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Vision 
Banking that is simple, transparent and actually helpful. 
 
Profile 
Do just a few things.  Do them exceptionally well. 
Be fanatical about customer experience. 
Fight above our weight class. 
 
Our People 
Are naturally curious. 
Have fun. 
Challenge the status quo. 
Expect to win. 
 
The nbkc way 
Listen intently. 
Strive to simply. 
Embrace the culture. 



 

Key Policies 
Upon hire and on an annual basis, employees are provided a complete copy of the Company’s 
Employee Handbook, Conflict of Interest/Code of Ethics and Information End-User Policy. This 
section is intended only to summarize, not replace those policies. Should any inconsistencies exist 
between the summary and the complete policy, the provisions of the complete policy will 
control.  
 
At-Will Employment 
Your employment with nbkc bank 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.  
 
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. 
 
 
Employee Confidentiality 
The Company takes proactive steps to ensure that all confidential and proprietary information is 
safeguarded. In the normal course of business, employees are exposed to confidential 
information.   
Confidential and proprietary information includes, but is not limited to, company business plans, 
financial information, private information about customers, and customer lists.  This confidential 
information is the property of the Company and may not be used except in the course of 
employment and for business purposes.  Employees are not permitted to remove or make 
copies of any company records, reports or documents without prior management approval.  
The Company reserves the right to discipline or even terminate an employee if confidential 
information is used improperly. 
 
Equal Employment Opportunity/Affirmative Action  
We are committed to providing equal opportunity in all of our employment practices, including 
the selection, hiring, promotion, transfer, and compensation of all qualified applicants and 
employees without regard to race, religion, color, sex, sexual orientation, national origin, 
ancestry, citizenship status, uniform service member status, marital status, pregnancy, age, 
medical condition (cancer-related or HIV/AIDS-related), disability or any other protected status 
in accordance with the requirements of all federal, state, and local laws. 
 
nbkc does not discriminate on the basis of race, color, religion, gender, age, sexual orientation, 
national origin or ancestry, physical or mental disability, marital status, pregnancy, veteran 
status, medical condition, genetic disposition or any other protected status as defined by law.   
 
If any employee believes that any discriminatory action has been taken against himself/herself 
or another employee, they are encouraged to talk with their manager or Human Resources.  The 
Chief People Officer is designated as the bank’s Equal Employment Coordinator who is 
responsible for monitoring all equal employment activity throughout the bank.  The equal 
employment coordinator will ensure that all promotion decisions are in accordance with the 



principles of equal employment opportunity by imposing only valid requirements for promotional 
opportunities. 
The equal employment coordinator will be responsible for monitoring the company’s EEO efforts 
and make recommendations for necessary action to ensure the Company’s EEO objectives are 
met. 
 
Diversity and Inclusion 
The Company is committed to fostering, cultivating and preserving a culture of diversity and 
inclusion. 
 
We embrace and encourage our employees’ differences in age, color, disability, ethnicity, 
family or marital status, gender identity or expression, language, national origin, physical and 
mental ability, political affiliation, race, religion, sexual orientation, socio-economic status, 
veteran status, and other characteristics that make our employees unique. 
 
Our diversity and inclusion initiatives are applicable—but not limited—to our practices and 
policies on recruitment and selection; compensation and benefits; professional development 
and training; promotions; transfers; social and recreational programs; layoffs; terminations; and 
the ongoing development of a work environment built on the premise of gender and diversity 
equity that encourages and enforces: 

• Respectful communication and cooperation between all employees. 
• Teamwork and employee participation, permitting the representation of all groups and 

employee perspectives. 
• Work/life balance through flexible work schedules to accommodate employees’ varying 

needs. 
• Employer and employee contributions to the communities we serve to promote a 

greater understanding and respect for the diversity. 
All employees of the Company have a responsibility to treat others with dignity and respect at 
all times. All employees are expected to exhibit conduct that reflects inclusion during work, at 
work functions on or off the work site, and at all other company-sponsored and participative 
events.  
 
Harassment 
The Bank is committed to providing a work environment in which its employees are treated with 
courtesy, respect and dignity.  The Bank does not tolerate or condone any actions by anyone 
that constitute any kind of harassment or discrimination, including sexual harassment, of any 
employee. 
 
Unlawful harassment is unwelcome verbal, written, physical or non-verbal conduct that belittles 
or shows hostility or aversion toward an individual because of race, color, gender, religion, 
national origin, age, sexual orientation, citizenship status, pregnancy, mental or physical 
disability, veteran status, genetic disposition or any other characteristic to the extent prohibited 
by Federal, state or local law.   
 
Other types of harassment conduct may include, but is not limited to, repeated and unsolicited, 
unwelcome or unwanted comments with sexual overtones, sexual jokes or ridicule, physical 
gestures or actions of a sexual nature or offensive comments about one’s race, color, ancestry, 
national origin, age, disability, religion, sex or sexual orientation. 
 
Harassment may also refer to a single incident that is sufficiently outrageous or harmful, in and of 
itself, that it substantially alters the conditions of an employee's employment or interferes with 
that individual's ability to perform job related responsibilities. 
 



 
 
Reporting Procedure 
Employees have a duty to report incidents of harassment as soon as possible after the incident 
occurs, whether the incident was personally experienced or if the incident was observed.   
 
If an employee feels he or she is a victim of harassment, including sexual harassment, 
discrimination, or retaliation, the following steps should be taken: 
 

• Tell the harasser to stop, if feasible. 
• Report unwelcome behavior as soon as possible to your immediate supervisor, any 

member of management or to Human Resources. 
• Report any incidents of harassment or inappropriate behavior as soon as possible to your 

immediate supervisor, any member of management or to Human Resources. 
 
Retaliation 
Employees should report all forms of harassment without fear of retaliation.  Retaliation is defined 
as overt or covert acts of reprisal, interference, restraint, penalty, discrimination, intimidation, or 
harassment against an individual or group exercising rights under this policy.  The Bank will not 
tolerate any form of retaliation directed against an employee who files a harassment complaint 
or participates in any investigation concerning harassment. 
 
Consequences 
The Bank takes all discrimination and harassment claims seriously.  A prompt and thorough 
investigation of all complaints of harassment, discrimination and retaliation will be made.  The 
investigation will be made in such a way as to maintain confidentiality to the greatest extent 
possible.   
 
If it is determined that inappropriate conduct has occurred, the Bank will act promptly to 
eliminate the offending conduct and impose disciplinary action up to and including separation 
of employment, when appropriate.  If it is determined that inappropriate conduct has been 
committed by one of our customers, vendors or clients, appropriate action to stop the behavior 
will be taken.   
 
Open Communication 
We strive to create a working environment in which employees receive fair and equitable 
treatment.  Employees are responsible for raising concerns or problems that need to be resolved 
to their immediate manager.  However, if the manager is unable to resolve the problem or if the 
employee does not receive satisfactory attention, the Division Manager or Human Resources 
should be contacted.   Human Resources will strive to facilitate a workable solution for all 
involved in a timely manner. 
 
Safety and Health 
Employees are expected to be alert and have a partnership with the Bank in the responsibilities 
of keeping our workplace and building secure.  Employee-Only and/or restricted access 
entrances should only be utilized by employees and precautions should be made to ensure 
unauthorized individuals do not gain access.   
 
 



Violence in the Workplace 
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 or threatening behavior, 
including but not limited to the use of threats or actual use of physical force or weapons, should 
be reported to their manager or Human Resources immediately. All complaints will be fully 
investigated. 
 
The Company will promptly respond to any incident or suggestion of violence. Employees whose 
actions do not support this policy may be subject to disciplinary action, up to and including 
immediate termination. 
 
 
Drug and Alcohol-Free Workplace 
The Company strives to provide a workplace free from drugs.  The unauthorized manufacture, 
distribution, sale, dispensation, possession, or use of any illegal drug, alcohol, or controlled 
substance while on Bank premises is strictly prohibited.  These activities jeopardize the Company 
and can create situations that are unsafe or that substantially interfere with job performance.  
Employees in violation of the policy may be subject to disciplinary action, up to and including 
termination.   
 
Upon suspicion of intoxication or use of illegal drugs or alcohol, the company may ask 
employees to provide body substance samples such as urine and/or blood, or if working 
remotely, complete a virtual wellness check with their manager or Human Resources. The 
Company will use the samples and visual and verbal cues to check for illegal or illicit use of 
drugs. If employee refuses to be tested or participate in a wellness check, the employee may be 
subject to disciplinary action, up to and including termination of employment. 
 
 
Responsible Alcohol Use 
Every employee is responsible for making sure that they drink alcohol responsibly and uphold 
nbkc bank’s position on responsible drinking.  Employees are prohibited from possessing or 
drinking alcoholic beverages on Company property, or using alcohol during work hours, unless it 
is during a Company sponsored or department sponsored event. Employees should limit the 
amount of alcohol consumed to ensure that intoxication does not occur and that he/she is able 
to drive responsibly after the event has ended. Employees drinking off premises during the work 
day may be asked to not return to work and will have to use PTO to be paid for the remainder of 
the day.   
 
Americans with Disabilities Act 
In compliance with the Americans with Disabilities Act (ADA), the Company is committed to 
providing qualified applicants and employees with disabilities equal access to employment, 
compensation, training, and other terms and conditions of employment. 

As part of this policy, the Company will continue to support employees with a physical or mental 
disability by permitting the use of service animals as part of a reasonable accommodation plan. 
It is Company policy to allow service animals to accompany employees while in the workplace 
and to allow access to Company premises to the same extent as allowed to other members of 
the public. It is also the policy of the Company to permit members of the public who are 
specially trained service dog trainers, while engaged in the actual training process and activities 
of service dogs, the same rights, privileges and responsibilities as other members of the public. 



Employees or applicants with a qualified disability may request reasonable accommodations to 
their manager or Human Resources. Accommodations will be determined on a case-by-case 
basis. 
 
 
Disciplinary Action & Termination  
Senior management and the Board of Directors support a progressive discipline process.  It is the 
responsibility of department management to discuss job performance with employees and 
communicate expectations on an ongoing basis.  If performance does not meet expectations 
within a reasonable amount of time, the department manager, with HR guidance and approval, 
may take disciplinary action. 
 
Employees are expected to meet the Company’s standards of work performance. Work 
performance includes, but is not limited to, job proficiency, personal conduct, attendance, and 
compliance with established policies, procedures, and applicable laws and regulations. The 
intent of progressive discipline is to formally document performance problems while providing an 
opportunity to improve performance. When an employee does not meet work standards, The 
Bank may take disciplinary action, up to and including termination.  The seriousness of the 
offense and previous disciplinary action taken will be taken into consideration.  Corrective 
action will be applied fairly and consistently, and supporting documentation will be accurate, 
objective, relevant, clear, complete, and timely. 
 
The Company is not obligated to use progressive discipline and reserves the right, in its sole 
discretion, to implement disciplinary action, in any order, or not at all, before ending the 
employment relationship. Progressive discipline may be applied by using some or all of the 
following actions: verbal warning, written warning, and/or final warning.  Written warnings will be 
reviewed and approved by Human Resources prior to presentation with employee.  An 
employee whose conduct, actions, or performance violates or conflicts with the Bank’s policies 
may be terminated immediately and without warning. 
 
The following non-exhaustive list of examples may result in immediate dismissal: 

• Unlawful harassment 
• Breach of trust, dishonesty or unethical actions 
• Disclosure of confidential information 
• Conviction of job-related felony 
• Falsification of Bank records 
• Insubordination 
• Theft 
• Willful violation of an established policy, procedure, law and/or regulation 
• Fighting or serious breach of acceptable behavior 
• Violation of the Drug and Alcohol-Free Workplace 
• Any other act or behavior deemed to be an inappropriate standard of conduct for an 

employee 
All recommendations for termination will be discussed and approved with the Chief People 
Officer. 
 
 
Pay Transparency Nondiscrimination 
The Company will not discharge or in any other manner discriminate against employees or 
applicants because they have inquired about, discussed, or disclosed their own pay or the pay 
of another employee or applicant. However, employees who have access to the compensation 
information of other employees or applicants as a part of their essential job functions cannot 



disclose the pay of other employees or applicants to individuals who do not otherwise have 
access to compensation information, unless the disclosure is (a) in response to a formal 
complaint or charge, (b) in furtherance of an investigation, proceeding, hearing, or action, 
including an investigation conducted by the employer, or (c) consistent with the contractor’s 
legal duty to furnish information. 
 
USA Patriot Act  
The USA Patriot Act permits an insured depository institution to provide employment references 
to other insured depositories that include information regarding the possible involvement in 
unlawful activity.  Accordingly, the Company will provide this information confidentially with no 
malicious intent if it has filed a Suspicious Activity Report (SAR) documenting the possible 
unlawful activity of the former employee.  The fact that an SAR was filed will not be disclosed.   
 
Whistleblower 
The Company offers employees several confidential avenues for Whistleblower comments and 
issues to be made.  
Reporting of Information 
The Company expects an employee to report problems such as illegal or dishonest activities, 
employee theft, workplace violence, accounting irregularities, employee mistreatment and 
internal or external fraud.  If an employee is aware of unacceptable activities, the employee 
needs to contact his/her immediate supervisor, the Human Resources Department or report the 
issue through the various anonymous Whistleblower avenues available to employees to report 
the unacceptable behavior.  The anonymous Whistleblower avenues allow employees to 
confidentially report unacceptable activities.  However, if an employee chooses not be 
anonymous they can include their name when reporting the activities through the Whistleblower 
avenues.  The Company has a Code of Ethics Policy that enforces ethical and honest behaviors.  
It is the responsibility of all employees to report and to prevent financial repercussions and 
safeguard the reputation of the bank. 
 
Resolution of Information 
The Audit Committee Chairman and the Audit Committee Members have been appointed to 
monitor and receive the emails sent to the Whistleblower avenues.   The Audit Committee 
Chairman will be responsible for determining who needs to be involved in the investigation 
process based on the nature of the complaint and will follow up with the individual who filed the 
complaint if they do not choose to be anonymous.  The Audit Committee will document and 
discuss all whistleblower complaints and resolutions. 
 
Conflict of Interest/Code of Ethics 
The Company expects employees to act in a responsible and respectable manner and conduct 
business according to the highest ethical standards of conduct. Business dealings that appear to 
create a conflict of interest between the interests of the Company and an employee are 
unacceptable. A potential or actual conflict of interest occurs whenever an employee is in a 
position to influence a decision that may result in a personal gain for the employee or a business 
and/or personal relationship as a result of the Company’s business dealings.  
 
In recognizing that excessive activities and gratuities and access to information may lead to 
conflicts of interest for employees, directors, and principal shareholders, the Company has 
developed a policy to recognize such positions and to prevent a loss of objectivity by 
requiring appropriate and trustworthy conduct.  You can find the full policy via the Loop or 
here:  http://loop/Policies/Forms/AllPolicies.aspx 
  

http://loop/Policies/Forms/AllPolicies.aspx


Information End-User  
All Information Technology (IT) resources are valuable assets to the Company and employees 
are responsible for protecting information from unauthorized access, alteration, inappropriate 
use, disclosure and/or destruction. IT resources maintained and used by employees are the 
property of the Company.  Employees need to ensure that their IT use is primarily business related 
and is not, in any way, discriminating, abusive, defamatory, obscene, threatening, or harassing.  
Employees should not expect any degree of privacy with respect to their use of all electronic 
communications systems.   
 
Through this policy, the Board will express its requirements for the employees of Company as 
end-users of information to provide for information security that encompasses all forms of 
customer information retention in addition to the privileges of personal computer usage; email, 
internet access, telephone and voice mail usage.   You can find the full policy via the Loop or 
here:   http://loop/Policies/Forms/AllPolicies.aspx 
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Employment Practices 
 
Employee Handbook  
The Board of Directors requires that all employees receive an Employee Handbook detailing 
employment policies, practices, procedures, work rules and benefits. The handbook shall be 
developed, maintained and updated by the Human Resources Department in coordination 
with senior management.   
 
Employment Process  
The employment process will be conducted in a manner which ensures that nbkc’s need for 
well-qualified employees is met in an efficient manner, that job candidates are treated fairly, 
and that internal consistency and coordination are met.  The Company is committed to 
providing equal employment opportunities to all individuals.  This policy will be administered in 
compliance with federal, state, and local anti-discrimination laws and in conformance with the 
Bank’s Affirmative Action Program. 
 
Checks – Pre-offer/Pre-employment Requirement 
In order to provide the Bank’s customers with the assurance that our employees handle money 
and business with a measure of financial responsibility, credit checks will be conducted on all 
positions.  
 
Credit reports will be ordered once a final employment decision has been made and an offer 
has been made to the candidate contingent upon their background check.  Credit Checks will 
be processed in compliance with the Fair Credit Reporting Act. Human Resources will process 
and review credit checks. HR is the consistency check and will ensure that the same standards 
apply to all applicants.  If there are prior credit issues, Human Resources will partner with the 
Credit Committee to obtain final approval or denial.  All credit information/history will be kept 
confidential.  
 
Background Checks 
In order to provide the Bank the assurance that our employees handle day-to-day operations 
with a measure of experience, knowledge and integrity and to ensure the safety of all 
employees, pre-employment background checks will be conducted on all Post-Offer New Pre-
employment background checks will be ordered once an offer of employment has been made 
to a candidate and is accepted by the candidate. The background checks include the 
following: 

• Federal Criminal History checks district courts for any crimes committed in violation of 
federal law in district of current or previous residence according to the social security 
trace search. 

• Multi-County Criminal will be run on counties that applicants have lived in according to 
the social security trace search. 

• Job History confirms applicant’s employment with the provided companies, including 
dates of employment, position held and additional information pertaining to 
salary/wages, performance, reason for departure and eligibility for rehire if the previous 
employer’s policy allows.  This check will be run on a minimum of one past employer (s) 
listed on the candidate’s application. 

• Financial Institution Governing Body checks for any enforcement decisions or orders.  
Agencies checked include FDIC, Federal Reserve Board, National Credit Union 
Administration, Office Comptroller of the Currency & Office of Thrift Supervision.  This 



check will be run on all names associated on the employment application and credit 
check.  

• An OFAC Check will be performed on all applicants upon hire.  This check will be run on 
all names associated on the employment application and credit check. 

• Mortgage Governing Body checks for parties excluded from Federal Procurement or 
Non-procurement Programs.  Agencies checked include U.S. Department of Housing 
and Urban Development Limited Denial of Participation, HUD Funding Disqualifications 
and Voluntary Abstentions, GSA/System for Award Management and Freddie Mac Loan 
Prospector.  These checks will be run on all names associated on the employment 
application and credit check. 

The following additional searches will be required if applicable to the position:  
• Education Verification will be done on an as needed basis depending on the level of the 

position and the job requirements.   
 

This will satisfy all FDIC regulations regarding not employing those with criminal convictions of 
money laundering, theft, fraud, breach of trust or dishonesty. Employment is contingent upon 
successful completion of background checks.  Background check information will be 
maintained in a file separate from the employee’s personnel files. 
OFAC checks will be performed by Human Resources on all active employees at least quarterly 
to ensure there are not any active employees on the list. 
 
Compliance with Immigration Law 
The Company will employ only United States citizens and those non-United States citizens who 
are authorized to work in the United States.  The Company will comply with all aspects of the 
Immigration Reform and Control Act of 1986. 
 
Condition of Employment 
As a condition of employment, each new employee must complete the Employment Eligibility 
Verification Form I-9 and present documentation establishing identity and substantiating 
employment eligibility.   
 
Former employees who are rehired must also complete the form if they have not completed an 
I-9 with the company within the past three years or if their previous I-9 is no longer retained or 
valid. 
 
E-Verify 
The Department of Homeland Security (DHS) and the Social Security Administration (SSA) have 
established an electronic system called E-Verify to assist employers further in verifying the 
employment eligibility of all newly-hired employees.   nbkc has elected to utilize the E-Verify 
system to help ensure compliance with Federal immigration laws.  Through E-Verify, the Bank 
sends information about the new hire from their Form I-9 to SSA and DHS to ensure that 
employees are authorized to work in the United States and that their name, Social Security 
Number, date of birth, citizenship status, and any other non-citizen information the employee 
chooses to provide the company on the Form I-9 match government records.   
 
E-Verify must be used for new hires only.  E-Verify must be used for all new hires regardless of 
national origin or citizenship status.  It may not be used selectively.  E-Verify must be used only 
after hire and after completion of the Form I-9.  The Bank will not pre-screen applicants through 
E-Verify. 
 



If an employee receives an information mismatch from their Form I-9 and SSA and DHS 
databases, HR will promptly provide the employee with information about how to challenge the 
information mismatch, including a written notice generated by E-Verify.  If an employee decides 
to challenge the information mismatch, nbkc must provide the person with a referral letter issued 
by E-Verify that contains specific instructions and contact information. 
The Company may not take any adverse action against an employee because he/she contests 
the information mismatch.  This includes firing, suspending, withholding pay or training, or 
otherwise infringing upon his/her employment.  The employee must be given eight federal 
government work days to contact the appropriate federal agency to contest the information 
mismatch.  If an employee receives a SSA tentative non-confirmation (TNC), they have the 
option of visiting an SSA field office to update their record or if the employee is a naturalized 
citizen, the employee may choose to call USCIS directly to resolve the TNC.  The phone number 
may be found on the SSA referral letter. 
 
 
Introductory Period 
The first ninety days of employment are considered an introductory period.  This timeframe is 
used to evaluate and assess work performance, job fit and company match.  Should it be 
determined that due to issues or problems in conduct, performance, or other areas of concern 
that indicate a successful employment relationship is unlikely,  the Company reserves the right to 
implement disciplinary actions, up to and including termination.  
 
Since an employee’s employment with the Bank is voluntary and at will, the employee may 
terminate his or her employment at any time, with or without cause or advance notice.  
Likewise, the Bank also may terminate an employee’s employment at any time period, with or 
without cause or advance notice.   
 
Nothing in this provision alters the right of the Bank, or the employee, to end the employment 
relationship at any time. 
 
Job Descriptions 
Senior management identifies staffing needs and outlines specific job positions.  Job descriptions 
are required for all positions.  The bank will utilize a consistent format for developing all job 
descriptions.  The job description will be reviewed and revised, if necessary, at the time an 
opening arises to ensure an adequate reflection of the general nature of the position.  Upon job 
opening, if a job description does not exist, HR will work directly with the manager to develop 
and finalize.  Human Resources will approve all job descriptions for consistency and compliance.  
HR will also be responsible for maintaining the bank’s organizational charts which shall be 
developed under the direction of senior management. 
 
Job Postings 
The Company believes in promoting from within and has established a job-posting program to 
give employees an opportunity to apply for positions they are interested in and for which they 
are qualified.  Openings will be posted in the Careers section of the bank’s website 
(www.nbkc.com).  A link to the bank’s careers section is also available on the company’s 
intranet website and in ADP.  Interested employees will need to complete an application online 
via ADP in nbkc’s Career Center for consideration.  The Company strives to provide continuing 
opportunities for employees to utilize their maximum abilities, jointly benefiting the individuals 
and the company.   
 
 
 



Management Discretion 
Generally, most open positions will be posted.  Division heads and managers have the discretion 
to promote from within their department or move employees around within their department 
without posting open positions.  After consulting Human Resources, managers may also be 
permitted to waive a job posting if it is agreed that posting an available position is not in the best 
interest of the company.  In an effort to find the most suitable candidate in a timely manner, the 
company reserves the right to simultaneously consider internal and external candidates. 
 
Internal Job Opportunities 
The Company supports the practice of promoting from within and providing advancement 
opportunity.  Employees are eligible to apply for an open position outside their department if 
they have current satisfactory performance and meet the job requirements.  Employees must 
notify their current manager of their interest in applying for another position.  Openings are 
posted on the bank’s website.  The Company will interview and place the best qualified person 
into an open position.   
 
Rehire 
It is customary not to rehire employees, although exceptions are occasionally made.  Each case 
is handled on an individual basis, and former employees who left the Bank in good standing 
may be considered for re-employment. All re-hires must be approved by CEO and CPO before 
offer is made. 
 
 
Employment of Relatives 
Family members of current employees are eligible for employment as long as the situation does 
not create an actual or perceived conflict of interest.  In general, relatives will not be permitted 
to be employed in any work situation in which there is interdependence of functions or reporting 
relationship. Human Resources will review the situation with the Director of Audit and 
Compliance before determining the acceptability of hiring relatives. 
 
Employee Data Changes 
It is important that the Company have certain personal information about employees in its 
records.  Employees need to update their personal data in their personal ADP portal or inform 
Human Resources as soon as there is a change to their mailing address, telephone numbers, 
marital status, dependents’ information, name changes and other possible related information.  
The Bank also needs to have information about who to contact in case of an emergency.   
 
Employment Verification 
Requests for verification of employment or reference checks should be directed to Human 
Resources. HR will verify dates of employment and position with written authorization. 
 
Outside Employment 
The Company does not encourage outside employment but employees may do so with 
appropriate approval as defined in the Company’s Conflict of Interest and Code of Conduct 
Policy. Approval will be given if the outside employment does not create a conflict of interest or 
hardship on the business needs. Employment at another financial services institution, vendor or 
customer is considered a conflict of interest and is not permitted. The employee’s job at the 
Company will take precedence and managers are not obligated to make concessions for 
scheduling. 
 
Attendance and Punctuality 
Employees are expected to be regular and prompt in attendance and report to work when 
scheduled and at the established start time.  Frequent unscheduled absences and lack of 



punctuality, whether excused or not, may result in disciplinary action, up to and including 
termination.  In general, an employee unable to report to work or who will be late to work is 
expected to notify his/her manager as soon as possible prior to the beginning of each day of 
absence.  Employees not coming to work or failing to contact their manager to report their 
absence for three consecutive work days will be considered to have resigned. 
 
Work Schedules and Break Periods 
Work schedules may be adjusted by management in accordance with business needs. Full-time 
employees who take a lunch break and is non-exempt, employees must clock out at the 
beginning of the lunch period and clock back in when resuming work. 
 
Mobile Device/Cell Phone Use Policy 
The purpose of this policy is to promote a safe and productive work environment and 
increase safety.  This policy includes but is not limited to incoming and outgoing phone calls, 
web surfing, social media sources and texting. 
 
Management may grant certain employees use of a personal mobile device for Company 
business purposes based on the employee’s job duties.  Prior authorization must be obtained 
from the employee’s immediate supervisor for such use and a Mobile Device Usage Agreement 
must be completed and submitted to the IT Department. 
 
It is understood that business needs may arise in which a non-exempt employee may be 
required to use their mobile device for Company business.  Non-exempt employees will be 
required to log such work related time into the Company’s time keeping system, or report such 
time to their supervisor to input the work related time into the Company’s time keeping system. 
Mobile Devices shall be turned off or set to silent or vibrate mode during business hours, 
meetings, conferences and in other locations where incoming calls may disrupt normal workflow 
and/or Company business.  Employees may carry and use personal mobile devices while at 
work, during their break or lunch periods or as required by the employee’s job for Company 
business purposes.  If an employee’s use of a personal mobile device causes disruptions or loss in 
productivity, the employee may become subject to disciplinary action up to an including 
termination.  Management reserves the right to request that the employee provide mobile 
device bills and usage reports for calls made during the working hours of that employee to 
determine if use is excessive.   
 
If an employee is operating a vehicle and receives a call on a mobile device while on work 
time, the employee may answer, but shall ask the caller to hold, put the phone down and 
activate a blue tooth device or pull to the side of the roadway, into a parking lot or other safe 
location to respond to the call.  Failure to follow this policy may result in disciplinary action up to 
and including termination. 
 
Training and Development 
The Company supports an environment of personal development and believes in supporting 
employees in their pursuit of knowledge and skill enhancement.  Employees will receive job 
position appropriate training.  The Company has a responsibility to develop and improve the 
leadership and interpersonal communication skills of their employees to support future business 
needs.  Supervisors, department heads and human resources department will identify employee 
training needs and seek out appropriate training methods, internal and external, to meet those 
needs. 
 
 



Performance Feedback & Compensation Administration  
The Company’s Feedback Philosophy is to create a simple, transparent process to foster 
ongoing, open feedback between employees and managers. 
 
Employees will receive periodic feedback sessions with their managers.  Feedback sessions are 
an opportunity for an employee and manager to discuss the employee’s performance, 
behaviors, career development opportunities, and set future goals or expectations.   
 
To facilitate this philosophy, nbkc is committed to a feedback process that: 

• Maintains agreed upon standards of performance, and includes the frequency of face 
to face meetings 

• Allows for mutual accountability 
• Provides clarity of direction for the employee 
• Aligns efforts with the Bank’s guiding philosophy and strategic initiatives 
• Creates a catalyst for growth and leadership 
• Rewards and recognizes excellent performance 

 
Compensation is reviewed on a regular basis by management.  Such reviews are generally 
conducted on at least an annual basis.  The amount and frequency of any compensation 
increase employees may receive will be at the Company’s sole discretion.  The Compensation 
Committee and/or Senior management will have final approval of individual salary adjustments 
for non-officer employees.  The Compensation Committee and Board of Directors will have final 
approval of individual salary adjustments for all Bank officers. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Compensation and Benefits 
 
Employment Classifications 
Regular Full-time 
An employee who works a standard 40 hour workweek for an indefinite period of time.  Eligible 
for all company benefits, Paid Time Off, paid holidays and 401(k) plan participation.  
 
Regular Part-time 
An employee who has regularly scheduled hours between 20-39 hours per week.   
 
Employees regularly working 30-39 hours/week are eligible for Insurance benefits, prorated Paid 
Time Off, prorated paid holidays and 401(k) plan participation.  
 
Employees regularly working 20-29 hours/week are eligible for prorated Paid Time Off, prorated 
paid holidays, and 401(k) plan participation. 
 
Part-time 
An employee who works occasional hours or less than 20 hours/week on a routine basis are not 
eligible for benefits nor 401(k). 
 
Temporary / Interns 
An employee who works only for a limited duration.  Not eligible for company benefits, Paid Time 
Off, paid holidays and 401(k) plan participation. 
 
Commissioned 
An employee who is compensated either on a straight commission basis or a commission plus 
salary or advance draw.  Eligible for all Company benefits except Paid Time Off. 
 
Exempt and Non-Exempt 
All employees are classified as either Exempt or Non-Exempt. An employee is exempt if their 
position meets the exemption requirements of the Fair Labor Standards Act. Exempt employees 
are not eligible for overtime compensation.  All employees that do not meet the exemption 
requirements will be considered non-exempt. Non-exempt employees receive overtime 
compensation for working more than 40 hours in a workweek. 
 
Time Records/Recording Time 
The Company is required by applicable federal, state, and local laws to keep accurate records 
of hours worked by nonexempt employees. To ensure that the Company has complete and 
accurate time records and that employees are paid for all hours worked, non-exempt 
employees are required to record all working time using the designated timekeeping system.  
 
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 work.  
• Immediately after finishing work, before your meal period.  
• Immediately before resuming work, after your meal period.  
• Immediately after finishing your work.  
• Immediately before and after any other time away from work.  

 
In compliance with the Fair Labor Standards Act, all non-exempt employees are required to 
record accurate hours worked.  Employees are expected to clock out whenever they leave the 



building for any reason other than Company business.  Managers are accountable for verifying 
and approving time records.  All employees are expected to record their Paid Time Off in the 
timekeeping system. Any employee maintaining a time record for another employee or falsifying 
the recording of hours worked will result in disciplinary action, up to and including termination. 
 
 
Maintaining accurate time records is an expectation of nbkc’s employees and a requirement of 
the Department of Labor.  The Company supports this compliance and expects all employees 
and managers to uphold this obligation.  Misrepresentation or falsification of time may result in 
disciplinary action, up to and including termination.   
 
Overtime 
Employees are expected to work established scheduled hours. It is understood that business 
needs may arise in which overtime will need to be worked.  The Company’s standard workweek 
for all employees is a seven-day period beginning Monday and ending Sunday. For non-exempt 
and hourly paid employees, time worked over forty hours per week will be paid at time and a 
half.  Actual hours worked are only considered in overtime calculations.  Paid time off, holidays 
and disability hours paid do not count towards hours worked. 
 
Salary Basis 
The Company takes proactive steps to ensure that positions are classified correctly as Exempt or 
Non-Exempt and to ensure compliance with the Fair Labor Standards Act.  To qualify for 
exemption, specific job duties and salary must meet all the requirement of the Department of 
Labor’s regulations. 
Additionally, the Company complies with all applicable laws related to deductions from the 
salaries of any exempt employee and prohibits any improper deductions from the salaries of 
exempt employees.  Any employee who believes that an improper deduction has been made 
should report the concern directly to Human Resources.  Reports of improper deductions will be 
investigated.  The Company will investigate any reported improper deduction and if found to be 
improper, the employee will be reimbursed for such deduction. 
 
 
Bonus/Incentives 
Bonuses and incentives are earned on the date of payout.  Accordingly, employees must be 
employed on the date of payout in order to earn and receive any bonus/incentive payment.  
Specific guidelines for the administration of incentive payments are included in the 
Compensation Policy.  Please see Compensation Policy via the Loop. The Human Resources 
Department will maintain all records regarding performance and compensation.   
 
It is the policy of the Company to make good faith efforts to provide fair total compensation to 
employees and to comply with applicable laws.  The Company is committed to attracting, 
retaining, rewarding, and motivating employees by, in part, providing a total compensation 
package that, to the extent reasonably possible, is: 

• Aligned with the organization’s workplace culture and supports the achievement of the 
mission, strategic goals, and objectives; 

• Deters unwarranted or excessive risk-taking behaviors; 
• Competitive within comparable labor markets; 
• Internally equitable; 
• Able to recognize and reward outstanding individual, department, and organizational 

performance; 
• Able to attract, retain, and motivate qualified and productive employees; 
• Easily understood and administered; 

http://loop/Policies/Forms/AllPolicies.aspx


• In compliance with all applicable laws;  
• Does not discriminate on the basis of race, color, gender, religion, national origin, age, 

sexual orientation, citizenship status, pregnancy, mental or physical disability, genetic 
disposition, military status, veteran status or any other characteristic to the extent 
prohibited by federal, state or local law.   

• Administered in accordance with the Bank’s financial resources; and, 
• Reviewed on a regular basis. 

 
As a part of this commitment, the Compensation Committee and ultimately the Board of 
Directors maintain the authority to monitor, develop and approve the Bank’s incentive 
compensation system and plans.   The plan will be aligned with the bank’s strategic plan and risk 
factors set forth for the year.  Incentives will be paid out based on written incentive plans 
applicable to the employee’s individual performance and/or department or the applicable 
categories established by the Compensation Committee.  The Compensation Committee and 
Board of Directors will be responsible for approving any material exceptions or adjustments to 
the incentive compensation plans. 
 
Bonuses and incentives are earned on the date of payout.  Accordingly, employees must be 
employed on the date of payout in order to earn and receive any bonus/incentive payment.  
Specific guidelines for the administration of incentive payments are included in the 
Compensation Policy.  The Human Resources Department will maintain all records regarding 
performance and compensation. 
 
Clawbacks 
In the event an employee receives incentive compensation during an Incentive Plan Year and it 
is determined by the Compensation Committee or Board of Director’s that the payment violates 
the Company’s triggering events, the incentives will be subject to clawback by the Company.  
Employee’s subject to a clawback will required to promptly repay the Bank a sum equal to (a) 
the amount of each such payment and/or (b) the difference in the amount which such 
payment was paid less the amount that would have been paid if calculated using accurate 
financial statements.   
 
Triggering events include but are not limited to: 

• Material inaccurate financial statements of the Bank 
• Dishonesty  and/or ethical violations 
• Any act of fraud and/or theft 
• Violations of law and/or regulations 

 
 
Inclement Weather 
The decision to close a location due to severe weather will be at the discretion of senior 
management.  If the Company closes business due to inclement weather conditions, all 
employees reporting to work will be paid for the scheduled day’s work or remainder of the day’s 
work.  During periods of severe weather where the Company remains open for business, 
employees should work with their direct supervisor on alternative work arrangements if they wish 
not to report to the office. Alternative work arrangements are based on role and function 
capability of working remotely.   
 
Remote Work 
Remote work allows employees to work at home, on the road or in a satellite location for all or 
part of their workweek. nbkc bank considers remote work to be a viable, flexible work option 
when both the employee and the job are suited to such an arrangement. Remote work may be 



appropriate for some employees and jobs but not for others. Remote work is not an entitlement, 
it is not a companywide benefit, and it in no way changes the terms and conditions of 
employment with nbkc.  
 
Remote work can be informal, such as working from home for a short-term project or on the 
road during business travel, or a formal, set schedule of working away from the office as 
described below. Either an employee or a supervisor can suggest remote work as a possible 
work arrangement. 
 
Any telecommuting arrangement made may be discontinued at will and at any time at the 
request of either by employee or the organization. Every effort will be made to provide 30 days' 
notice of such change to accommodate remote work, child care and other issues that may 
arise from the termination of a remote work arrangement. There may be instances, however, 
when no notice is possible. 
 
 
Benefits 
The Company offers a number of benefits to eligible employees.  Additionally, programs such as 
Social Security, workers' compensation and unemployment insurance cover all employees in the 
manner prescribed by law. 
 
Details of benefits are described in the Summary Plan Description (SPD) for each plan.  An SPD 
and information on cost of coverage will be provided in advance of enrollment to eligible 
employees.  Employees should contact the Human Resources Department for more information 
about benefits. 
 
The Company will periodically review its benefits programs.  Changes should be presented to 
the Compensation Committee for ratification/approval.  If there are no changes to the benefit 
plans at the time of renewal, notification will be provided to the Committee either electronically 
or at the next regularly scheduled meeting.  The Company reserves the right to modify and/or 
discontinue the benefits it provides, premium amounts it pays, eligibility rules, and other 
provisions of these benefit plans, for any reason, without notice. 
 
Benefit Eligibility 
Benefits eligibility is dependent upon a variety of factors, including employment classification.  
The existence of benefits does not signify that an employee will be employed for the requisite 
length of time and/or in an appropriate classification necessary to qualify for them. 
 
Paid Time Off 
The Company recognizes the increased need for flexible time off to help employees balance 
work-life and has established a Paid Time Off (PTO) policy to support this need.  Managers are 
responsible for monitoring time off for their work unit.  Employees and Managers are responsible 
for tracking and maintaining accurate time off calendars.   
 
It is the policy of the Company to grant eligible employees paid time off (PTO) to ensure that 
employees have an opportunity to rest and relax away from work.  Employees are accountable 
and responsible for managing their own PTO hours to allow for adequate time for vacation, sick, 
personal, or other needs that require time off from work.  PTO should be used for all time away 
from work with the exception of standard company holidays and time off in accordance with 
company policy for jury/military duty or bereavement. 
 
Eligibility 



PTO provides all regular full-time and part-time (scheduled 20-39 hours/week) employees with 
paid time away from work.  Time off is based upon an eight hour work day; regular part-time 
employees will receive PTO on a prorated schedule based on their average daily work hours 
(scheduled weekly hours divided by five).  Commissioned mortgage loan originators, contract 
and temporary employees, and employees scheduled to work less than 20 hours week are not 
eligible for PTO. 
 
Accruals 
Paid Time Off is accrued each pay period according to the employee’s employment 
classification and length of service.  New hires will receive accrual with the first payroll following 
their start date.  Employment classification and length of service determines the amount of PTO 
an employee will receive.   
 
 
Maximum Accrual 
Employees will be allowed to carry over up to 40 (forty) hours of PTO per calendar year.  The 
employee’s accruals will stop accruing if their accrual exceeds the maximum accrual based on 
their applicable PTO schedule for the year.  The employee’s accruals will not accrue again until 
their balance falls below the maximum accrual. 
 
Pre-COVID, Employees are allowed to carry over up to 40 hours of PTO per calendar year.  
 
In 2020, Employees will be allowed to choose one of the following if they have unused accrued 
PTO at the end of the year.     
 

• Year-to-year PTO carryover:  Employees can roll over up to 80 hours total hours into 2021. 
OR 

• Sell an extra week of PTO:  Employees who have at least 80 hours in their PTO bank by 
December 1, 2020, can sell up to 40 hours of PTO in the year of 2020 only. This will be paid 
on the last paycheck of 2020.  Subject to tax deductions.      

*After PTO payout, Employees must have 40 hours remaining in their PTO bank to rollover 
*requests for PTO Payout must be received no later than December 1, 2020. 
*PTO payout will be paid at 100% of your salary 
 
PTO Schedules 

Full-Time Employee PTO Schedule 
Years of Service Per pay period accrual Annual Equivalent Maximum Accrual 

1-4 years  6.15 hours 20 days/year 25 days/year 

5-10 years  7.69 hours 25 days/year 30 days/year 

Regular Part-Time Employee PTO Schedule** 
Years of Service Per pay period accrual Annual Equivalent Maximum Accrual 

1-4 years  
varies based on employees 
scheduled hours 10 days/year 15 days/year 

5-10 years  
varies based on employees 
scheduled hours 15 days/year 20 days/year 

**20-39 scheduled hours/week.     
 
 
 
Scheduling Paid Time Off: 
Employees should schedule their PTO with their manager’s advance approval.  The Company 
recognizes that unforeseen situations arise occasionally and understands that not all time off 



can be scheduled in advance, however excessive absences that are not planned in advance 
may be subject to corrective action, up to and including termination.   
 
 
Recordkeeping of Paid Time Off: 
Maintaining accurate time records is required.  The Company supports this compliance and 
expects all employees and managers to uphold this obligation.  Misrepresentation or falsification 
of time records is considered a dishonest act and may result in disciplinary action, up to and 
including termination.   
 
Sensitive Positions – Due to Covid, this policy is suspended in 2020 until further notice 
Internal controls are essential to safeguard assets and capital, to avoid reputation and legal 
risks, and to prevent fraudulent and abusive situations.  To support an effective internal controls 
system and in accordance with the FDIC’s guidelines, employees with one year of continued 
employment and those who work in the departments and positions listed below should be 
absent from their duties for an uninterrupted period of 5 consecutive working days.  Weekends 
and holidays do not count towards the five consecutive working days.  This absence period will 
allow an independent monitoring of the transactions the employee is responsible for initiating or 
processing. 
 
Departments: retail banking, accounting/finance, deposit operations, loan administration, loan 
operations, human resources, information technology, mortgage closing, mortgage servicing 
 
Positions: Senior management defined as Senior Vice President and higher, BSA Officer, Project 
Managers and Fair Lending/CRA Officer 
Managers are responsible for ensuring their staff complies with this rule.  Any exceptions must be 
approved by the employee’s manager and the division head of the individual’s department 
and reported to Human Resources.  Employees and Managers are responsible for tracking and 
maintaining accurate time off calendars/records.   
 
 
 
 
 
Unused Paid Time Off: 
Voluntary or involuntary employees who separate from employment will be paid for earned and 
unused paid time off, balance on last day worked.   Final pay will be automatically reduced for 
any unearned PTO that has been taken.   
 
Holidays 
The Bank observes the legal holidays designated by the Federal Reserve Bank, with two 
additional unobserved Federal Holidays: Freedom Day (June 19th) and Christmas Eve 
(December 24th).   All active regular full-time and part-time (scheduled over 20 hours/week) are 
eligible for 14 paid holidays per year.  For regular part-time employees, the paid holiday is equal 
to an employee’s average daily work hours (scheduled weekly hours divided by five). 
 
Floating holidays are to be requested off and tracked in the Bank’s timekeeping system.  Eligible 
employees must be actively employed on the actual date of the holiday in order to have 
earned the floating holiday. If management determines there is a business need for an 
employee to work on a holiday, the employee’s manager may request that the employee is not 
paid holiday time but is credited with floating holiday time to be taken at a later date.  Floating 
holiday time must be used by year end or it will be forfeited.  Future holidays and unused floating 
holiday time will not be paid out upon separation of employment.   



 
Please see the 2021Holiday Schedule via. The Employee Resource Center.  
 
 
Workers’ Compensation Insurance 
The Company provides a comprehensive workers’ compensation insurance program which 
covers injuries or illnesses that might happen during the course of an employee’s employment 
that require medical, surgical or hospital treatment.  Subject to legal requirements, workers’ 
compensation insurance begins after a short waiting period. 
 
It is very important to tell your supervisor or Human Resources immediately about any work-
related injury or illness, regardless of how minor it might seem at the time.  Prompt reporting helps 
to make sure that the employee qualify for coverage as quickly as possible and lets the Bank 
investigate the matter promptly. 
 
Workers’ compensation covers only work-related injuries and illnesses.  Neither the Company nor 
its insurance carrier will pay workers’ compensation benefits for injuries that might happen if an 
employee voluntarily participates in off-duty recreational, social or athletic activity that the 
company might sponsor. 
 
Bereavement Time 
Regular full-time employees are eligible for up to three days paid time off in the event of a 
death in their immediate family.  Immediate family is defined as a spouse, child, parent, step-
parent, sibling, grandparent/child, whether by blood or marriage, or a relative who is a 
permanent member of the employee’s established household. It is up to the manager’s 
discretion to determine the amount of paid and unpaid time off.   
 
Up to one paid day may be granted upon request for the death of a relative outside the 
immediate family. Non-immediate family is defined as aunt, uncle, niece, nephew, and cousin. 
 
If additional time is needed, Paid Time Off may be used, upon manager approval. 
 
Jury Duty 
The Company recognizes an employee’s civic obligation to serve on a jury. Full-time employees 
who serve will receive base pay for jury duty or other Company-related court responsibilities, not 
to exceed 10 days.  Employees receiving a summons should provide the documentation to their 
manager so necessary time off can be arranged.  Employees with court responsibilities of a 
personal nature may use PTO. 
 
Voting Time 
The Bank proudly supports your right and responsibility to vote.  Employees will be allowed up to 
3 hours of paid time off on election days.  Additional time needed will be allowed with supervisor 
approval.  Any time off required above 3 hours will be paid using PTO.  If an employee does not 
have additional PTO, the additional time off will be unpaid. 
 
Employee Leaves of Absence 
nbkc is happy to provide time away from work to care for yourself or family members in the case 
of a medical reason or the birth, adoption or foster care of a child.  nbkc offers multiple ways to 
take time away from work which are outlined below.  Employees who require a leave of 
absence should contact Human Resources. 
 
FMLA: 

https://nbkcresourcecenter.com/2021-paid-time-off/


It is the policy of the Bank to grant up to 12(twelve) weeks of family and medical leave during 
any 12-month period* to eligible employees, in accordance with the Family and Medical Leave 
Act of 1993 (FMLA) and up to 26 weeks of leave in any 12-month period* in compliance with the 
expansion of FMLA under The Support for Injured Servicemembers Act of 2007.  The leave may 
be paid, unpaid or a combination of paid and unpaid leave depending on the circumstances 
of the leave.  
*12-month period is defined as a “rolling” 12-month period measured backward from the date 
the employee uses any FMLA leave. 
 
Eligibility 
Eligible employees are those who are one of 50 employees within a 75 mile radius, have been 
employed for at least 12 months or 52 weeks and have worked at least 1,250 hours during the 
previous 12 month period.   
 
If a husband and wife both work for the Bank and each wishes 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 Bank and each wishes to take leave 
to care for a covered injured or ill servicemember, the husband and wife may only take a 
combined total of 26 weeks of leave. 
 
 
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: 

• For incapacity due to pregnancy, prenatal medical care or child birth; 
• To care for the employee’s child after birth, or placement for adoption or foster care; 
• To care for the employee’s spouse, son or daughter, or parent who has a serious health 

condition;  
• For a serious health condition that makes the employee unable to perform the 

employee’s job; 
o 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. 

• For qualifying exigencies arising out of the fact that the employee’s spouse, son, 
daughter, or parent is on active duty or call to active duty status as a member of the 
Armed Forces in support of a contingency operation.   

o Qualifying exigencies may include attending certain military events, arranging for 
alternative childcare, addressing certain financial and legal arrangements, 
attending certain counseling sessions, and attending post-deployment 
reintegration briefings; or 

• For military care giver leave to care for a covered servicemember who has a serious 
injury or illness incurred in the line of duty.   

o Qualified leave is for up twenty-six workweeks of leave during a single 12-month 
period to care for a covered servicemember with a serious injury or illness who is 
the spouse, son, daughter, parent or next of kin to the employee. 

The Company may require an employee to provide a doctor’s certification of the serious health 
condition.  The certification process is outlined in the Certification of a Serious Health Condition 
section of this policy. 



 
Employee Status and Benefits during Leave 
While an employee is on leave, the Bank 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.  While on paid leave, the Bank 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 as instructed by Human Resources, either in person or by mail.   

Employees who do not return to work at the end of the leave period will be considered to have 
voluntarily resigned. 

 
Use of Paid and Unpaid Leave 
An employee who is taking FMLA leave because of the employee’s own serious health condition 
or the serious health condition of a family member may use paid time off.  Any paid time off 
used during the 12-week period will be designated as FMLA leave and will run concurrently with 
FMLA. 

Short Term 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 short term disability leave, the six weeks will be designated as FMLA leave 
and counted toward the employee’s 12-week entitlement. The employee will be required to 
substitute accrued (or earned) paid time off as appropriate before being eligible for unpaid 
leave for what remains of the 12-week entitlement.  

An employee who is taking leave for the adoption or foster care of a child must use all paid time 
off prior to being eligible for unpaid leave. 

 
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 work week or work day, resulting in a reduced hour schedule.  In all 
cases, the leave may not exceed a total of 12 work weeks (or 26 work weeks to care for an 
injured or ill servicemember over a 12-month period).  

The Bank 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 Bank 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 Bank 
before taking intermittent leave or working a reduced hour schedule. If this is not possible, then 
the employee must prove that the use of the leave is medically necessary. The Bank may require 
certification of the medical necessity as discussed in the Certification of the Serious Health 
Condition and Documentation of the Need for servicemember FMLA Leave to Care for an 
Injured or ill servicemember. 

 
Certification of the Serious Health Condition  
The Bank may ask for certification of the 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 may be provided by using the Medical Certification Form.  Request for a medical 
certificate must be made in writing as part of the employer response to employee request for 
leave.  

Certification of the serious health condition shall include the date when the condition began, its 
expected duration and a brief statement of treatment.  For medical leave for the employee’s 
own medical condition, the certification must also include a statement that the employee is 
unable to perform work of any kind or a statement that the employee is unable to perform the 
essential functions of the employee’s position.  For a family member who is seriously ill, the 
certification must include a statement that the patient, the family member, requires assistance 
and that the employee’s presence would be beneficial or desirable.  

If the employee plans to take intermittent leave or work a reduced schedule, the certification 
must also include dates and the duration of treatment as well as a statement of medical 
necessity for taking intermittent leave or working a reduced schedule.  

The Bank has the right to ask for a second opinion if it has reason to doubt the certification. The 
Bank will pay for the employee to get a certification from a second doctor, which the Bank will 
select.  If necessary to resolve a conflict between the original certification and the second 
opinion, the Bank will require the opinion of a third doctor.  The employee will be provisionally 
entitled to leave and benefits under the FMLA pending the second opinion. 

 
Documentation of the Covered Family Member’s Active Duty or Call to Active Duty 
Employees requesting this type of servicemember FMLA leave must provide proof of the 
qualifying family member’s call-up or active military service.  This documentation may be a copy 
of the military orders or other official Armed Forces communication. 
 
Documentation of the Need for Servicemember FMLA Leave to Care for an Injured or Ill 
Servicemember 
Employees requesting this type of Servicemember FMLA leave must provide documentation of 
the family member’s or next-of-kin’s injury, recovery or need for care.  This documentation may 
be a copy of the military medical information, orders for treatment, or other official Armed 
Forces communication pertaining to the servicemember’s injury or illness incurred on active 
military duty that renders the member medically unfit to perform his or her military duties. 
 
Leave Request Procedure 
Procedure for one of the following reasons:  



• For incapacity due to pregnancy, prenatal medical care or child birth; 
• To care for the employee’s child after birth, or placement for adoption or foster care; 
• To care for the employee’s spouse, son or daughter, or parent who has a serious health 

condition;  
• For a serious health condition that makes the employee unable to perform the 

employee’s job; 

All employees requesting this type of FMLA leave should contact Human Resources to request a 
leave of absence, with an explanation of the reason(s) for the needed leave.  If the leave is 
foreseeable, the Bank may require the employee to provide a written request for leave and 
reasons(s) to the HR department.  Failure of the employee to provide a written request for leave 
cannot be grounds to deny or delay the taking of FMLA leave.  

The Bank will provide individual notice of rights and obligations to each employee requesting 
leave within five business days or as soon as administratively feasible.  For employees on 
intermittent or recurring leave for the same incident, this notice will be provided every six months.  

When an employee plans to take leave under this policy, the employee must give the Bank 30 
days’ notice. If it is not possible to give 30 days’ notice, the employee must give as much notice 
as is practicable. An employee who is to undergo planned medical treatment is required to 
make a reasonable effort to schedule the treatment in order to minimize disruptions to the 
Bank’s operations. If an employee fails to provide 30 days’ notice for foreseeable leave with no 
reasonable excuse for the delay, the leave request may be denied until at least 30 days from 
the date the employer receives notice.  While on leave, employees are requested to report 
periodically to the Bank regarding the status of the medical condition and their intent to return 
to work. 

 
Procedure for one of the following reasons:  

• a covered family member’s active duty or call to active duty in the Armed Forces or  
• to care for an injured or ill servicemember 

All employees requesting this type of FMLA leave must contact Human Resources to request a 
leave of absence, with an explanation of the reason(s) for the needed leave.  Leave may 
commence as soon as the individual receives the call-up notice. If the leave is foreseeable, the 
Bank may require the employee to provide a written request for leave and reasons(s) to the HR 
department.  The Bank will provide individual notice of rights and obligations to each employee 
requesting leave within five business days or as soon as practicable. 

 

Company Approved Medical Leave: (Non-FMLA, Non-Maternity/Parental Leave) 
It is the policy of the Bank to grant up to 6 (six) weeks of Company Approved Medical Leave 
due to an employee’s own medical condition.  The leave may be paid, unpaid or a 
combination of paid and unpaid leave depending on the circumstances of the leave. 
Employees may not take more than 6 weeks of Company Approved Medical Leave within a 12-
month* rolling period.  
*12-month period is defined as a “rolling” 12-month period measured backward from the date 
the employee uses any FMLA leave. 
 
 



Maternity Leave: 
 
nbkc bank will grant eligible employees maternity leave for the birth of a child(ren). This leave is 
intended for recovery from child birth. Maternity leave may consist of a combination of Paid 
Time Off, Short-Term Disability, Parental Leave and leave without pay depending on the 
employee’s eligibility under the Company’s Paid Time Off, Short-Term Disability and Family 
Medical Leave Act policies. 
Military leave may be taken concurrently with FMLA and the employee’s miliary service duty 
requirements.  
 
Eligibility 
 
Any employee who has given birth is eligible for this benefit.   
 
An employee may work for as long as is permitted by her physician and may return to 
work when medically approved to do so. The employee will be allowed six (6) weeks for 
a vaginal delivery and eight (8) weeks for a C-section. The employee will also be 
required to exhaust their Paid Time Off. 
 
Notice/Documentation: 
 
The employee must provide an attending physician’s statement of disability certification 
of the leave that includes the anticipated starting and expected ending date that the 
employee will be out for the birth of the child(ren). This certification must be submitted to 
the Human Resources Department prior to the start of the maternity leave. The employee must 
inform Human Resources of how many weeks they intend to take prior to 
the start of the maternity leave. 
 
Benefits:  
 
Employees on maternity leave will maintain benefits eligiblity and are expected to coordinate 
the payment of all benefits premiums prior to starting leave.  Employees may pay benefits 
premiums though payroll deductions while on leave if possible, or must pay all premiums due 
within 30 days of returning from leave.   
 
Pay while on Leave: 
 
If an employee has been employed for less than 6 months, the employee may use PTO for time 
off during Maternlty Leave. 
 
Once the employee has been employed for six months, she is eligible for Short Term Disability, 
which provides up to 8 weeks of pay at 100% and then an additional 2 weeks of Parental  Leave, 
paid at 100%.   
 
If an employee has been employed for one year or more, they may take Maternity Leave 
concurrently with FMLA and take up to 12 weeks of time away.  FMLA is unpaid. 
 
Employees must use all available Paid Time Off, Short Term Disability and Parental Leave prior to 
to taking any unpaid time off.   
 
Dependent Benefits: 
 



If an employee is adding the child(ren) to their benefits plans, they must contact Human 
Resources within 30 days of birth or adoption to ensure enrollment into the benefits plans. 
 
Employees with any questions regarding this policy should contact the Human Resources 
Department. 
 
 
 
Parental Leave: 
nbkc bank will provide up to two weeks of paid parental leave to employees following the birth 
of an employee’s child or the placement of a child. The purpose of paid parental leave is to 
enable the employee to care for and bond with a newborn or a newly adopted or newly 
placed child. This Policy will run concurrently with Family and Medical Leave Act (FMLA) leave, in 
cases where an employee is eligible for FMLA leave. 

 
 El igibi l i ty  

Employees are eligible to take Parental Leave every 12 months.  A 12-month period is defined as    
a rolling 12-months measured backward from the date of the start of the last Parental Leave. 

 
 Eligible employees must meet the following criteria: 

• Have been employed with the company for at least 6 consecutive months and be classified 
as a regular, full-time employee who works a standard 40 hour work week, a regular, part-
time employee working 30-39 hrs/week or a commissioned employee, as defined by nbkc 
bank. 

 
 The employee must also meet one of the following criteria: 

• Have given birth to a child; or 
• Be a spouse or committed partner to one who has given birth to a child; or 
• Have adopted a child who is 17 years old or younger. This provision does not apply to the 

adoption of a stepchild by a stepparent. 
 
 Leave Provis ions 

Parental leave must be taken within the first twelve (12) weeks after the birth or adoption of a 
child. This time may be taken all at once or throughout the twelve week period.  Eligible 
employees must apply for Parental Leave benefits and provide proper documentation as a 
condition of receiving the benefit payment under this policy. 

 
 Notice 

An Employee shall complete a Request for Leave of Absence form and submit it to their 
Manager and Human Resources.  If the need for Parental Leave is foreseeable, an Eligible 
Employee must give his or her manager and Human Resources at least 30 calendar days 
advance notice of the need for leave. 

 
If the need for Parental Leave is not foreseeable, an Eligible Employee or his or her 
representative must complete and send a Request for Leave of Absence to the Eligible 
Employee’s manager and Human Resources as soon as practicable.  

 
 Medical  Documentat ion 

Employees will be required to furnish appropriate medical documentation, provided by Human 
Resources, for the birth of a child. If the employee is eligible for FMLA leave, the medical 



certification requirements will govern. The medical documentation will be completed and 
signed by the individual’s health care provider. 

 
 Adoption Documentation 

An eligible employee will be required to furnish appropriate adoption documentation such as a 
letter from an adoption agency, or from the attorney in cases of private adoptions. 

 
 Benefi t  Payment 

An employee on Parental leave will continue to receive his or her regular salary and benefits 
during the period of absence in accordance with the following schedule: 
• Regular full-time employees who are FMLA eligible may take up to 12 weeks of Parental 

Leave for a birth or adoption: 2 of those weeks shall be compensated at 100 percent of the 
employee’s regular, straight weekly pay, and an additional 10 weeks of unpaid leave is 
available under this Policy. 

• Regular full-time employees who have been employed 6-12 months, and are not FMLA 
eligible, may take up to 6 weeks of Parental Leave for a birth or adoption: 2 of those weeks 
shall be compensated at 100 percent of the employee’s regular, straight weekly pay, and 
an additional 4 weeks of unpaid leave is available under this Policy. 

• Regular Part-time employees working 30-39hrs/week who have been employed for at least 6 
months may take up to 6 weeks of Parental Leave for a birth or adoption: 2 of those weeks 
shall be compensated at 100 percent of the employee’s regularly scheduled hours per week 
and an additional 4 weeks of unpaid leave is available under this Policy. 

 
 Commissioned Employees Compensat ion 

• Mortgage Loan Originators will be paid at an hourly rate based on their prior six-month 
commission average.   

• Loan Origination Managers will be paid at an hourly rate based on their prior six-month 
commission average.   

 
Payments are made on regularly scheduled paydays. The benefit is considered taxable income. 
Parental Leave cannot be accumulated from year to year. In the event of termination or 
resignation, no payment will be made for any unused leave to which an employee may be due 
if eligible. 

 
 Coordinat ion of Parental  Leave Benef i t  Payment with Paid T ime Off  (PTO) 

After the Parental Leave Benefit has been exhausted, eligible employees will be required to use 
their available accrued PTO balance, and once their accrued PTO is exhausted the remainder 
of their leave will be unpaid. 

 
Employees with any questions regarding this policy should contact the Human Resources 
Department.   
 

Military Leave: 
The Company complies with state and Federal laws pertaining to employees who are members 
of the Armed Forces, Reserves, National Guard or any other government-recognized military 
branch.  Employees must give their supervisor advance notice of upcoming military service, 
unless military necessity prevents advance notice or it is otherwise impossible or unreasonable.   
 



Continuation of health insurance benefits is available as required by USERRA based on the 
length of the leave and subject to the terms, conditions and limitations of the applicable plans 
for which the employee is eligible. 
 
To qualify for Military Leave under this Policy, the employee must meet the following conditions: 

• Employed by the company for at least six consecutive months and classified as a 
regular, full-time employee who works a standard 40 hour workweek, a regular, part-time 
employee working 30-39hrs/week or a commissioned employee, as defined by nbkc 
bank.  

• Employees who are a member of the National Guard or other reserve component of the 
United States Armed Services and who are called to active duty, attend scheduled 
reserve service, and/or temporary training duty. o Employees who perform voluntarily or 
involuntarily duty in the "uniformed services" including the Army, Navy, Marine Corps, Air 
Force, Coast Guard, and Public Health Service commissioned corps, as well as the 
reserve components of each of these services. Federal training or service in the Army 
National Guard and Air National Guard as defined under USERRA. o Uniformed service 
includes active duty, active duty for training, inactive duty training (such as drills), initial 
active duty training, and funeral honors duty (performed by the National Guard and 
reserve members), as well as the period for which a staff member is absent from work for 
the purpose of an examination to determine fitness to perform any such duty. 

 
All military leave is subject to a maximum of 10 paid days per rolling 12 months. Eligible 
employees must apply for Military Leave benefits and provide proper notice and 
documentation as a condition of receiving the benefit payment under this policy.  
 
An Eligible Employee shall, initially, verbally notify his or her manager of the need for Military 
Leave and the timing and duration of the Military Leave. If the need for Military Leave is 
foreseeable, an Eligible Employee must give his or her manager at least 30 calendar days 
advance notice of the need for leave, if practicable. If the need for Military Leave is not 
foreseeable, an Eligible Employee or his or her representative must give notice of the need for 
leave to the Eligible Employee’s manager as soon as practicable. When the employee returns 
from military leave (depending on the length of their military service in accordance with 
USERRA), the employee will be placed either in the position the employee would have attained 
if the employee had stayed continuously employed or in a comparable position.  For the 
purpose of determining benefits that are based on length of service, the employee will be 
treated as if they had been continuously employed.   
 
Short Term Disability Wage Replacement and Leave Policy 
The short term disability benefit provided by nbkc bank is a self-funded plan for income 
replacement for employees unable to work due to injury, illness, or pregnancy.  
 
Eligibility 
A regular, full-time employee (30+hrs/week) or a commissioned employee and who is unable to 
work due to illness, pregnancy, surgery, recuperation from a major accident or injury is eligible 
after six months of employment. There is a 7- calendar day elimination period that has to be 
satisfied before the benefit will pay.  During this time the employee will be required to use 5 days 
of paid time off. If an employee does not have 5 days of paid time off available the employee 
will not receive pay during the 7 calendar day elimination period. An employee receiving 
workers’ compensation, long-term disability or disability pay under any state or federal plan is 
ineligible for this benefit. To be eligible for continued disability benefits, the employee must not 
engage in outside employment and is expected to avoid activities that may delay recovery 
and a return to work.  short term disability will run concurrently with FMLA and Parental Leave.  



 
Medical certification 
An employee suffering from a short term disability must be under the care of a legally qualified 
physician. The employee must provide an attending physician’s statement of disability 
certification that includes the starting and expected ending date that the employee will be 
unable to perform his or her customary job function. This certification must be submitted to the 
Human Resources Department within 15 calendar days.  The Human Resources Department 
partners with Prudential as a third party verifier and will submit these documents to them for 
review and determination on the benefit qualification.  
 
The Company has the right to require satisfactory evidence of disability and of its continuance, 
including examinations by a physician, before making each benefit payment. 
 
Benefit payment 
After the 7-calendar day, elimination period an employee on short term disability will continue to 
receive his or her regular salary and benefits during the period of absence required for the 
disability in accordance with recommendation of Prudential’s medical verifier.   
 
Employees are eligible to receive a maximum of 12-weeks of short term disability payments in a 
rolling 12-months.  The employee may take this 12-week time period at once or in more than one 
occurrence, based on each eligible injury.   Once the employee has received 12-weeks of paid 
short term disability, the employee must use PTO for any additional approved time away.  If PTO 
is not available, the employee will take unpaid time away.   
 
Mortgage Loan Originators and Loan Originator Managers will be paid an hourly rate 
determined by their prior six months commission average.   If a Loan Originator or Loan 
Originator Manager has been employed for less than six months, the employee will be paid 
based on a salary of $75,000.  
 
Payments are made on regularly scheduled paydays. The benefit is taxable income. Short term 
disability leave cannot be accumulated from year to year. In the event of termination, no 
payment will be made for any unused leave to which an employee may be due if eligible. No 
benefits will be paid after an employee has retired. 
 
Return to work 
The employee must return to work as soon as permitted by his or her health care provider. The 
employee must submit return to work clearance to the Human Resources Department before 
returning to work. An employee whose absence has been designated, as FMLA (Family and 
Medical Leave Act) leave is eligible for reinstatement as provided by the FMLA. The employee 
will normally be reinstated to his/her former position. If that position had to be filled out of a 
business necessity, a reasonable effort will be made to place the employee in a comparable 
position without affecting salary or service. 
 
Employees with any questions regarding this policy should contact the Human Resources 
Department. 
 
Long Term Disability: 
nbkc bank, in partnership with Prudential, offers a long term disability benefit for income 
replacement for employees unable to work due to major illness, and/or recuperation from a 
major accident or injury.  
 
Eligibility 



A regular, full-time employee (30+hrs/week) or a commissioned employee who is unable to work 
due to due to major illness, and/or recuperation from a major accident or injury is eligible the first 
of the month after hire date.  
 
There is a 90- calendar day elimination period that has to be satisfied before the benefit will pay.  
An employee receiving workers’ compensation, long term disability or disability pay under any 
state or federal plan is ineligible for this benefit. To be eligible for continued disability benefits, the 
employee must not engage in outside employment and is expected to avoid activities that may 
delay recovery and a return to work.   
 
Medical certification 
An employee suffering from a long term disability must be under the care of a legally qualified 
physician. The employee must provide Prudential any requested attending physician’s 
statement of disability certification of the disability that includes the starting and expected 
ending date that the employee will be unable to perform his or her customary job function.  
 
Benefit payment 
After the 90-calendar day elimination period an employee on long term disability will receive 66 
2/3 his or her regular salary during the period of absence required for the disability.  All payments 
will come directly from Prudential to the employee.   
 
Mortgage Loan Originators and Loan Originator Managers will be paid 66 2/3 of weekly salary 
determined by their prior two-year commission average.   If a Loan Originator or Loan Originator 
Manager has been employed for less than two years, the employee will be paid based on a 
salary of $75,000.  
 
Employees on long term disability will be offered COBRA if they would like to continue benefit 
coverage through the nbkc health plans.  Coverage continuation will be offered for medical, 
dental, vision, and FSA plans.   
 
All PTO accruals will cease during long term disability leave and the employee will be inactive in 
all payroll systems.  
 
Long term disability leave cannot be accumulated from year to year. In the event of 
termination, no payment will be made for any unused leave to which an employee may be due 
if eligible. No benefits will be paid after an employee has retired. 
 
Return to work 
The employee must return to work as soon as permitted by his or her health care provider. The 
employee must submit return to work clearance to the Human Resources Department before 
returning to work. The company will do it’s best to reinstate the employee to his/her former 
position. If that position had to be filled out of a business necessity, a reasonable effort will be 
made to place the employee in a comparable position without affecting salary or service. 
 
PTO accruals and benefits through the company will be reinstated upon return to work.   
 
Employees with any questions regarding this policy should contact the Human Resources 
Department. 
 
Legal Language 
In case of discrepancy between this document and the actual plan documents the actual plan 
documents will prevail. 



 
COBRA 
The Consolidated Omnibus Budget Reconciliation Act (COBRA) provides the opportunity for 
eligible nbkc bank employees and their beneficiaries to continue health insurance coverage 
under the Company health plan when a “qualifying event” could result in the loss of eligibility. 
Qualifying events include resignation, termination of employment, death of an employee, 
reduction in hours, a leave of absence, divorce or legal separation, entitlement to Medicare, or 
where a dependent child no longer meets eligibility requirements. 
 
Contact Human Resources to learn more about your COBRA rights. 
 
 
 
 
Work Environment 
 
Dress for your Day 
The Company has adopted a “Dress for your Day” dress code, emphasizing activity-appropriate 
attire, including jeans.  Senior management in each Division will set the standard of business 
attire to best meet their Division’s needs.  
 
While the “Dress for your Day” dress code is intended to be relaxed when employees have a 
workday that does not involve meetings with customers, prospects, vendors, company 
executives, or the like, the expectation is that employees will nevertheless wear clothing 
appropriate for the nature of our business and the type of work performed.  Traditional business 
attire is always acceptable and management may require traditional business attire for certain 
meetings and events.   Employees with individual needs associated with religious observance or 
disability should consult with their manager or Human Resources to discuss possible 
accommodations.   
 
 
Fitness Facility – Due to Covid, the Fitness Facility is closed until further notice. 
It is the policy of the Company to grant current employees who have completed or 
electronically acknowledged a “Waiver and Release Agreement” access to the on-site fitness 
facility at 8320 Ward Parkway.  Employees are accountable and responsible for adhering to the 
fitness facility provisions.  
 
 
Provisions 
Use of the fitness facility is prohibited unless the appropriate “Waiver and Release Agreement” 
has been electronically acknowledged or signed and is on file with Human Resources. 
 
All Employees who are non-exempt and are required to clock in and out to record breaks and 
hours worked, must clock out when utilizing the fitness facility. Non-exempt employees must 
clock back in when finished with the fitness facility.   
 
Only current employees of the Company are eligible to use the fitness facility.  Under no 
circumstances is an employee authorized to allow a family member, relative, friend, 
unauthorized employee, former employee, or any other person to utilize the fitness facility. 
 
Access to the fitness facility is seven days a week, including holidays, during the hours of 5:00 
a.m. to 10:00 p.m. 
  



Access to the fitness facility is obtained by the use of a magnetic key card which will be coded 
for entry upon completion of a “Waiver and Release Agreement”.  The Company is not 
responsible for any injury or accident, whether caused by the Company’s negligence, 
employee’s negligence, or other person’s negligence, occurring in the fitness facility or during 
use of the facility including use of the locker room and shower area. The Company is not 
responsible for any lost or stolen items left in the locker room or brought into the workout area. 
 
SAFETY FIRST!  Use of the fitness facility constitutes agreement by the employee that he or she is 
healthy and in good physical condition.  Employees using the gym should contact his/her health 
care provider prior to using the facility for advice on types of exercises that are appropriate.  
Additionally, his/her health care provider should be contacted for advice on when to return to 
exercise following any injury or illness.  Employees returning to work after absences that include 
physical injuries and/or surgeries may be required to present a note from their physician.   
 
It is expected that all fitness equipment is wiped down immediately after use and return all 
equipment to its place.  Fitness facility etiquette is required at all times.   
No food or drinks except water bottles are allowed in the fitness facility.   
 
Employees are required to report faulty or damaged equipment to Facilities and/or Human 
Resources immediately. 
 
Failure to follow the rules of the fitness facility shall be grounds for discipline up to and including 
termination.   
 
 
 
Smoke-Free Workplace 
The Company is committed to providing a safe and healthy workplace and to promoting the 
health and wellbeing of its employees. Our desire is to provide a healthy work environment for 
our employees; the following smoking policy has been adopted and shall apply to all 
employees of the Company.   
“Smoking” means inhaling, exhaling, burning, or carrying or possessing a lighted tobacco 
product, including cigarettes, e-cigarettes, cigars, pipes or burning tobacco in any other form or 
device designed for the use of tobacco. 
 
This Smoke-Free Workplace Policy applies to: 

• All areas of the building at all times, even during non-business hours 
• All employees 
• All visitors, including customers and vendors, to Company premises 
• All contractors and consultants and/or their employees working on Company premises 
• All vehicles owned or leased by the Company 

 
Smoking is permitted inside your own personal vehicle or in the designated smoking area at 
each Company location.  Cigarette butts are to be extinguished and disposed of properly and 
should not be discarded on the Company’s parking lot or grounds. 
 
 
 
Financial Responsibility 
Employees are expected to maintain a positive credit standing and practice of sound financial 
responsibility.  Established customer banking procedures and overdraft charges will apply to 
employee accounts. Pursuant to applicable law and the Fair Credit Reporting Act, in 
conjunction with internal audit investigations, the Company is authorized to obtain investigative 



reports and/or consumer reports about employees during employment. Failure to practice 
sound financial responsibility or any overt abuse of financial responsibility may be grounds for 
disciplinary action, up to and including termination. 
 
 
Internal Solicitation 
Other than programs and activities specifically authorized by the Bank, solicitations unrelated to 
company business are not permitted.  Solicitation or distribution of literature on company 
premises by anyone not employed by the Bank or authorized by senior management is 
prohibited.  Inappropriate solicitations include membership pledges, sale of merchandise, 
soliciting support with respect to causes, groups or interests, posting of literature, brochures or 
other notices that are not company related. 
 
Because of our interest in supporting and contributing to the community, certain activities may 
be approved.  Senior management may approve solicitations that, in their opinion, benefit 
employees, customers, or the community. 
 
Work Related Injury 
Any employee reporting an on-the-job injury or illness will receive immediate and appropriate 
medical treatment. All applicable federal, state, and local laws or regulations pertaining to 
occupational injuries or illnesses will be followed and complied with at all times. 
 
It is the responsibility of all employees to immediately report to their manager and/or to Human 
Resources all on-the-job injuries or illnesses regardless of how insignificant or minor the injury or 
illness may appear at the time.  Failure to report an injury or illness as required by state law and 
organization policy could result in loss of compensation benefits and possibly lead to disciplinary 
action, up to and including termination. 
 
Security 
Employees are expected to be alert and have a partnership with the Company in the 
responsibilities of keeping our workplace and building secure.  Employee-Only and/or restricted 
access entrances should only be utilized by employees and precautions should be made to 
ensure unauthorized individuals do not gain access. 
 
 
Personal Property 
The Company cannot be responsible for personal property that is lost, damaged or stolen.  If an 
employee brings personal property/items/belongings into the office or on to company property, 
you are responsible to keep track of them.   
 
 
 
 
Separation of Employment 
Employment At-Will:  All employment at the Company is at-will.  This means that both employees 
and the Company have the right to end the employment relationship at any time, with or 
without advance notice, and with or without cause. 
 
Resignation:   
Employees who provide a two week notice will receive pay for earned and unused Paid Time 
Off based on the amount earned through their last day of employment.  The two week notice 
period should be worked days and Paid Time Off may not be used during the period.  
Employees resigning without submitting a two week working notice or employees terminated for 



violation of Company policies or procedures or poor work performance will forfeit this payment.  
Employees not coming to work or calling their manager to report their absence will be 
considered to have voluntarily resigned upon the third consecutive day of absence. 
 
Pay upon End of Employment:  When an employee leaves employment with the Company, the 
employee will be paid for all pay earned up to and including the last day worked. Final 
paychecks will be issued on the next regularly scheduled pay date and will be mailed, unless 
state law requires otherwise. Upon departure, employees are responsible to ensure that their 
contact information is current. 
 
 
 
 
Acknowledgement and Acceptance of Employee Handbook 
 
The employee handbook describes important information about the Company.  I understand 
that I should consult with the Human Resources Department if I have any questions that are not 
answered in the handbook. 
 
I became an employee of the Company voluntarily.  I understand and acknowledge that there 
is no specified length to my employment at the Company and that my employment is at will.  I 
understand and acknowledge that “at will” means that I may terminate my employment at any 
time, with or without cause or advance notice.  I also understand and acknowledge that “at 
will” means that the Company may terminate my employment at any time, with our without 
cause or advance notice. 
 
I understand and acknowledge that there may be changes to the information, policies and 
benefits in the handbook.  The only exception is that the Company will not change or cancel its 
employment-at-will policy.  I understand that the Company may add new policies to the 
handbook as well as replace, change or cancel existing policies.   
 
I understand and acknowledge that this handbook is not a contract of employment or legal 
document.  I have received a copy of the handbook and I understand that it is my responsibility 
to read and follow the policies contained in this handbook and any changes made to it.   
 
 
________________________________ 
Employee Name (Print) 
 
 
_______________________________  _________________________ 
Employee Signature     Date 
 


	Key Policies
	At-Will Employment
	Employee Confidentiality
	Equal Employment Opportunity/Affirmative Action
	Diversity and Inclusion
	Harassment
	Open Communication
	Safety and Health
	Violence in the Workplace
	Drug and Alcohol-Free Workplace
	Pay Transparency Nondiscrimination
	Conflict of Interest/Code of Ethics
	Information End-User
	Employment Practices
	Employee Handbook
	Employment Process
	Introductory Period
	Employment of Relatives
	Employee Data Changes
	Employment Verification
	Outside Employment
	Work Schedules and Break Periods
	Mobile Device/Cell Phone Use Policy
	Performance Feedback & Compensation Administration

	Compensation and Benefits
	Employment Classifications
	Time Records/Recording Time
	Overtime
	Bonus/Incentives
	Inclement Weather
	Remote Work
	Benefits
	Paid Time Off
	Holidays
	Workers’ Compensation Insurance
	Bereavement Time
	Jury Duty
	Employee Leaves of Absence

	Work Environment
	Dress for your Day
	Fitness Facility – Due to Covid, the Fitness Facility is closed until further notice.
	Smoke-Free Workplace
	Financial Responsibility
	Internal Solicitation
	Work Related Injury
	Any employee reporting an on-the-job injury or illness will receive immediate and appropriate medical treatment. All applicable federal, state, and local laws or regulations pertaining to occupational injuries or illnesses will be followed and complie...
	It is the responsibility of all employees to immediately report to their manager and/or to Human Resources all on-the-job injuries or illnesses regardless of how insignificant or minor the injury or illness may appear at the time.  Failure to report a...
	Security
	Personal Property
	Separation of Employment

	Acknowledgement and Acceptance of Employee Handbook

