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Welcome to SEMCAT Corporation!
(For speed reading purposes, we refer to SEMCAT Corporation as “SCC”!)

This handbook has been prepared to provide information on the policies, philosophies, and practices embraced by SCC. 

Disclaimer 

This Employee Handbook is not a contract. Policies can be changed at any time. All employment is "at will" and governed by any Employment Contract in effect.
Introduction

SCC is an Allied Strategy company. Allied Strategy is changing the world by improving insurance. Allied Strategy operates and invests in technology companies that make markets work.
SCC provides the SEMCAT Quoting Solution to the insurance market. SEMCAT is a nationwide comparative quoting solution that helps agents quote and bind faster. Supporting over 280 insurance carriers, SEMCAT makes it easy to do multiple-carrier policy and price comparisons, producing accurate rates every time. This serves Allied Strategy's mission by creating transparency and efficiency in the insurance marketplace. 

Our Values

When you join SEMCAT, you join a family. And this family consists of top notch people who care about what they do. We celebrate together, we share ideas, and we stay relaxed and ready to collaborate and listen. In this family, you are given respect and trust. You have the freedom to make your own decisions and the autonomy to implement your own tactics. 

No one else does what we do. SEMCAT has improved the way people shop for insurance. We believe in what we are selling, and SEMCAT’s rapid adoption proves it. 

We care about customer service.  We don’t believe in the common phrase “it’s not my problem.” Our continued success relies on approval from our customers, and we have the best reputation for service in the industry. We work together and across each others’ accounts to maintain our reputation.

We care about efficiency. We invest in technology and in our capability to streamline the day-to-day. Our CAST system provides full-circle functionality to all aspects of our business, and is constantly evolving to serve new needs and enhance workflows. We believe you can’t serve without the right tools, and thus we endeavor to possess the best.

We want to win. It’s not just about sales numbers, but you better believe we all want to push them higher. Competition does not have to be cutthroat, and people can care for results without neglecting their care for each other.

Company Intro
Founded in 2003, Allied Strategy is focused on bringing efficiencies to the insurance marketplace. One of our primary goals is to assist the independent agency channel, and our SEMCAT product helps independent agents quote with accuracy and serve with speed. 

SEMCAT’s technology is unique, flexible, and easily maintained. These facts are proven by our industry-leading support of over 250 insurance carriers. Quotes obtained through SEMCAT are 100% accurate – a feature our agencies greatly enjoy.  SEMCAT also interacts with numerous market players, such as agency management systems, lead vendors, and the agencies’ own web sites. Our development and partnership stance is open as we believe in bringing these independent solutions together to provide increased value to each end consumer, agent, and carrier.

Since the inception of our SEMCAT technology, we endeavored to build a nationally available solution. To that end, SEMCAT was deployed to select agencies across the U.S. in 2007 for feedback and testing. By 2010, SEMCAT had expanded and gained agency base in all regions nationwide. Agents love SEMCAT’s new approach for their quoting workflow and have adopted SEMCAT rapidly. As of May 2010, SEMCAT was in use by thousands of independent insurance agents across the country. Through these agents SEMCAT has assisted hundreds of thousands of end consumers in their pursuit of insurance coverage. Our growth will continue as we bring on additional sales staff and conduct additional marketing efforts – agents need to know SEMCAT is available!

SEMCAT’s parent company Allied Strategy, LLC is comprised of a team of exceptional employees focused on providing a compelling vision, value, and service to our customers. Allied Strategy has been primarily located in Lincoln, NE, with offices sprouting up in Kansas City, MO and Omaha, NE. The founders share prior experience developing server-based IT solutions for the Property & Casualty carrier space, which they continue to apply to our current (and future!) product offerings.

Our primary SEMCAT departments include SEMCAT Sales, Support, Technical Development, Carrier Setup, Marketing, and Operations. Our SEMCAT Sales and Support team has enabled us to grow at over 100% across the last year while maintaining customer satisfaction. Our Technical Development team is a market anomaly as they iterate on two-week development cycles – enabling us to bring features, functionality, and even fixes to market quickly. As previously mentioned, our Carrier Setup department leads the nation in our support of over 280 carriers. A dedicated team for Marketing is a relatively new endeavor for SEMCAT, as we have a pressing desire to make it known that SEMCAT has arrived. Finally, Operations makes sure we’re running a tight ship and that it’s as easy as possible for agencies to conduct business with us!

Employment 

Equal Opportunity Employment

SCC is an Equal Opportunity Employer. This means that we will extend equal opportunity to all individuals without regard for race, religion, color, sex, national origin, age, disability, handicaps or veterans status. 

Employment Eligibility Requirement
As required by law, SCC is responsible to verify the employment eligibility and identity of all employees hired to work in the U.S. Within 3 days of beginning work, all employees are required to complete Employment Eligibility Verification Form I-9. 

Familial Employment

SCC does allow family members and relatives of employees to be considered for employment, provided they are qualified for the position and no other conflicts of interest exist. Hiring decisions will be the exclusive responsibility of the Human Resources department.

Criminal Convictions

SCC may obtain and monitor criminal background records on our potential and current employees. Due to the nature of our company’s solutions in the financial industry, individuals with past or present criminal convictions may find their employment restructured or terminated for security concerns.
Violence

SCC does not condone violence in the office. This includes violence directed at both living creatures and inanimate objects. In other words, punching a wall is not acceptable behavior, just as punching a person is not acceptable behavior.

Domestic Violence Statement

SCC believes that an employees work life and home life are closely related. In order to avoid negative workplace impact, any employee found to be guilty of domestic violence may be subject to termination.

Weapons

SCC has no set policy against carrying legal weapons on the office premises. Should the weapon’s mere presence present a safety hazard, or concern fellow employees, the employee must remove the weapon from the premises.

Alcohol, Drugs & Illegal Substance Abuse

SCC takes the problem of drug and alcohol abuse seriously, and is committed to providing a workplace free of substance abuse. This policy applies to all employees, without exception, including part-time and temporary employees. 

No employee may use, possess, sell, transfer or purchase any drug or other controlled substance which may alter an individual’s mental or physical capacity. The exceptions are alcoholic beverages and over-the-counter drugs or prescription drugs which are being used in the manner prescribed. 

SCC will not tolerate employees who report for duty while impaired by use of alcoholic beverages or drugs. The definition of impaired is simply the inability to perform your job’s requirements in a professional manner.
Alcoholic beverages may be consumed during work hours, within reason. Should your co-workers raise concerns about alcohol consumption on the job, this policy will be reviewed for the entire office.
All employees should report evidence of alcohol or drug abuse to a supervisor or a personnel representative immediately. In cases where the use of alcohol or drugs pose an imminent threat to the safety of persons or property, an employee must report the violation. Failure to do so could result in disciplinary action for the non-reporting employee.

Sexual and Other Unlawful Harassment

SCC will not, under any circumstances, condone or tolerate conduct which may constitute sexual harassment on the part of its management, supervisors or non-management personnel. It is our policy that all employees have the right to work in an environment free from any type of illegal discrimination, including sexual harassment. Any employee found to have engaged in such conduct will be subject to immediate discipline up to and including termination of employment. 

Sexual harassment is defined as: 

· Making submission to unwelcome sexual advances or requests for sexual favors a term or condition of employment; 

· Basing an employment decision on submission or rejection by an employee of unwelcome sexual advances, requests for sexual favors or verbal or physical contact of a sexual nature; 

· Creating an intimidating, hostile or offensive working environment or atmosphere either by a) verbal actions, including calling employees by terms of endearment; using vulgar, kidding or demeaning language; or
b) physical conduct which interferes with an employee's work performance. 

SCC does encourage healthy fraternization among its employees; however, employees, especially management and supervisory employees, must be sensitive to acts of conduct which may be considered offensive by fellow employees and must refrain from engaging in such conduct. 

It is expressly prohibited for an employee to retaliate against employees who bring sexual harassment charges or assist in investigating charges. Retaliation is a violation of this policy and may result in discipline, up to and including termination. No employee will be discriminated against, or discharged, because of bringing or assisting in the investigation of a complaint of sexual harassment. 

Consensual Relationship Policy

SCC has chosen to allow consensual relationships within the organization. Unlike many organizations that allow consensual relationships, SCC has chosen not to require a signed “relationship contract.” The contract is implied by the following concerns: (1) that the relationship is indeed consensual and thus does not violate the sexual harassment policy, (2) that the relationship is discreet within the context of the job and work related functions, and (3) that the relationship does not adversely affect your work position or negatively impact the business. This means exercising discipline to ensure your co-workers are not repeatedly reminded of your relationship by public displays of affection, overt dialogue, or any other actions that could make your coworkers feel uncomfortable.
Policies & Procedures

Attendance & Work Schedule Requirements

SCC views attendance as one of the most important facets of your job performance.. Requests for time off must be requested in advance. All unapproved absences will be noted in the employee's personnel file. Excessive absences will result in disciplinary action, up to and including termination of employment. 

Each employee will maintain a work schedule outlining the general start and end times of work the employee will produce on a weekly basis. If your schedule needs to shift, you need to communicate such with your supervisor.

Core Time

Since interaction between individuals is essential to the success of our daily tasks, we have implemented a Core Time system to ensure people will be available when needed. The Core Time hours are 10 AM – 4 PM M-F. 

All full-time employees are expected to be present at the office during Core Time hours, unless:

1. It is a federally recognized holiday, and it is not expected that they be present that day.

2. They notify their supervisor of their plans to not be in the office.

Part-time employee’s time requirements with regards to Core Time will be discussed on a position-by-position basis.
Time Cards / CAST
SCC time records are maintained in CAST, our online internal information system. All employees are required to enter and keep track of their time in CAST. These time records are used for payroll and accountability purposes. As a part of your orientation, you will be introduced to CAST and its time tracking functionality. As a condition of your employment, you will be required to sign our IT Resource Access Policy covering CAST access conditions and requirements.
Breaks & Lunch Break

Each full-time employee is entitled to two paid 15 minute breaks per 8 hour shift, meaning you do not need to subtract this break time from your CAST Time Card. Part-time employees may take one 15 minute break per 4 hour shift.

For lunch, an employee may take up to an hour. Lunch is not to be tracked in CAST as worked time, unless you are specifically meeting a co-worker or outside party to discuss SCC business, or eating at your desk while working.

Shifting Time or Location of Work

In this section we are referring to the following items:

1. Shifting start and finish times for work

2. Shifting the location where you perform the work

It is imperative that you work the amount you are scheduled to work, in terms of both time and productivity. If certain situations inhibit your ability to fulfill the time and productivity requirements, and shifting the time or location of work will result in a better situation for both you and SCC, then by all means talk with your supervisor or HR representative to modify your work situation.

Impromptu changes on a day to day basis are tolerated, provided they do not occur with significant frequency.

This policy is intentionally vague. If the shifting of work times or locations becomes an issue, the policy will be rewritten to be less lenient.

Company-Wide and Team Meetings

SCC regularly holds company-wide (monthly) or team meetings (various timeframes) for project or task groups. Your schedule will be taken into account when scheduling these team meetings, and best efforts will be made to accommodate each person’s schedule. Attendance is required, unless specifically noted by the meeting organizer, and absences from required meetings will be noted in your personnel file. Repeated absence from team or company meetings may lead to disciplinary action up to and including termination of employment.
Severe Weather Closings

In the event of severe inclement weather, to include significantly icy roads, snow or rain storms where driving visibility is impaired, or other hazardous weather situations, the employee must make the decision whether or not the transit to the office is safe. If the employee deems it is not safe to commute to the office, the employee should notify their supervisor as soon as possible via email or phone. It is then assumed the employee will conduct their work activities from home. If the nature of the employee’s work does not allow the employee to work from home, then the employee will not accrue payable hours for that day.

Sickness
You should stay home if you are feeling sick and feel you will be unable to perform your job duties -- or if there is a high probability of spreading the sickness to your fellow employees. 

If you are simply uncomfortably sick, and desire to work from home, then refer to your specific time or location shifting arrangements with your supervisor.

Salaried employees’ PTO policy includes the handling of “sick leave”.
Unpaid Family & Medical Leave

SCC will comply with government regulations on this issue, but at this time they do not apply. (Applicable to companies with more than 50 employees, the FMLA requires that employers provide up to 12 weeks of unpaid leave in specific situations.)

Compensation

Employee compensation is subject to the terms of your employment contract.

Overtime

Your HR representative will tell you if your position is eligible for overtime pay. Overtime hours are defined as those worked hours over 40 in one week. Our weeks run from Sunday through Saturday. If your position is eligible, you will be paid 1.5 times your hourly-equivalent wage for each overtime hour. You must approve any significant increase in a week’s expected overtime hours in advance with your supervisor and personnel representative. If not approved, you will still be paid for those overtime hours, but disciplinary action may be taken.

Payroll Schedules

SCC employees are paid semi-monthly, on the 14th and 31st of each month. Our payroll process includes: 

Direct Deposit
SCC provides, and encourages, direct deposit of paychecks. This is a service which saves both you and SCC time and provides added security. With this option, each paycheck will be automatically deposited to your checking or savings account. Direct Deposit will be initiated as soon as administratively possible following the receipt of a signed authorization form. 

Paystubs Available Online
After your first paycheck, you will receive a user login to ViewMyPayroll.com which will allow you view and print your SCC paystubs.
Payroll Deductions
As required by law, SCC will deduct applicable federal and state taxes from your payroll check each pay period for W-2 employees.
Reimbursement of Expenses

You should never expect to be reimbursed for purchases made on behalf of SCC unless the purchase has been explicitly approved by one of the SCC Executives.

Wage and Salary Disclosure

SCC prefers you do not disclose your own salary needlessly to random people. However, you may, at your discretion, provide your compensation figures to close friends or family members. 

Office and Business Operation Policies

Open Door Policy

SCC promotes an “open door policy” where each and every employee can approach anyone that is currently working for SCC to discuss any concerns or issues they may have. The goal of this is to have a transparent business operation, so that problems can be quickly identified and addressed.

Suggestions

SCC encourages all employees to bring their suggestions about how to improve the quality of their work at SCC to the attention of the company. 

Bulletin Boards

SCC’s white boards and bulletin boards may be used by employees for posting personal/non-work items that are for the improvement of employee morale, to invite co-workers to events, or to sell a used computer, etc. Use them within reason. 

Workplace Dress Code

As an employee of SCC, we expect you to present a clean and professional appearance when you represent us, whether that is in or outside of the office. While we do not require business dress for most daily operations, we may occasionally request a more formal level of dress for visiting clients, investors, or the like.

Management, sales personnel and those employees who come in contact with our public, are expected to dress in accepted corporate tradition – business casual to business formal depending on the occasion. 

It is just as essential that you act in a professional manner and extend the highest courtesy to co-workers, visitors, customers, vendors and clients.

Medical Attention

If you require immediate medical attention during work hours, get it. If an employee requires immediate medical attention, call 911 for them. Note that our Internet based VOIP phones do have E-911 addresses set up, but that you may have to provide our business’ address to the dispatcher.
Visitors

Should you desire to show a personal visitor the SCC office, feel free to bring them in – just be courteous to your co-workers working in the office and try to limit your visit to 15 minutes in any given workspace.

Personal Property

If you have a workstation in the office, personal property such as backpacks, books, pictures, etc, is welcome, as space allows. We advise not leaving valuables at your desk. 

Food in the Office

Go for it. Just be conscious of food smells and space requirements in company fridges, and don’t spill on computers! If your co-workers complain about a food smell, you may be asked to refrain from preparing that particular food item in the future.
Personal Safety

SCC provides a clean, hazard free, healthy, safe environment in which to work in accordance with the Occupational Safety and Health Act of 1970. As an employee, you are expected to take an active part in maintaining this environment. You should observe all posted safety rules, adhere to all safety instructions provided by your supervisor and use safety equipment where required. Your work place should be kept neat, clean and orderly. You should notify your supervisor of any item or situation that is or has potential to be a safety hazard. 

Smoking

SCC endeavors to provide a healthy environment, therefore prohibits any form of tobacco consumed in company buildings. Additionally, no smoking is allowed within ten (10) feet of exterior entranceways.

Company Property

SCC will provide you with the necessary equipment to do your job. None of this equipment should be used excessively for personal use. None of this equipment should be removed from the physical confines of SCC, unless your job requires it and the removal is authorized by your supervisor. 

You may not install personal or recreational programs on a company computer without the explicit permission of your supervisor. Personal and recreational programs include, but are not limited to, games, online services, screen savers, etc. Your access to company data via e-mail, CAST, or any other means of facilitating work productivity will be defined specifically in a separate agreement.
Phones

The telephone lines at SCC must remain open for business calls and to service our customers. Employees are requested to limit personal calls on work phone lines - incoming and outgoing - with the exception of emergency calls. 

Feel free to make or take personal cell phone calls as needed, but do make them brief or excerpt your time for lengthy calls from your CAST time card.

Confidential Information Security

SCC requires all employees to sign a confidentiality agreement (included in the Employment Contract) as a condition of employment, due to the possibility of being privy to information which is confidential and/or intended for the company use only. All employees are required to maintain such information in strict confidence. This policy benefits you by protecting the interests of SCC and safeguarding confidential, unique and valuable information from competitors or other hostile entities. 

Should an occasion arise in which you are unsure of your obligations under this policy, it is your responsibility to consult with your supervisor. Failure to comply with this policy could result in disciplinary action, up to and including termination. 

Employment Evaluation and Alteration

Employment Evaluation

Within one week of employment, job change or promotion, every employee will be given job objectives which detail the requirements and expectations of the position for which the employee was hired. SCC will measure your job performance against these objectives. After every evaluation, job objectives will be re-dated and reviewed, if no changes are made; or rewritten as appropriate. In either case, the reporting supervisor will review and discuss the objectives with the employee and the employee will sign a statement indicating agreement with, and understanding of, these objectives.

Performance reviews are normally conducted each calendar month and no less than once per six months. Performance reviews are based on your fulfillment of your position’s requirements, your overall and specific performance on various tasks in your position, and an evaluation of the success of your interaction with the SCC team. 

Personal Information Changes

It is important that the personnel records of SCC be accurate at all times. In order to avoid issues or compromising your benefit eligibility or tax reporting, we expect that employees will promptly notify their personnel representative of any change in name, home address, telephone number, marital status, number of dependents, or any other pertinent information.

Discipline Policies

In the event that an employee violates a policy in this handbook, disciplinary procedures may (but do not have to) include:

· Verbal warnings

· Meetings with supervisor and personnel representative

· Written warnings

· Termination of Employment
Termination of Employment

In the event of termination of employment by either SCC or the employee, the policies in the Employment Contract shall be followed.  
Benefits

Retirement Plan

SCC offers a SIMPLE-IRA plan with company matching up to 3% of your annual compensation. The minimum eligibility requirement is that you are paid at least $5,000 in each year in which you wish to enroll. You will be provided a notice of this program upon initial hiring, and each year as an update. You may opt in at any time, as described by the enrollment documents. Contact your HR representative for further information.

SCC also encourages employees to evaluate personal investing in other retirement savings vehicles such as Roth IRA’s and Health Savings Accounts.
Unlimited Vacation (PTO)
SCC only hires capable and responsible people. As such, we expect you to be able to manage your work life balance, and be responsible with your handling of both life’s exciting moments (vacations, personal days, rock concerts) and life’s downer moments (sick days, in-law visits, dogs barfing).  Ultimately, all we ask is that you perform your SCC responsibilities to the best of your ability and be mindful of your contributions to your tasks and peers. 

In consideration of your best efforts put forth at work, SCC offers an incredibly flexible unlimited vacation policy. Notably, SCC does not recognize any specific holidays and does not track specific vacation or sick leave days. Instead, we offer our unlimited vacation policy to full time employees, tracked as PTO (paid time off). 

To help provide a baseline expectation, we provide a default guideline of 20-25 PTO days per year. This guideline is based on the amount of work days that we believe most positions will need to work in order to adequately handle their work responsibilities. For comparison purposes, our guideline is designed to include the 10 federal holidays plus 2-3 weeks of personal days. If you are looking to take time beyond the guideline, you’ll simply need to deliver results in your work that would justify taking additional time off. If you come to value additional time off and flexibility (say perhaps you’d like to write a book or gain an advanced degree in astrophysics), we can even adjust your job responsibilities and overall compensation to reflect your new expected workload. Depending on the situation, we may be happy to reward you with the extra time off. All we ask is that you deserve it.

You are expected to work 40 hours each week, unless otherwise specified in your Employment Contract. Any time you work under your expected hours in a week (less 30 minutes for padding), the missing hours increase your PTO balance for the year. 

You must approve with SCC any significant change in your day to day involvement and commitments. Whenever you take time off work we ask that you arrange for time-sensitive work tasks to be handled by your peers. Additionally, requests for taking more than two sequential days away from your usual duties, when this absence is foreseeable, must be made in writing at least two weeks in advance.  

When you take a day off, you simply do not track any time in CAST for that day. The CAST system adjusts your PTO taken accordingly.
PTO Benefits and Examples

Our PTO system enables employees to take time off from work when they want or need it – without regard to why. This promotes equality of interests across the organization. For example, if people want to celebrate ‘Flag Day’ at home, they can without worrying about how to construe this request.

Extended Leaves

If you desire to take a leave of absence from work which will last far beyond your PTO range expectations, we can discuss taking that time off as unpaid leave. Typically, this is only considered when the leave is intended to last more than a week and the employee wishes to not accrue more PTO.
Funeral Leave

SCC allows full-time employees three (3) days off, with pay, for a death in your family or that of a close friend. For the purposes of PTO tracking, you may track 3 x 8-hour days in CAST for your time out of the office under this provision (meaning these 3 days do not increase your PTO). Please see your human resources representative to discuss this provision should it arise.
Jury Duty

SCC supports full-time employees called to fulfill their civic duty to serve jury duty. Upon receiving the summons, you must provide your immediate supervisor with a copy of your jury summons as soon as possible. For PTO tracking purposes, you may document your Jury Duty time served within CAST for up to the lower of (i) 40 hours per week or (ii) your usual expected hours per week, up to a maximum of two (2) weeks (meaning your Jury Duty days do not increase your PTO). 

Adequate proof of service must be provided in order to justify your absence for jury duty. When you return to work, you should provide your immediate supervisor with verification from the court of the number of days you served on the jury. 

If you are released from jury duty with at least four (4) hours remaining in your work day, you should return to work for the remainder of the day. 

Should circumstances exist, at the time of your call to jury duty, which would make your absence severely detrimental to the operation of our company, we reserve the right to contact the court to request that your service be postponed. 

Confirmation of Receipt

This Employee Handbook has been prepared for your information and understanding of the policies, philosophies and practices embraced by SCC. Please read it carefully. Upon completion of your review of this handbook, please sign the statement below, and return to your personnel representative. A reproduction of this acknowledgment appears at the back of this booklet for your records. 

I, ____________________, have received and read a copy of the SCC Employee Handbook which outlines the policies, philosophies, and practices embraced by SCC, as well as my responsibilities as an employee. 

I have familiarized myself, at least generally, with the contents of this handbook. By my signature below, I acknowledge, understand, accept and agree to comply with the information contained in Employee Handbook provided to me by SCC. I understand this handbook is not intended to cover every situation which may arise during my employment, but is simply a general guide.

I understand this Employee Handbook is not a contract of employment and should not be deemed as such, and that I am an employee at will. 

______________________________________
(Employee signature) 

Date: ______________________


[image: image1][image: image2][image: image3][image: image4][image: image5][image: image6][image: image7][image: image8][image: image9][image: image10][image: image11][image: image12]
