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WHO IS COVERED
The provisions of this manual are applicable to all employees of Hoffmann-La Roche.  In those instances where provisions apply only to nonexempt employees, exempt employees, or to both nonexempt and exempt employees, the particular policy is so noted.  Specific references to the male gender, such as the terms “he,” “his,” “man,” or other descriptive phrases indicating a male, also apply equally to female employees.

PURPOSE OF THE MANUAL
This manual is intended to serve as a practical operating tool in the equitable and efficient administration of our employee relations program.  As such there will undoubtedly be changes for time to time, as conditions warrant.  Installations outside of Nutley may establish their own policies based on local practices and conditions.  These require the approval of the Director of Personnel.

[Page II]

RESPONSIBILITY FOR PERSONNEL POLICY MANUAL
The Director of Personnel will be responsible for maintenance of the manual, including continuously reviewing and developing policies to insure that they reflect the needs of the company.  However, suggestions regarding personnel policies may originate in any department and should be forwarded to the Director of Personnel for review.

In general, distribution will be provided to supervisory personnel whose duties are such that a knowledge of company personnel policies is required.

The manual will not be made available to anyone outside Hoffmann-La Roche Inc. without express approval of the Director of Personnel in each instance.

[Page III]

SUPERVISORS
The term “supervisor” as used in this manual will mean the exempt individual or his authorized designee, who, regardless of organizational title, is immediately responsible for the performance of a group and the individuals within the group.
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	TERMINATION

I. PURPOSE

This policy states the company's philosophy with respect to terminations of employees and provides uniform guidelines for the administration of this policy.

II. POLICY
It is the policy of Hoffmann-La Roche to retain to the extent consistent with company requirements, the services of all employees who perform their duties efficiently and effectively. However, it may become necessary under certain conditions to terminate employment for the good of the employee and/or the company. The types of terminations that exist are lay-off, discharge due to performance, disciplinary discharge, retirement, and resignation.

III. GENERAL
The definitions of the types of termination are as follows:

· Layoff means termination of employment on the initiative of the company under circumstances, normally lack of work, such that the employee is subject to recall. He/she may be reinstated without loss of seniority if recalled within one year of the date of layoff.

· Discharge due to Performance means termination of employment on the initiative of the company under circumstances generally related to the quality of the employee's performance, whereby the employee is considered unable to meet the requirements of the job. In this case, the employee is not subject to recall or reinstatement.

· Discharge, Disciplinary means termination of employment on the initiative of the company for reasons of misconduct or willful negligence in the performance of job duties such that the employee will not be considered for re-employment.

· Retirement means termination of active work by the employee at the age or under conditions set forth in the company's retirement plan, under which the employee receives retirement pay and enjoys other benefits.

· Resignation means termination of employment on the initiative of the employee. Employees are expected to give no less than two weeks notice of resignation. An employee who resigns will retain no reinstatement or re-employment rights.
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	Resignation requested is a category of information on the Personnel Action Form and means termination of employment, for cause, on the initiative of the company. "Mutual Agreement" terminations must be further identified as either discharge due to performance or disciplinary for purposes of severance pay eligibility (see Guidelines, pp. 10.2 and 10.3 and Severance Pay, pp. 10.4 and 10.5).

For pay purposes, terminations are effective on the last day worked, unless otherwise specified by the Department Head.

IV. GUIDELINES FOR DISCHARGE DUE TO PERFORMANCE

In keeping with the company's concern for all employees, termination of employment on the initiative of the company under circumstances generally related to the quality of the employee's job performance deserves special consideration. We would like to insure that every reasonable step has been taken to help the employee continue in a productive capacity. It is the responsibility of each manager and supervisor to develop the people working for him/her. In cases of unsatisfactory job performance, which may develop into termination of employment, each manager and supervisor should consider the following:

A.    Has the employee been made aware of the problem in specific terms?

B.    Are the suggestions as to how these problems can be eliminated in writing?

C.    Has assistance been offered to the employee to help the employee remedy the situation?

D.    Has the employee been given a sufficient amount of time and help to remedy the situation?

If a situation related to poor job performance has just come to a manager's or supervisor's attention, joint evaluation between the employee and the manager is recommended. The manager should try to determine the cause of the problem. Is it lack of experience in the job, education, motivation, employee personal problems, or personality conflict? Once the cause is identified, the employee should be given time, if possible, to remedy the situation. The manager should also be considering ways to remedy the situation and to improve the individual's performance. This may mean the use of outside sources to develop the employee and/or the job to put the employee on an appropriate career path. Other alternatives are:

A.   Changing the employee's responsibilities in his/her present job.

B.    Reassignment to a different job in the department.
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	C.    Encouraging the employee to bid into an area where his/her chances of success are felt to be better.

D.    A change to a position of lesser responsibility.

If, after sufficient time and consideration of the above, the employee does not remedy the situation, the supervisor should then proceed with the termination of the employee (see VI below).

V. GUIDELINES FOR DISCIPLINARY TERMINATIONS (See section on Discipline 9.1 through 9.4)

The termination of any employee for disciplinary causes must follow the procedures as set forth in Section 9.1 through 9.4 of the Personnel Policy Manual.

VI. TERMINATION PROCEDURE
It is the responsibility of the manager to:

· Notify the Payroll Department and the Personnel Department of the cause and date of termination;

· Notify the employee of the cause and date of termination;

· Prepare a Personnel Action Form stating the reason for termination and forward this to the Personnel Department.

It is the responsibility of the Personnel Department to:

· Provide the terminating employee with Termination Procedure Forms;

· Contact the terminating employee and set up an appointment for an interview (preferably the last day of work);

· Review Termination Procedure Forms for completeness and required clearance signatures;

· Notify the Dispensary, Payroll Department and Credit Union of the termination;

· Provide appropriate Unemployment Compensation information and forms to the terminating employee;


	PERSONNEL POLICIES

AND

PROCEDURES
	HOFFMAN-LA ROCHE INC.

< ROCHE >
	APPLIES TO:

All Permanent Employees

	
	
	PAGE

NUMBER          4
	D

A

T

E
	EFFECTIVE

  10-1-72

REVISED
    9-1-76

	
	
	SECTION
                         10
	
	

	· Conduct appropriate follow-up correspondence with the company that the terminated employee has accepted employment, stating the continuing nature of the patent secrecy agreement. Copies of the letter should go to the employee and the Personnel file;

· Forward all termination procedure forms to the Personnel Department Record Room.

It is the responsibility of the Payroll Department to:

· Verify that the terminating employee has no outstanding financial liabilities to the company;

· Issue and mail a final pay check upon completion of all termination procedures and receipt of a copy of the Personnel Action Form.

It is the responsibility of the HLR Federal Credit Union to:

· Check the status of the terminating employee with respect to:

· balances due the employee;

· outstanding Credit Union loans;

and to make arrangements for an interview with the employee for purposes of proper disposition of any amounts due either the employee or the Credit Union.

VII.  SEVERANCE PAY
In a case where an employee is discharged for unsatisfactory performance, severance pay may be granted if such employee has made every reasonable effort to meet job standards.  Where the employee has not tried to meet job requirements, severance pay may not be granted.

It is the manager’s decision whether severance should be paid to an employee being terminated for unsatisfactory performance.

In either case (payment or non-payment), such a decision should be well documented in writing.
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	The following schedule will be used as a guide in determining severance pay for permanent employees who are terminated due to performance:

· Less than one year of continuous service:

· Two weeks base pay, plus

· Vacation pay earned but not yet taken.

· One year or more of continuous service:

· Two weeks base pay, plus

· Vacation pay earned but not yet taken, plus

· One week’s base pay for each year of service, in consideration of age, family, and financial circumstances.

Permanent employees who leave the company due to retirement, resignation, or disciplinary discharge will not entitled to severance pay, but will be entitled to vacation pay earned but not yet taken.




