, retirement plans, spending 
accounts, or other services. Your deductions will be reflected in your wage statement. 
 
The Company will not make deductions to your pay that are prohibited by federal, state, or local law. If you 
have any questions about deductions from your pay, contact your Manager. You will be reimbursed in full 
for any isolated, inadvertent, or improper deductions, as defined by law. If an error is found, you will receive 
an immediate adjustment, which will be paid no later than your next regular payday. 

4.4    Recording Time 

Software BOTS Inc, is required by applicable federal, state, and local laws to keep accurate records of 
hours worked by certain employees. To ensure that the Company has complete and accurate time records 
and that employees are paid for all hours worked, nonexempt employees are required to record all working 
time using Company time cards. Exempt employees may also be required to track days or time worked. 
Speak with your Manager for specific instructions. 
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You must accurately record all of your time to ensure you are paid for all hours worked, and must follow 
established Company procedures for recording your hours worked. Time must be recorded as follows: 

• Immediately before starting your shift. 

• Immediately after finishing work, before your meal period. 

• Immediately before resuming work, after your meal period. 

• Immediately after finishing work. 

• Immediately before and after any other time away from work. 

Time sheets are to be turned submitted via email to timesheets@swbots.com at the end of the month. 
 
Notify the Human Resource Manager of any pay discrepancies, unrecorded or misrecorded work hours, or 
any involuntarily missed meal or break periods. 
 
Falsifying time entries is strictly prohibited. Falsifying time entries includes working "off the clock." If you 
falsify your own time records, or the time records of co-workers, or if you work off the clock, you will be 
subject to discipline up to and including termination. Immediately report to the Human Resource Manager 
any employee, supervisor, or manager who falsifies your time entries or encourages or requires you to 
falsify your time entries or work off the clock. 

4.5    Travel Expenses 

The purpose of this policy is to define approved business travel expenses and the authority for incurring 
and approving such expenses at Software BOTS Inc. 
 
Travel expenses are the reasonable and necessary expenses incurred by employees when traveling on 
approved Software BOTS Inc, business trips. Travel is limited to business activities for which other means 
of communication is inadequate and for which prior approval from your Manager has been received. Your 
need to Travel for work is subject to approval by the Human Resource Manager and will be approved on a 
case by case basis. 

Advances 

The Company does not generally provide cash travel advances. Normally, you will be expected to use 
personal credit cards and/or your own cash and submit approved expenses on the standard Expense 
Report Form. 

Travel Expenses 

The Company pays the actual amounts incurred for appropriate expenses when you are on travel 
assignments. Examples of typical expenses include the following: 

• Airline tickets. 

• Meals and lodging. 

• Car rental, bus, taxi, parking. 

• Telephone and fax. 

• Laundry and dry cleaning (trips exceeding one week only, unless emergency). 

• Business supplies and services. 

• Associated gratuities. 

• Other expenses necessary to achieve the business purposes. 

Air Travel 

Use economy or tourist class airfares when traveling on Company business. In addition, private, 
noncommercial aircraft or chartered aircraft is not to be used, and no more than two Company officers 
should travel together on the same flight. 
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Airfares are to be charged to personal credit cards and subsequently submitted for reimbursement on a 
monthly expense report. 

Hotels 

Neither in-room movies nor refreshment bars are approved Company expenses. 

Insurance 

The Company does not pay for personal travel insurance for employees. 

Rental Cars 

You are to use rental firms having existing relationships with the Company and, where feasible, have 
negotiated discount rates. Available reasonable transportation is to be used. 

Personal Vehicles 

When using your own vehicle for business purposes, you must maintain insurance coverage as required by 
law. Travel between your home and primary office is not considered to be business travel. You may not use 
your personal vehicle for business travel without authorization. Every attempt should be made to utilize the 
use of courier and delivery services in order to avoid hazard of liability and the time away from work. You 
will be reimbursed for vehicle use at the standard IRS mileage rate. The Human Resource Manager must 
authorize any deviation from this policy. 

Reporting 

Report approved expenses and include a description of the expense, its business purpose, date, place, and 
the participants. 

Travel Reservations 

Airline travel, rental cars, and hotels must be booked through the corporate designated travel agency in 
order to be reimbursed. 

4.6    Use of Employer Credit Cards 

All employees in the possession of a credit card issued by Software BOTS Inc, will adhere to the strictest 
guidelines of responsibility for the protection and proper use of that card. Credit card purchases related to 
Company vehicle use (gas, oil, etc.) under $100 do not require prior approval. Credit card purchases for 
vehicle use over $100 and any other business purchases over $25 must receive prior approval from your 
Manager. 
 
Submit all sales receipts generated by use of the Company credit card monthly to Accounts Receivable and 
the Human Resource Manager. Your Company credit card may not be used for personal reasons. Use of 
the Company credit card is restricted to approved business-related expenses. 
 
Any unauthorized purchases made with a credit card issued by the Company will be the cardholder's 
responsibility. You must reimburse any such purchase to the Company within 30 days. 
 
Immediately report lost or stolen Company cards to your Manager. Failure to follow this policy may result in 
disciplinary action up to and including discharge. 
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5.0    Performance, Discipline, Layoff, and Termination 

5.1    Open Door/Conflict Resolution Policy 

Software BOTS Inc, Inc strives to provide a comfortable, productive, legal, and ethical work environment. 
To this end, we want you to bring any problems, concerns, or grievances you have about the work place to 
the attention of your Manager and, if necessary, to Human Resources or upper level management. To help 
manage conflict resolution we have instituted the following problem solving procedure: 
 
If you believe there is inappropriate conduct or activity on the part of the Company, management, its 
employees, vendors, customers, or any other persons or entities related to the Company, bring your 
concerns to the attention of your Manager at a time and place that will allow the person to properly listen to 
your concern. Most problems can be resolved informally through dialogue between you and your immediate 
Manager. If you have already brought this matter to the attention of your Manager before and do not 
believe you have received a sufficient response, or if you believe that person is the source of the problem, 
present your concerns to Human Resources or upper level management. Describe the problem, those 
persons involved in the problem, efforts you have made to resolve the problem, and any suggested solution 
you may have. 

5.2    Performance Improvement 

Software BOTS Inc, will make efforts to periodically review your work performance. The performance 
improvement process will take place annually based on your hire date. You may specifically request that 
your Manager assist you in developing a performance improvement plan at any time. 
 
The performance improvement process is a means for increasing the quality and value of your work 
performance. Your initiative, effort, attitude, job knowledge, and other factors will be addressed. You must 
understand that a positive job performance review does not guarantee a pay raise or continued 
employment. Pay raises and promotions are based on numerous factors, only one of which is job 
performance. 

5.3    Post-Employment References 

Software BOTS Inc, policy is to confirm dates of employment and job title only. With written authorization, 
the Company will confirm compensation. Forward any requests for employment verification to Human 
Resource Manager. 

5.4    Promotions 

To match you with the job for which you are best suited and to meet the business needs of Software BOTS 
Inc, you may be transferred from your current job. It is our policy to promote from within only when the most 
qualified candidate is available. Promotions are made on an equal opportunity basis according to 
employees possessing the needed skills, education, experience, and other qualifications that are required 
for the job. 

5.5    Resignation Policy 

Software BOTS Inc, hopes that your employment with the Company will be a mutually rewarding 
experience; however, the Company acknowledges that varying circumstances can cause you to resign 
employment. The Company intends to handle any resignation in a professional manner with minimal 
disruption to the workplace. 

Notice 

The Company requests that you provide a minimum of two weeks' notice of your resignation. If you are a 
Manager, you are requested to provide a minimum of four weeks' notice. Provide a written resignation letter 
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to your Manager. If you provide less notice than requested, the Company may deem you to be ineligible for 
rehire, depending on the circumstances of the notice given. 
 
The Company reserves the right to provide you with pay in lieu of notice in situations where job or business 
needs warrant. 

Final Pay 

The Company will pay separated employees in accordance with applicable laws and other sections of this 
handbook. 
 
Notify the Company if your address changes during the calendar year in which resignation occurs to ensure 
tax information is sent to the correct address. 

Return of Property 

Return all Company property at the time of separation, including list items to be returned, such as uniforms, 
cellphones, keys, tools, laptops, credit cards, and identification cards. Failure to return some items may 
result in deductions from your final paycheck where state law allows. In some circumstances, the Company 
may pursue criminal charges for failure to return Company property. 

5.6    Standards of Conduct 

Software BOTS Inc, wishes to create a work environment that promotes job satisfaction, respect, 
responsibility, integrity, and value for all our employees, clients, customers, and other stakeholders. We all 
share in the responsibility of improving the quality of our work environment. By deciding to work here, you 
agree to follow our rules. 
 
While it is impossible to list everything that could be considered misconduct in the workplace, what is 
outlined here is a list of common-sense infractions that could result in discipline, up to and including 
immediate termination of employment. This policy is not intended to limit our right to discipline or discharge 
employees for any reason permitted by law. 
 
Examples of inappropriate conduct include: 

• Violation of the policies and procedures set forth in this handbook. 

• Possessing, using, distributing, selling, or negotiating the sale of illegal drugs or other controlled 
substances. 

• Being under the influence of alcohol during working hours on Company property (including in 
Company vehicles), or on Company business. 

• Inaccurate reporting of the hours worked by you or any other employees. 

• Providing knowingly inaccurate, incomplete, or misleading information when speaking on behalf of 
the Company or in the preparation of any employment-related documents including, but not limited 
to, job applications, personnel files, employment review documents, intra-company communications, 
or expense records. 

• Taking or destroying Company property. 

• Possession of potentially hazardous or dangerous property (where not permitted) such as firearms, 
weapons, chemicals, etc., without prior authorization. 

• Fighting with, or harassment of (as defined in our EEO policy), any fellow employee, vendor, or 
customer. 

• Disclosure of Company trade secrets and proprietary and confidential commercially-sensitive 
information (i.e. financial or sales records/reports, marketing or business strategies/plans, product 
development information, customer lists, patents, trademarks, etc.) of the Company or its 
customers, contractors, suppliers, or vendors. 

• Refusal or failure to follow directions or to perform a requested or required job task. 

• Refusal or failure to follow safety rules and procedures. 

• Excessive tardiness or absences. 

• Smoking in non-designated areas. 
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• Working unauthorized overtime. 

• Solicitation of fellow employees on Company premises during working hours. 

• Failure to dress according to Company policy. 

• Use of obscene or harassing (as defined by our EEO policy) language in the workplace. 

• Engaging in outside employment that interferes with your ability to perform your job at this 
Company. 

• Gambling on Company premises. 

• Lending keys or keycards to Company property to unauthorized persons. 

Nothing in this policy is intended to limit your rights under the National Labor Relations Act, or to modify the 
at-will employment status where at-will is not prohibited by state law. 

6.0    General Policies 

6.1    Authorization for Use of Personal Vehicle 

All employees required to operate a motor vehicle as part of their employment duties must maintain a valid 
driver's license, acceptable driving record, and appropriate insurance coverage. Software BOTS Inc, may 
run a motor vehicle department check to determine your driving record. It is your responsibility to provide a 
copy of your current driver's license and insurance coverage for your personnel file. Any changes in your 
driving record, including, but not limited to, driving infractions or changes to your insurance policy, must be 
reported to the Company. 
 
If you use your personal vehicle in the course and scope of employment, you may not operate such vehicle 
while: 

1. Under the influence of drugs, alcohol, or any other substance that might impair your judgment or 
ability to drive; or 

2. Texting, emailing, or otherwise using a cell phone or other handheld device without utilizing a 
hands-free device. 

6.2    Computer Security and Copying of Software 

Software programs purchased and provided by Software BOTS Inc,  are to be used only for creating, 
researching, and processing materials for Company use. By using Company hardware, software, and 
networking systems you assume personal responsibility for their use and agree to comply with this policy 
and other applicable Company policies, as well as city, state, and federal laws and regulations. 
 
All software acquired for or on behalf of the Company, or developed by Company employees or contract 
personnel on behalf of the Company, is and will be deemed Company property. It is the policy of the 
Company to respect all computer software rights and to adhere to the terms of all software licenses to 
which the Company is a party. The Human Resource Manager is responsible for enforcing these 
guidelines. 
 
You may not illegally duplicate any licensed software or related documentation. Unauthorized duplication of 
software may subject you and/or the Company to both civil and criminal penalties under the United States 
Copyright Act. To purchase software, obtain your manager's approval. All software acquired by the 
Company must be purchased through the Human Resource Manager. 
 
You may not duplicate, copy, or give software to any outsiders including clients, contractors, customers, 
and others. You may use software on local area networks or on multiple machines only in accordance with 
applicable license agreements entered into by the Company. 
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6.3    Driving Record 

All employees required to operate a motor vehicle as part of their employment duties at Software BOTS 
Inc, must maintain a valid driver's license and acceptable driving record. The Company may run a motor 
vehicle department check to determine your driving record. It is your responsibility to provide a copy of your 
current driver's license for your personnel file. Any changes in your driving record, including but not limited 
to driving infractions, must be reported to the Company. 
 
State law requires all motorists to carry auto liability insurance. It is against the law to drive without 
insurance. If you use your own vehicle as a part of your employment duties, you must provide management 
with a current proof of insurance statement or card. New proof of insurance is required every time your 
policy expires and renews. 

6.4    Non-solicitation/Non-distribution Policy 

To avoid disruption of business operations or disturbance of employees, visitors, and others, Software 
BOTS Inc, has implemented a Non-solicitation/Non-distribution Policy. For purposes of this policy, 
"solicitation" includes, but is not limited to, selling items or services, requesting contributions, and soliciting 
or seeking to obtain membership in or support for any organization. Solicitation performed through verbal, 
written, or electronic means is covered by the Non-solicitation/Non-distribution Policy. 
 
You are prohibited from soliciting other employees during your assigned working time. For this purpose, 
working time means time during which either you or the employees who are the object of the solicitation are 
expected to be actively engaged with assigned work. You may conduct solicitations during your lunch 
period, coffee breaks, or other authorized nonworking time, so long as you do so when the other 
employees are also on nonworking time. 
 
To avoid inappropriate litter, clutter, and safety risks, you may not distribute literature or other items that are 
not work related in working areas at any time. Working areas do not include break/rest areas, lunch rooms, 
or parking lots. Electronic distribution of materials is prohibited during work time. Literature that violates the 
company's equal employment opportunity (EEO) and non-harassment policies (including threats of 
violence), or is knowingly and recklessly false, is never permitted. Non-employees are not permitted to 
distribute materials on company premises at any time. 
 
This policy is not intended to restrict the statutory rights of employees, including the right to discuss terms 
and conditions of employment. 
 
Violations of this policy should be reported to your Manager. 

6.5    Personal Appearance 

Your personal appearance reflects on the reputation, integrity, and public image of Software BOTS Inc. All 
employees are required to report to work neatly groomed and dressed. You are expected to maintain 
personal hygiene habits that are generally accepted in the community, including clean clothing, good 
grooming and personal hygiene, and appropriate attire for the workplace and the work being performed. 
This may include wearing uniforms or protective safety clothing and equipment, depending upon the job. 
Use common sense and good judgment in determining what to wear to work. 
 
Fragrant products, including but not limited to perfumes, colognes, and scented body lotions or hair 
products, should be used in moderation out of concern for others with sensitivities or allergies. 
 
The Company, in accordance with applicable law, will reasonably accommodate employees with disabilities 
or religious beliefs that make it difficult for them to comply fully with the personal appearance policy unless 
doing so would impose an undue hardship on the Company. Contact your Manager to request a 
reasonable accommodation. 
 
Failure to comply with the personal appearance standards may result in being sent home to groom or 
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change clothes. Frequent violations may result in disciplinary action, up to and including termination of 
employment. 

6.6    Personal Data Changes 

It is your obligation to provide Software BOTS Inc, Inc with your current contact information, including 
current mailing address and telephone number. Inform the Company of any changes to your marital or tax 
withholding status. Failure to do so may result in loss of benefits or delayed receipt of W-2 and other 
mailings. To make changes to this information, contact the Human Resource Manager. 

6.7    Social Media Policy 

At Software BOTS Inc, we recognize the Internet provides unique opportunities to participate in interactive 
discussions and share information using a wide variety of social media. However, use of social media also 
presents certain risks and carries with it certain responsibilities. To minimize risks to the Company, you are 
expected to follow our guidelines for appropriate use of social media. 
 
This policy applies to all employees who work for the Company. 

Guidelines 

For purposes of this policy, social media includes all means of communicating or posting information or 
content of any sort on the Internet, including to your own or someone else's web log or blog, journal or 
diary, personal website, social networking or affinity website, web bulletin board or a chat room, whether 
associated or affiliated with the Company, as well as any other form of electronic communication. 
 
Company principles, guidelines, and policies apply to online activities just as they apply to other areas of 
work. Ultimately, you are solely responsible for what you communicate in social media. You may be 
personally responsible for any litigation that may arise should you make unlawful defamatory, slanderous, 
or libelous statements against any customer, manager, owner, or employees of the Company. 

Know and Follow the Rules 

Ensure your postings are consistent with these guidelines. Postings that include unlawful discriminatory 
remarks, harassment, and threats of violence or other unlawful conduct will not be tolerated and may 
subject you to disciplinary action up to and including termination. 

Be Respectful 

The Company cannot force or mandate respectful and courteous activity by employees on social media 
during nonworking time. If you decide to post complaints or criticism, avoid using statements, photographs, 
video, or audio that reasonably could be viewed as unlawful, slanderous, threatening, or that might 
constitute unlawful harassment. Examples of such conduct might include defamatory or slanderous posts 
meant to harm someone's reputation or posts that could contribute to a hostile work environment on the 
basis of race, sex, disability, age, national origin, religion, veteran status, or any other status or class 
protected by law or Company policy. Your personal posts and social media activity should not reflect upon 
or refer to the Company. 

Maintain Accuracy and Confidentiality 

When posting information: 

• Maintain the confidentiality of trade secrets, intellectual property, and confidential commercially-
sensitive information (i.e. financial or sales records/reports, marketing or business strategies/plans, 
product development, customer lists, patents, trademarks, etc.) related to the Company. 

• Do not create a link from your personal blog, website, or other social networking site to a Company 
website that identifies you as speaking on behalf of the Company. 
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• Never represent yourself as a spokesperson for the Company. If the Company is a subject of the 
content you are creating, do not represent yourself as speaking on behalf of the Company. Make it 
clear in your social media activity that you are speaking on your own behalf. 

• Respect copyright, trademark, third-party rights, and similar laws and use such protected 
information in compliance with applicable legal standards. 

Using Social Media at Work 

Do not use social media while on your work time, unless it is work related as authorized by your manager 
or consistent with policies that cover equipment owned by the Company. 

 

Media Contacts 

If you are not authorized to speak on behalf of the Company, do not speak to the media on behalf of the 
Company. Direct all media inquiries for official Company responses to the President. 

Retaliation and Your Rights 

Retaliation or any other negative action is prohibited against anyone who, based on a reasonable belief, 
reports a possible deviation from this policy or cooperates in an investigation. Those who retaliate against 
others for reporting a possible deviation from this policy or for cooperating in an investigation will be subject 
to disciplinary action, up to and including termination. 
 
Nothing in this policy is designed to interfere with, restrain, or prevent employees from communications 
regarding wages, hours, or other terms and conditions of employment, or to restrain employees in 
exercising any other right protected by law. All employees have the right to engage in or refrain from such 
activities. 

6.8    Third Party Disclosures 

From time to time, Software BOTS Inc, may become involved in news stories or potential or actual legal 
proceedings of various kinds. When that happens, lawyers, former employees, newspapers, law 
enforcement agencies, and other outside persons may contact our employees to obtain information about 
the incident or the actual or potential lawsuit. 
 
If you receive such a contact, you should not speak on behalf of the Company and should refer any call 
requesting the position of the Company to the President. If you have any questions about this policy or are 
not certain what to do when such a contact is made, contact the President. 

6.9    Use of Company Technology 

This policy is intended to provide Software BOTS Inc, employees with the guidelines associated with the 
use of the Company information technology (IT) resources and communications systems. 
 
This policy governs the use of all IT resources and communications systems owned by or available at the 
Company, and all use of such resources and systems when accessed using your own devices, including 
but not limited to: 

• Email systems and accounts. 

• Internet and intranet access. 

• Telephones and voicemail systems, including wired and mobile phones, smartphones, and pagers. 

• Printers, photocopiers, and scanners. 

• Fax machines, e-fax systems, and modems. 

• All other associated computer, network, and communications systems, hardware, peripherals, and 
software, including network key fobs and other devices. 
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• Closed-circuit television (CCTV) and all other physical security systems and devices, including 
access key cards and fobs. 

General Provisions 

Company IT resources and communications systems are to be used for business purposes only unless 
otherwise permitted under applicable law. 
 
All content maintained in Company IT resources and communications systems are the property of the 
Company. Therefore, employees should have no expectation of privacy in any message, file, data, 
document, facsimile, telephone conversation, social media post, conversation, or any other kind or form of 
information or communication transmitted to, received, or printed from, or stored or recorded on Company 
electronic information and communications systems. 
 
The Company reserves the right to monitor, intercept, and/or review all data transmitted, received, or 
downloaded over Company IT resources and communications systems in accordance with applicable law. 
Any individual who is given access to the system is hereby given notice that the Company will exercise this 
right periodically, without prior notice and without prior consent. 
 
The interests of the Company in monitoring and intercepting data include, but are not limited to: protection 
of Company trade secrets, proprietary information, and similar confidential commercially-sensitive 
information (i.e. financial or sales records/reports, marketing or business strategies/plans, product 
development, customer lists, patents, trademarks, etc.); managing the use of the computer system; and/or 
assisting employees in the management of electronic data during periods of absence. 
 
You should not interpret the use of password protection as creating a right or expectation of privacy, nor 
should you have a right or expectation of privacy regarding the receipt, transmission, or storage of data on 
Company IT resources and communications systems. 
 
Do not use Company IT resources and communications systems for any matter that you would like to be 
kept private or confidential. 

Violations 

If you violate this policy, you will be subject to corrective action, up to and including termination of 
employment. If necessary, the Company will also advise law enforcement officials of any illegal conduct. 

6.10    Workplace Privacy and Right to Inspect 

Software BOTS Inc, property, including but not limited to lockers, phones, computers, tablets, desks, work 
place areas, vehicles, or machinery, remains under the control of the Company and is subject to inspection 
at any time, without notice to any employees, and without their presence. 
 
You should have no expectation of privacy in any of these areas. We assume no responsibility for the loss 
of, or damage to, your property maintained on Company premises including that kept in lockers and desks. 

7.0    Benefits 

7.1    Dental Insurance 

All regular full-time employees at Software BOTS Inc,are eligible for the Company dental plan immediately 
upon hire. Dental plan benefits are described in detail in the Summary Plan Description (SPD). 

7.2    Employee Assistance Program (EAP) 

Software BOTS Inc, provides confidential assistance through its employee assistance program (EAP) to all 
eligible employees. The EAP provides confidential access to professional counseling services for help with 
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personal concerns that may impact job performance. These concerns may include, but are not limited to, 
health, marital, family, financial, legal, emotional, alcohol abuse, and drug use. The EAP can help assess 
the problem, offer guidance, and provide a referral to quality care. 
 
Voluntary participation in the EAP will not jeopardize your opportunities for promotion or employment. You 
can contact the EAP directly. Any information about your contact, participation, or any recommended 
treatment is confidential and will not be disclosed to the Company. 
 
In certain circumstances, you may be referred to the EAP by your Manager due to job performance issues. 
 
EAP services are available to eligible participants without charge; however, the cost of referrals to 
treatment or rehabilitation is your responsibility if it is not completely covered by insurance. 
 
EAP services can be initiated by contacting the EAP service provider, ENI, at: 1-800-960-5371. 
www.eniweb.com. 

7.3    Exempt Personnel 

If you are classified as exempt at the time of your hiring, you are not eligible for overtime pay as otherwise 
required by federal, state, or local laws. If you have a question regarding whether you are exempt or 
nonexempt, contact your Manager for clarification. 

7.4    Health Insurance Policy 

Software BOTS Inc, offers group health insurance benefits to all eligible full-time employees and their 
eligible dependents immediately upon hire. Health plan benefits are described in detail in the Summary 
Plan Description (SPD), which may be obtained from Human Resource Manager. 
 
Your group health benefits are paid in part by the Company. The remainder of the costs are paid by you 
through deductions from your paycheck. 
 
Benefits may be canceled or changed at the discretion of the Company, unless otherwise prohibited by law. 
 
If you or a dependent become ineligible for benefits due to a change in work hours or through a life event, 
or you leave employment with us, you may have the right to continue your health benefits under federal or 
state law. In such event, the Company will provide you with information about your rights to continue your 
benefits coverage. 

7.5    Nonexempt Personnel 

If you are classified as nonexempt at the time of your hiring, you will be eligible for minimum wage and 
overtime pay in accordance with federal, state, and local laws. If you have a question regarding whether 
you are exempt or nonexempt, contact your Manager for clarification. 

7.6    Regular Full-Time Personnel 

Regular full-time employees are those who have completed their introductory period and are regularly 
scheduled to work more than [[30]] hours per week. Unless stated otherwise or specifically permitted by 
law, all the benefits provided to employees at Software BOTS Inc, are for regular full-time employees only. 
This includes vacation, holiday pay, health insurance, and other benefits coverage. 

7.7    Regular Part-Time Personnel 

All employees who work fewer than [[#]] hours per week are considered part time. Part-time employees are 
not eligible for Software BOTS Inc, benefits unless specified otherwise in this handbook, in the benefit plan 
summaries, or specifically permitted by law. 
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7.8    Unemployment Compensation Insurance Policy 

Unemployment compensation insurance is paid for by Software BOTS Inc, and provides temporary income 
for employees who have lost their job under certain circumstances. Your eligibility for unemployment 
compensation will, in part, be determined by the reasons for your separation from the Company. 

7.9    Vision Care Insurance 

All regular full-time employees at Software BOTS Inc, Inc are eligible for the Company vision care plan 
immediately upon hire. Vision care plan benefits are described in detail in the Summary Plan Description 
(SPD). 

7.10    Workers' Compensation Insurance Policy 

Workers' compensation is a no-fault system designed to provide benefits to all employees for work-related 
injuries. Workers' compensation insurance coverage is paid for by employers and governed by state law. 
The workers' compensation system provides for coverage of medical treatment and expenses, occupational 
disability leave, and rehabilitation services, as well as payment for lost wages due to work related injuries. If 
you are injured on the job while working at Software BOTS Inc,no matter how slightly, you are to report the 
incident immediately to your Manager. Consistent with applicable state law, failure to report an injury within 
a reasonable period of time could jeopardize your claim for benefits. 
 
To receive workers' compensation benefits, notify your Manager immediately of your claim. If your injury is 
the result of an on-the-job accident, you must fill out an accident report. You will be required to submit a 
medical release before you can return to work. 

7.11    Military Leave (USERRA) 

Software BOTS Inc, complies with applicable federal and state law regarding military leave and re-
employment rights. Unpaid military leave of absence will be granted to members of the uniformed services 
in accordance with the Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA; 
with amendments) and all applicable state law. You must submit documentation of the need for leave to the 
Human Resource Manager. When returning from military leave of absence, you will be reinstated to your 
previous position or a similar position, in accordance with state and federal law. You must notify the Human 
Resource Manager of your intent to return to employment based on requirements of the law. For more 
information regarding status, compensation, benefits, and reinstatement upon return from military leave, 
contact the Human Resource Manager. 

8.0    Safety and Loss Prevention 

8.1    Drug and Alcohol Policy 

Software BOTS Inc, is committed to providing a safe, healthy, and productive work environment. Consistent 
with this commitment, it is the intent of the Company to maintain a drug and alcohol-free workplace. Being 
under the influence of alcohol, illegal drugs (as classified under federal, state, or local laws), or other 
impairing substances while on the job may pose a serious health and safety risk to others, and will not be 
tolerated. 

Prohibited Conduct 

The Company expressly prohibits employees from engaging in the following activities when they are on 
duty or conducting Company business or on Company premises (whether or not they are working): 

• The use, abuse, or being under the influence of alcohol, illegal drugs, or other impairing substances. 

• The possession, sale, purchase, transfer, or transit of any illegal or unauthorized drug, including 
prescription medication that is not prescribed to the individual, or drug-related paraphernalia. 
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• The illegal use or abuse of prescription drugs. 

While the use of marijuana has been legalized under some state laws for medicinal and/or recreational 
uses, it remains an illegal drug under federal law. The Company does not discriminate against employees 
solely on the basis of their lawful off-duty use of marijuana. You may not consume or be under the influence 
of marijuana while on duty or at work. If you have a valid prescription for medical marijuana, refer to the 
Company Disability Accommodation policy for additional information. 
 
Nothing in this policy is meant to prohibit your appropriate use of over-the-counter medication or other 
medication that can legally be prescribed under both federal and state law, if it does not impair your job 
performance or safety or the safety of others.  

 

If you take over-the-counter medication or other medication that can legally be prescribed under both 
federal and state law to treat a disability, inform your Manager if you believe the medication may impair 
your job performance, safety, or the safety of others or if you believe you need a reasonable 
accommodation before reporting to work while under the influence of that medication. 
 
Employer-Sponsored Events 
 
From time to time, the Company may sponsor social or business-related events where alcohol may be 
served. This policy does not prohibit the use or consumption of alcohol at these events. However, if you 
choose to consume alcohol at such events, you must do so responsibly and maintain your obligation to 
conduct yourself properly and professionally at all times. 
 
Treatment and/or Rehabilitation 
 
The Company may assist you in seeking treatment or rehabilitation for drug or alcohol dependency. In such 
cases, the Company may consider your continued employment as long as concerns regarding safety, 
health, production, communication, or other work-related matters are adequately addressed. The Company 
may also require you to obtain a medical clearance and agree to random testing and a "one-strike" rule as 
a condition of continued employment. 

Violations 

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

8.2    General Safety Policy 

It is the responsibility of all Software BOTS Inc, employees to maintain a healthy and safe work 
environment. Report all safety hazards and occupational illnesses or injuries to your Manager as soon as 
reasonably possible and complete an occupational illness or injury form as needed. Failure to follow the 
Company health and safety rules may result in disciplinary action, up to and including termination of 
employment. 

8.3    Policy Against Workplace Violence 

As the safety and security of our employees, vendors, contractors, and the general public is in the best 
interests of Software BOTS Inc, we are committed to working with our employees to provide a work 
environment free from violence, intimidation, and other disruptive behavior. 

Zero Tolerance Policy 

The Company has a zero-tolerance policy regarding workplace violence and will not tolerate acts or threats 
of violence, harassment, intimidation, and other disruptive behavior, either physical or verbal, that occurs in 
the workplace or other areas. This applies to management, co-workers, employees, and non-employees 
such as contractors, customers, and visitors. 
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Workplace violence can include oral or written statements, gestures, or expressions that communicate a 
direct or indirect threat of physical harm, damage to property, or any intentional behavior that may cause a 
person to feel threatened. 

Prohibited Conduct 

Prohibited conduct includes, but is not limited to: 

• Physically injuring another person. 

• Threatening to injure a person or damage property by any means, including verbal, written, direct, 
indirect, or electronic means. 

• Taking any action to place a person in reasonable fear of imminent harm or offensive contact. 

• Possessing, brandishing, or using a firearm on Company property or while performing Company 
business except as permitted by state law. 

• Violating a restraining order, order of protection, injunction against harassment, or other court order. 

Reporting Incidents of Violence 

Report to the Human Resource Manager, in accordance with this policy, any behavior that compromises 
our ability to maintain a safe work environment. All reports will be investigated immediately and kept 
confidential, except where there is a legitimate need to know. You are expected to cooperate in any 
investigation of workplace violence. 

Violations 

Violating this policy may subject you to criminal charges as well as discipline up to and including immediate 
termination of employment. 

Retaliation 

Victims and witnesses of workplace violence will not be retaliated against in any manner. In addition, you 
will not be subject to discipline for, based on a reasonable belief, reporting a threat or for cooperating in an 
investigation. 
 
If you initiate, participate, are involved in retaliation, or obstruct an investigation into conduct prohibited by 
this policy, you will be subject to discipline up to and including termination. 
 
If you believe you have been wrongfully retaliated against, immediately report the matter to the Human 
Resource Manager. 

9.0    Trade Secrets and Inventions 

9.1    Confidentiality and Nondisclosure of Trade Secrets 

As a condition of employment, Software BOTS Inc, employees are required to protect the confidentiality of 
Company trade secrets, proprietary information, and confidential commercially-sensitive information (i.e. 
financial or sales records/reports, marketing or business strategies/plans, product development, customer 
lists, patents, trademarks, etc.) related to the Company. Access to this information should be limited to a 
"need to know" basis and should not be used for personal benefit, disclosed, or released without prior 
authorization from management. 
 
If you have information that leads you to suspect that employees are sharing such information in violation of 
this policy and/or competitors are obtaining such information, you are required to inform your Manager or 
appropriate department. 
 
Violation of this policy may result in disciplinary action up to and including termination, and may subject the 
violator to civil liability. 
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10.0    Customer Relations 

10.1    Customer, Client, and Visitor Relations 

Software BOTS Inc, strives to provide the best products and services possible to our customers and clients. 
Our customers and clients support this business and generate your wages. You are expected to treat every 
customer, client, or visitor with the utmost respect and courtesy during your working time. You should never 
argue or act in a disrespectful manner towards a visitor or customer during your working time. If you are 
having problems with a customer, client, or visitor, notify your Manager immediately. If a customer, client, or 
visitor voices a suggestion, complaint, or concern regarding our products or services, inform your Manager 
or a member of management. Lastly, make every effort to be prompt in following up on customer, client, or 
visitor orders or questions. Positive customer, client, and visitor relations will go a long way to establishing 
our Company as a leader in its field. 
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Closing Statement 
 

 

Thank you for reading our handbook. We hope it has provided you with an understanding of our mission, 
history, and structure as well as our current policies and guidelines. We look forward to working with you to 
create a successful Company and a safe, productive, and pleasant workplace. 
 
Kesava Kunapareddy, President 
 
Software BOTS Inc 
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Acknowledgment of Receipt and Review 
 

 

By signing below, I acknowledge that I have received a copy of the Software BOTS Inc, Employee 
Handbook (handbook) and that I have read it, understand it, and agree to comply with it. I understand that 
the Company has the maximum discretion permitted by law to interpret, administer, change, modify, or 
delete the rules, regulations, procedures, and benefits contained in the handbook at any time with or 
without notice. No statement or representation by a supervisor, manager, or any other employee, whether 
oral or written, can supplement or modify this handbook. Changes can only be made if approved in writing 
by the President of the Company. I also understand that any delay or failure by the Company to enforce 
any rule, regulation, or procedure contained in the handbook does not constitute a waiver on behalf of the 
Company or affect the right of the Company to enforce such rule, regulation, or procedure in the future. 
 
I understand that neither this handbook nor any other communication by a management representative or 
other, whether oral or written, is intended in any way to create a contract of employment. I further 
understand that, unless I have a written employment agreement signed by an authorized Company 
representative, I am employed "at-will" (to the extent permitted by law) and this handbook does not modify 
my "at-will" employment status. 
 
If I am covered by a written employment agreement (signed by an authorized Company representative) or a 
collective-bargaining agreement that conflicts with the terms of this handbook, I understand that the terms 
of the employment agreement or collective-bargaining agreement will control. 
 
This handbook is not intended to preclude or dissuade employees from engaging in legally protected 
activities under the National Labor Relations Act (NLRA). 
 
This handbook supersedes any previous handbook or policy statements, whether written or oral, issued by 
Software BOTS Inc. 
 
If I have any questions about the content or interpretation of this handbook, I will contact Human 
Resources. 

 

 

[sig|req|signer1]                                                    [date|req|signer1] 
_________________________                           _________________________ 

 Signature                                                                     Date 

 

[text|req|signer1] 
_________________________ 

 Print Name 


