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	Policy:
	

	
	It will be the policy of ACH to provide all employees with the Basic Employment Policies.

	Procedure:
	

	
	All employees of ACH will sign an acknowledgment form, acknowledging the following:
· ACH provided the basic employment policies applicable to ACH. These basic employment policies describe important information about ACH. ACH offered copies of all policy and procedures to employees upon hire.
· The employee’s employment relationship with ACH is that of an employee at will and is entered into voluntarily by both the employee and the company. 
· These policies are neither a contract for employment, expressed or implied. All employees of ACH have an opportunity to read and will comply with both the policies contained here and any revisions made to them. 
· Should employment end, for whatever reason, ACH will pay out accrued PTO 

	Protocol:
	

	
	It will be the protocol of ACH to obtain a signed and dated Acknowledgement of Receipt of Basic Employment Policies form from all, employed by ACH. 
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