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Be Humble | We strive to remain open to learning and 
growing

Take Ownership | We know when to step in and help, 
even (and especially) when no one is watching

Embrace Growth | We welcome growth in ourselves and 
in our work

Manifest Trust | We always assume trust, then do our 
best to make it a constant reality

Care for Others |  We use our actions, our words, our 
tone, our voice to advocate for others in need

How we choose to conduct business is just as important 
as what we do. Our core values are a set of actionable 
principles that guide us through our decisions on every 
level: from company goals to partner relationships to 
personal growth. Every day, we choose to:

OUR CORE VALUES While the policies in this handbook may cover most 
situations, living by our value of caring for others should 
help cover a lot of life’s unexpected twists and turns. If you 
have any concerns or questions about any unique situations 
you are facing, talk to your manager and/or a representative 
of the Talent Management team so we can work together to 
find a solution. Please note that since we have associates 
in multiple states, the policies in this handbook will be 
adjusted according to state laws. 

Core 
Values Introduction
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Equal employment 
opportunity & anti-
discrimination policy
PartnerHero is an Equal Opportunity Employer 
that does not discriminate on the basis of race, 
color, creed, religion, national origin, ancestry, 
citizenship status, age, sex or gender (including 
pregnancy, childbirth and pregnancy-related 
conditions), gender identity, sexual orientation, 
marital status, military service and veteran sta-
tus, physical or mental disability, genetic infor-
mation, or any other characteristic protected 
by applicable federal, state or local laws and or-
dinances. PartnerHero also prohibits and does 
not tolerate unlawful discrimination against 
associates and covered persons who are per-
ceived to have any of these characteristics 
or who associate with a person who has, or is 
perceived to have, any of these characteristics. 
PartnerHero’s management team is dedicated 
to this policy with respect to recruitment, hir-
ing, placement, promotion, transfer, training, 
compensation, benefits, associate activities, 
access to facilities and programs and general 
treatment during employment. 

PartnerHero is committed to providing equal 
opportunity and reasonable accommodations 
to associates with disabilities unless doing so 
would impose an undue hardship upon Partner-
Hero’s business operations. PartnerHero com-
plies with the Americans with Disabilities Act 
and all other applicable federal, state, and local 
laws regarding disability discrimination and ac-
commodation. Consistent with those require-
ments, PartnerHero will reasonably accom-
modate qualified individuals with a disability if 
such accommodation would allow the individu-
al to perform the essential functions of the job, 
unless doing so would create an undue hard-
ship. If you believe you need an accommodation 
because of your disability, you are responsible 
for requesting an accommodation from your 
supervisor, consistent with PartnerHero’s Ac-
commodations policy set forth herein. 

PartnerHero will also, where appropriate, pro-
vide reasonable accommodations for an associ-
ate’s religious beliefs or practices.

In pursuit of putting 
our people first, we are 
constantly working to  
create and maintain a work 
environment where all team 
members are treated with 
dignity and respect. 
 
PartnerHero is an equal opportunity employer 
and we are committed to providing a work-
place that is free of discrimination, abuse, and 
offensive or harrassing behaviors of any kind. 
If you feel as though you have experienced or 
witnessed one of the aforementioned, please 
report the incident to your manager or the Tal-
ent Management department immediately. For 
more details on reporting, please refer to our 
anti-harassment policy within this handbook. 

Respect for 
the individual
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SEXUAL HARASSMENT

PartnerHero is committed to providing a workplace 
that is free from unlawful harassment. 

Sexual harassment is illegal and not tolerated at PartnerHero. It includes harassment that is 
or is not sexual in nature (for example, offensive remarks about an individual’s sex or gender), 
as well as any unwelcome sexual advances or requests for sexual favors or any other conduct 
of a sexual nature.

PartnerHero will not tolerate any form of sexual harass-
ment, regardless of whether it is:

This list is illustrative only, and not exhaustive. No form of sexual harassment will be tolerated. 
Harassment is prohibited at the workplace, at employer-sponsored events and on social media.

Verbal (for example: derogatory statements, slurs, sexually-related comments or jokes, 
unwelcome sexual advances or requests for sexual favors)

Physical (for example: assault, inappropriate physical contact or impeding)

Visual (for example: displaying sexually suggestive drawings, sending inappropriate mes-
sages/memes/gifs or making sexual gestures)

Retaliatory (for example: threatening retaliation or taking retaliatory action)

Policy Against 
Harassment

PartnerHero strictly prohibits and does not tolerate unlawful harassment against associates 
and covered persons (interns, volunteers, applicants or independent contractors) by co-work-
ers, supervisors, or third parties on the basis of a person’s race, color, religion, creed, national 
origin or ancestry, ethnicity, sex, pregnancy, sexual orientation, gender identity, age, physical 
or mental disability, citizenship, past, current, or prospective service in the uniformed ser-
vices, genetic information, and any other characteristic protected under applicable federal, 
state, or local law. Harassment can occur in the physical or remote workplace, after hours or 
on social media. It should always be reported and will not be tolerated.

8 9
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If you are subjected to any conduct that you believe violates the Equal Employment 
Opportunity & Anti-Discrimination Policy or the policy against harassment, or if you 
witness any such conduct, you should promptly report the conduct, either verbally or in 
writing. You may speak to, write to, or otherwise contact any of the following resources: 

PartnerHero will ensure a fair, timely, and thorough investigation. PartnerHero will main-
tain appropriate documentation and tracking to ensure reasonable progress is made. At 
the close of the investigation, PartnerHero will consider appropriate options for remedial 
actions and resolutions. If misconduct is found, PartnerHero will take prompt, corrective 
action, as appropriate. PartnerHero will maintain confidentiality to the extent possible. 
You will be informed of the results of the investigation. 

Supervisors have an obligation to report discriminatory conduct. Supervisors who ob-
serve such conduct or who receive any complaints of misconduct must report the con-
duct or complaint to Talent Management immediately. 

No one will be subject to, and PartnerHero prohibits, any form of discipline, reprisal, 
intimidation or retaliation for good faith reports or complaints of incidents of discrimi-
nation of any kind, pursuing any discrimination claim or cooperating in related investi-
gations. 

PartnerHero is committed to enforcing our Equal Employment Opportunity and Anti-
Discrimination Policy and our Policy Against Harassment. The effectiveness of our ef-
forts depends in part on associates telling us about inappropriate workplace conduct. 
If you feel that you or someone else may have been subjected to conduct that violates 
this policy, you should report it immediately. If associates do not report according to 
these policies, PartnerHero may not become aware of these violations and may not be 
able to take appropriate corrective action. 
 
For additional information that may apply to your state or local jurisdiction, please con-
tact Talent Management or refer to the state addendum. 

For additional information that may apply to your state or local jurisdiction, please contact 
Talent Management and refer to the addenda in this Handbook. Your complaint should be as detailed as possible, including the names of all individuals 

involved and any witnesses. 

Your direct supervisor or, if the conduct involves your direct supervisor, the next level 
above your direct supervisor. 

You can speak to anyone in the Talent Management department- in person, via slack 
or email:  talentmanagement@partnerhero.com 

3  S U P E RV I S O R  R E S P O N S I B I L I T I E S

4  N O  R E TA L I AT I O N

2  I N V E S T I GAT I O N

1  R E P O R T I N G

Complaint 
Procedure
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Gain insight into the areas of a candidate’s background that are relevant to 
the employment opportunity for which they have been selected

Verify that candidates have been truthful with the information provided in 
their application

Create a safe and healthy environment for all of PartnerHero’s associates 
and partners

Provide a clear framework for administering employment screenings to 
ensure that this step of the hiring process is applied consistently and does 
not disproportionately impact any one group of prospective associates

INSIGHT

VERIFICATION

SAFETY

FRAMEWORK

PartnerHero’s US background screening policy refers 
to guidelines and processes for screening job candidate 
backgrounds as a part of our hiring process. The goals 
of the background check policy are:

For more information and to review a full policy visit US 
Background Screening Policy (partnerhero.com)

Background 
Checks

Drug and Alcohol
Free Workplace
To  help  ensure a safe, healthy and pro-
ductive work environment for our associ-
ates and others, to protect PartnerHero 
property, and to ensure efficient opera-
tions, PartnerHero has adopted a policy of 
maintaining a workplace free of drugs and 
alcohol. This includes smoking and vaping 
during work hours unless limited to your 
breaks and lunch time. 

Violation of this policy will result in dis-
ciplinary action, up to and including dis-
charge. We encourage associates to seek 
assistance before their substance abuse 
or alcohol misuse renders them unable to 
perform the essential functions of their 
jobs, or jeopardizes their health and safety.

Workplace
Violence
PartnerHero is committed to preventing 
workplace violence and to maintaining 
a safe work environment. PartnerHero 
has adopted guidelines to deal with in-
timidation, harassment or other threats 
of violence that may occur onsite or off-
site during work-related activities. Part-
nerHero prohibits the possession or use 
of weapons of any type on PartnerHero 
property. 

BACKGROUND CHECKS
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In addition to the above classifications, associates are categorized as either “exempt” or “non-
exempt” for purposes of federal and state wage and hour laws. Associates classified as exempt 
do not receive overtime pay; they generally receive the same weekly salary regardless of hours 
worked. The associate will be informed of these classifications upon hire and informed of any 
subsequent changes to the classifications. 

HOLIDAY POLICY
Associates who regularly work at least 30 hours per week and are 
eligible for benefits and paid time off.

Associates who regularly work fewer than 30 hours per week. Part-
time associates are not eligible for benefits or paid time off. 

Associates who were hired for a specific short-term project or 
temporary basis. Temporary associates are not eligible for benefits or 
paid time off. 

FULL TIME ASSOCIATES

PART TIME ASSOCIATES

TEMPORARY ASSOCIATES

1

2

3

The first three months of employment is an introductory period. This is an opportu-
nity for PartnerHero to evaluate performance. It also is an opportunity for associates 
to decide whether they are happy being employed by PartnerHero. PartnerHero may 
extend the introductory period if it desires. Completion of the introductory period 
does not alter the associate’s at-will status. 

Associate 
Classifications

PROBATION PERIOD

PartnerHero values diversity and we feel that in order to support the inclusivity of our di-
verse workforce, associates must have a say in which holidays they choose to celebrate. In 
addition to the 7 designated holidays, each eligible associate is awarded 2 flexible holidays 
per calendar year for a total of 9 holidays annually. We provide flexible holidays to help as-
sociates celebrate holidays or special occasions that are not recognized by the company as a 
whole. 

Following successful completion of the first 90-days of employment, full-time non-exempt 
and exempt associates are given 2 flexible holidays prorated based on the date of eligibility. 
Flexible Holidays expire annually at the end of day on December 31st. Each eligible associ-
ate will receive 2 Flexible Holidays on January 1st annually. To use your flexible holiday you 
must request the day in advance and receive approval according to the standard request 
process. 

Paid 
Holidays
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New Year’s Day     Saturday, January 01 2022

Martin Luther King, Jr. Day   Monday, January 17th 2022

Memorial Day     Monday, May 30th 2022

Juneteenth     Sunday, June 19th 2022

Independence Day     Monday, July 4th 2022

Thanksgiving Day     Thursday, November 25th 2022

Christmas Day      Sunday, December 25th 2022

FULL TIME NON-EXEMPT ASSOCIATES
• When a PartnerHero recognized holiday falls on a regular workday, and you 

do not work, you will receive holiday pay for your regularly scheduled hours at 
your regular pay rate for that day. Associates must work their scheduled shift/
hours before and after the holiday in order to receive holiday pay.

• If you work on a PartnerHero recognized holiday, you will receive 1.5x of your 
regular pay for any hours worked that day.

• When a PartnerHero recognized holiday falls on your regular day off, you will 
be awarded an additional flexible holiday day.

PART-TIME NON-EXEMPT AND TEMPORARY ASSOCIATES
• If you work on a PartnerHero recognized holiday you will receive 1.5x of your 

regular pay for any hours worked that day. (see ‘Holiday Coverage’)
• Part-Time Non-Exempt and Temporary associates do not receive holiday pay 

or benefits for PartnerHero recognized holidays in which they do not work.

EXEMPT ASSOCIATES
• Exempt associates are encouraged to take PartnerHero recognized holidays 

off work when possible and will be compensated their regular salary for any 
non-worked holiday that falls during their regular working days.

• If you work on a PartnerHero recognized holiday you will receive your regular 
salary and may take another day off in lieu of the recognized holiday at the 
discretion of your manager.

2022 Paid 
Holidays

Holidays & Associate 
Classification
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VACATION UNPAID TIME OFF

TIME OFF FOR PART TIME 
AND TEMP ASSOCIATES

SICK PAY

Unpaid time off must be approved by your man-
ager and should be used sparingly and only in 
emergency or extenuating circumstances. Af-
ter completion of your first 90-days with Part-
nerHero, it is strongly preferred for you to use 
vacation time before taking unpaid time-off. 
Managers will approve or deny requests con-
sidering the needs of the business and partner 
programs.

Full-time associates receive 10 days (80 hrs) of 
vacation time to use per year of full-time em-
ployment after 90 days of employment. For pur-
poses of vacation time, a year is defined from 
your start date with PartnerHero. Associates 
are expected to give at least 2 weeks notice for 
any vacation requests. Managers will approve 
or deny requests considering the needs of the 
business and partner programs. The further in 
advance you request your time off, the more 
likely it is to be approved. Requests made under 
2 weeks can be approved at the discretion of 
your manager, often following discussion with 
partners. Vacation time does not roll over year 
to year, except as required by applicable law. 
Any vacation time that’s unused within a year 
of its accrual will expire, except as otherwise 
set forth under applicable law. It’s up to each 
associate to make sure you’re using vacation 
time throughout the year and giving advance 
notice. 

PartnerHero does not pay out any unused va-
cation time at termination, unless state law re-
quires us to do so.  Any remaining vacation time 
will be forfeited upon termination or resigna-
tion, except as otherwise dictated by applicable 
state law. 

Time 
Off

Part-time & temp associates may request un-
paid time off but are not eligible for paid time 
off. You will only be paid for the hours you work. 
Time off requests must be approved by your 
manager. Approval is based on business need, 
and may not be granted. Part-time & temp as-
sociates must submit their requests at least 2 
weeks in advance, to facilitate PartnerHero in 
finding someone who can cover the associate’s 
hours. 

We trust our associates to act responsibly 
when it comes to illness and take time off when 
needed to heal and maintain your physical and 
mental health. These guidelines provide a broad 
overview. We understand that there are a range 
of situations that might come up. We recognize 
that many situations will need to be handled on 
a case-by-case basis with fairness toward our 
associates and partners alike. If the need for 
paid sick leave is foreseeable (such as for sched-
uled medical appointments), associates must 
provide reasonable advance notice via Hotline. 
If the need is not foreseeable, associates must 
provide notice of the need for the leave as soon 
as possible. Except in cases of rare emergen-
cies, associates are required to notify us at least 
2 hours before a shift begins if they’re going to 
miss any scheduled work hours due to illness via 
Hotline. For illnesses that may last longer than 

one day or occur more than once every other 
month, we may request a doctor’s note confirm-
ing your need for extended recovery time away 
from work. Each associate receives 24 hours of 
sick leave except as otherwise dictated by ap-
plicable state law. 
Once an associate has exhausted their paid sick 
leave bank but needs to be out for sick leave 
purposes, they may request time off under the 
Company’s Unpaid Time Off policy.
Sick time does not roll over year to year. Any 
sick time that is unused within a year will expire. 
PartnerHero does not pay out any unused sick 
time at termination, unless state law requires 
us to do so.  Any remaining sick time will be for-
feited upon termination or resignation, in ac-
cordance with applicable state law. 
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MATERNITY LEAVE 
& ADOPTION

PATERNITY & 
PARTNER LEAVE

BEREAVEMENT LEAVE

PREGNANCY LOSS LEAVE

PartnerHero recognizes that associates may 
need to be absent from work to care for a new-
born child or a new adopted or new foster child 
or due to a pregnancy, childbirth, or related 
medical condition of the associate. Partner-
Hero provides pregnancy leaves of absence to 
all eligible associates in accordance with the 
Pregnancy Discrimination Act (PDA), Family 
Medical Leave Act (FMLA), Americans with Dis-
abilities Act (ADA) and any other state or fed-
eral laws, to the extent that any such laws may 
apply. Full-time associates who have worked at 
PartnerHero for more than 6 months are eligi-
ble for 12 weeks of leave following the birth of 
a child or the adoption of a child.

Full-time associates who have worked at Part-
nerHero for more than 6 months are eligible for 
2 weeks leave following the birth of a child or 
the adoption of a child or the foster placement 
of a child by the associates’ spouse or domestic 
partner.

an associate loses a loved one. At PartnerHero 
we recognize family takes many forms and we 
aim to be inclusive of the diverse ways our as-
sociates define their family members. Please 
speak to Talent Management to help navigate 
this policy as needed.  
In the event that an associates’ immediate fam-
ily member (including but not limited to part-
ner, parents, sibling, or child) or anyone with 
a similar relationship to an immediate family 
member passes away, associates will receive 
one week of paid leave. For full-time associates 
this means 5 days paid leave; for part-time as-
sociates this means up to 5 days, according to 
their regular weekly schedule.
In the event that a grandparent, grandchild, 
nephew or niece, aunt, uncle, or other similar 
loved one passes away, full-time associates will 
receive 2 days paid leave and part-time associ-
ates can take paid leave for up to 2 shifts.

When a loved one passes away, we give our as-
sociates time off to begin the process of griev-
ing and healing. PartnerHero will provide a pe-
riod of paid bereavement leave in the case that

PartnerHero wants to ensure the physical and 
mental well-being of parents who experience a 
miscarriage. PartnerHero offers 1 week of paid 
leave to full-time employees who have been em-
ployed with PartnerHero for at least six months 
and who have experienced a miscarriage. Paid 
Pregnancy Loss Leave will run concurrently 
with any other leave.

Family Leave
JURY DUTY VOTING LEAVE
PartnerHero realizes that it is the obligation 
of all U.S. citizens to serve on a jury when 
summoned to do so. All associates will be 
allowed time off to perform such civic service 
as required by law. Associates are expected, 
however, to provide proper notice of a request 
to perform jury duty and verification of 
their service, in accordance with applicable 
law. Associates also are expected to keep 
management informed of the expected length 
of jury duty service and to report to work for 
the major portion of the day if excused by the 
court. 
 
Except as otherwise required by applicable law, 
associates on jury duty will be paid for up to five 
workdays, or 40 hours, for time missed. 

PartnerHero wants everyone to have the 
opportunity to vote. Many states have dif-
ferent statutes defining requirements 
granting associates time off to vote. Check 
with your manager or Talent Management 
for specific information about your state’s 
available voting eligibility. 

Jury Duty & 
Voting Leave
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MILITARY LEAVE

PERSONAL LEAVE
If associates are ineligible for any other 
PartnerHero leave of absence, PartnerHero, 
under certain circumstances, may grant a 
personal leave of absence without pay. A 
written request for a personal leave should 
be presented to management at least two 
(2) weeks before the anticipated start of the 
leave. If the leave is requested for medical 
reasons and associates are not eligible for 
leave under the federal Family and Medical 
Leave Act (FMLA) or any state leave law, 
medical certification also must be submitted. 
The request will be considered on the basis of 
staffing requirements and the reasons for the 
requested leave, as well as performance and 

attendance records. Health insurance cover-
age during the leave will continue if the associ-
ate submits the monthly premium payments to 
PartnerHero. Upon completion of the personal 
leave of absence, PartnerHero will attempt 
to return associates to their original job or a 
similar position, subject to prevailing business 
considerations. Reinstatement, however, is not 
guaranteed, except as otherwise required by 
applicable law. Failure to advise management 
of availability to return to work, failure to re-
turn to work when notified or a continued ab-
sence from work beyond the time approved 
by PartnerHero will be considered a voluntary 
resignation of employment. 

Leaves of 
Absence

If a PartnerHero associate is called into active 
military service or enlists in the uniform servic-
es, they may be eligible for an unpaid military 
leave of absence. In order to be eligible for mili-
tary leave, associates must provide manage-
ment with as much advance notice of service 
obligation as possible. While on leave, associ-
ates will retain reemployment rights and con-
tinue to accrue seniority and benefits accord-
ing to federal and resident state laws as long as 
the leave is within statutory limits. Associates 
taking part in a variety of military duties are 
covered under this policy. Such military duties 
include leaves of absence taken by members of 
the uniformed services, including active duty, 
reserve or National Guard, for training, periods 
of active military service, and funeral honors 
duty.

PartnerHero values and appreciates the sacri-
fice of those who serve. For additional informa-
tion regarding service member rights under US-
SERA, please visit:
https://www.dol.gov/agencies/vets/programs/
userra
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INTERMITTENT LEAVE AND 
REDUCED LEAVE SCHEDULES
FMLA leave usually will be taken for a period of consecutive days, weeks or months. However, 
associates also are entitled to take FMLA leave intermittently or on a reduced leave schedule 
when medically necessary due to a serious health condition of the associate or covered family 
member or the serious injury or illness of a covered service member. Qualifying exigency leave 
also may be taken on an intermittent basis. 

To review the FMLA law, including specific laws and regulations, visit https://www.dol.gov/agen-
cies/whd/fmla and please contact Talent Management. PartnerHero is committed to complying 
with the FMLA and, whenever necessary, shall interpret and apply this policy in a manner con-
sistent with the FMLA. 

ELIGIBILITY

Associates may be entitled to a leave of absence under the 
Family and Medical Leave Act (FMLA). This policy provides 
associates information concerning FMLA entitlements 
and obligations associates may have during such leaves. If 
associates have any questions concerning FMLA leave, they 
should contact Talent Management. 

FMLA leave is available to eligible associates.  To be eligible, the associate must: 1) have 
been employed by PartnerHero for at least 12 months (which need not be consecutive); 
2) have been employed by PartnerHero for at least 1,250 hours of service during the 
12-month period immediately preceding the commencement of the leave.

Family Medical 
Leave (FMLA)

To care for the associate’s child after birth or placement for adoption or foster care;

To care for the associate’s spouse, son, daughter or parent (but not in-law) who has a serious 
health condition;

For the associate’s own *serious health condition (including any period of incapacity due to 
pregnancy, prenatal medical care or childbirth) that makes the associate unable to perform 
one or more of the essential functions of the associate’s job;

An associate’s spouse, son, daughter or parent is a military member on covered active duty or 
called to covered active duty status. 

BASIC FML A LEAVE ENTITLEMENT
The FMLA provides eligible associates up to 12 work weeks of unpaid leave for certain family 
and medical reasons during a 12-month period. The 12-month period is determined based on 
a rolling 12-month period measured backward from the date the associate uses their FMLA 
leave. Leave may be taken for any one, or for a combination, of the following reasons: 

* A serious health condition is an illness, injury, impairment or 
physical or mental condition that involves either an overnight 
stay in a medical care facility, or continuing treatment by a health 
care provider for a condition that either prevents associates from 
performing the functions of their job, or prevents the qualified 
family member from participating in school or other daily 
activities. Subject to certain conditions, the continuing treatment 

requirement may be met by a period of incapacity of more than 
3 consecutive calendar days combined with at least two visits to 
a health care provider or one visit and a regimen of continuing 
treatment, or incapacity due to pregnancy, or incapacity due to 
a chronic condition. Other conditions may meet the definition of 
continuing treatment. 
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ACCIDENTS & 
INJURIES

PARTNERHERO 
PROPERTY

Associates agree to maintain 
safe conditions in the 
remote work space and to 
practice the same safety 
habits and rules applied on 
PartnerHero premises. If 
associates incur an injury 
arising out of the course 
and scope of the assigned 
job duties while working 
in the remote work space, 
the workers’ compensation 
provisions in place for the 
state in which the associates 
are working generally will 
apply. Associates must notify 
their supervisor or manager 
immediately and complete all 
necessary and/or requested 
documents regarding the 
reported injury. PartnerHero 
assumes no responsibility 
for injuries occurring in the 
remote work space outside 
normal working hours or for 
injuries that occur as a result 
of a reasonably recognizable 
unsafe remote work space.

All equipment, records, 
and materials provided by 
PartnerHero will remain 
PartnerHero property. 
Associates agree to return 
PartnerHero equipment, 
records, and materials upon 
request. All PartnerHero 
equipment will be returned 
by associates for inspection, 
repair, or replacement 
as needed or requested 
or immediately upon 
termination. All equipment 
must be returned within five 
(5) business days.

It is PartnerHero’s intent to 
ensure the safety and enjoy-
ment of associates while 
traveling on business. Partner-
Hero has developed a policy 
that outlines the protocols for 
business-related travel. The 
policy provides guidance for 
the reimbursement of ac-
tual and reasonable expenses 
incurred while conducting 
Company business that are 
approved and properly docu-
mented in accordance with 
this policy. To review the full 
Travel & Expense Policy: 

Travel Policy 

TRAVEL & 
EXPENSE POLICY YOUR PAYCHECK

BENEFITS OVERVIEW

Associates will be paid on a semi-monthly ba-
sis. Paydays are the 15th and the last day of 
the month. By law, PartnerHero is required to 
make deductions for Social Security, federal 
income tax and any other appropriate taxes. 
These required deductions also may include 
any court-ordered garnishments. If there is 
an error in any associate’s pay, the associate 
should bring the matter to the attention of 
Talent Management immediately so Partner-
Hero can resolve the matter quickly.

Your position must be classified as full-time 
regular to be eligible for associate benefits.  
If you are a full-time regular associate, your 
benefits eligibility begins the 1st of the 
month following your hire date. See Talent 
Management for more information. 

Payment 
& Benefits

26 27

PARTNERHERO NORTH AMERICA OTHER  POLICIES PAYMENT & BENEFITS

https://docs.google.com/document/u/0/d/15DYXlOxCNbN5llldeMHu-dDFVpyd1_9PSnC6gj2gTtE/edit


ATTENDANCE EXPECTATION GUIDELINES
Reliable attendance and punctuality from every member of the 
PartnerHero team are crucial to the success of our partners, 
our internal teams, and ultimately PartnerHero. We rely on 
every team member’s commitment to regular attendance and 
punctuality. The guidelines in this expectation are designed to 
help you manifest trust with your internal team members and 
the partner(s) you support through reliability.

Attendance
Policy

GENERAL EXPECTATION

PUNCTUALITY

TRAINING & ATTENDANCE

All PartnerHero team members should report to work regularly on time for their scheduled shifts 
(whether you work a set or flexible schedule). You are expected to communicate any issues to 
your supervisor and/or Talent Management that may impact your ability to maintain reliable at-
tendance and punctuality.

Ensure you arrive for your shift with enough time to get set-up and ready to begin work.  Whether 
you are working from home or in an office you should arrive for your shift at  the start of your 
scheduled shift and no more than 5 minutes late.

Avoid any absences or tardiness during your initial training period as a new associate and during 
any subsequent training that you are scheduled for. Training is a key activity that contributes to 
our success as an organization, and our internal teams and external partners dedicate valuable 
time and resources to training. By being in attendance as planned each day you are scheduled for 
training you take ownership of your own success at PartnerHero and the success of the team(s) 
you work with and partner(s) you support.

UNPL ANNED ABSENCES

SCHEDULED TIME OFF

While we expect all team members to report to work as scheduled, we also understand that life 
happens, and sometimes circumstances prevent us from keeping to our commitments. Once you 
recognize that you may be absent or late, reach out to your leadership via Hotline with as much 
advance notice as possible. Following the Hotline process  does not excuse lateness or absence. 
It is simply a way of communicating when you will be late or absent. If you have any questions 
regarding Hotline please contact your regional Talent Management representative.

Request scheduled time off to your supervisor with at least 2 weeks advance notice, but 
the more notice the better. Be aware that your program may have PTO blackout periods 
during the busy season and that requests made with less than 2 weeks’ notice are likely 
to be denied. By working with your supervisor and giving proper advance notice of your 
request to take Paid Time Off you ensure that your team and partner are well supported 
in your absences, and you can enjoy your time off worry-free!

MEALS AND REST BREAKS

REMOTE WORK

It is the policy of PartnerHero to comply with state and federal laws regarding meals and rest 
breaks. Be aware that your program may have specific scheduling needs to consider when tak-
ing breaks and lunches. Please contact Talent Management and refer to the addendum of this 
handbook for additional information about meal and rest breaks that apply in your jurisdiction.

Most roles at PartnerHero are able to be performed remotely. State and federal regula-
tions determine where PartnerHero can do business, which determines the locations 
where associates are hired. Therefore it is important that when you are working remote-
ly, you work from your home location, that is, the address you provided upon hire. We 
recognize that there are times when you may need to work from another location for a 
variety of reasons (internet outages, power outages, short-distance travel, etc.). In those 
situations, associates must contact their manager for approval to work remotely from a 
different location.
When working remotely, communication with your manager and team is key to your suc-
cess. Remote associates are expected to be available and communicative during sched-
uled work hours. Failure to communicate with your manager in a timely manner could 
result in corrective action.
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CORRECTIVE ACTION
Reliable attendance and punctuality are a requirement of every team member at PartnerHero. 
Repeated patterns of absenteeism, tardiness, and/or not following the guidelines of these ex-
pectations will result in corrective action up to and including termination. 

NO CALL NO SHOW
A no-call no-show is a serious offense, it can severely jeopardize our operations and 
partnerships while also placing unnecessary stress on our internal teams. An absence will 
be counted as a no-call no-show when any team member fails to report to work as sched-
uled/planned without notifying the proper channels within 5 minutes of their scheduled/
planned start time. Within this policy, you do not need to miss your entire shift for it to 
be counted as a No Call No Show.

The following actions will be taken in the case of No Call No Shows:

1. First No Call No Show will immediately lead to a written warning.

2. Second No Call No Show may result in further action up to including termination.

PartnerHero recognizes all local laws governed under an associate’s employment offer, and as 
such, views any mandated leaves of absence as protected time. Additionally, where appropri-
ate, PartnerHero will address specific attendance issues or concerns that fall outside the scope 
of the guidelines in this expectation, including corrective action up to termination as deemed 
appropriate by management based on the severity of the attendance concern. Individual pro-
grams may have unique rules & requirements — it’s important to adhere to any guidelines 
described by your supervisor that aren’t mentioned here. 

EXCEPTIONS AND SPECIAL CIRCUMSTANCES

Timekeeping
Procedures

TIMEKEEPING PROCEDURES OVERTIME
Non-exempt associates must record their 
actual time worked for payroll and benefit 
purposes. Non-exempt associates must record 
the time work begins and ends.
Altering, falsifying or tampering with time re-
cords is prohibited and subjects the associate 
to corrective action, up to and including dis-
charge. It is your responsibility to clock in and 
clock out for every shift you work. You may not 
begin working until you have clocked in. Work-
ing “off the clock” for any reason is considered 
a violation of company policy. If you forget to 
clock in or out, or if you believe your time re-
cords are not recorded accurately, you must 
notify your supervisor or Talent Management 
immediately. 

In some cases you may be requested to work 
overtime when and if the partner requests 
and your supervisor approves. You must not 
log overtime unless it is approved by your 
supervisor. Any non-exempt associate who 
works overtime will be compensated at the 
rate of one and one-half times (1.5) their nor-
mal hourly wage for all time worked in excess 
of 40 hours each week, unless otherwise re-
quired by applicable law. Please refer to state-
specific addenda, and contact your supervisor 
or Talent Management for information about 
overtime that applies in your state. Partner-
Hero does not count paid holidays, PTO, or 
sick leave hours taken by an associate toward 
the calculation of the overtime, because these 
hours are not actually “worked” and are there-
fore not considered as hours counted toward 
overtime under the FLSA. For purposes of cal-
culating overtime for non-exempt associates, 
the work week begins on Sunday at 12:00 am 
and ends on Saturday at 11:59 pm.  
 

MEAL PERIODS REST PERIODS
All associates are permitted a 15-minute paid 
rest break for each four-hour work period. 
Breaks should not be taken at the beginning or 
end of the workday to offset arrival and de-
parture times.

Associates who work eight or more hours in a 
day are required to take an unpaid meal break 
of 1 hour. Meal breaks are not counted toward 
hours worked. Associates are to be complete-
ly relieved from work duties during their meal 
break and hours will not be counted toward the 
total hours worked.
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ASSOCIATE PRIVACY 
POLICY
At PartnerHero, we recognize that your pri-
vacy is a human right. Your personal informa-
tion is valuable and should be protected. We 
collect certain types of personal data from 
each PartnerHero associate during the course 
of your employment with us. 
Some of this personal data we’re required to 
process, and other personal data we’ll only 
process if you’ve given us permission to do so. 
In either case, we work hard to ensure we are 
responsibly handling your data, while giving 
you transparency into our privacy practices. 
This Privacy Policy is designed to help you 
understand what personal data we collect 
from you, our reasons for collecting it, what 
we do with it, how we share it, and how we 
protect it. We also provide information about 
how you can access and manage your data, 
either through various PartnerHero tools or 
by submitting a request. 

Privacy
Policy

COMPLETE PRIVACY 
POLICY

To review the full Associate 
Privacy Policy: 

www.partnerhero.com

COMPLETE POLICIES
Review the complete Policies here:
Global IT Policy
Data Protection Policy

GLOBAL
IT 
POLICY

DATA 
PROTECTION 
POLICY

PartnerHero is a global company, with offices 
and remote associates stationed all around the 
world. Our IT program is designed to provide 
support to you wherever you may be working. 
PartnerHero manages and supports company-
purchased hardware at our various locations, 
as well as hardware used by our Remote+ 
associates. We utilize a remote support model, 
using mobile device management and remote 
desktop solutions to enable our IT department 
to provide support from anywhere. This 
policy defines PartnerHero’s standards for 
hardware, software and technical support, 
as well as acceptable use requirements that 
each associate must follow when utilizing the 
various devices and services that connect to 
our systems and data. 

As a PartnerHero associate, you play a critical 
role in the protection of confidential and 
sensitive data at the company. Regardless of 
any systems and technical security controls 
in place, you will always be the first line of 
defense. The success of our data protection 
efforts will succeed or fail based on your 
choices and actions. This policy defines the 
fundamental concepts and requirements that 
should be followed in order to protect data 
at PartnerHero. It covers the areas of data 
definitions and handling, security awareness, 
and acceptable use of technology and systems. 
To review the full Data Protection Policy: PH 
Policy - Data Protection.pdf - Google Drive
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02

01

06

03

04

05

07

Stealing, removing or defacing PartnerHero property or a co-worker’s property, and/or 
disclosure of confidential information. 

Obtaining employment on the basis of false or misleading information. 

Violation of PartnerHero’s Drug and Alcohol-Free Workplace Policy. 

Failure to perform assigned job duties. 

Completing another associate’s time records. 

Fighting, threatening or disrupting the work of others or other violations of PartnerHero’s 
Workplace Violence Policy. 

Violation of the Punctuality and Attendance Policy, including but not limited to irregular at-
tendance, habitual lateness or unexcused absences. 

PartnerHero endeavors to maintain a positive work environ-
ment. Each associate plays a role in fostering this environment. 
Accordingly, we all must abide by certain rules of conduct, based 
on honesty, common sense and fair play.  Because everyone may 
not have the same idea about proper workplace conduct, it is 
helpful to adopt and enforce rules all can follow. Unacceptable 
conduct may subject the offender to corrective action, up to and 
including discharge, at PartnerHero’s sole discretion. The fol-
lowing are examples of some, but not all, conduct which can be 
considered unacceptable: 

General Standards
of Conduct

Obviously, not every type of misconduct can be listed. Misconduct or violation of PartnerHero 
policies, rules or procedures may result in a verbal or written warning, a suspension with or 
without pay or termination. PartnerHero will base the type of corrective action it administers 
upon the facts of each particular case as determined by PartnerHero. However, PartnerHero 
reserves the right to impose whatever corrective action it chooses, or none at all, in a particu-
lar instance. This statement of prohibited conduct does not alter PartnerHero’s policy of at-will 
employment. Either you or PartnerHero remains free to terminate the employment relation-
ship at any time, with or without reason or advance notice.

08

09

10

11

12

13

Willful or careless destruction or damage to PartnerHero assets or to the equipment or 
possessions of another associate. 

Performing work of a personal nature during working time. 

Violation of PartnerHero’s Harassment or Equal Employment Opportunity Policies. 

Violation of the Global IT policy and associated policies. 

Unsatisfactory job performance. 

Any other violation of PartnerHero policy. 
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1 2COUNSELING & 
VERBAL WARNING

WRITTEN 
WARNING

Counseling creates an opportunity for the 
associate’s lead to bring attention to the 
existing performance, conduct or attendance 
issue. The lead will discuss with the associate 
the nature of the problem or the violation 
of company policies and procedures. The 
lead will describe expectations to improve 
performance or resolve the problem.

The written warning involves more formal 
documentation of the performance, conduct 
or attendance issues and consequences. 
Additional counseling and coaching is provided 
and the lead documents the expectations 
clearly for the associate.

PartnerHero’s progressive corrective action policy and proce-
dures are designed to provide a structured process to improve 
and prevent a recurrence of undesirable associate behavior and 
performance issues. 

Outlined below are the steps of PartnerHero’s progressive corrective action policy and proce-
dures. PartnerHero reserves the right to combine or skip steps depending on the facts of each 
situation and the nature of the offense. Some of the factors that will be considered are whether 
the offense is repeated despite coaching, counseling or training; the associate’s work record; and 
the impact the conduct and performance issues have on the organization. Nothing in this policy 
provides any contractual rights regarding associate corrective action or counseling, nor should 
anything in this policy be read or construed as modifying or altering the employment-at-will rela-
tionship between PartnerHero and its associates.

Corrective 
Action

3 4FINAL WARNING & 
SUSPENSION

TERMINATION OF 
EMPLOYMENT

Some performance, conduct, or safety inci-
dents are so harmful that the most effective 
action may be the temporary removal of the 
associate from the workplace. When immedi-
ate action is necessary to ensure the safety 
(physical, emotional, mental) of the associate 
or others, the lead on duty or Talent Manage-
ment representative may suspend the asso-
ciate pending the results of an investigation. 
Depending on the seriousness of the incident, 
the associate may be suspended without pay 
in full-day increments consistent with federal, 
state and local wage and hour employment 
laws. Non-exempt/hourly employees may not 
substitute or use an accrued paid vacation or 
sick day in lieu of the unpaid suspension. In 
compliance with the Fair Labor Standards Act 
(FLSA), unpaid suspension of salaried/exempt 
employees is reserved for serious workplace 
safety or conduct issues. 

The last and most serious step in the progres-
sive process is termination of employment. 
Generally, PartnerHero will try to exercise the 
progressive nature of this policy by first provid-
ing warnings, issuing a final written warning or 
suspending the associate from the workplace 
before proceeding to a recommendation to ter-
minate employment. However PartnerHero re-
serves the right to combine and skip steps de-
pending on the circumstances of each situation 
and the nature of the offense. Furthermore, 
associates may be terminated without prior no-
tice or corrective action.
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CONFLICT OF INTEREST 
& BUSINESS ETHICS

During the course of work, associates may 
become aware of confidential information 
about PartnerHero’s business, including 
but not limited to information regarding 
PartnerHero finances, pricing, products and 
new product development, software and 
computer programs, marketing strategies, 
suppliers and customers and potential 
customers. Associates also may become aware 
of similar confidential information belonging 
to PartnerHero’s clients. 

It is extremely important that all such 
information remain confidential, and 
particularly not be disclosed. Any associate 
who improperly copies, removes (whether 
physically or electronically), uses or discloses 
confidential information to anyone outside of 
PartnerHero may be subject to disciplinary 
action up to and including termination. 
Associates may be required to sign an 
agreement reiterating these obligations. 

Confidential 
Company Information
CONFIDENTIALITY

You must avoid any relationship or activity that might impair or even appear to impair our ability 
to make objective and fair decisions when performing our jobs. At times, we may be faced with 
situations where the business actions we take on behalf of PartnerHero may conflict with our own 
personal or family interests. We owe a duty to PartnerHero to advance its legitimate interests 
when the opportunity to do so arises. We must never use PartnerHero property or information 
for personal gain or personally take for ourselves any opportunity that is discovered through our 
position with PartnerHero. 

Being employed (you or a close family member) by, or acting as a consultant to, a competitor or 
potential competitor, partner, supplier or contractor, regardless of the nature of the employ-
ment, while you are employed with PartnerHero without notification. 

Owning or having a substantial interest in a competitor, supplier or contractor. 

Having a personal interest, financial interest or potential gain in any PartnerHero transaction. 

Placing company business with a firm owned or controlled by a PartnerHero associate or his or 
her family. 

Here are some other ways in which conflicts of interest could arise: 

Before engaging in any activity, transaction or relationship that might give rise to a conflict of interest, 
associates must seek review from their managers or the Talent Management department. 
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USE OF FACILITIES, 
EQUIPMENT & PROPERTY, 
INCLUDING INTELLECTUAL 
PROPERTY 

PUBLICITY & STATEMENTS 
TO THE MEDIA

SOCIAL MEDIA

GIFT ACCEPTANCE

REFERENCES

Company resources, including time, material, 
equipment and information, are provided for 
company business use. Associates are trusted 
to behave responsibly and use good judgment 
to conserve company resources. Managers are 
responsible for the resources assigned to their 
departments and are empowered to resolve is-
sues concerning their proper use. We will not 
tolerate the use of company resources to cre-
ate, access, store, print, solicit or send any ma-
terials that are harassing, threatening, abusive, 
sexually explicit or otherwise offensive or inap-
propriate. Associates also are prohibited from 
any unauthorized use of PartnerHero’s intel-
lectual property, such as audio and video tapes, 
print materials and software. Improper, care-
less, negligent, destructive, or unsafe use or 
operation of equipment can result in discipline, 
up to and including discharge. Further, Partner-
Hero is not responsible for any damage to as-
sociates’ personal belongings. Questions about 
the proper use of company resources should be 
directed to Talent Management. 

authorized to make those statements on behalf 
of PartnerHero. Any associate wishing to 
write and/or publish an article, paper, or other 
publication on behalf of PartnerHero must first 
obtain approval from Talent Management. 

All media must be referred to Talent 
Management. No associates, unless specifically 
designated by Talent Management are 

When listing your employer on social media 
profiles like Facebook and LinkedIn, you 
should not list your partner or program. Your 
employment relationship is with PartnerHero 
and it is important that it is reflected correctly.  

Sometimes we’re given swag or discounts on 
products from our partners or vendors.
Any gifts outside of that should be run by 
Talent Management before they’re accepted to 
ensure accepting them doesn’t go against any 
employment or ethics rules by your location.

PartnerHero will respond to reference 
requests through the Talent Management 
Department. We will provide general 
information concerning the associate such as 
date of hire, date of discharge, and positions 
held. Please refer all requests for references to 
the Talent Management Department. Only the 
Talent Management Department may provide 
references. 

The information in this handbook is intended to give our associates 
a broad summary of PartnerHero policies and procedures. Because 
the information in this handbook is general in nature, associates 
should always feel empowered to consult any member of 
management with questions or concerns, should they arise. While 
we intend to continue the policies, rules, and benefits described 
in this handbook, PartnerHero is forever growing and changing, 
and to ensure that we are accommodating all our associates in the 
best way that we can, we may amend, add to, delete, or modify 
the information outlined in this handbook at any time. Should 
associates have any questions about PartnerHero or its personnel 
policies and practices, please do not hesitate to speak to any 
member of management. 

A Few Closing
Words
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