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PRESIDENT’S MESSAGE 
 
 
Welcome to your new position with Commonwealth Real Estate Services (CRES).  You 
have joined a team of fellow employees who are working effectively together to further 
themselves, their families, their company and their industry.  
 
While there is no single rule that can ensure success in any business, there are certain 
fundamental things that largely determine an individual’s progress. Most important is 
how well you do your job. 
 
A person who uses his/her working hours to their best advantage, who pays attention to 
detail, who has the ability to see a job through with a minimum amount of supervision, 
and who is ready and willing to accept greater responsibilities as opportunities occur, is 
more likely to succeed.  Such qualities as initiative, and ability to get along with people, 
are important. 
 
We urge that you do your utmost to exhibit an interest in your Company so that you will 
not only be a credit to its operation, but will gain for yourself the true sense of well-being 
and satisfaction which comes from the knowledge of a job well done. 
 
Again, welcome, and best wishes for a fulfilling career! 
 
Sincerely, 

 
Adam Cook, President 
  



Page 6 of 60 
 

CORPORATE CODE OF BUSINESS CONDUCT 
 
 
Our Company’s policy statements define our ethical standards of conduct. These 
corporate codes are completely voluntary; however, our Employees have a 
responsibility to conduct themselves in a businesslike manner and to understand how 
behavior affects the work environment. Cooperation and team work are independent job 
requirements for all employees. 
 
Our code of business conduct depends on its credibility and the extent to which it is 
taken seriously. Credibility, in turn, depends on monitoring. It is CRES’s goal that our 
Code of Business Conduct is made transparent through posting, dissemination and 
training regarding provisions. Associates’ respect for the requirements of our code of 
conduct is fundamental to our core operations. 
 
Commonwealth Real Estate Services has the responsibility: 
 

• Of accountability to its constituencies (employees, customers and suppliers). 
 

• Of upstream communication and equitable resolution of ethics or compliance 
problems. 

 
Violation of our standards of conduct is cause for appropriate corrective action, 
including discipline. CRES will consistently enforce its Code of Business Conduct 
through appropriate means. 
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INTRODUCTORY INFORMATION 
 
 
This employee handbook is intended to answer some of your questions and provide 
information on matters of importance to you as an employee. It explains many of our 
policies and procedures as well as our normal working guidelines; however, nothing in 
this employee handbook or any other personnel document creates or is intended to 
create a promise or representation of continued employment for any employee or to 
limit the company’s freedom to make changes or terminate a person’s employment at-
will.  
 
Management reserves the rights to revise, modify, delete, or add to any and all policies, 
procedures, work rules, schedules, work conditions, positions, or benefits at any time, 
with or without notice.  Changes to this handbook will be in writing and will be signed by 
the appropriate authorized representative (e.g., president, vice president or HR 
manager) of the Company. Any written changes to this handbook will be distributed to 
all employees so that they are aware of the new policies and/or procedures. No oral 
statements or representations by any company representative can in any way change 
or alter the provisions of this handbook. 
 
The policies and procedures in this handbook are for general reference only and may 
not be applicable in all cases. All previously issued handbooks and any inconsistent 
policy or benefit statements are superseded by this handbook. You are encouraged to 
visit with your supervisor or HR manager whenever you need additional information or 
wish to discuss a concern. 
 
OFFICE ADDRESSES:         Oregon (Headquarters): 

 
18150 SW Boones Ferry 
Road 
Portland, Oregon 97224 
Phone: 503.244.2300; Fax 503.768-4660 

 
Washington: 

 
2375 130th Avenue NE, Suite 102 
Bellevue, Washington 98005 
Phone: 425.881-9890; Fax 425.881-8720 

 
OFFICE HOURS:              8:00 a.m. to 5:00 p.m. Monday – Friday 

OPENING AND CLOSING PROCEDURES: 
 

OPEN:  Office entrance doors are to remain locked until 8:00 am. 
 

CLOSE:  If you are the last one to leave the office, ensure that the following areas are 
checked each night: 
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• Make sure all office entrance doors are locked • Turn off copier(s) 
• Set the alarm system (if applicable) • Turn off lights 

EMPLOYMENT POLICIES AND PRACTICES 

At-Will Employment Status   

Employment with CRES is on an at-will basis unless you have signed an employment 
agreement that specifies otherwise. Either CRES or the employee may terminate the 
employment relationship at any time, with or without notice or reason, unless expressly 
prohibited by law. Nothing in this handbook shall limit the right to terminate employment 
at-will.  No manager, supervisor, or employee of CRES has any authority to enter into 
any agreement for employment for any specified period of time or to make any 
agreement for employment other than at-will. Only the President of CRES has the 
authority to make any such agreement and, then, only in writing. 

Equal Employment Opportunity Policy 

CRES endeavors to provide an environment at its facilities that respects human dignity. 
All employees and applicants for employment are extended equal employment 
opportunities without regard to race, color, religion, national origin, age, gender, 
pregnancy, physical or mental disability, genetic information, veteran, sexual orientation, 
gender identity, and marital status or current or future military status or any other status 
protected by city, county, state or federal law. 
 
CRES does not discriminate against any applicant or employee in hiring or in the terms, 
conditions, and privileges of employment based upon pregnancy, childbirth, or related 
medical conditions.   
 
CRES will make reasonable accommodations for qualified employees with physical or 
mental disabilities and for employee’s religious beliefs that conflict with a workplace rule 
or function.  If you wish to discuss an accommodation, please follow the procedure 
outlined in the Section below. 

Landlord Tenant Law 

Employee(s) who are employed as the Community Manager(s) are not subject to the 
provisions of the Landlord Tenant Law. 

Management Team Provision 

Employees who are hired as a Community Management Team are employed on the 
condition that they are part of an agreed upon management team.  In the event that 
either employee is no longer employed at the property, the remaining employee’s 
employment will terminate at that time unless otherwise agreed upon by CRES in 
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writing.   

Notices 

Any notice required to be given by Employee to Employer shall be mailed to Employer 
at: 
 

 18150 SW Boones Ferry Road, Portland, Oregon 97224 

or 

 2375 130th Avenue NE, Suite 102, Bellevue, Washington 98005  

Any notice required to be given to Employee shall be mailed or personally delivered to 
Employee at the community.  

Reasonable Accommodation  

CRES does not discriminate against any satisfied applicant in hiring and against any 
otherwise qualified employee in the terms, conditions, and privileges of employment due 
to physical or mental disability and regardless of certain mitigating measures. A 
disability is defined as: 
 

 A physical or mental impairment that substantially limits one or more major life 
activities of the individual;  

 A record of such impairment; or 
 Being regarded as having such an impairment. 

 
Any employee who can no longer perform essential job functions as a result of a 
disability is encouraged to advise CRES of the nature of the disability, which functions 
they cannot perform, and to suggest accommodations that they believe would enable 
them to perform those functions. 
  
An otherwise qualified applicant for employment or an employee with a disability who 
requires accommodation may inform his or her immediate supervisor or management of 
the nature of the disability and the accommodation requested.  Employees with access 
to or who receive such information shall maintain the confidentiality of the information to 
the extent reasonably possible and shall not release the information to anyone who 
does not have the right or need to know.  
 
To begin the process of assessing reasonable accommodation options, the employee or 
applicant should: (1) self-identify as a person with a disability; (2) if requested, provide 
medical documentation of the disability; and (3) make a written request to the HR 
Director and HR Manager for an accommodation. 
 
Once an employee or applicant requests an accommodation, the employee, the 
supervisor, and possibly an HR representative will discuss the limitations or barriers 
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created by the disability, how these impact the employee’s ability to perform the 
marginal and essential functions of the job, and what options exist to eliminate these 
limitations or barriers by providing reasonable accommodations. Outside resources may 
be considered, as appropriate. Ultimately, the decision whether to provide an 
accommodation, and if so, to select the accommodation offered, will be left solely to 
CRES. 
 
CRES will make reasonable accommodations for employee’s religious beliefs that 
conflict with a workplace rule or function. 

Anti-Discrimination and Anti-Harassment  

CRES is committed to providing a work environment that is free from all forms of 
discrimination and conduct that can be considered harassing, coercive or disruptive, 
including sexual harassment. We do not tolerate harassment of any of our employees, 
customers, clients, owners, vendors or suppliers. Actions, words, jokes or comments 
based on an individual’s race, color, religion, national origin, age, gender, pregnancy, 
physical or mental disability, genetic information, veteran, sexual orientation, gender 
identity, and marital status or current or future military status or any other status 
protected by city, county, state or federal law is strictly prohibited.  
 
Discrimination in employment means to refuse employment to a person or to 
discriminate against a person in compensation or in a term, condition or privilege of 
employment because of the person’s race, color, religion, national origin, age, gender, 
pregnancy, physical or mental disability, genetic information, veteran, sexual orientation, 
gender identity, and marital status or current or future military status or any other status 
protected by city, county, state or federal law when the reasonable demands of the 
position do not require distinction on the basis of any of these.  
 
Harassment consists of unwelcome communication and/or conduct by a supervisor, 
coworker or non-employee in the workplace which negatively affects the employment 
relationship or working environment for the employee or applicant for employment and 
is based on the race, color, religion, national origin, age, gender, pregnancy, physical or 
mental disability, genetic information, veteran, sexual orientation, gender identity, and 
marital status or current or future military status or any other status protected by city, 
county, state or federal law, of that individual.  
 
CRES’s policy on sexual harassment applies to direct employees. Sexual harassment is 
defined as unwanted sexual advances, or visual, verbal or physical conduct of a sexual 
nature. This definition includes many forms of offensive behavior and includes gender-
based harassment of a person of the same or the opposite sex as that of the harasser. 
The following is a partial list of sexual harassment examples:  
 

• Offering employment benefits or rewards in exchange for sexual favors; 
• Making threats of reprisal after a negative response to sexual advances; 
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• Physical conduct such as touching, grabbing, kissing, assaulting, impeding or 
blocking movements, or any other type of unwanted physical contact; 

• Verbal conduct such as offensive jokes, epithets, slurs, threats, comments or 
suggestions of a sexual nature, commentaries about an individual’s body, 
sexual advances or propositions; 

• Nonverbal conduct such as leering, staring at a person’s body, leaning over 
someone at a desk, making offensive gestures or motions, circulation (by e-
mail or otherwise) or displaying sexually suggestive pictures, cartoons, 
calendars or objects. 

 
Unwelcome sexual advances, requests for sexual favors and other physical, verbal and 
non-verbal conduct of a sexual nature constitute sexual harassment when:  
 

1. submission to such conduct is made either explicitly or implicitly a term or 
condition of employment;  

2. submission or rejection of the conduct is used as a basis for making employment 
decisions; or  

3. the conduct has the purpose or effect of interfering with work performance or 
creating an intimidating, hostile or offensive work environment.  

 
Our workplace is not limited to CRES’s facilities, but may also include client or vendor 
facilities, as well as anywhere a business-related function is taking place. Harassment 
of employees in connection with their work by non-employees shall also be a violation of 
this policy.  
 
All employees are responsible for helping to ensure that unlawful harassment and 
discrimination does not occur in our workplace. Employee notification to management is 
essential to us. We cannot help resolve a harassment or discrimination problem unless 
we know about it.  As such, you are required to report violations of this policy and you 
should promptly take the following steps: 
 
First, if any employee feels that he or she has experienced or witnessed unlawful 
harassment or discrimination, that employee should politely but firmly confront whoever 
is engaging in the bothersome conduct. State how you feel about his or her actions and 
request that the person cease the behavior immediately. 
 
Second, if the conduct continues or if you don’t feel comfortable confronting this person, 
that employee should immediately notify his or her supervisor or the HR manager.  
 
Finally, if the employee believes that the supervisor is involved in the harassment or 
does not feel comfortable discussing the matter with the supervisor, the employee 
should immediately notify HR.  
 
Any form of retaliation of adverse action taken against an employee for complaining 
about, reporting or cooperating in the investigation of harassment or discrimination is 
prohibited.  
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All complaints will be investigated appropriately and promptly. The identity of the 
employee making the complaint, as well as the identity of the individual accused of 
discrimination, will be kept as confidential as reasonably possible.  The complaining 
employee will be advised generally of the outcome of the investigation following its 
conclusion.   
 
If the Company’s investigation shows that an employee violated this policy, the 
Company will take appropriate disciplinary action, up to and including discharge. 
 
In the event a complaint of harassment is found to be maliciously raised and is totally 
and completely without basis, appropriate disciplinary measures may be taken against 
the employee who brought the complaint. This is in no way intended to discourage any 
employee who believes he/she has been the victim of harassment from bringing a 
concern forward. Instead, it recognizes that a false charge of discrimination or 
harassment can cause serious damage to the reputation and personal character of the 
alleged perpetrator of the actions. 

Substance Abuse Policy 

CRES is committed to providing a drug free environment for our employees. Not only 
can the use and/or abuse of drug and alcohol jeopardize the health, safety and well-
being of the individual user and other co-workers, but it also results in absenteeism and 
productivity concerns, higher workers’ compensation costs and health/disability 
premiums and endangers the safety of our residents and the general public. 
 
Since our employees are our most valuable resources, and the safety of our employees 
and the public are important to us, we have developed and published this substance 
abuse policy for all existing and future employees of CRES. 
 
Therefore, it is the policy of the Company that the possession, sale or use of illegal 
drugs or alcohol is not consistent with the Company’s needs to operate in a safe and 
efficient fashion.  For that reason, no employee of the company may: 
 

• Use or possess unlawful drugs, i.e., any substance found on the list of 
controlled substances issued by the Food and Drug Administration now or in 
the future, at any time, excluding marijuana which has been decriminalized at 
the state level. 

 
• Use such drugs that impair his/her performance of work on the job, as well as 

prohibiting drug use while on Company business at any  time, whether on the 
property or off. 

 
• Bring prescription drugs on Company property, unless they have been 

prescribed by a licensed physician. Such drugs can only be utilized by 
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employees receiving such prescriptions in the manner, combination and 
quantity prescribed. 

 
• Consume alcoholic beverages during the course of business.  No employee 

shall consume an alcoholic beverage prior to, during transit to or at any 
company managed property at any time and under any circumstances. 

 
• Use, possess or bring alcohol to Company property in any unauthorized 

manner. 
 

• Report to work under the influence of drugs or alcohol, including marijuana. 
 
Consumption of alcoholic beverages during Company sponsored events or while 
representing the Company at industry functions is permitted, so long as it does not 
impair an employee’s ability to conduct him/herself in a professional manner. 
 
In addition, while this Company has no desire to intrude upon the private activities of its 
employees when they are away from Company property and not on Company time, 
involvement with unlawful drugs, including their manufacture or distribution, constitutes 
a severe breach of accepted conduct and is also prohibited. 
 
The Company will conduct drug testing under the following circumstances: 
 

• POST-ACCIDENT TESTING: Any employee involved in an on-the-job 
accident or injury may be asked to submit to a drug and/or alcohol test. 
“Involved in an on- the-job accident or injury” means not only the one who 
was injured, but also any employee who potentially contributed to the 
accident or injury event in any way. 

 
• RANDOM TESTING: The Company reserves the right to conduct random 

testing at any time without notice to employees. 
 

• FOR CAUSE TESTING: The Company reserves the right to test an employee 
if there is reasonable suspicion to believe an employee may be affected by 
the use of alcohol or drugs and that the use may adversely affect the 
employee’s job performance or the work environment 

 
• PRE-EMPLOYMENT TESTING: The Company conducts pre-employment 

drug testing for all applicants for employment. 
 
Any employee who is convicted of a crime involving the violation of any Federal or non- 
federal statute prohibiting the manufacture, sale, distribution, possession or use of any 
controlled substance in the work place or outside the workplace, must notify an officer of 
the Company (e.g., president, vice president, HR manager) within five (5) days after 
such conviction. This will be grounds for termination. 
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Violation of any portion of this policy will subject the employee to appropriate 
disciplinary measures, up to and including termination, even for a first offense.  
Furthermore, violation of this policy puts the Company’s reputation at risk and therefore 
can be grounds for immediate dismissal. In such cases, the employee will be given an 
opportunity to explain the circumstances prior to any final employment action becoming 
effective. 
 
The elements of this Substance Abuse Policy are intended to achieve the overall goal of 
fostering a drug and alcohol free workplace and a healthy, safe environment for all of 
our employees. Although this policy has been carefully written to address all of the 
concerns in this sensitive area, the Company reserves the right to modify or amend it at 
any time.  

Workplace Violence 

It is our goal to maintain a work environment free from intimidation, threats, or violence. 
To that end, CRES has adopted a zero tolerance policy regarding violence in the 
workplace. This includes, but is not limited to: intimidating, threatening, or hostile 
behaviors; physical abuse; vandalism; arson; sabotage; use of weapons; carrying 
weapons of any kind onto Company property; or any other act, which, in management’s 
opinion, is inappropriate to the workplace.  
 
Employees who believe they have witnessed or been subjected to any of the behaviors 
listed above are requested to immediately report the incident to their supervisor, a 
human resource representative or a member of management.  
 
Incidents will be fully investigated. Based upon the results, appropriate disciplinary 
action will be taken. 
 
We will take action when unforeseen events transpire and look to employees for support 
of this policy. Employees are empowered to contact the proper law enforcement 
authorities without first informing management if they believe a threat to the safety of 
others exists.  If you believe you are in imminent danger, IMMEDIATELY CALL 9-1-1. 
 
CRES reserves the right to conduct searches and inspections of the work place and 
company-provided materials without notice if a viable threat of violence is believed to 
exist.  Any illegal and unauthorized articles discovered may be taken into custody and 
may be turned over to law enforcement representatives. Any company employee who 
refuses to submit to a search or found in possession of prohibited articles will be subject 
to disciplinary action, up to and including termination. 

Standards of Conduct and Discipline 
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Standards of conduct have been established to help protect the interests and safety of 
all employees, and to provide the best possible work environment.  For example, 
employees are expected to: 

 Engage in and demonstrate workplace conduct that is legal, ethical, 
dependable and reliable; 

 Develop and maintain positive and respectful interpersonal work relationships 
with others; 

 Display appropriate dress and personal hygiene; 
 Accept and provide direction in a cooperative and positive manner;  
 Maintain confidentiality of customer, employee and Company information, 

regardless of the method of its storage or transmission; and 
 Behave in a respectful and courteous manner to everyone you come in 

contact with at work.   

Prohibited Conduct 
It is not possible to list all the forms of conduct that are considered unacceptable in the 
workplace.  The following are examples of conduct that may result in disciplinary action, 
up to and including immediate termination: 

 Insubordination 
 Unauthorized release of confidential information 
 Swearing or verbal abuse 
 Falsification of any work, personnel, or other Company records including time 

sheets. 
 Unauthorized taking or removal of Company funds or property 
 Dishonesty 
 Discrimination against or harassment of co-workers 
 Possession, consumption, or being under the influence of alcohol or a 

controlled substance at work or on Company premises; or having the smell of 
alcohol on the breath while at work 

 Deliberate or negligent damage to Company property 
 Bringing a weapon or any dangerous or unauthorized material onto Company 

property 
 Fighting or threatening to fight with another employee 
 Making threatening comments or threatening to commit violence in the 

workplace 
 Serious misconduct of any kind 
 Poor performance 
 Repeated absenteeism or tardiness, or failure to report in when absent or 

tardy 
 Failure to comply with safety or security rules and procedures 
 Violation of Company policy 
 Failure to perform duties and carry out obligations imposed by the Company  
 Unprofessional conduct 
 Use of telephones, computers, mail systems or other employer-owned 

equipment that violates Company policy 
 Boisterous or disruptive activity in the workplace 
 Smoking in prohibited areas 
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 Conduct that could hurt the image or reputation of the Company. 
 
These examples are not all-inclusive; other behavior may also be grounds for discipline 
or discharge.  At Commonwealth’s own discretion, we may or may not utilize the 
progressive discipline timeline as outlined below: 
 

1. The offending employee will be given a verbal warning by his supervisor.  The 
supervisor, for the purposes of letting the employee know that it is an official 
warning, will state, “This is a verbal warning”.  A notation of this should be made 
in the employee’s file.  

2. The next violation, an employee will receive a written notice of the offense with 
reference to the prior discussion.  A copy of said notice will be placed in the 
employee’s file.  

3. The third violation will subject an employee to disciplinary action, suspension or 
discharge. 

4. The fourth violation will result in discharge 
 
Note:  A violation may result in termination at or before any of the above steps 
are taken.   

Immigration 

The Company is committed to employing only United States citizens and aliens who are 
authorized to work in the U.S.  We do not unlawfully discriminate on the basis of 
citizenship or national origin. 
 
In compliance with the Immigration Reform and Control Act of 1986, each new 
employee must complete the Employment Eligibility Verification Form I-9 and present 
unexpired documentation establishing identity and employment eligibility. Identification 
must be produced within three days from an employee’s start date. Employees who fail 
to provide documentation may be suspended or terminated without further notice. 
Former employees who are rehired must also complete the form, regardless of the 
length of time between termination and rehire. Employees with questions or those 
seeking more information on immigration regulations are encouraged to contact their 
supervisor. 

Severability 

If any provision in this Employee Manual is finally adjudicated to be invalid, illegal or 
unenforceable, in whole or in part, it will be deemed omitted to that extent but all other 
terms and provisions of this Employee Manual will remain in full force and effect.  
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PAYROLL POLICIES AND PROCEDURES 

Employment Classifications  

Job descriptions and department profiles indicate each employee’s classification.  The 
following terms will be used to describe the classification of employees and their 
employment status: 

Exempt Employees 
Employees who are exempt from the overtime compensation provisions of state and 
federal wage and hour laws are considered exempt employees.  You may be classified 
as either an Exempt Executive employee or an Exempt Administrative employee. 

Nonexempt Employees 
Employees who are subject to overtime compensation, as provided by state and federal 
wage and hour laws are considered nonexempt employees.  You may be paid on a 
salary basis with additional wages for any overtime hours worked. 

Full-time 
Full time employees are normally scheduled to work 30 hours or more per week who 
are eligible for most Company benefits. 

Part-time 
Part-time employees are normally scheduled to work fewer than 30 hours per week.  
Part-time employees are eligible for some, but not all Company benefits. 

Regular Employees 
These employees are those full-time and part-time who have successfully completed 
their introductory period and have a set weekly schedule of a minimum of 20 hours per 
week.  

Temporary Employees 
Employees who are hired for a pre-established period, usually during peak workloads, 
completion of a specific project, or for vacation relief or do not have a set regular 
schedule are considered temporary employees. They may work a full-time or part-time 
schedule. Temporary employees are ineligible for Company benefits. 
 
Seasonals 
Employees who are hired for six months or less and considered seasonal employees 
and employment of seasonal employees are automatically terminated after the last 
scheduled shift of the employees. Seasonal employees are ineligible for Company 
benefits.  

Pay Periods and Paychecks 
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Payday at our Company is on the 15th and the last day of each month. Pay periods are 
the 1st to the 15th and the 16th to the last day of the month.   
 

• For those employees that are paid on a salary basis, the paycheck on the 15th 
will pay all hours worked from the 1st through the 15th.  The paycheck on the last 
day of the month will pay all hours worked from the 16th through the last day of 
the month.   

• For those employees that are paid on an hourly basis, the paycheck on the 15th 
will pay all hours worked from the 26th of the month through the 10th.  The 
paycheck on the last day of the month will pay all hours worked from the 11th of 
the month through the 25th.   

 
Employees that are paid on a salary basis have a different pay period than those 
employees paid on an hourly basis.  Salary based employees are paid their regular 
scheduled hours on a projected basis, meaning they are paid for their scheduled hours 
before they are worked.  If a salary based employee has extra hours during this time 
period after payroll has been submitted, those hours will be paid with the next pay cycle.   
 
Paychecks will be released to employees not earlier than 4:00 PM local time on the 
banking day immediately before the scheduled pay date.  Paychecks will not be given to 
anyone but the employee unless management is provided with a written authorization 
from the employee. 
 
If an error is discovered in a paycheck, notify your supervisor immediately. CRES will 
make corrections to errors in paychecks in accordance with applicable local and state 
laws. 
 
CRES’s policy is for all employees to use direct deposit. If circumstances don’t allow for 
direct deposit, manual checks will be issued. 
 
The work week for purposes of overtime is Sunday at 12:01 a.m. through Saturday at 
12:00 a.m. 

Working Hours 

Our standard working week for the Corporate offices are Monday through Friday.  Our 
standard workday is 8:00 AM through 5:00 PM, Pacific Standard Time.  However, your 
specific workday may range from 7:00 a.m. to 6:00 p.m. Monday – Friday or designated 
by your manager.   
 
The standard working week for Community Managers and Maintenance employees vary 
depending on the needs of the community.  Generally the work week is Monday through 
Friday.  Our standard workday ranges from 7:00 AM to 6:00 PM, Pacific Standard Time.  
However, depending on circumstances at the community, those hours could be 
different.  
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Pay advances 

CRES does not authorize pay advances. 

Payroll deductions 

The actual amount of your paycheck does not tell the whole story of your pay. Your real 
paycheck is the total before deductions. CRES is required to deduct from each 
employee’s pay, where applicable, amounts including, but not limited to, federal and 
state withholding taxes, social security taxes, and any garnishments or court ordered 
assignments.  CRES may legally deduct the following from employee wages: 
 

• Deductions required by law such as taxes or garnishments. 
 

• Deductions that are for the employee's benefit such as health insurance 
premiums. The employee must sign a written authorization and the 
deductions must be recorded in the employer's books and records. 

 
• Other deductions authorized by the employee in writing as long as CRES is 

not the ultimate recipient of the money, such as charitable contributions. 
 

• A deduction from a final paycheck for a cash loan to an employee, if the 
employee has voluntarily signed a loan agreement, and the loan was for the 
employee's sole benefit. A deduction from the final paycheck for repayment of 
a loan may not exceed 25 percent of the employee's disposable earnings OR 
the amount of disposable earnings in excess of $170 per week whichever is 
less. Disposable earnings are generally net earnings after tax deductions and 
family support withholdings. 

Provision of Employee Housing or Community-Owned Housing 

The housing allowance (space rent) portion of your benefit package is compensation for 
“on-call” hours only.  On call hours are hours that you are available but not actively 
engaged in specific work activities.  
 
Employee-Owned Housing 
 

a. Employee is responsible for all maintenance/repairs to their home.  Employees 
are responsible for maintaining all lawn areas, flowers, shrubbery and tress 
within the boundaries of their lot.  Lawns must be mowed on a regular basis 
during the spring/summer/fall growing season, edged, kept free of weeks and 
watered as necessary.  

b. Employee’s lot, including porches and decks, are to be kept clean and free from 
trash and litter at all times.  Toys are not to be left in the streets.  Garbage cans, 
gardening tools and equipment, etc., must be stored inside the employee’s 
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storage shed. 

c. Employees are responsible for maintaining and keeping clean and in good repair 
approved window coverings which may include curtains, drapes, shutters or 
blinds, etc., in all windows of the home.  

d. No changes/alterations are to be made to employee’s home without prior written 
permission per the community rules and regulations.   

Community-Owned Housing 

a. Employees shall obtain renters insurance for fire and liability coverage and shall 
provide evidence of same to Employer at the inception of employment and at 
each policy renewal thereafter during the term of employment. 

b. Employees agree to promptly notify Employer of any and all maintenance/repair 
items required at employee’s residence.  Employees are responsible for 
maintaining all lawn areas, flowers, shrubbery and trees within the boundaries of 
their lot.  Lawns must be mowed on a regular basis during the spring/summer/fall 
growing season, edged, kept free of weeds and watered as necessary. 

c. Employee’s lot, including porches and decks, are to be kept clean and free from 
trash and litter at all times.  Toys are not to be left in the streets.  Garbage cans, 
gardening tools and equipment, etc., must be stored inside the employee’s 
storage shed or community provided storage/maintenance shed.   

d. Employees are responsible for maintaining and keeping clean and in good repair 
approved window coverings which may include curtains, drapes, shutters or 
blinds, etc., in all windows of the home.  AUDIT:  Employer may conduct 
inspections of the Community-owned manager housing at any time.   

e. No changes/alterations are to be made to the community-owned home without 
prior written permission.   

Timekeeping Requirements – Non-Exempt Employees 

Accurately recording time worked is the responsibility of every nonexempt employee. 
Federal and state laws require CRES to keep an accurate record of time worked in 
order to calculate employee pay and benefits. Time worked is all the time actually spent 
on the job performing job-related duties. 
 
Nonexempt employees should accurately record the time they begin and end their work, 
as well as the beginning and ending time of each meal period. They should also record 
the beginning and ending time of any split shift or departure from work for personal 
reasons.  
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Altering, falsifying, or tampering with time records, or recording time on another 
employee’s time record may result in disciplinary action, up to and including termination 
of employment. 
 
It is the employee’s responsibility to sign his or her time record to certify the accuracy of 
all time recorded. The supervisor will review and then initial the time record before 
submitting it for payroll processing. In addition, if corrections or modifications are made 
to the time record, both the employee and the supervisor must verify the accuracy of the 
changes by initialing the time record. Any errors found on your timecard should be 
reported to your supervisor immediately.  

Meal and Rest Periods  

Meal Periods are for one hour between 11:30 and 1:30 p.m. [one hour sometime during 
this time block - as schedules permit].  
 
Exception: The front desk administrative position must be on duty at 8:00 AM until 12:00 
noon and from 1:00 PM until 5:00 PM – [excepting rest breaks].  All employees are 
required to take rest and meal breaks.  
 
Employees may not take lunch at their workstations. 
 
Food at workstations – Employees are allowed to have snacks at their workstations 
during the day, but are not allowed to each meals at their workstations.  Examples of a 
snack could be fruit & vegetables, cheese slices or sticks, pre-shelled nuts or seeds, 
granola or health bars, etc.  We expect each employee to use good judgment with 
regards to this issue, but if you have further questions or need clarification, please talk 
to your supervisor.   
 
Employees must use personal meal and rest periods to conduct personal business – 
telephone calls, personal errands, etc. 
 
NOTE:   Exempt employees are not subject to these policies except for the Food at 
workstation policy. 
 
 
Washington Employees 
 
One paid 10-minute rest period for every four hours worked is provided to you. These 
rest periods are for the purpose of a few minutes relaxation, and we ask you to please 
not stay away from your job over the allotted time for the rest period.  If you work at 
least a six-hour shift, an unpaid meal period of at least 30 minutes will be provided no 
less than two nor more than five hours from the beginning of your work shift. Employees 
working three or more hours longer than a normal workday will be allowed at least one 
30-minute meal period prior to or during the overtime period. Your supervisor will advise 
you of the specific times.   
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Oregon Employees 
Two 10-minute rest periods each workday are provided for which you are compensated.  
These rest periods are for the purpose of a few minutes relaxation, and we ask you to 
please not stay away from your job over the allotted time for the rest period.  An unpaid 
meal period of at least 30 minutes will be provided during the middle portion of your 
shift. Your supervisor will advise you of the specific times.  
 
In Oregon, breaks and lunches are provided based on the length of the work period.  
The following table is a breakdown of the breaks and meals based on hours worked 
during a work shift.  
 

Length of work period 

Number of rest 
breaks required 

Number of meal 
periods required 

2 hrs or less 0 0 

2 hrs, 1 min-5 hrs, 59 mins 1 0 

6 hrs 1 1 

6 hrs, 1 min-10 hrs 2 1 

10 hrs, 1 min-13 hrs 59 mins 3 1 

14 hrs 3 2 

14 hrs-1 min to 18 hrs 4 2 

18 hrs, 1 min-21 hrs, 59 mins 5 2 

22 hrs 5 3 

22 hrs, 1 min-24 hrs 6 3 

Smoking and Breaks 

CRES provides a non-smoking workplace for employees. Employees will use meal and 
rest periods for smoke breaks only in designated areas. 

Breaks of Breastfeeding Mothers 

CRES supports new mothers by providing a private space and reasonable time for 
expressing milk, in accordance with law, provided the employee offers reasonable 
notice of her intent upon returning to work.  Generally this is provided for up to one year 
after the child’s birth.  
 
CRES will provide a 30-minute rest period to express milk for every four hours the 
employee works. If feasible, the employee will take this rest period at the same time as 
other break or meal periods that are otherwise provided to the employee. To the extent 
the rest period needed to express milk exceeds the employee’s regular paid break 
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period, it is unpaid though CRES will allow an employee to work before or after her 
normal shift to make up the amount of time used during the unpaid rest periods. 
 
CRES has made a private space available to nursing mothers to use for this purpose.   

Overtime pay  

Each non-exempt employee will be paid time and one-half the regular rate for hours 
worked in excess of 40 hours per week. No non-exempt employee shall work more than 
eight (8) hours per day or over 40 hours in a work week without prior authorization. In 
order to be paid for overtime hours, an employee must submit a record of all hours 
worked in excess of 40 hours per work week. Said record must be submitted to the 
company during the week the overtime work was performed. 
 
Unauthorized overtime may be subject to disciplinary action, up to and including 
termination. 
 
Only actual hours worked are counted as hours worked for overtime calculations. 
Therefore, CRES will not count vacation time, sick time, holiday time, or any other time 
for which you are compensated but do not actually perform work when determining 
overtime hours worked in a workweek. 

Reservation of Right to Change Schedules  

CRES reserves the right to change work schedules at any time, with proper notice and 
within allowed local and state laws and regulations. 

Resignation or Termination of Employment  

Employee expressly agrees to provide employer with not less than ten (10) working 
days advance written notice of termination. Employee shall not utilize unused Personal 
Leave days to satisfy the ten (10) working days’ notice provision unless agreed to in 
writing by the company President.  
 
Personal leave days used to fulfill the Notice Provision will be paid at a rate equal to 
25% of the employee’s base pay rate. Employee agrees to diligently pursue the interest 
of employer during the ten-day notice period.  
 
Employees who fail to provide at least two weeks’ notice (10 business days) of 
resignation will not be eligible for rehire at CRES and will not be paid any unused 
Personal Leave.   
 
Upon termination, benefits and “further services” shall cease at the conclusion of the 
final date of employment.  The employee shall return to Employer, control of any items 
or equipment (keys, books, tools, checks, receipts, records, etc.) required to effect this 
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provision including surrender of the Community-owned home occupied by the 
employee.  Employee shall surrender the manufactured home occupied by the 
employee within seven (7) days of the effective date of termination unless an alternate 
date has been mutually agreed upon in writing.   
 
Employer shall pay employee only those sums earned prior to the effective date of the 
termination.  Referral fees, if any, for pending home sales or any other matter shall 
cease without proration.   
 
In the even that employee fails to vacate the Community-owned home per the 
termination notice, employer shall commence legal action, including eviction 
proceedings if necessary, against employee to recover the premises.  Employee agrees 
to pay reasonable attorney fees, legal fees and court costs incurred by the Community 
in the event that the employee fails to abide by Commonwealth’s Employee Manual.   
 
The employee understands that the Community-owned home is reserved for the 
employee’s use and it is mandatory for the employer to have the community-owned 
home available for the next employee’s use.  Employee agrees to pay for any damages 
done to the community-owned home that is in excess of normal wear and tear.     

Final Paychecks 

Oregon 
If an employee quits with less than 48 hours’ notice, excluding weekends and holidays, 
the paycheck is due within five days, excluding weekends and holidays, or on the next 
regular payday, whichever comes first.  
 
If an employee quits with notice of at least 48 hours, the final check is due on the final 
day worked, unless the last day falls on a weekend or holiday. In that case, the check is 
due on the next business day.  
 
If an employee is discharged, the final paycheck is due not later than the end of the next 
business day.  
 
When an employer and employee mutually agree to terminate the relationship, the 
check is due by the end of the following business day, as in the case of discharge.  

Washington 
Your final paycheck will be paid on the next regularly scheduled payday. 

Change in Name, Address, and Personal Telephone Number  

It is your responsibility to update your personal information in the payroll system 
immediately. Employees are to notify Human Resources or Department Supervisor 
within ten (10) days of any change of name, address, and personal telephone number.   
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 GENERAL POLICIES 

Customer Relations 

Our reputation is built on excellent service and quality work. Maintaining this reputation 
requires the active participation of every employee. As a representative of CRES, 
employees will conduct themselves in a professional manner. Employees must be 
courteous and respectful to clients, owners, vendors and fellow employees at all times.  

Introductory Period  

The first ninety (90) days of employment are considered an Introductory Period. CRES 
will be evaluating your performance and abilities as you evaluate your new position with 
CRES.  Before the end of this period, your supervisor will review your performance with 
you. Providing your work has been satisfactory, and at the recommendation of your 
supervisor, you may become a regular full-time or part-time employee. Your length of 
service will date back to your date of hire or rehire. Anytime during the Introductory 
Period, or at any time after, either CRES or the employee may terminate employment 
without notice. 
 
The completion of the Introductory Period is not cause for an automatic wage increase 
or recommendation for continued employment and does not give you any additional 
employment rights. The Introductory Period can be extended at the sole discretion of 
CRES. You will be notified prior to the expiration of the 90-day period if the Introductory 
Period will be extended. 

Attendance and Tardiness   

The general business hours for employees working at a community are 7:00 AM to 6:00 
PM.  Regional Managers and/or Supervisors have discretion to set flexible work/shift 
schedules with Employees.  Unless otherwise agreed to, employees are expected to 
work their agreed-upon scheduled hours each week.  Extra hours and/or overtime hours 
may be a job requirement; any extra hours or overtime hours worked must be 
authorized in advance by the employees direct supervisor(s). 
 
CRES utilizes a three-warning method for addressing violation of company procedures 
and policies with employees. All warnings will be addressed personally with Employee 
and accompanied by a written warning to become part of Employee’s permanent 
employment record.  Please refer to section Employment Policies and Practices, 
Standards of Conduct and Discipline. 
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Confidential and Proprietary Information  

CRES is subject to laws concerning the privacy of its own and its customers’ 
information.  As a result, CRES requires its employees to keep strictly confidential all 
information relating to CRES’s business (“Confidential Information”), which includes 
without limitation: trademarks, copyrighted material, trade secrets, existing products, 
potential products, applications, systems, components, technologies, developments, 
inventions, pending/abandoned patent applications, and business topics, client lists, 
customer information, market research data, marketing techniques, marketing material, 
timetables, strategies, pricing policies, financial information, prospective trade names or 
trademarks, and other related information. 
 
Employee agrees that any and all knowledge or information that may be obtained in the 
course of employment with respect to the conduct and details of the business and with 
respect to the processes, formulas, etc. used by CRES in conducting its business will 
be forever held inviolate and be concealed from any competitor and all other persons 
and that he or she will not impart the knowledge acquired to anybody. Nothing shall 
prevent Employee, upon the termination of employment, in engaging in any occupation 
in which the processes, formulas, and operational procedures of CRES will not be 
directly or indirectly involved. 
 
All CRES records and information relating to CRES or its customers are confidential 
and employees must, therefore, treat all matters accordingly.  No CRES or CRES-
related information, including without limitation, documents, notes, files, records, oral 
information, computer files or similar materials (except in the ordinary course of 
performing duties on behalf of CRES) may be removed from CRES's premises without 
permission from CRES.  Additionally, the contents of CRES's records or information 
otherwise obtained in regard to business may not be disclosed to anyone, except where 
required for a business purpose.  Employees must not disclose any confidential 
information, purposefully or inadvertently through casual conversation), to any 
unauthorized person inside or outside CRES.  Employees who are unsure about the 
confidential nature of specific information must ask their supervisor for clarification.  
Employees will be subject to appropriate disciplinary action, up to and including 
dismissal, for knowingly or unknowingly revealing information of a confidential nature. 

Solicitation and Distribution  

Personal solicitation by employees for fund raisers and other promotional 
events/functions will be allowed so long as materials are only displayed in break room 
areas. No posting of promotional materials on bulletin boards, in and around employee 
work areas or other areas visible to the public is allowed. CRES reserves the right to 
require the removal of promotional materials at any time. 
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Access to Personnel Files and Records 

Personnel records are maintained on every employee. These records are Company 
property.  They are held as confidential as is reasonably possible. CRES will not release 
the information to anyone who does not have the right or need to know. Both 
outstanding and poor work may be noted in your file.   
 
At the request of an Oregon employee, CRES will provide a reasonable opportunity for 
the employee to inspect personnel files subject to Oregon state law. CRES will also 
provide a certified copy of the personnel file upon receiving a written request from the 
employee. 
 
A Washington employee may annually ask CRES to review all information in the 
employee’s personnel files that is regularly maintained by CRES as part of its business 
records or which is subject to reference for information given to persons outside CRES. 
Employees may also be permitted to rebut information in their file that they do not agree 
with after reviewing the file.   

Building and Office Security 

• Entrance door is to remain locked until opening time. 
• Store   personal   items   (purses   and   other   valuables, etc.) out of sight. 
• CRES is not responsible for lost or stolen articles. 
• Account  for  and  secure  keys,  don’t  leave  them  unattended  or  give  to 

unauthorized persons. Report lost keys to manager/department supervisor. 
• Do not prop open or otherwise compromise building entrance doors.  Rectify 

these situations when you observe them. 
• Account for and secure all sensitive material/information when not able to 

attend to it. 
• Account for and secure sensitive deliveries in a timely manner. 
• Secure all areas when not attended. 
• Be aware of unfamiliar persons in or visitors to your office. 
• Protect access codes, combinations and cards, change codes regularly.  

Report compromised codes to the person in charge of area. 
• Report suspicious tampering with physical security (doors, locks etc…) 

Community Property 

Employees shall be responsible for the maintenance and security of all Community 
inventory, office equipment, tools and other equipment.  A complete inventory of all 
tools, equipment, supplies and materials shall be taken by employees and employer at 
inception of employment and regularly throughout the terms of employment, and upon 
the termination of employee’s employment.  Employees shall bear the cost of replacing 
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any materials, supplies, tools and/or equipment when employees are unable to account 
for the disappearance of such items.   

Conflict of Interest Policy 

CRES employees have a shared responsibility to ensure that they conduct themselves 
in an unbiased manner and serve the goals of the Company to guard against conflicts of 
interest which might compromise the integrity and objectivity of the Company.  This 
policy is applicable to all Commonwealth Real Estate Services/Commonwealth Property 
Management Services employees. 
 
By adopting this Conflict of Interest Policy, CRES also (i) demonstrates its commitment 
to the ethical principles that guide our industry and (ii) establishes a mechanism to 
safeguard Employee integrity and objectivity. 
 
It has been, and shall continue to be, the policy of CRES that all employees take steps 
to avoid conflict of interest or the appearance of conflict of interest.  
 
Conflict of interest exists if: 
 

1. An employee's position or authority may be used to influence or make decisions 
that lead to any form of financial or personal gain for that employee or for his or 
her family. 

 
2. The term conflict of interest refers especially to situations in which financial or 

other personal considerations may compromise, or may have the appearance of 
compromising, any Employee’s judgment in conducting Company business. The 
bias can affect collection, analysis, and interpretation of data, hiring of staff, 
procurement of materials, sharing of results, choice of protocol, and the use of 
statistical methods. 

 
3. Conflicts of interest that are not necessarily financial and that are not within the 

scope of a policy that is designed to address conflicts of interest in the employer-
employee setting. 

 
4. The term conflict of interest refers especially to situations in which financial or 

other personal considerations may compromise, or may have the appearance of 
compromising, decisions made by administrators and management. 

 
A conflict of interest is material if an ordinary person would take it into account in 
making a decision. Only material conflicts of interest are within the scope of this policy. 

Competing with Company Business Services 

Commonwealth employees are strictly prohibited from personally engaging in any 
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business activities in which Commonwealth and/or its affiliate company(s) currently 
performs as a service to clients or plans to perform as a service to clients, regardless of 
whether for profit or not.  This includes, but is not limited to: managing investment real 
estate, managing receivership accounts, brokering, selling, purchasing or offering 
relocation services for manufactured homes in Commonwealth communities or any 
other manufactured housing community, marketing and selling insurance to residents of 
Commonwealth communities or any other manufactured housing community, marketing 
and selling landscape and maintenance services to residents of Commonwealth 
communities or any other manufactured housing community.   
 
Exceptions to this policy will be considered on a case-by-case basis upon written 
request by an employee to Commonwealth.  In the event an exception is granted, it 
shall be done only in writing and provided by Commonwealth and the Community 
Owner, if applicable.  

Prohibited from Buying/Selling Manufactured Homes 

All CRES employees are strictly prohibited from selling or purchasing manufactured 
homes in communities managed by Commonwealth Real Estate Services, unless they 
have received written approval from the Community Owner and Commonwealth Real 
Estate Services.  
 
Guidelines 
 
Community Managers and Commonwealth’s corporate employees shall refer all homes 
to be listed for sale in the community to Commonwealth Homeowner Services (CHS) 
which is a licensed Broker/Dealer and is able to comply with the regulatory guidelines in 
the State of Oregon,  Washington, and Idaho. The exception would be those whereby 
the Community Owner operates a separate sales program of their own. Furthermore, 
the Community Owner is required to have a Manufactured Home Dealer’s License for 
each community and carry a surety bond in the amount required by the State in which 
each community is operating in. 
 
New lending laws such as the Safe Act require that any home sale which involves 
financing must be directed to a Licensed Mortgage Loan Originator (MLO).  Therefore 
Community Managers and Commonwealth’s corporate employees are prohibited from 
discussing any financing terms or conditions and are required to refer homebuyers to a 
Licensed Mortgage Loan Originator. A Community Owner that carries this license would 
be acceptable.  
 
Community Managers are required to report all homes listed for sale or abandoned in 
Manage America‘s Home Inventory Tracking System (HITS) on a monthly basis. 
 
The following scenarios are unacceptable Commonwealth business practices unless 
done so through the Dealer’s license of CHS or the Community Owner: 
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 Purchasing or selling bank owned homes 
 Purchasing or selling resident owned homes 
 Purchasing or selling community owned homes 
 Purchasing abandoned homes to remodel and market for resale or to retain 

ownership 
 Representing and showing a home for sale and receiving compensation without 

being an employee of the Dealership or Brokerage. 
 
Under no circumstances are the Community Managers or Commonwealth corporate 
employees allowed to transfer the title of a home into their name for resale or to retain 
ownership. 

Employment of Relatives  

While there is no prohibition against relatives working for the Company or in the same 
department, an employee may not appoint, nor participate in the decision-making 
process to appoint, a relative to a position within the Company. The decision on the 
appointment must be made by someone other than the relative. Once such an 
appointment has been made, supervision of employee and any subsequent decisions 
on the salary, promotion, and all perquisites and benefits of the employee must be 
made by someone other than the relative; employee may not supervise the employee. 
 
Immediate family includes spouses, children, parents, grandparents, grandchildren, 
brothers, sisters, nieces, nephews, uncles, aunts, first cousins, mothers-in-law, fathers- 
in-law, sisters-in-law, brothers-in-law.  In those cases where relatives work in the same 
department or are paid from the same account and where no conflict of interest or 
potential conflict of interest exists because of the positions held by the employees or 
other factors, the reasons why no conflict of interest exists should be documented in 
writing. Such documentation will be included in the department personnel file for each 
affected employee, and copies will be forwarded to the appropriate Department 
Supervisor. 
 
In those cases where relatives work in the same department or are paid from the same 
account and where potential conflict of interest exists because of the employment 
relationship or other factors, the following procedure will be followed. Personnel 
decisions regarding the affected employee will be made by the immediate superior of 
the relative in the supervisory position. Delegation of authority for personnel decisions 
regarding the relative will be made in writing and will be included in the personnel file for 
each affected employee, with copies forwarded to the appropriate Department 
Supervisor. 

Use of Non-Commonwealth Paid Individuals 

The use non-paid “helpers”, employees who are not “on the clock” or accepting or 
soliciting help from anyone other than a Commonwealth employee when performing any 



Page 31 of 60 
 

job, duty or task on the property is strictly prohibited.  This prohibited practice includes 
seasonal or occasional help, well-meaning residents, or any person or occasional 
employee who may help with certain jobs or tasks around the property, but are not 
being paid at that moment for the performance of that job, including assisting in a job or 
duty directly or indirectly related to the management or maintenance of the facility 
without compensation, even for just a minute or two. 
 
Under no circumstances are any person to be paid out of Petty Cash or an employee’s 
personal funds.  You may use on-duty Commonwealth employees or licensed, bonded, 
insured and approved contractors or sub-contractors to perform work on, or related to, 
the management or maintenance of the facility.  Any other type of labor is prohibited.  
Failure to adhere to this policy may be grounds for immediate termination.           

Outside Employment and Off-Duty Conflict  

Any employee’s off-duty conduct or off- duty employment which (i) violates any city, 
state, federal or local law or ordinance, (ii) causes an actual business loss to CRES , (iii) 
or conduct which impairs or prevents employee from reporting to work or (iv) creates an 
impediment to productivity, may be grounds for disciplinary action including termination.  
No commercial trade or business, nor gratuitous baby-sitting/daycare shall be permitted 
to be run out of the home unless specific written permission has been given by CRES. 

Manager Transfer Policy 

In order for any on-site employee to be eligible for transfer, such employee must have 
been at their current property for a minimum of one year.  Employees may not give 
notice to terminate their current employment to circumvent this policy to gain eligibility 
for transfer or re-hire elsewhere with a CRES-managed community.  If an employee 
quits and wishes to be considered for re-hire within one year from their start date at their 
most recent property, approval must be obtained from the President.  There is a cost of 
turnover and a break in continuity when managers change at a property.  We need to do 
everything within our control to minimize the adverse impact to the property being 
vacated by the manager and to avoid the appearance of their being a “revolving door” 
for the manager position at any given property.  We also need to be very careful not to 
enable managers who are chronic “job-hoppers” who are constantly looking for greener 
pastures. 
  
Under all circumstances, it is not appropriate, nor permitted, for any Regional Manager 
(RM) or other such CRES employee to approach a CRES manager about a potential 
transfer without first contacting the potential transferee’s managing RM to discuss the 
possibility and gain consent to pursue such.  This is a common courtesy which should 
be extended in all cases.  DO NOT call the manager first to gauge his/her interest 
because a courtesy call to the potential transferee’s managing RM may reveal that the 
timing, and/or the employee may not be a good fit presently. 
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The transferee must give the current property a minimum of a 30 day notice to allow 
time for the RM to find his/her replacement.  The transferee must also agree to assist in 
the training of the new management team to the extent possible and desired by the 
managing RM.  The key to a successful transition at both properties is to make sure that 
both properties have adequate coverage and that neither is left short-handed. 
  
If there is interest in transferring an employee who has been at their current property for 
less than one year, in addition to speaking with the potential transferee’s managing RM, 
there needs to be consent given by the adversely impacted property’s owner as a 
showing of good faith.  To do so would require a written plan acceptable to such 
owner.  The plan shall include, among other things, the amount of time the outgoing 
manager would remain at the property, whether he/she would be available to assist with 
training the replacement manager, and what management coverage the property would 
have in the event no manager was hired before the transferee vacated the property.  In 
the event that this is unsatisfactory to the owner, the employee would remain ineligible 
for transfer. 

Pet Policy 

Commonwealth Real Estate Services offices in Portland, Oregon and Bellevue, 
Washington and all Community offices are animal free environments.  No animals will 
be allowed in any office, with the exception of a service animal that accompanies an 
individual.  “Pets” are defined as any animal. 
 
If the Community office is located in an employee owned home and the employee 
already owns a pet, the pet is to be kept in a separate room when conducing 
Community business with current residents, prospective residents, vendors or anyone 
else at the Community to do business.   
 
If the Community office is located in a Community owned home, employee’s pet(s), if 
approved by management, is to be kept out of the office at all times.   

No Smoking Policy 

Smoking or use of tobacco products is not permitted within 10 feet of the Community 
office, Manager Residence or any Community owned building or residence.  
 
If an employee owns their own home, smoking is not permitted inside the home when 
employee is conducting business with current residents, prospective residents, vendors 
or anyone else at the Community on business.   
 
If an employee lives in a Community owned home, smoking is not permitted inside the 
home at any time.  If the employee is found to have been smoking in the home, the 
employee will be responsible for any and all expenses incurred to remove the odor due 
to the smoking.   
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Dress Code 

CRES enjoys an excellent reputation in the industry. While there are many reasons for 
this reputation, one of the ways to help maintain it is for all staff to present a 
professional image to the public. It is important that the public have confidence in the 
staff and the staff members have confidence/pride in themselves when transacting 
business. To help present this image and foster public confidence, staff members must 
dress appropriately for their work assignment. Supervisors will discuss inappropriate 
dress with individual staff members. 
 
Staff will wear clean and well-maintained attire appropriate to the type of work they do. 
Shoes are required and must also be well-maintained. Good grooming is required.  In 
compliance with this policy, the following are examples of unacceptable attire: 
 

• soiled, torn, patched/faded clothing. 
 

• halter tops, tube tops, and tank tops. 
 

• muscle shirts. 
 

• see-through clothing, extremely tight fitting clothing or clothing that is 
excessively revealing such as bare back or midriff tops, low cut or off the 
shoulder tops, tank tops with deep armholes, mesh tops, strapless dresses 
and tops, skirts, or any other type of clothing that exposes undergarments. No 
undergarments are to be showing.   

 
• no clothing; dresses, skirts, shorts; shall be shorter than 3 inches above the 

knee or roughly mid-thigh.   
 

• casual t-shirts or shirts with slogans or large-letter advertising. 
 

• sweat suits/warm-up suits; sweat pants. 
 

• clothing with foul language or obscene images. 
 

• baseball caps, visors, sunglasses. 
 

• footwear must be worn at all times.  No beach type sandals or casual style flip 
flops may be worn.  Between-the-toe dress sandals with or without heels and 
open toed shoes will be permitted in the office.  Shoes must be in good 
condition. 

 
Because of varied work assignments and working conditions, it is not practical to 
establish specific and absolute criteria as to what is or is not appropriate dress. 
Alternate attire to accommodate inclement weather (snow/ice) is allowed under such 
circumstances. 
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Complaint Procedure  

All complaints are to be in writing and submitted to the Human Resources Department 
or any Department Supervisor. Forms are available or Employees may submit their own 
documentation. 

Procedure for Resolving Employee Complaints  

CRES employs an ‘open door’ policy regarding Employee complaints. Employees may 
contact Human Resources or any Department Supervisor to lodge informal and formal 
complaints. Supervisors and Employees involved will conduct an informal dispute 
resolution session. If this session is unsuccessful, Employer may elect to use the 
services of an outside mediator to resolve the problem at hand. This may, at Employer’s 
option, include mandatory Employee participation in conflict resolution sessions with a 
professional. 

Sharing Employee Information 

In the property management industry it is necessary to share personal employee 
information with other parties who are involved in joint employment of the communities. 
Property owners often play a significant role in the decision for hiring, firing, and 
compensation. As such, CRES reserves the right to share personal employment 
information with community owners. 
 
CRES also uses personal employee information with certain trusted vendors to 
efficiently run day to day operations. 
 
Occasionally CRES may use pictures of employees in future advertisements, on our 
company website, or on social media. If you wish for your picture to not be shared you 
must submit a written request to HR. 
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 LEAVES AND BENEFITS 

Holidays 

New Year's Day January 

President’s Day February 

Memorial Day May 

July 4th July 

Labor Day September 

Thanksgiving  November 

Day After Thanksgiving November 

Christmas Day December 
 
 

Only Regular Full-time or Part-time employees with a set standard schedule are eligible 
for holiday pay.  Temporary and Seasonal employees are not eligible for holiday pay.  
Employee will not receive a paid holiday if they are absent (except if absences is as a 
result of preapproved personal leave) from work the last working day prior to or the first 
working day following the holiday.  If a holiday falls on a Saturday, the previous Friday 
will be an office holiday. If a holiday falls on a Sunday, the following Monday will be an 
office holiday. 

Personal Time Off (PTO)  

Personal Time Off is available to all employees. Time begins accruing on the first day of 
employment and is available for use immediately. PTO time is provided to regular full-
time and part-time employees for vacations, personal time, to accommodate an illness, 
injury, doctor and dental appointments or to take care of personal emergencies.       

Scheduling  
The use of PTO must be approved in advance (except for emergencies) by the 
employee’s immediate supervisor. The use of three (3) consecutive days or more of 
PTO, except for emergencies, must be requested and approved thirty (30) days prior to 
use. The use of less than three (3) days of PTO except for emergencies must be 
requested and approved seven (7) days prior to use. 
 
 



Page 36 of 60 
 

Accumulation, Carryover or Forfeiture  
Employees personal leave accrues and is calculated (in hours) on a per-day period 
basis based on the number of hours permitted to work per week for salaried employees. 
Employees paid on an hourly basis will accrue personal leave at a rate of .03334 hours 
per hour worked, which will result in one week per year.  Eligible employees earn a 
maximum of 3 weeks (15 days) of accrued PTO time per year.  For example, if an 
employee is allowed/scheduled to work 30 hours per week, the maximum number of 
PTO hours they can accrue is 60 hours (3 weeks x 30 hours per week).  
 
Employees using PTO for emergencies or sickness are required to notify their 
immediate supervisor prior to 9:00am of the day being used.  If the employee takes 
three (3) consecutive days or more of PTO for sickness, the employee is required to 
provide a note from a physician stating the reason for leave was sickness. 
 
Employees may not accrue more PTO than the amount available to be earned each 
year.  Once the employee has accrued the maximum number of hours allowed to them, 
they will cease to earn PTO time until they use enough leave to fall below the maximum 
amount. 
 
Employees will not accumulate PTO when on excused leave unless the Employee is 
using PTO days.   
 
Personal leave cannot be taken the first week of the month during rent collection without 
the written approval of your supervisor.  The use of persona leave must be approved in 
advance by the employee’s immediate supervisor.  The maximum number of 
consecutive personal days that can be used is five (5) unless approved in writing by the 
employee’s immediate supervisor prior to the requested time off.    

Payment upon Termination  
Upon retirement or termination of employment, Employees will receive salary equivalent 
to the value of 50% of the unused personal days.  If employees resigned they must 
provide a two week notice of resignation.  If employment is terminated for any reason 
during the initial 90 day introductory period, employee is not entitle to and will not 
receive compensation for any accrued personal time earned from the date of hire. 
 
No paid vacation may be taken after notice of termination has been given by either 
party.  
 
If employee transfers to another community that Commonwealth manages, you will be 
paid the value of 50% of the unused personal time to close out your personal time 
benefit with that Community.  Your personal time benefit will then start at zero at the 
new Community.   
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Federal Family and Medical Leave Act (FMLA) 

Types of Leave:  
There are two types of leave under the Family and Medical Leave Act (FMLA) that an 
employee may be eligible for: 
 

• Basic FMLA  
• Military Family Leave  

 
In addition, there may be state specific requirements that apply. 

Eligibility for FMLA Leave:   
Employees are eligible for FMLA leave if they: 
 

• Have worked for the company for at least 12 months; and  
• Have worked at least 1,250 hours for the company over the previous 12 months; 

and 
• Are employed at a work site that has 50 or more employees within 75 miles of 

the work site. 
 
Employees who meet the eligibility requirements may take up to 12 weeks of unpaid 
leave during any 12-month period. In order to determine the “12-month period” in which 
the 12 weeks of leave entitlement occurs, CRES will use a “rolling” 12-month period, 
which is measured backward from the date an employee uses any FMLA leave, each 
time leave is used.  

Notice and Certification Obligations to Apply for FMLA 
All requests for leave should be initiated with the Human Resources Department.  
Employees must give at least 30 days’ notice, or as soon as practicable.   
 
If the leave is unforeseeable, the employee must provide as much notice as possible – 
generally within 1 to 2 business days of realizing the need for leave.  The notice should 
be made in writing and state the reason for leave and the amount of time requested.  
Whenever possible, employees should schedule medical treatments so as not to 
excessively disrupt operations.   
 
To apply for FMLA leave, an employee will be required to complete the following 
process:   
 

• Inform the employee’s supervisor and HR of the requested leave by submitting a 
request form (please contact HR for a form you can use). 

 
• If HR determines the employee meets the eligibility criteria for FMLA, the 

employee will be required to provide medical certification to support the need for 
leave. 
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• The employee must continue to communicate with the supervisor and HR about 
the process of the leave and a return-to-work date, providing additional 
certification or obtaining additional medical evaluations, as needed to justify the 
length of absence, or as requested by HR.   

Basic FMLA Leave:   
Under basic FMLA leave, employees may take leave for any or all of the following 
reasons:  

(1) birth of a son or daughter, or placement of a son or daughter with the 
employee for adoption or foster care, and to care for such son or daughter after 
birth or placement;  
(2) to care for the employee’s spouse, son or daughter, or parent, who has a 
"serious health condition"; or,  
(3) if the employee is unable to perform his or her own job because of the 
employee’s own serious health condition. 

 
Leave to care for a newborn or for a newly placed child must conclude within 12 months 
after the birth or placement of the child.  If both spouses are employed by CRES, they 
are together entitled to a combined total of 12 workweeks of FMLA leave within the 
designated 12 month period for the birth, adoption or foster care placement of a child 
with the employees, for aftercare of the newborn or newly placed child, and to care for a 
parent (but not in-law) with a serious health condition.  Each spouse may be entitled to 
additional FMLA leave for other FMLA qualifying reasons (i.e., the difference between 
the leave taken individually for any of the above reasons and 12 workweeks, but not 
more than a total of 12 workweeks per person). 
 
When leave is taken to care for a family member, CRES may require the employee to 
provide documentation or statement of family relationship (e.g., birth certificate or court 
document). 
 
Military Family Leave:  

1. Qualifying exigency leave: Eligible employees may use up to 12 weeks of 
their Basic FMLA Leave entitlement to address certain qualifying exigencies. 
Leave may be used if the employee’s spouse, son, daughter or parent is on 
covered active duty or called to covered active duty status.  This occurs when the 
servicemember is a member of the regular Armed Forces or a reservist and is 
deployed to a foreign country  Qualifying exigencies may include:  (1) short-
notice deployment; (2) attending certain military event; (3) arranging for 
alternative childcare; (4) addressing certain financial and legal arrangements; (5) 
periods of rest and recuperation for the servicemember; (6) attending certain 
counseling sessions; (7) attending post-deployment activities; and (8) other 
activities arising out of the servicemember’s active duty or call to active duty and 
agreed upon by the company and the employee.  

 
 2. Leave to care for a covered servicemember: Eligible employees may take 
up to 26 weeks of leave to care for a covered servicemember who is the spouse, 
son, daughter, parent, or next of kin of the employee, during a single 12-month 
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period with this type of leave, the 12-month period is measured forward from the 
date the leave starts. 

 
A covered servicemember is a current member of the Armed Forces, including a 
member of the National Guard, Reserves or Veteran, who has been rendered medically 
unfit to perform his or her duties due to a serious injury or illness incurred in the line of 
duty while on active duty.   It also includes leave for servicemembers who are veterans 
who have served within the last five years, and have developed a service-related injury 
or illness that was incurred or aggravated while on active duty.  The serious injury or 
illness must render the servicemember medically unfit to perform the duties for which 
the servicemember is undergoing medical treatment, recuperation, or therapy; or is in 
outpatient status; or is on the temporary disability retired list.  
 
When both husband and wife work for the same employer, the aggregate amount of 
leave that can be taken by the husband and wife to care for a covered servicemember 
is 26 weeks in a single 12-month period. 

Pay and Benefits for All FMLA Leaves:   
FMLA is without payment of wages.  However, employees will use any accrued PTO 
while on FMLA.  If the leave also qualifies for OFLA, then the leaves will run 
concurrently.  Employees who are absent due to a serious on-the-job injury or health 
condition are eligible for workers' compensation benefits.  Leave under FMLA will run 
concurrently with a workers' compensation absence.  You may choose to use any 
accrued PTO to offset any difference in the amount paid by workers’ compensation 
benefits and your normal wages. 
 
During an approved FMLA leave, the company will maintain the employee’s health 
benefits as if the employee continued to be actively employed. If paid leave is run 
concurrently with FMLA leave, the company will deduct the employee’s portion of the 
health plan premium as a regular payroll deduction. If leave is unpaid, the employee 
must pay his or her portion of the premium.  An employee’s healthcare coverage will 
cease if the employee’s premium payment is more than 30 days late. If the employee 
elects not to return to work for at least 30 calendar days at the end of the leave period, 
the employee will be required to reimburse the company for the cost of the premiums 
paid by the company for maintaining coverage during the unpaid leave, unless the 
employee cannot return to work because of a serious health condition or other 
circumstances beyond the employee’s control.   

Job Reinstatement:  
Upon return from FMLA leave, most employees will be restored to their original or 
equivalent positions with equivalent pay, benefits, and other employment terms. Key 
employees may be denied restoration from leave if prior notice as to such key status is 
given and if it would cause grievous economic harm to [The Company]. 

General FMLA Policies 
An employee may be required to submit medical certification from a health care provider 
to support a request for FMLA leave for the employee's or a family member's serious 
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health condition.  Medical certification forms are available from the Human Resources 
Department.  
 
CRES may do any of the following with regard to an employee requesting or taking 
FMLA leave:   
 

1. With the employee's permission, have a designated health care provider contact 
the employee's health care provider in an effort to clarify or authenticate the initial 
certification; 

 
2. Require the employee to obtain a second opinion by an independent the 

Company-designated provider at the Company’s expense.  If the initial and 
second certifications differ, the Company may, at its expense, require the 
employee to obtain a third, final and binding certification from a jointly selected 
health care provider; 

 
3. During FMLA leave: 

 
• request that the employee provide the Company recertification of a serious 

health condition at intervals in accordance with the FMLA;   
• request that the employee provide the Company with periodic reports 

regarding the employee's status and intent to return to work;  
• request that the employee provide the Company with reasonable notice (i.e., 

within 2 business days) of the employee's changed circumstances and new 
return to work date if the employee's anticipated return to work date changes 
and it becomes necessary for the employee to take more or less leave than 
originally anticipated; and  

• deem that the employee has voluntarily terminated their employment with the 
Company if the employee gives the Company notice of the employee's intent 
not to return to work following the end of FMLA leave; 

  
4. Before the employee returns to work from FMLA leave for the employee's own 

serious health condition, require the employee to submit a fitness for duty 
certification from the employee's health care provider, with respect to the 
condition for which the leave was taken, stating that the employee is able to 
resume work; and 

 
5. Delay or deny FMLA leave or return to work if the appropriate documentation is 

not provided in a timely manner.  Also, a failure to provide requested 
documentation of the reason for an absence from work may lead to termination 
of employment. 

 
If an employee has accrued PTO (e.g., vacation, sick leave, personal leave), the 
employee may use PTO prior to taking unpaid FMLA leave.  If an employee has 
accrued PTO but chooses not to use it during FMLA leave, the accrued PTO will be 
used during the employee’s FMLA leave. The remainder of the 12 workweeks of leave, 
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if any, will be unpaid FMLA leave.  Any PTO used for an FMLA qualifying reason will be 
charged against an employee's entitlement to FMLA leave.  This includes leave for 
disability or workers' compensation injury/illness, provided that the leave meets FMLA 
requirements.  The substitution of paid leave for unpaid leave does not extend the 12-
workweek leave period.   
 
CRES will notify the employee that leave has been designated as FMLA leave the 
Company may provisionally designate the employee's leave as FMLA leave if the 
Company has not received medical certification or has not otherwise been able to 
confirm that the employee's leave qualifies as FMLA leave.  If the employee has not 
notified the Company of the reason for the leave, and the employee desires that leave 
be counted as FMLA leave, the employee must notify the Human Resources 
Department within 2 business days of the employee's return to work that the leave was 
for an FMLA reason. 
 
Any employee who can no longer perform essential job functions as a result of a 
condition for which they requested or took leave under the FMLA is encouraged to 
advise CRES of the nature of the condition, which functions they cannot perform, and to 
suggest accommodations that they believe would enable them to perform those 
functions. 

Oregon Family Medical Leave Act (OFLA) 

For purposes of parental leave, employees who have been employed for at least 180 
days may take leave for the employee’s birth or adoption of a child under 18, the 
placement of a child under 18 with the employee for foster care or for the placement of 
an adopted or foster child older than 18 years of age if the child is incapable of self-care 
because of a mental or physical disability without regard to the number of hours worked.  
 
For all other leave purposes, employees who have been employed for at least 180 days 
and have worked an average of at least 25 hours per week are eligible for leave under 
this law. 

Types of Leave 
Family leave may be taken for any of the following purposes:   
 

1. To care for an infant, newly adopted child under 18 years of age, or newly placed 
foster child under 18 years of age or older than 18 if incapable of self-care 
because of a mental or physical disability (this includes the child of an 
employee’s same-sex domestic partner);  

2. To care for a family member with a serious health condition (family member is 
defined to include spouse, same-sex domestic partner, custodial parent, non-
custodial parent, adoptive parent, foster parent, biological parent, parent-in-law, 
parent of same-sex domestic partner or a person with whom the employee is or 
was in a relationship of in loco parentis, and employee’s grandparents and 
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grandchildren. It also includes the biological, adopted, foster or stepchild of an 
employee or the child of an employee's same-sex domestic partner.);  

3. To care for a child (including the child of an employee’s same-sex domestic 
partner) who suffers from an illness, injury or condition that does not qualify as a 
serious health condition but that does require home care; 

4. To care for an employee’s own serious health condition; and/or 
5. For the death of a close family member (i.e.: grandparent, grandchild, parent-in-

law, same-gender domestic partner, child, or parent of same-gender domestic 
partners.  

 
For reasons except the death of a close family member, eligible employees are entitled 
to 12 weeks of unpaid leave within a rolling 12-month period; in the event of a death of a 
close family member, eligible employees are entitled to 2 weeks of unpaid leave per 
death within a rolling 12-month period. Family leave taken under Oregon state law must 
be taken concurrently with leave under the federal Family and Medical Leave Act. In 
addition, female employees may take 12 weeks of leave within a rolling 12 month period 
where possible for any illness, injury, or condition related to pregnancy or childbirth that 
disables the employee from performing any available job duties offered by the 
employer.  
 
An employee who takes 12 weeks of family leave within a one-year period for the birth 
of a child, adoption of a child under 18, or placement of a foster child under 18 may also 
take up to an additional 12 weeks of leave to care for a child of the employee who, 
though not suffering from a serious health condition, has an illness, injury, or condition 
that requires home care. However, a parent must use the entire 12 weeks of parental 
leave to qualify for any of the extra sick-child leave.  

 

Notice and Certification Obligation 
The employee must provide 30 days' notice if the reason for the leave is foreseeable.  If 
the need for leave is unforeseeable, the employee must notify the Company as soon as 
possible of the need for leave.  Certification may be required to support the need for 
leave.   
 
The Company may require medical verification of the need for the leave for the following 
types of leave:  
 

 To care for a family member who suffers from a serious health condition  
 Because of the employee’s own serious health condition and/or 
 To care for the employee’s sick child – including the child of a same-sex 

domestic partner (only after the employee has taken more than three incidents of 
leave in the 12 months preceding the leave) 

Return from Leave  
The employee must be reinstated to the employee’s former position unless the position 
no longer exists (this is without regard to whether the employer filled the position with a 
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replacement during the period of leave); in which case, the employee shall be reinstated 
to an available equivalent position at the employee’s former job site. If an equivalent 
position is not available at the job site of the employee’s former position, the employee 
may be offered an equivalent position at a job site located within 20 miles of the job site 
of the former position. 

Benefits During Leave 
Although the employer is not technically required to provide continuing benefits during 
Oregon family medical leave, the employer is required to restore the employee to the 
same or equivalent position, including benefit levels, upon return from the leave. 
 
Family leave is not required to be granted with pay. However, employees will use any 
accrued PTO during OFLA leave.  All leave required by OFLA will run concurrently with 
FMLA when both are applicable.  OFLA will run concurrently with workers’ 
compensation if you refuse an offer of light duty or modified employment.   
 
When two family members work for the same covered employer, the employees may 
not take concurrent family leave unless one employee needs to care for the other 
employee who is suffering from a serious health condition or one employee needs to 
care for a child who has a serious health condition, while the other employee is also 
suffering from a serious health condition or when both employees need to recover from 
or seek treatment for their own serious health conditions. 

Washington Family Leave Act (WFLA) 

An employee may use any paid time off to care for: (a) a child of the employee with a 
health condition that requires treatment or supervision; or (b) a spouse, parent, parent-
in-law, or grandparent of the employee who has a serious health condition or an 
emergency condition. An employee may not take advanced leave until it has been 
earned. The employee taking leave under this policy must abide by all the rules for 
using PTO.  

Crime Victims’ and Domestic Violence Leave  

CRES provides leave to employees necessary as a result domestic violence, sexual 
assault, and stalking, subject to limitations provided by law.  An employee is entitled to 
leave under this policy in order to: 

 
a. Seek legal or law enforcement assistance to ensure the health and safety of 

the employee or employee’s family member(s); 
 

b. Seek treatment by a health care provider for physical or mental injuries 
caused by domestic violence, sexual assault, and/or stalking, or to attend to 
health care treatment for a victim who is the employee’s family member; 
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c. Obtain or assist a family member in obtaining service from a domestic 
violence shelter, rape crisis center, or other social services program; 
 

d. Obtain or assist a family member in obtaining mental health counseling 
related to an incident of domestic violence, sexual assault, or stalking; or  
 

e. Participate, for the employee’s own self or for the employee’s family 
member(s), in safety planning, temporary or permanent relocation, or take 
other actions to increase the safety of the employee or employee’s family 
member(s) from future domestic violence, sexual assault, or stalking. 

 
Employees must provide advance notice to the Company of their intent to take 
Domestic Violence Leave.  The Company will request verification that the employee or 
the employee’s family member is a victim of domestic violence, sexual assault, or 
stalking. 
 
This is generally unpaid leave but employees must use PTO prior to taking leave 
without pay for qualifying Crime Victims’ Leave if they have leave accrued.   
 
Employees must provide reasonable notice of the intention to take leave to attend a 
court hearing and must provide a copy of any hearing notice to the Company prior to 
taking leave.  The Company may limit the amount of leave an eligible employee takes 
under this law if the employee’s leave creates an undue hardship on the Company’s 
business. 

Voting Leave 

Employees who are eligible voters in Washington will be allowed up to two hours to 
vote, unless they have sufficient time to secure an absentee ballot or they have two 
consecutive non-working hours during the time polls are open. The company will 
arrange the work schedule, upon advance notice of the need to vote, to allow 
employees voting leave. This applies to general, primary, and special elections. Exempt 
employees will be paid their normal salary for voting time. Time away from work for 
voting purposes will be unpaid for nonexempt employees.  

Jury Duty and Witness Duty  

Commonwealth encourages employees to fulfill their civic responsibilities by serving jury 
duty when required.  Employees may request unpaid jury duty leave for the length of 
absence.  If desired, employees may use any available PTO days.   
 
If you receive a jury summons, you should immediately advise your supervisor. If an 
employee is selected for jury duty, any ‘juror’ pay received (not including mileage 
reimbursement) for day’s employee is being paid by CRES will be given to CRES.  
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During the period of actual service on the jury, exempt employees will receive no 
deductions for absences of less than one workweek. 
 
Either Commonwealth or the employee may request an excuse from jury duty if, in 
Commonwealth’s judgment, the employee’s absence would create serious operational 
difficulties.   
 
Under either circumstance, you will be expected to report for your regular duties when 
excused from attendance in court.  You will not be penalized for your jury duty service. 
 
PTO benefits will be suspended during unpaid jury duty leave when that leave is longer 
than 7 days.  Benefits will resume upon return to active employment.     

Military Leave 

If you require time off from work to fulfill military duties, you will be treated in accordance 
with applicable requirements of state and federal laws. You are expected to notify your 
supervisor and provide a copy of your orders as soon as possible. 
 
An eligible employee who provides advance notice of reserve training or military service 
will be granted an unpaid military leave of absence per orders for up to the period of 
time provided for under the Act.   
 
During your military leave of absence, your benefit coverage will be the same as for any 
other employee on an unpaid leave of absence. Medical coverage may be continued 
based on the provisions of the Act.  Employees may apply any earned, accrued 
vacation time before the beginning of their unpaid military service leave if they wish; 
however, they are not obligated to do so. 

Oregon Veteran’s Day Leave.  

Employees of CRES who served in the Armed Forces of the United States may request 
to take Veteran’s Day as a unpaid day off of work in addition to the other holidays and 
leave allowed by CRES.   

Employees are eligible to request this day off if they:  

1) served in the Armed Forces of the United States  
a. for more than 178 consecutive days after January 31, 1955; or 
b. for more than 90 consecutive days before January 31, 1955; and 
c. were released for a disability; or 
d. were awarded a medal or ribbon for service; and 

2) were discharged or released under honorable conditions; and 
3) would otherwise be regularly scheduled to work on Veteran’s Day; and 
4) notify CRES of their intent to take the day off 21 days prior to the holiday; and  
5) provide proof of their applicable veteran status, if requested by CRES.  
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Veterans of the National Guard or reserves do not qualify for this privilege, nor do 
individuals who attended a military school, unless that attendance was incident to an 
active enlistment or tour of duty. 

CRES will do everything it can to agree to such a request, though be aware that CRES 
may deny the request if it would cause significant economic or operational disruption or 
create an undue hardship.  If a qualifying employee does not get the holiday off, CRES 
will arrange for that employee to receive an agreed-upon day off within the following 
year. 

Workers’ Compensation Integration 

The purpose of this section is to insure that an employee who receives a workers’ 
compensation benefit for lost time resulting from a compensable job-related illness or 
injury and salary paid for the same period of time does not exceed the employee’s 
regular salary for that period, and that paid leave is not charged for the payment 
received from worker’s compensation: 

1. Salary paid for a period of PTO that is taken as a result of a job-related illness or 
injury compensable under workers’ compensation shall be equal to the difference 
between the workers’ compensation benefit for lost time and the employee’s 
regular salary for the period for which the benefit is being paid. An employee who 
is receiving workers’ compensation time-loss benefits can choose to use a 
prorated amount of accrued leave or take leave without pay. Should an employee 
elect to use accrued paid leave for this purpose, the salary paid for this period 
shall be the difference between the workers’ compensation benefit paid for lost 
time and the employee’s regular salary for the period for which the benefit is 
being paid. In such instances, prorated charges will be made  against  the 
accrued paid leave; 

2. An employee is not entitled to keep both salary (including paid leave) and 
workers’ compensation benefits if the total exceeds the employee’s regular 
salary. CRES is entitled to and is responsible to recover any salary overpayment 
that may have occurred. It is the employee’s responsibility to notify payroll 
immediately if a regular salary payment and a workers’ compensation lost time 
benefit payment is received and to promptly return the overpayment. 

Community employee workman’s compensation classification code:  Oregon – 9015; 
Washington – 4910  

Personal Leave of Absence  

If you find it necessary to be absent from work for a prolonged period of time, you may 
request, in writing, a leave of absence for up to 90 days.  No employee is guaranteed a 
leave of absence, and management may recommend either approval or denial of a 
leave based upon numerous business and economic considerations. If management 
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approves the leave, the portion of medical insurance coverage that is paid by the 
employer will not be extended beyond the 90-day period. Should the leave be extended 
by mutual agreement beyond the 90-day period, you may be able to continue your 
insurance coverage at your own expense.  Please check with HR for details. Personal 
Leave will not be accumulated for any time on an approved unpaid personal leave of 
absence.   
 
Please understand that because of fluctuating business needs, we cannot guarantee 
reemployment when you are ready to return from your leave.  
 
A personal leave of absence may be part of a reasonable accommodation to qualified 
employees with a known disability or because of an employee’s religious beliefs. CRES 
will also provide leave under particular circumstances as mandated by federal or state 
law. 
 
 

Unemployment Insurance 

Unemployment benefits may be available if you are unemployed through no fault of your 
own, such as due to a layoff or lack of work. This benefit may provide you with a 
temporary income until you find other employment. State law determines the eligibility 
requirements and waiting period. CRES pays all costs of unemployment insurance. 

Medical Coverage 

CRES will provide health and vision insurance for all Regular Full-time Company 
employees on a non-discriminatory basis.  Any Employee declining medical insurance 
who later wishes to enroll must wait until the open enrollment period.  Coverage will 
start the 1st of month after completion of 60 day probationary period.  Coverage will end 
on the last day of the month of termination.  CRES reserves the right to change health 
care providers at its sole discretion and with proper notice to participating Employees. 

In the event an employee takes an extended leave not within the provisions of the 
Oregon or Federal Family Medical Leave Act health care benefits will be paid for 
Employee (employee portion only) through the end of the month for which Employee 
continues to have accrued personal leave available. Once Employee has exhausted all 
PTO and should Employee wish to continue the current coverage with the current health 
care provider, employee will agree (by separate written agreement at that time) to 
reimburse CRES for health care premiums due. 

Dental Coverage 

CRES may make available voluntary dental insurance for all Regular Full-time and Part-
time Company employees on a non-discriminatory basis.  Any Employee declining 
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dental insurance who later wishes to enroll must wait until the open enrollment period.  
Employee is eligible to participate the 1st of the month after completion of their 90 day 
probationary period.  Coverage will end on the last day of the month of termination.  
CRES reserves the right to change dental care providers at its sole discretion and with 
proper notice to participating Employees. 

In the event an employee takes an extended leave not within the provisions of the 
Oregon or Federal Family Medical Leave Act health care benefits will be paid for 
Employee (employee portion only) through the end of the month for which Employee 
continues to have accrued personal leave available. Once Employee has exhausted all 
PTO and should Employee wish to continue the current coverage with the current health 
care provider, employee will agree (by separate written agreement at that time) to 
reimburse CRES for health care premiums due. 

Other Benefits  

The Company may make available other voluntary benefits to employees as allowed by 
CRES’s business operations and success.  Please see HR for information on these 
benefits.  Benefits and benefit providers are subject to change at any time.  Currently, 
the Company makes available the following voluntary benefits: 

• 401K Plan 
• Voluntary Critical Care 
• Voluntary Accident Insurance 
• Voluntary Short Term Disability 
• Voluntary Life & Accidental Death & Disability Insurance 
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 SAFETY 
 
It is the policy of this company to be in compliance with laws, rules, and regulations 
concerning safe practices, as published by governmental agencies having jurisdiction 
over such matters. Sound judgment and safe practices must be exercised in the work 
habits of all employees.  
 
Vehicles and equipment are to be operated only by those authorized as a result of their 
knowledge, training, and experience. Before operating equipment for the first time, you 
must have the approval of your supervisor.  Good safety records result from safe 
working conditions combined with alertness to common sense safety practices. Your job 
may have additional safety guidelines that are established for your protection and the 
protection of others. If so, you will be required to know and follow them carefully. 

Hazardous or Toxic Materials 

If your assignment involves the use of hazardous or toxic materials, you must comply 
with all laws, rules, and regulations concerning their safe handling and disposal as 
published by CRES and governmental agencies having jurisdiction over such matters. 
Consult your supervisor for full details, including Material Safety Data Sheets, container 
labeling, and training including information regarding exposure to and handling of such 
materials. 

Safety Committee 

Commonwealth Real Estate Services/Commonwealth Property Management Services 
Company has a Safety Committee which meets monthly. Informational materials and 
OSHA class schedules are available upon request. 

Reporting Work-Related Injuries and Illnesses  

You must immediately report accidents or injuries to the Human Resources Department 
or any Department Supervisor. Accident and incident reporting forms are available.  All 
work-related injuries and illnesses--regardless of their extent or nature, unsafe working 
conditions, and the need for maintenance or repair of vehicles or equipment must be 
immediately reported to management.  

Reporting Unsafe Working Conditions  

Employees are asked to immediately report unsafe and/or hazardous working 
conditions to the Human Resources Department or any Department Supervisor. 
Employees are asked to not perform any task that puts Employee at risk for injury – ask 
for help.  Employees concerned about the possible safety of a work act should talk to 
their supervisor before performing that task. No one has to perform an unsafe act. 
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Medical Emergencies 

In the event of a medical emergency, the following steps are to be taken: 
 

 Summon an ambulance – dial 9-1-1.  
 Advise a fellow employee to notify a member of management that a medical 

emergency is under way. 
 Inform another coworker to wait at the front door for the ambulance service to 

direct them to the injured or ill person. 
 
Management will notify the employee’s emergency contact person (a family member or 
close friend) of the situation.  

Fire Emergencies 

In the event of a fire, leave the building by means of the posted exit doors.  If you are in 
a building with an elevator, do not use the elevator, leave the building by means of the 
stairways.  Follow any posted evacuation plans for your area of the building.  Leave the 
premises immediately and gather in a designated location.  9-1-1 should be called only 
after safely evacuating the building.  
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 TRAVEL AND AUTOMOBILE POLICIES 

Driver’s License Requirements 

State law requires the possession of an appropriate valid driver's license for the 
operation of a motor vehicle or combination of vehicles. All CRES employees authorized 
to drive either personal or CRES-owned vehicles on official CRES business are 
required to possess the appropriate valid driver's license for their state of residence. 
The Human Resources Department will ensure that each employee or applicant offered 
employment possesses the appropriate driver’s license for the classification they hold. 
 
Employees are required to have in their immediate possession a valid Class A, B, or C 
driver’s license at all times while driving a vehicle. Employees who are not in 
possession of the required license shall not be permitted to drive a vehicle. 
 
It is the responsibility of the employee to notify his or her immediate supervisor within 
one (1) working day of the suspension, revocation, cancellation, or disqualification of 
their driver's license. 
 
Disciplinary action shall apply to an employee who experiences the suspension, 
revocation or disqualification of a driver's license which is required for the employee's 
performance of job duties. 

Traffic Accidents 

If an employee of the Company is involved in a traffic collision while driving his/her 
personal vehicle or a rental vehicle while on company business, that employee shall be 
responsible for the financial consequences of the collision. The Company will not 
participate in the loss in any way. 
 
If an employee of the Company is involved in a traffic collision while driving a Company 
officer or other employee's vehicle with consent of the officer or employee while on 
company business, the Company shall pay the deductible and all other expenses 
related to the collision not reimbursed by an insurance company so as to "make whole" 
the officer or employee whose vehicle was damaged. 

Automobile Insurance 

All Company employees and officers shall carry automobile insurance with liability limits 
of not less than $500,000. Automobile insurance coverage shall extend to vehicles 
rented while on company business. Officers and employees may opt to purchase 
additional daily collision insurance from the rental Car Company at their own expense. 

Parking Tickets 
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The Company shall not be responsible for reimbursing employees for the cost of 
parking tickets. In cases where the majority of officers of the Company agree that a 
parking ticket was incurred in the course of conducting company business and was 
unavoidable, the Company may agree to reimburse the employee for the cost of the 
parking ticket. 

Business Travel  

Employees, while traveling on Company business, are expected to follow posted speed 
limits, practice defensive driving, wear seat belts, and take a sufficient number of breaks 
so they remain alert. Employer also expects its employees to be properly licensed, 
insured and reserves the right to request that employees present a current license and 
evidence of insurance for inspection. 
 
All employee staff that drive for business are expected to conduct themselves in a safe 
and legal manner, obey posted speed limits, and avoid the use of a cellular phone, 
programming a GPS device or taking notes while driving.  Any traffic violations incurred 
by an employee during business travel are the sole responsibility of the employee. 

Use of Cellular Phones While Driving 

CRES is committed to promoting highway safety by encouraging the safe use of cellular 
telephones by its employees while they are on company business. While CRES 
recognizes that there often is a business need to use cellular phones, safety must be 
the first priority. 
 
If an employee needs to make a phone call while driving, the individual should find a 
proper parking space first. Stopping on the side of the road is not acceptable. The only 
exception is for genuine emergencies such as an accident or a car breakdown. 
Employees with hands-free telephones may make brief phone calls while driving but 
must park when road conditions are poor, traffic is heavy, or the conversation is 
involved.  Employees are responsible for any traffic tickets received for unauthorized 
use of devices while driving. 

Payment of Expenses/Travel Pay Policies  

Expenses incurred by employees and officers in the course of their normal business 
activity, to include meal expenses, travel, lodging, etc. are the responsibility of the 
employee and are eligible for reimbursement by the Company. Expenses related to 
travel and lodging should be approved in advance by the employee’s immediate 
supervisor. Expenses submitted for reimbursement must be turned in to the company 
within sixty (60) days of the expense occurring and accompanied by receipts. 
 
CRES will reimburse Employees for use of Employee's personal vehicle, for business 
purposes, at a mileage rate consistent with the federal government allowance. 
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 COMMUNICATION POLICIES 

Computer Use Policy 

SECTION ONE - PURPOSE 
 
To remain competitive, better serve our customers and provide our employees with the 
best tools to do their jobs, CRES makes available to our workforce access to one or 
more forms of electronic media and services, including computers, e-mail, telephones, 
voicemail, fax machines, external electronic bulletin boards, wire services, online 
services, intranet, Internet and the World Wide Web. 
 
CRES encourages the use of these media and associated services because they can 
make communication more efficient and effective and because they are valuable 
sources of information about vendors, customers, technology, and new products and 
services. However, all employees and everyone connected with the organization should 
remember that electronic media and services provided by the company are company 
property and their purpose is to facilitate and support company business. All computer 
users have the responsibility to use these resources in a professional, ethical, and 
lawful manner. 
 
To ensure that all employees are responsible, the following guidelines have been 
established for using e-mail and the Internet. No policy can lay down rules to cover 
every possible situation. Instead, it is designed to express CRES’s philosophy and set 
forth general principles when using electronic media and services. 
 

SECTION TWO – PROHIBITED COMMUNICATIONS 
 
Electronic media cannot be used for knowingly transmitting, retrieving, or storing any 
communication that is: 
 

1. Discriminatory or harassing; 
 

2. Derogatory to any individual or group; 
 

3. Obscene, sexually explicit or pornographic; 
 

4. Defamatory or threatening; 
 

5. In violation of any license governing the use of software; or 
 

6. Engaged in for any purpose that is illegal or contrary to CRES’s policy or 
business interests. 
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SECTION THREE - PERSONAL USE 
 
The computers, electronic media and services provided by CRES are primarily for 
business use to assist employees in the performance of their jobs. Limited, 
occasional, or incidental use of electronic media (sending or receiving) for personal, 
non- business purposes is understandable and acceptable, and all such use should be 
done in a manner that does not negatively affect the systems' use for their business 
purposes. However, employees are expected to demonstrate a sense of 
responsibility and not abuse this privilege. 
 

SECTION FOUR - ACCESS TO EMPLOYEE COMMUNICATIONS 
 

Generally, electronic information created and/or communicated by an employee using 
e-mail, word processing, utility programs, spreadsheets, voicemail, telephones, Internet 
and bulletin board system access, and similar electronic media is not reviewed by the 
company. However, the following conditions should be noted: 
 
CRES does routinely gather logs for most electronic activities or monitor employee 
communications directly, e.g., telephone numbers dialed, sites accessed, call length, 
and time at which calls are made, for the following purposes: 
 

1. Cost analysis; 
 

2. Resource allocation; 
 

3. Optimum technical management of information resources; and 
 

4. Detecting patterns of use that indicate employees are violating company policies 
or engaging in illegal activity. 

 
CRES reserves the right, at its discretion, to review any employee's electronic files and 
messages to the extent necessary to ensure electronic media and services are being 
used in compliance with the law, this policy and other company policies. 
 
Employees should not assume electronic communications are completely private. 
Accordingly, if they have sensitive information to transmit, they should use other means. 

 

SECTION FIVE - SOFTWARE 
 
To prevent computer viruses from being transmitted through the company's computer 
system, unauthorized downloading of any unauthorized software is strictly prohibited. 
Only software registered through CRES may be downloaded. Employees should 
contact the system administrator if they have any questions. 
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SECTION SIX - SECURITY/APPROPRIATE USE 
 
Employees must respect the confidentiality of other individuals' electronic 
communications. Except in cases in which explicit authorization has been granted by 
company management, employees are prohibited from engaging in, or attempting to 
engage in: 
 

1. Monitoring or intercepting the files or electronic communications of other 
employees or third parties; 

 
2. Hacking or obtaining access to systems or accounts they are not authorized to 

use; 
 

3. Using other people's log-ins or passwords; and 
 

4. Breaching, testing, or monitoring computer or network security measures. 
 
No e-mail or other electronic communications can be sent that attempt to hide the 
identity of the sender or represent the sender as someone else. 
 
Electronic media and services should not be used in a manner that is likely to cause 
network congestion or significantly hamper the ability of other people to access and use 
the system. 
 
Anyone obtaining electronic access to other companies' or individuals' materials must 
respect all copyrights and cannot copy, retrieve, modify or forward copyrighted materials 
except as permitted by the copyright owner. 
 
Employees are required to change their password every 90 days and are encouraged to 
change their passwords to other technical resources on a regular basis. Employee 
needs to report their new password to their supervisor and HR when it is changed or 
upon request. At no time should any Company employee provide their login ID’s or 
passwords to anyone except their Supervisor and Human Resources to be kept in a 
secure file. If an employee discloses his/her login ID or password to someone else, the 
employee may be held responsible for any activities of that other person while using 
that login ID or password. 
 

1. The system will automatically prompt you to change your password every 90 
days. 

 
2. Passwords will need to be a minimum of 6 characters in length. 

 
• Passwords must contain characters from THREE of the following four 

categories: 
• English uppercase characters (A thru Z) 
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• English lowercase characters (a thru z) 
• Base 10 digits (0 thru 9) 
• Non-alphabetic characters (for example, !, $, #, %) 

 
3. Passwords cannot contain user’s account name or parts of user’s full name that 

exceeds two consecutive characters. 
 
Complexity requirements are enforced when passwords are changed or created. 
 
There should be no caching of passwords in Internet Explorer (example: Don’t have 
computer remember your password) 
 
If you will be away from your desk for an extended period of time, (ie: meeting, lunch, 
etc.) you should lock your computer by pressing CTRL/ALT/DEL and then selecting 
LOCK COMPUTER.  This should be done every night before you leave for the day, 
if you don’t otherwise logout. 

 
To avoid introducing corrupt data, viruses, spyware, etc. to the Company’s computer 
network; certain websites such as social, video and music websites, gambling sites, 
adult content sites, gaming sites, etc. will be blocked from access on the Company’s 
computers. 
 

SECTION SEVEN - ENCRYPTION 
 
Employees can use encryption software supplied to them by the systems administrator 
for purposes of safeguarding sensitive or confidential business information. Employees 
who use encryption on files stored on a company computer must provide their 
supervisor with a sealed hard copy record (to be retained in a secure location) of all of 
the passwords and/or encryption keys necessary to access the files. 
 

SECTION EIGHT - PARTICIPATION IN ONLINE FORUMS 
 
Employees should remember that any messages or information sent on company- 
provided facilities to one or more individuals via an electronic network—for example; 
Internet mailing lists, bulletin boards, and online services—are statements identifiable 
and attributable to CRES. 
 
CRES recognizes that participation in some forums might be important to the 
performance of an employee's job. For instance, an employee might find the answer to 
a technical problem by consulting members of a news group devoted to the technical 
area. 
 

SECTION NINE - VIOLATIONS 
 
Any employee who abuses the privilege of their access to e-mail or the Internet in 
violation of this policy will be subject to corrective action, including possible termination 
of employment, legal action, and criminal liability. 
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Use of Telephones and Fax 

CRES has a Voice Mail answering system that allows people to leave messages during 
and after hours. In the event of an emergency after hours, our Voice Mail answering 
system has the option to transfer a call to our 24-hour answering service that will take a 
message and contact a Regional Manager to deal with the situation.  
 
Dedicated FAX line Oregon #503-768-4660 and Washington #425-881-8720. 
 
Employees may not use Company telephones for personal calls except for serious 
emergencies. Long distance calls may not be made from Company phones without 
permission.  Faxes should not be used for personal business. 

Personal Cellular Phones 

While at work, employees are expected to exercise the same discretion in using 
personal cellular phones as is expected for the use of company phones. Excessive 
personal calls during work hours, regardless which phone is used, and texting can 
interfere with employee productivity and be distracting to others.  Employees are 
therefore asked to make personal calls and respond to text messages on non-work time 
where possible and to ensure that friends and family members are aware of CRES’s 
policy. If necessary, employees should use non-work areas to make personal calls or 
respond to text messages. CRES will not be liable for the damage to or the loss of 
personal cellular phones brought into the workplace.  
 
CRES employee must abide by any restrictions on personal cell phone use while on our 
client’s premises or any other third party companies’ property. 

Personal Use of Company-Provided Cellular Phones 

CRES may issue a business cell phone or allow you to be added to the Company 
contract based on the client contract for service to certain employees for work-related 
communications. This is on a case-by-case basis according to the client contract.  To 
avoid extra expenses, such phones are to be used primarily for business use. Incidental 
personal use may be allowed but excessive personal use of a Company-Provided cell 
phone will be grounds for discipline, repayment of the excessive charges to the 
company or revocation of the Company cell phone.  Phone logs will be audited regularly 
to ensure no unauthorized use has occurred. Employees should provide cellular 
telephone numbers only to persons with whom CRES is conducting business. 
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EMPLOYEE MANUAL RECEIPT ACKNOWLEDGMENT 
 
I have received my copy of the Commonwealth Real Estate Services/Commonwealth Property 
Management Services Company (CRES/CPMS) Employee Manual. It is my responsibility to 
read and understand the matters set forth in this Manual. It is a guide to policies and 
procedures.  I was given an opportunity to ask any questions I had.  I understand that the 
information provided is a guide only and that the Company has the right to change this 
handbook or terminate any policies, procedures or employee benefits, whether or not 
described in this handbook, at any time.  I understand that I must read this handbook, know its 
contents and adhere to the Company’s policies and procedures.  I understand that I can ask 
my supervisor or HR any questions I may have about any policy. 
 
I understand that no statement contained in this Manual creates any guarantee of 
continued employment or creates any obligation, contractual or otherwise, on the part of 
Commonwealth Real Estate Services/Commonwealth Property Management Services 
Company. I will rely on any promises, statements or representations to the contrary only 
if they are in writing and signed by an authorized member of the firm’s management. 

 
Specifically in regards to the Substance Abuse Policy, I understand that CRES/CPMS 
may require a drug screen test under this policy whenever I am involved in an on-the-job 
accident or injury or if there is reasonable suspicion that I potentially contributed to the 
accident or injury event in any way or during a random screen. 

 
Furthermore I will hold harmless CRES/CPMS and any testing laboratory and physician 
CRES/CPMS might use, meaning that I will not sue or hold responsible such parties for 
any alleged harm to me that might result from such testing, including loss of employment 
or any other kind of adverse job action that might arise as a result of the drug or 
alcohol test, even if a CRES or laboratory representative makes an error in the 
administration or analysis of the test or the reporting of the results. 

 
Also, I have read, understand, and agree to comply with the foregoing policies, rules, 
and conditions governing the use of the Company's computer and telecommunications 
equipment and services. I understand that I have no expectation of privacy when I use any of 
the telecommunication equipment or services. I am aware that violations of this guideline on 
appropriate use of the e-mail and Internet systems may subject me to disciplinary 
action, including termination from employment, legal action and criminal liability. I further 
understand that my use of the e-mail and Internet may reflect on the image of 
CRES/CPMS to our customers, competitors and suppliers and that I have responsibility 
to maintain a positive representation of the company. Furthermore, I understand that this 
policy can be amended at any time. 

 

Signature________________________________ 
 
 

 
Dated:    

Printed Name__________________________________

18150 SW Boones Ferry Road 
Portland, Oregon 97224 

(503) 244-2300 ∙ (503) 768-4660 Fax 
www.cwres.com 

 
REVISED OCTOBER 2016 
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ANTI-DISCRIMINATION AND ANTI-HARASSMENT 
ACKNOWLEDGMENT 

 
 
I agree to comply with and acknowledge receipt of Anti-discrimination and anti-
harassment policy prohibiting inappropriate conduct based on race, color, religion, 
national origin, age, gender, pregnancy, physical or mental disability, genetic 
information, veteran, sexual orientation, gender identity, and marital status or current or 
future military status or any other status protected by city, county, state or federal law.  I 
understand that CRES/CPMS wishes to provide a workplace free of harassment and 
discrimination and I agree to help them maintain this goal by what I say and do. 
 
I understand that if I observe another employee, resident, vendor, customer or other 
third party on Company property being subject to unprofessional or inappropriate 
conduct or committing a violation of the policy, I must report the incident to my 
immediate manager, HR, or other member of management.  
 
I understand that it is my responsibility to report any inappropriate behavior, harassment 
or discrimination that I become aware of.  I understand that if CRES/CPMS does not 
know about harassment or discrimination in its workplace, it cannot effectively stop it 
from happening.   
 
I understand that CRES/CPMS prohibits inappropriate conduct and that if I participate in 
inappropriate conduct, I will be subject to discipline up to and including termination. 
 
I further understand and agree that I will not retaliate against anyone who makes a 
complaint or cooperates in an investigation, and I understand that I will not be retaliated 
against for making a complaint.  I agree to cooperate in any investigation conduct under 
this policy. 

 
 

Signature________________________________ 
 
 

 
Dated:    

Printed Name__________________________________

 
 
 
 
 
 
 
 

18150 SW Boones Ferry Road 
Portland, Oregon 97224 

(503) 244-2300 ∙ (503) 768-4660 Fax 
www.cwres.com 

 


