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WELCOME TO THE KAPLAN THALER GROUP

We’re glad you’re here. In the pages that follow you will find information that will be useful  
to you throughout your career at the Kaplan Thaler Group (KTG). The information and policies  
outlined within supersede those in any other policy summary, with the exception of health 
and insured benefits where the governing policy is the summary plan document. Please take 
the time to familiarize yourself with the information provided. Please be aware that KTG may 
change, delete or add to any policies, practices or benefits outlined in the employee handbook 
at any time with or without prior notice. 
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EQUAL EMPLOYMENT OPPORTUNITY

It has and will always be our business philosophy to respect the dignity of our employees and 
value them as individuals. Fair and non-discriminatory employment practices are critical to 
fostering the respect and diversity we value. The policy of KTG is to provide equal employment 
opportunities to all applicants and employees without regard to race, color, religion, sex, age, 
national origin, sexual orientation, marital status, disability, veteran status or any other status 
or condition governed by applicable law, and to affirmatively seek to advance the principles of 
equal employment opportunity.

DIVERSITY

Beyond our commitment to equal employment opportunity, KTG believes the diversity of our 
staff is a key to our competitiveness. We work hard to develop communication programs that 
break new ground and speak to diverse markets. Our work cuts through the perception that  
differences are barriers. We motivate consumers by building on common bonds. We believe 
that delivering ideas to our clients that reflect an increasingly diverse consumer marketplace  
will help to ensure our competitive advantage.  
 
In order to do this we actively seek to create a diverse workforce representative of our  
community and the consumer marketplace. We believe the increased representation of  
people of all backgrounds within our staff will diversify the insights brought to bear on our  
clients’ business. This will help us to continue developing creative that is respectful of  
differences, insightful, and draws on the strength of our common bonds.

AT-WILL EMPLOYMENT

All employees of KTG are at-will employees. This means that KTG, or any employee, can end 
the employment relationship at any time, for any reason, or for no reason at all, and without 
notice. This Manual does not create or infer any rights to employment, contract of employment 
or terms of employment between any employee and KTG.
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HARASSMENT AND DISCRIMINATION PREVENTION POLICY

The business philosophy of KTG is and always has been to treat all of our employees with 
respect and dignity. Harassment and discrimination of any type – verbal, physical or visual –  
will not be tolerated. In keeping with this commitment, it is company policy to prohibit  
discrimination and harassment based upon sex (including pregnancy), race, color, age, religion, 
national origin, sexual orientation, mental or physical disability or status as a Vietnam-era  
veteran, disabled veteran or other eligible veteran (“protected characteristics”). Any employee 
who believes he or she has been the victim of sexual or other harassment or discrimination – 
or who has witnessed others being subjected to such conduct – should promptly report the 
incident(s) to the company as described in this policy. The company will thoroughly investigate 
the allegations and will take action which may result in discipline up to and including discharge.

I. Definitions

A.  Discrimination

Discrimination occurs when an individual treats another individual (or group of individuals) less 
favorably in the workplace because of race, color, sex (including pregnancy), age, religion,  
national origin, sexual orientation, mental or physical disability, or status as a Vietnam-era  
veteran, disabled veteran or other eligible veteran.

Discrimination involves an adverse employment decision (refusing to hire, demoting,  
terminating, denying or limiting a salary increase or benefit, or assigning less desirable work) 
because of one of these characteristics.

B.  Harassment

Harassment is unwelcome language, graphics or conduct which makes fun of, demeans or  
belittles an individual or group of individuals because of race, color, sex (including pregnancy), 
age, religion, national origin, sexual orientation, mental or physical disability, or status as a 
Vietnam-era veteran, disabled veteran, or any other veteran who served on active duty  
between December 7, 1941 and April 28, 1952 or served in a campaign or on an expedition for 
which a campaign badge, a service medal, or an expeditionary medal was awarded.

The form of demeaning behavior can be verbal (either written or oral), visual (including  
computer output) or physical. Here are some examples:

 •   Physical — Mimicking a physical disability; lewd gestures or bodily motions; 
intentional physical conduct which is sexual in nature; physically intimidating or  
demeaning conduct directed only at members of a particular protected group

 •   Visual — E-mail, pictures, graffiti, calendars, cartoons, charts, drawings (whether  
on a computer screen or in hard copy); three-dimensional objects or any other  
visual media involving nudity or sexual content or which demeans or belittles a  
person or persons because of membership in a particular protected group

 •  Verbal — Off-color or demeaning jokes; noises; slurs; remarks; epithets or  
writings of any kind which demean or belittle a person or persons because of 
membership in a particular protected group. Also, intimidating conduct (verbal or 
physical) directed only at members of a particular protected group
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Harassment on the basis of sex may also include the following types of conduct:

 •   Threatening negative employment action if sexual favors are not granted, or  
promising preferential treatment for submitting to sexual favors (often called 
“quid pro quo” sexual harassment)

 •   Unwanted sexual advances whether or not they involve physical touching;  
propositions; comments about a person’s sexuality or sexual experiences;  
sexual gestures, noises, remarks, jokes; comments about a person’s body

 •   Intentional physical conduct which is sexual in nature, such as touching,  
pinching, patting, grabbing, brushing against someone else’s body; blocking  
the movement of another employee with one’s body

 •   Displaying or publicizing in the workplace any materials which are sexually 
overt, demeaning or pornographic

 •   Demeaning language, graphics or conduct directed at a person or persons 
because of gender, regardless of whether such language, graphics or conduct 
is sexual in nature

II. Extent of Prohibition

KTG does not allow discrimination or harassment of its employees by other employees,  
Suppliers, clients, or by visitors to our workplaces. This prohibition applies to the following:

 •  Conduct at any KTG facility
 •   Conduct at any department/company-sponsored function, whether on-site  

or off-site
 • Conduct in settings where the employee is present by virtue of his or her  
  status as a KTG employee, such as business travel and business-related  
  social activities

III.  Procedure for Reporting a Complaint of Harassment or Discrimination

If you believe you have been subject to — or have witnessed others being subjected to — 
sexual harassment or discrimination or other harassment or discrimination based upon sex, 
race, color, age, religion, national origin, sexual orientation, mental or physical disability, 
or status as a Vietnam-era veteran, disabled veteran, or other eligible veteran, you should 
promptly report the incident(s) to any of the following:

 • Your supervisor or manager
 •  Your department head OR
 •   Directly to Human Resources or Senior Management
Please note that Human Resources professionals are available to discuss any questions you 
may have about this subject, about this policy or about how to report an incident.
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IV. Confidentiality

All investigations will be conducted in such a way as to maintain confidentiality to the fullest 
extent possible under the circumstances. All parties contacted in the course of an investigation 
will be advised that all persons involved in the investigation are entitled to respect and that they 
are expected to maintain appropriate confidentiality about all aspects of the investigation.

V. Responsibility of Supervisors and Employees

A.  Supervisor Responsibilities

 •   Act immediately to bring any complaint to the attention of Human Resources or  
Senior Management so that prompt, effective action can be taken

 •   Supervisors and managers are expected to be watchful in their workplaces to  
ensure compliance with this policy prohibiting sexual and other harassment and  
discrimination

B.  Employee Responsibilities

 •   ONLY If you are comfortable doing so, inform the source of the conduct or  
language that it is unwelcome. When conduct or language from another  
employee or a supervisor seems to violate this policy, an employee may tell 
that person that the conduct is unwelcome. Please note, however, that this 
provision is not meant in any way to discourage an employee from voicing 
a complaint. An employee’s failure to talk to the alleged harasser will not 
deprive the employee of his or her right to file a complaint. In addition, if 
the employee does not talk to the alleged harasser, the alleged harasser 
will not be exonerated for that reason

 •   Report the incident immediately. Any employee (including a supervisor) who  
believes he or she has been harassed or discriminated against, or who is aware 
of harassment or discrimination occurring elsewhere in the workplace, should 
report the incident(s) immediately to his or her supervisor, department head,  
another trusted member of management or directly to Human Resources

VI. No Retaliation

No employee will be retaliated against for making a good faith claim of harassment or  
discrimination, for opposing harassment or discrimination, or for participating in or cooperating  
with the investigation of a complaint of harassment or discrimination.

VII. Company Action

When a complaint of sexual or other harassment or discrimination is made, the complaint  
will be promptly and thoroughly investigated and every effort will be made to take appropriate 
action to remedy the situation. If it is determined, after a thorough, impartial investigation, that 
an individual has engaged in conduct constituting harassment or discrimination, discipline will 
be imposed, up to and including discharge.
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VIII. Fraternization

KTG recognizes that relationships may develop between colleagues. We encourage  
collegiality. However, we strongly advise caution and discretion when entering into a  
relationship with a colleague. When a relationship or marriage results between a supervisor/
subordinate within the same department, or serving the same client, the Company will  
address the situation immediately with both parties to determine the best course of action  
to eliminate actual or potential conflicts of interest.

IX. Reasonable Accommodation for Qualified Individuals with Disabilities

In keeping with our commitment to equal opportunity, KTG will consider reasonable  
accommodations as appropriate for qualified applicants and/or employees with disabilities.  
Reasonable accommodation will be made as necessary for the known physical or mental  
disability of an otherwise qualified employee or applicant unless accommodation would  
impose an undue hardship on the Company. A qualified individual with a disability is one who, 
with or without reasonable accommodation, can perform the essential functions of the  
position held or desired. Local management will work with Human Resources and the  
individual employee or applicant to identify whether a reasonable accommodation is possible 
for a job being held or applied for. If a current employee cannot be accommodated in the job 
he or she was performing when he or she became disabled, local management will work with 
Human Resources and the employee to identify any alternate jobs within the Company for 
which the employee might be qualified with or without an accommodation. What constitutes a 
reasonable accommodation will be decided on a case-by-case basis.

CONFLICTS, NON-SOLICITATION, CREATIVE OWNERSHIP AND 
CONFIDENTIALITY POLICIES

Before beginning employment with KTG, and each year thereafter, each employee must  
review and sign a form containing the following language:

I. Conflict of Interest Disclosure

The purpose of this policy is to identify and resolve any possible conflict of interest between 
the Kaplan Thaler Group, its Clients and its employees that would negatively impact the  
current or future business of KTG or its Clients.

Individual employees should not be influenced by personal, family, financial, or any other  
considerations, which might affect their judgment as to what is best for the Company, its  
Clients and fellow employees. 
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There is a conflict of interest if we compromise our exclusive commitment to the Company.  
A possible conflict of interest arises whenever:

 •  The employee has close relationships with other people or organizations which 
could profit from his/her business decisions or knowledge of confidential  
business information; or

 •  The employee could personally profit from his/her own business decisions or  
knowledge of confidential business

Promptly disclosing a possible conflict of interest allows the situation to be worked out before 
it develops into a problem. In some common situations involving a possible conflict of interest 
we are guided by the following:

 •  Investments. As a general rule, employees or their immediate family members 
should not have any direct ownership or profit interest in a competing firm, or in 
any Supplier or customer with whom they deal in their employment. Also, this 
rule applies to our Clients and competitors of our Clients. A nominal or portfolio 
investment in a competitive company or in a mutual fund would normally not 
represent a conflict of interest 

 •  Employment or Business Activities: Employees should not have outside  
employment or business interests which divert a significant amount of time or 
attention from their responsibilities to the Company. No employee may accept a 
position as an outside Director or Officer of a for-profit business without the prior 
approval of the CFO. A position as an outside Director or Office of a non-profit 
organization would be acceptable, provided it does not interfere with their duties 
as employees of the Company

 •  Business Activities of Relatives: Employees do not participate in decisions 
regarding the Company’s business relationship with a firm that is a customer, 
Supplier or competitor if that employee has a spouse or close relative who is an 
employee and/or owner of such a firm

 • Business Entertainment/Gifts: Employees’ acceptance of gifts – please review  
  the GIFTS AND INDUCEMENTS section of the KTG Employee Manual

 • Personal Relationships: An employee should not be in a direct reporting line  
  with another employee with whom he or she has a romantic relationship. Such  
  a relationship could create the appearance of favoritism or could directly  
  influence promotion, career, salary, etc. If such a relationship develops, the  
  employees involved must disclose the relationship to their managers so that  
  appropriate organizational changes can be made

Any Conflict of Interest must be reported to the CFO immediately by completing  
the “Disclosure of Possible Conflict of Interest” form. A resolution recommendation 
from your Department Manager is also required if a potential conflict exists. The  
CEO and CFO will evaluate this recommendation, and immediate action will be taken 
as necessary.



 25

II. Non-Solicitation

You agree that for two years following the termination of your employment with KTG, for any  
reason, you will not, directly or indirectly:

 •  Attempt in any manner to solicit from any KTG internal customer or external  
client, except on our behalf, business of the type performed by KTG or to  
persuade any person, firm, or corporation which is an internal customer or  
external client to cease doing business or to reduce the amount of business 
which any such internal customer or external client has customarily done or  
contemplates doing with KTG whether or not the relationship between such 
internal customer or external client and KTG was originally established in whole 
or part through your efforts; or

 •  Employ or attempt to employ or assist anyone else to employ any person who  
is then, or at any time during the then-preceding twelve months was, in our  
employ; or

 •  Render any services of the type rendered by KTG to any internal customer or  
external client unless such services are rendered as a consultant to KTG, or you 
have the express written permission of KTG to do so

III. Creative Ownership of All Intellectual Property

You agree that any and all copy, art, music, lyrics, photos, slogans, trademarks, service 
marks, product ideas, inventions, code for websites, and any and all advertising and  
promotional ideas and/or intellectual property, or creative materials which relate directly or 
indirectly to KTG or any internal customer or external client are and shall remain the sole and 
exclusive property of KTG (and its successors and assigns), regardless of whether such ideas 
and/or materials are created, conceived, or produced by you during office hours or at any 
other time during your employment by KTG.

IV. Confidentiality

You agree that any information relating to KTG, or the products and services of a specific  
individual internal customer or external client of KTG, which was available to you in  
connection with the performance of your job, is and shall remain the property of KTG  
and/or that specific internal customer or external client. You understand and agree that all  
of this information and all similar materials are confidential and proprietary and that under  
no circumstances will you divulge, reveal, or give any of such information or materials to any  
third party. The confidentiality provisions of this document will remain in force during and  
after your employment with KTG, unless such information becomes publicly known or you  
are released from this confidentiality agreement by written release from KTG.
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•   Individuals who fail to comply with the terms of the above policy will be  
subject to disciplinary action, including termination of employment. In addition, 
no provision of the above policy should be construed as an employment  
agreement. The above policy is not intended to alter the employment at-will  
relationship, which means that employment can be terminated at any time by 
either party with or without cause and with or without notice

Current KTG employees may also be asked to sign the Conflicts, Non-Solicitation, Creative  
Ownership and Confidentiality form if they are working on projects for internal customers or  
external client companies that require the execution of such an agreement as a condition of  
working on the client’s account.

OFFICE CONDUCT

Our office environment is a community and, like any community, has a few basic rules  
governing conduct, which are necessary to maintain harmony. While we do not wish to  
regulate anyone’s conduct, we do ask that individual behavior in the workplace be dictated 
by common-sense rules of courtesy for fellow employees.

I. Personal Appearance

It is important that we all, as representatives of the Company, present a professional image 
to our clients. Personal appearance is an integral part of the impression we make. Equal 
parts personal style and departmental tone should influence each individual’s personal  
appearance. Good taste and judgment should prevail under all circumstances.

Individuals who have questions about the appropriateness of attire should always feel free to 
ask their supervisor or Department Head.

II. Alcohol and Substance Abuse

We are committed to an alcohol- and drug-free workplace. The use of controlled substances,  
except those drugs used pursuant to, and in accordance with, a valid prescription, is illegal.

KTG prohibits the possession, sale, purchase, delivery, use or transfer of illegal substances 
on Company property or at Company functions.

Any employee known to have, or suspected of having, a substance abuse problem that  
affects performance will be encouraged to contact Workplace Solutions (1-800-327-5071), 
the employee assistance program (EAP). Any information an employee shares with a  
Workplace Solutions counselor will remain confidential.

Employees will not be terminated for seeking assistance for a substance abuse problem.  
However, performance, attendance or behavioral problems will not be excused and may  
result in discipline, up to and including termination, even if such problems are due to  
substance abuse.

Any employee with a confirmed substance abuse problem affecting his or her performance 
who refuses treatment will be subject to immediate termination.
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Any employee using or possessing illegal substances on Company property or at a  
Company-sponsored function will be subject to immediate termination.

Any employee dealing in illegal substances with fellow employees will be terminated  
immediately, and the matter will be referred to the police.

III. Smoking

The Company’s office environment is smoke-free in compliance with Federal, State and local  
laws. We apologize for any hardship this causes, but we are obligated by law to provide a 
safe and comfortable smoke-free environment for employees. Any questions or concerns 
should be directed to HR.

RECRUITING

Recruiting practices have an important impact on the Company. Locating, interviewing  
and hiring suitable applicants represents a significant cost to us, and the result of our hiring 
affects the quality of the work we do. Therefore, having a uniform recruiting policy is  
extremely important to the Company.

 •  A Human Resources Department staff member will negotiate all recruitment  
fee agreements and be the contact with outside recruitment sources

 •  The use of advertising in any media is to be cleared in advance and  
executed by a Human Resources Department staff member

 •  The Company maintains a policy of recruiting and hiring based solely on an  
individual’s qualifications without regard to race, color, religion, sex, sexual  
orientation, age, national origin, marital status or disability. It is unlawful to  
discriminate against an applicant on the basis of any of the above categories

 •  All hires must be approved by Human Resources or the Chief Financial Officer 
prior to a verbal or written offer being made 

EMPLOYEE REFERRAL BONUS PLAN

You probably know of some terrific talent in the industry. We encourage you to recommend 
those people for employment with KTG. Resumes should be sent to the Human Resources 
Department with the name of the referring employee marked clearly.

The Company will pay a bonus of $2,500 (gross) to any active employee who refers a  
candidate that is subsequently hired. The bonus will be paid after the candidate has  
completed three full months of employment and is in good standing, provided that the  
referring employee is still employed by the Company.
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Executive Management, Department Managers and Human Resources Department  
employees are not eligible for this bonus.

 • Referring employee cannot be part of interview process or final hiring decision 
 • Candidate must be a first-time hire only (does not include rehires) 
 • Candidate must be placed in an active, full-time position at KTG 
 •  Excludes an immediate family member of an employee or an employee of an 

agency client or subsidiary
 •  Referrals must be submitted to and on file with Human Resources prior to the  

applicant being considered 

The referral bonus will be earned and processed via payroll after the new hire completes  
90 days of service and if new hire is considered in good standing. Applicable taxes will be 
withheld.

EMPLOYMENT OF FAMILY MEMBERS

Because of potential conflicts of interests, it is KTG’s general policy not to employ  
members of your family or your spouse’s family within the same department (including  
full-time, part-time, temporary or summer employment). If this policy is in conflict with  
any state or local laws, then these laws will govern.

BACKGROUND AND DRUG SCREENING PROCESS AND POLICY

Management reserves the right to make screenings a requirement of the work assignment 
and application process for specific jobs. In these situations, acceptable results of the  
screenings will be considered a requirement for these work assignments or a condition of 
employment by KTG.

From time to time, for new to Agency hires, KTG will make an offer contingent upon  
screenings. KTG also reserves the right to conduct screenings on current employees  
for employment purposes only (i.e. assignment, reassignment, promotion, termination) or  
as needed or required by client agreements.

KTG will obtain an employee’s or applicant’s authorization prior to conducting a  
background check. The background check will be conducted by an independent, third  
party service provider. The type of information that may be collected by this provider  
includes, but is not limited to, verification of education, employment and military service  
history, information pertaining to an employee or applicant’s last two residences, social  
security number verification, and a review of local, state, and federal criminal records,  
including Department of Motor Vehicles records. In addition, a credit check may be  
conducted. Drug screenings may also be conducted by a third party and may include  
screenings for both legal and illegal drugs. 

All screenings will be done in accordance with applicable federal and state laws and at  
company cost.
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Recordkeeping

Pursuant to KTG policy, all information obtained from the screening process will only be  
used as part of the employment process and kept confidential. Human Resources will  
maintain a log that will include the position, employee or applicant name and the dates of  
the background and drug screenings. A copy of the background check and drug screening  
results will be placed in an employee’s personnel file.

REINSTATEMENT AND REEMPLOYMENT

Former KTG employees will be considered for reemployment or reinstatement based on the 
Company’s need for their services and an evaluation of the employee’s past performance.

I. Reinstatement

The Company will reinstate, with no break in service, anyone who leaves the Company for 
any reason and returns within two years of departure provided the length of service prior to 
leaving (other than to perform military service) is 12 months or more.

For purposes of this policy, “12 months” is defined as a period of time up to and including  
Monday coincident with, or next following, 365 calendar days after the official termination 
date. If the 12-month cutoff falls on a day on which the Company is officially closed, an  
extension will be granted to the next regularly scheduled workday.

A returning employee will be eligible to rejoin medical, dental, vision, life and disability  
insurance programs on the first day of the month following reemployment. The employee 
may also elect to enroll in different benefits from the coverage in effect prior to separation.

Vacation entitlements will be based on the employee’s original date of hire. Reinstatement 
and enrollment rules for the 401(k) Plan, and any other such plans, apply separately and  
are explained in the Summary Plan Descriptions available through Human Resources.

II. Reemployment

The Company will consider a new hire to be anyone who leaves the Company for any reason 
and returns at a later date if the length of service prior to leaving (other than to perform  
military service) is less than 12 months. The employee’s rehire date will be used to determine 
eligibility for medical, life, disability, dental and vacation benefits. Special rules may apply to 
participation in the 401(k) Plan. The Summary Plan Description explains participation and 
vesting upon reemployment by the Company.

No one will be rehired on a full-time, part-time, or temporary basis without approval from the  
Human Resources Department.
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TRANSFERS AND REEMPLOYMENT WITHIN PUBLICIS GROUPE S.A.

Prior Service will be credited to anyone transferring or reemployed within the Publicis 
Groupe. However, benefit eligibility will be determined by the various benefits summary plan  
descriptions available through Resources benefits. 

INTERNAL TRANSFER GUIDELINES AND POLICY

At KTG, we are committed to attracting, developing, and retaining the industry’s best talent.  
And one way that our talent is developed is through individuals raising their hand when 
they have an interest, skill set and desire to take on new responsibilities within the Publicis 
Groupe of Companies. As such, it is important that we operate with clarity when it comes to 
KTG employees applying for open positions with sister Publicis companies. Ultimately, it is 
our desire to have a process which meets the needs of the individual, the teams they work 
on, the Company, and ultimately our clients. 

To help ensure that all internal transfers are handled in a smooth and professional manner, 
we’ve developed some guidelines for the process. These guidelines reflect our commitment 
to having greater transparency in the Company while helping employees pursue  
opportunities that meet their long-term career objectives. 

I. Qualifications for Internal Transfers:

•  Have been in current position for at least 12 months for transfers within KTG
•   Have been in current position for at least 18-24 months (depending upon the position) 

for transfers to other Publicis companies 
• Most recent evaluation and current performance are satisfactory

II. Interviewing

If you hear about an internal job opening in KTG or at a sister Publicis Company and you  
are interested in the position and want to formally interview for it, you must first express  
your interest to your current management team and Human Resources. You cannot begin the  
interview process until there is confirmation in writing that both Human Resources and your 
current manager are aware and in agreement with you pursuing an opportunity outside  
the agency.

Alternatively, if you are a manager interested in an employee at another Publicis Company, 
the employee in question would need to have the full agreement of their current management 
team and Human Resources prior to being considered for any opportunities. This agreement 
must be documented in writing and on file with KTG Human Resources before the employee 
can be considered a candidate.
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III. Guidelines: Transition Process and Timing

Once you’ve interviewed, if you are offered a position in another internal department of  
KTG or in another Publicis Company, then your current manager, new manager, and the  
respective HR Directors will discuss and agree on a date for your formal transfer.  
Ideally, and in most circumstances, this transfer will be within 2-4 weeks of your formal  
acceptance. Sometimes the needs of KTG and our clients may require a longer time  
before the transfer, but both departments will agree on a specific date and develop a clear  
transfer plan.

Whenever the transfer occurs, the intent is to have a smooth transition which allows  
your current manager sufficient time to work out temporary or permanent plans to reassign 
your responsibilities, ensures that your new manager gets you on board in a timely way,  
and supports your career development, all in a manner that is consistent with our  
clients’ interests. 

If you have any questions about these guidelines, please contact the Managing Director  
of Human Resources.

ADDITIONAL ASSIGNMENTS

On occasion, we may be asked to assist in an area outside our normal area of responsibility 
because we have a talent or skill appropriate to the need or the time to be of help. Requests 
of this nature are an expected part of our work, as is our responsibility to provide assistance 
if we have the capacity. No additional or supplemental compensation is paid when an  
individual is asked to help out in this manner. However, if an employee is non-exempt then 
all applicable overtime rules apply. Overtime would need to be approved in such situations 
by both the employee’s regular manager as well as the person managing the specific project 
and requesting assistance.

DISCHARGE AND OTHER DISCIPLINE

As professionals we are expected to accept certain responsibilities, adhere to acceptable 
business practices, and exhibit a high degree of personal integrity at all times. This involves 
respecting the rights and feelings of others and refraining from any behavior that might be 
harmful to us personally, to co-workers, and to the Company. We must observe the highest 
standards of professionalism at all times.

The Company expects employee conduct that protects the interests and safety of all  
employees and the Company. In this light, the Company believes it is worthwhile to provide 
guidelines for our professional behavior.

These guidelines are fundamental in nature and are matters of judgment and common 
sense. Inasmuch as it is impossible to list guidelines to cover every situation, the absence of 
an illustration from this list will not prohibit the Company from taking disciplinary action, up to 
and including immediate dismissal, when the Company believes, at its sole discretion, such 
action is warranted.
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Types of behavior and conduct the Company considers inappropriate include, but are not 
limited to:

 • Falsifying employment, time entry, overtime, or other Company records

 • Violating the Company’s nondiscrimination and/or employee harassment policy

 • Breach of client or Company confidential information

 • Breach of financial interest or Supplier relationship policies

 • Excessive or patterned absenteeism or tardiness

 •  Excessive, unnecessary, or unauthorized use of Company property, supplies,  
or telephones, particularly for personal purposes

 •  Reporting to work intoxicated or under the influence of non-prescribed drugs,  
or possession, use, distribution, manufacture, sale, or dispensation of any  
controlled substance or illegal drug

 • Fighting or using obscene, abusive, or threatening language or gestures

 •  Stealing from clients, the Company, or fellow employees; misappropriation of 
the assets of the Company or failure to report knowledge of such acts

 •  Possession of firearms or weapons on the Company’s property or while on  
Company business

 • Disregarding safety or security regulations

 • Insubordination; failure to comply with a request from management

 •  An employee’s failure to notify his or her manager of absence from work in  
accordance with Company policy

 • Defacing or damaging Company property

 • Interfering with normal workflow, productivity, or morale of a co-worker

 •  Any action whatsoever that has the potential to negatively affect good relations  
between the Company and its employees or between the Company and any of 
its clients or Suppliers

 • Any substantive violation of Company policy; and 

 • Sexual misconduct

Should an employee’s performance, work habits or conduct become unsatisfactory in the  
judgment of the Company, the employee will be subject to disciplinary action, up to and  
including termination.

Most problems can be corrected through an informal discussion between the employee and 
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his or her manager. The manager will describe the issue, explain why it’s unacceptable and 
warn of further consequences if the problems continue, up to and including termination. 

If issues continue after being identified and discussed with the employee, the following steps 
may be taken.

Please note that cases of serious misconduct will be handled on a case-by-case basis.  
Managers have the right to skip less stringent steps and immediately terminate an employee 
if the situation warrants it.

STEP 1:  Verbal Warning. If the issues continue, the manager will sit down with the  
employee, remind the employee of the previous discussion and again describe 
the misconduct and why it’s not allowed.

STEP 2:  Written Warning. If the employee’s problems still are not corrected, the  
manager and Human Resources will meet with the employee and provide a 
written outline describing in detail the issues, summarizing previous discussions 
and explaining problems that still exist. The employee will also be informed of 
what must be done to correct the situation and the consequences of failure to 
improve within a specified period of time.

STEP 3:  Termination. If the problems continue beyond the warnings, the final step in the 
corrective discipline process is termination.

These guidelines do not in any way alter the at-will relationship with the Company. This 
means the Company may terminate the employment relationship at any time, for any reason, 
or for no reason, with or without cause or notice.

PERSONNEL RECORDS

The Human Resources Department maintains a confidential file on each employee. These 
files contain material such as the employment application, agreements, Personnel Action 
Notices, a biographical questionnaire, and performance appraisals.

I. Keeping Records Current

Each employee has the responsibility of keeping personal information in our personnel  
file up to date. All changes of personal status should be reported immediately to  
Human Resources, including: name, address, and home telephone number.

II. Access to Personnel Records

In consideration of confidentiality, access to personnel files is limited to the Human  
Resources Department staff members, although officers and senior managers may review 
files should appropriate need arise. Such review is to take place in the Human Resources 
Department, with a Human Resources Department staff member present.

Where permitted by state and local laws, an employee may request to examine any item in 
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his or her file except for confidential references, interviewers’ notes and other items that are 
exempt from review under applicable law. 

This review will be held in the presence of a Human Resources Department representative. 
KTG may not make copies of any personnel file contents, but will furnish copies where  
required by law, if a request for the copies is made within the limits stated under applicable law.

INTERNSHIPS

Internships provide students with opportunities to test their career goals in an educationally 
supportive environment that offers hands-on experience and exposure to the advertising 
business. In order for an internship to be beneficial and effective, it must involve the student 
in actual business concerns and provide meaningful work assignments.

All inquiries or applications for internships must be referred to the Human Resources  
Department.

While we try to accommodate a number of internship requests each year, there are practical 
restrictions on the number we can offer. 

 1.   Interns for academic credit. If the intern will earn credits toward a degree or  
program, no remuneration (including pay, meal vouchers, and transportation  
allowance) will be provided. Valid and documented expenses will be reimbursed.

 2.  Interns for experience. Interns not working for academic credit will be paid.

VOLUNTARY TERMINATION

As at-will employees, employees have the freedom to terminate the employment relationship 
with KTG at any time, for any reason, or for no reason.

A personal decision to resign should be verified by a letter of resignation, submitted to the  
Department Head, with a copy to the Human Resources Department for the personnel file. 
This letter should specify the termination date and the reason for resignation.

Employees are required to give two calendar weeks notice prior to the last day of  
employment, so that plans may be made to assure orderly coverage of responsibilities. Under 
our Vacation Policy, only those employees who give at least two weeks notice will be entitled 
to pay in lieu of unused accrued vacation.

The Company will have the option of continuing the employment relationship for two weeks, or 
terminating it immediately and paying two weeks’ salary.

On the last day of employment, there will be an exit interview with a representative of the  
Human Resources Department. The purpose of the exit interview is to cover accounting and 
benefits issues. At that meeting the resigning employee also will be offered the opportunity to 
discuss his/her experiences with the Company.

INVOLUNTARY TERMINATION

Because all KTG employees are at-will employees, KTG may, at any time, terminate the  
employment relationship for any reason, or for no reason at all.
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Grounds for involuntary termination may include, but are not limited to, poor performance,  
attendance/punctuality issues, insubordination, reduction in force, and dismissal for cause. 
However, KTG may terminate the employment relationship on any other grounds.

Dismissal for cause is justified in cases of deliberate action or conduct of such nature that,  
in the judgment of management, continued employment is precluded. Examples include  
dishonesty, insubordination, failure or refusal to perform the duties and responsibilities of  
employment, and breach of loyalty to the Company, or any other act that violates an  
employee’s obligation and responsibilities to KTG and its clients. See Discharge and Other 
Discipline for further examples.

Nothing herein shall be deemed to limit the right of the Company to terminate an employee 
involuntarily for any reason.

SALARY BRIDGING POLICY

Salary bridging provides income should an employee be involuntarily terminated from KTG  
because of lack of work or, in the opinion of the Company, because he or she is unsuitable 
for the work available. It is a payment or a series of payments intended to provide a financial 
“bridge” until an employee’s next job. All bridging awards are made at the sole discretion of 
Management.

I. Eligibility

All permanent, salaried employees, full-time and part-time, who work at least 21 hours per 
week, are eligible for payments.

II. Salary Bridging Payments

Salary Bridging Payments are awarded at the discretion of the Company according to the  
following schedule:

 
Non-exempt Employees

(Eligible for Overtime Pay)
Exempt Employees

(Not Eligible for Overtime Pay)

Minimum Maximum* Minimum Maximum*
2	Weeks 26	Weeks 4	Weeks 26	Weeks

* Calculated at the rate of one week per full year of service.

Salary bridging payments will cease immediately when an employee obtains alternative  
employment (including consultants, freelancing, and self-employment) whether on a full-time 
or part-time basis, if compensation equals or exceeds the employee’s base annual salary with 
KTG at the time of termination.

An employee who obtains alternative employment (including consultants, freelancing, and 
self-employment) whether on a full-time or part-time basis, and whose compensation is less 
than his/her base annual salary with KTG at time of termination, will have salary bridging  
payments reduced. The compensation from an employee’s new position plus the salary  
bridging payments from KTG will equal one’s gross base salary from KTG at time of  
termination. The reduced payments will continue until the end of the salary-bridging period.
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If requested, an employee must provide written verification (e.g. tax returns, new employer  
verification) of the compensation received from the new employer or that s/he is still  
unemployed. Failure to do so may result in disqualification of all salary bridging payments and 
require the repayment of all monies paid.

Salary bridging payments will be distributed in accordance with payroll policies. For  
employees who do not have direct deposit, payments will be mailed home on a bimonthly  
basis. Employees who have direct deposit will have their paystub(s) mailed home, except for 
the last payment, which will be a live check.

III. Effect on Benefit Coverage

Medical, dental and vision benefits will continue through the end of the month in which your 
employment is terminated.

Participation in all other benefit programs will be explained in the Summary of Benefits form 
given to the exiting employee.

IV. Ineligibility For Salary Bridging

Salary bridging payments will not be paid if employment with KTG is discontinued for any of 
the following reasons:

 • Resignation

 • Retirement

 •  Expiration/termination of an Employment Agreement (written, signed contract 
with KTG)

 •  Termination for cause – this includes dishonesty, insubordination, failure or 
refusal to perform the duties and responsibilities of employment, and breach of 
loyalty to the Company, or any other act that violates an employee’s obligation 
and responsibilities to KTG and its clients. See Discharge and Other Discipline 
for further examples 

 • Continued employment following change in ownership of the Company

 •  Continued employment following a transfer between KTG and other Publicis 
Groupe entities

 •  Refusal of a position of substantially equivalent responsibility and compensation

 •  Unavailability of alternative position upon return from voluntary leave  
of absence

V. Conditions On Salary Bridging Payments

For salary bridging payments to begin, an employee must return the signed “Separation  
Agreement, Waiver and Release” form to Human Resources. Salary bridging payments are 
subject to offset for any monies owed to KTG.

KTG may deduct the advance(s) from an employee’s salary bridging amount prior to payment. 
The employee remains responsible for any advances that exceed salary-bridging payments.

The salary bridging payments will cease as of the day of an employee’s death.
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VI. Information Upon Termination

An employee will receive the following information:

 •  Benefit status and information (COBRA continuation of health insurance, other 
insurance, retirement, 401(k), etc.)

 • Date of termination

 • Amount of salary bridging pay

 • Separation Agreement, Waiver and Release form

 • Amount, if any, owed to KTG

Not withstanding the above, KTG wishes to emphasize that any bridging award is granted at 
the sole discretion of Management. KTG reserves the right to amend or terminate the Policy 
at any time without notice.

RETURN OF PROPERTY

Upon separation from the Company, KTG employees must return, on or before the last day of 
work, any physical or personal property they have received, prepared or helped prepare in  
connection with their employment with the Company. This includes, but is not limited to, the  
following property:

 • All reports, files, memoranda, records, and software

 • Card key passes, client card passes, door and file keys, unused vouchers

 • Computer hardware, mobile devices, access codes or discs

 • Instructional manuals, and

 • All copies, duplicates, reproductions, and excerpts of any of the above

Upon separation form the Company, employees’ access to voice mail and e-mail will be  
discontinued immediately.
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Work Time and Compensation
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CLASSIFICATION OF EMPLOYEES

I. Definitions

 •  Permanent Salaried Full-time Employee:
   Scheduled to work 35 hours or more per week
 • Permanent Salaried Part-time Employee:
   Scheduled to work at least 21, but fewer than 35, hours per week
 •  Part-time Employee:
   Scheduled to work fewer than 21 hours per week
 • Temporary Employee: 

   Temporary employees are on our payroll, hired to work on a specific project  
  or in a specific department for a period of limited duration. A temporary  
  employee’s length of employment is generally not expected to exceed 1,000  
  hours except in extenuating circumstances or under an erratic schedule as  
  departmental workload dictates.

   All temporary workers that provide services to the Company must be classified  
  as temporary employees, not independent contractors, in order to comply with  
  IRS regulations. Any exceptions must be cleared in advance by the CFO. This  
  means that income taxes and Social Security taxes will be deducted from  
  their paychecks.

  Temporary employees are required to comply with the company’s  
  Timekeeping Policy

II. Benefits Coverage

Permanent Salaried Full-time Employee:

 •  Holidays – eligible for all, including Optional Holidays,  
as per official schedule

 • Insured Benefits – eligible for all programs
 • 401(k) Plan – eligible as per Plan provisions
 • Paid Sick Time – eligible as per Company Policy
 • Paid Vacation – eligible as per Company policy

 Permanent Salaried Part-time Employee:

 • Holidays:

  •   If the employee has regularly scheduled workdays, the employee is paid 
for the number of hours s/he would have worked

  •  If the employee does not have regularly scheduled work days, s/he is 
paid for Core Holidays only if doing so is required to bring employee’s 
pay up to the usual number of days normally worked in a week

  •  Not eligible for Optional Holidays
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 • Insured Benefits – eligible for all programs

 •  401(k) Plan – eligibility depends upon individual circumstances as per  
Plan provisions

 • Paid Sick Time – eligible as per Company policy, pro-rated for part-time status

 • Paid Vacation – eligible as per Company policy, pro-rated for part-time status

Part-time Employee:

 • Not eligible for paid holidays, paid sick leave, or paid vacation

 •  Insured benefits – covered by Workers’ Compensation and state disability  
Excluded from all other insured benefits

 •  401(k) Plan – eligibility is governed by Plan provisions. Under certain  
circumstances, an employee may qualify for 401(k) Plan participation

Temporary Employee:

 • Not eligible for paid holidays, paid sick leave, paid vacation

 •  Insured Benefits – covered by Workers’ Compensation and state disability  
Excluded from all other insured benefits

 •  401(k) Plan – eligibility is governed by Plan provisions. Under certain  
circumstances, an employee may qualify for 401(k) Plan participation

PAYROLL INFORMATION

I. Payday

Payday occurs twice a month: on the 15th and on the last day of the month. When either  
of those dates falls on Saturday or Sunday, we’re paid on the preceding Friday. If either  
falls on a bank holiday, we're paid on the day before the holiday, regardless of whether  
the agency is open. 

If your bank accepts direct deposits, your paycheck can be automatically deposited for you. 
We encourage direct deposit for the convenience to both you and the Company. Your check 
stub with earnings and deduction information is distributed to you at work on payday.

II. Personal Loans or Advances

The Company does not provide personal loans or advances.

III. Deductions

As required by law, the Company withholds for tax purposes four contributions from your 
paycheck. These are for Social Security, Medicare, Federal Income Tax and State  
Income Tax.
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The Company matches your Social Security and Medicare contributions to the government, 
dollar for dollar. But as you know, these amounts have increased over the years – for you as 
well as for us – and this is likely to continue.

With respect to your income tax, as your salary increases, your income tax withholdings also 
increase. However, if at any time you want to adjust your withholding, you can do so by  
contacting HR.

In addition to the above-required withholdings, you can elect to have additional monies taken 
out for:

 • Medical and dental insurance 
 • Supplemental Life insurance 
 • Vision coverage 
 •  401(k) deductions (please note: if you have not enrolled in the plan within 30 

days from your date of hire, you will be automatically enrolled in the plan at a 
contribution rate of 5% of your pretax eligible earnings – but you may change 
your election at any time)

 • Legal services and other voluntary benefits
 • Long-term disability insurance or state-mandated disability insurance
 • AD&D insurance 
 • Flexible spending accounts and TRIP accounts
 • Critical Illness Coverage
 • Gym memberships

If you have any questions regarding benefits elections, visit the Publicis benefits web site at 
www.publicisbenefitsconnection.com, or contact HR. Eligibility for all benefits is determined 
by the plan restrictions.

IV. Overtime

Many of us are required to work “after hours” and sometimes on weekends, too. Any  
considerable volume of weekend work must be planned ahead and arrangements made 
within the groups or departments.

Not everyone receives pay for “overtime” work. But the Company pays overtime to all who 
qualify as “non-exempt” workers under federal and state overtime-pay laws, and who are 
required to work additional hours beyond their normally scheduled work week.

Hours worked in excess of thirty-five per week are paid:

 • At the standard hourly rate for the first five hours worked, and
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 •  At the standard hourly rate plus one half for all hours worked in excess of 40 
per week

The standard hourly rate for eligible (nonexempt) employees is equal to the weekly salary 
divided by thirty-five. Lunch time does not count as hours worked.

Hours worked on a scheduled Holiday or on a weekend are paid at time-and-one-half  
regardless of the number of hours worked during the same week.

Employees who work overtime hours must complete an Overtime Authorization Sheet, to be 
submitted to HR on a weekly basis. On this sheet, all hours worked must be recorded, along 
with an explanation as to why overtime was necessary. The Company will pay for overtime 
worked only if the overtime work is approved in writing by the employee’s supervisor, 
Department Head, Supervisor or the manager requesting the overtime work.

Supervisors can authorize overtime only to meet a deadline which cannot be met during 
regularly scheduled working hours. 

Exempt employees do not receive pay for overtime hours worked.

V. Improper Deductions

If you are an exempt salaried employee, you receive a salary which is intended to  
compensate you for all hours you may work for the Company. This salary will be established 
at the time of hire or when you become classified as an exempt employee. While it may be 
subject to review and modification from time to time, such as during salary review times, the 
salary will be a predetermined amount that will not be subject to deductions for variations in 
the quantity or quality of the work you perform.

As described above, under federal and state law, your salary is subject to certain deductions.
In any work week in which you performed any work, your salary will not be reduced for any of 
the following reasons:

 • Partial day absences for personal reasons, sickness or disability

 •  Your absence on the day before or after a paid holiday or because the office is 
closed on a scheduled work day

 •  Your absence on a paid holiday, regardless of whether you were present or 
absent on the day following or preceding the holiday

 •  Absences for jury duty, attendance as a witness, or military leave in any week 
in which you have performed any work

 • Any other deductions prohibited by state or federal law

However, deductions may be made for full day absences for personal reasons, sickness  
or disability.

If you believe you have been subject to any improper deductions, you should immediately 
report the matter to Human Resources.
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TIMEKEEPING

Our revenue and profits depend in large measure on the thoroughness and accuracy of  
our timekeeping. In establishing fees with our clients, we must estimate our staff hours for  
all activities for a full year. In rendering our bills, we must document them with records of  
man-hours actually spent. If we cannot document our man-hours, we cannot bill or be paid 
for them. Our reputation and competitive standing can be severely injured by inaccurate  
time reporting.

The Company records time through online Prism time entry system. You will be assigned a 
Prism ID and password, and will be trained on the system. All full and part-time employees 
must accurately input time each week whether working on client activities or doing  
administrative work. It is vital to know the total number of hours worked each week. For 
example, if 50 hours are worked in a week, record all 50 hours in the system. Time should 
include weekend and travel time for Company business.

To ensure accuracy, the Company encourages employees to record their time on a daily  
basis. Delinquent time entry will impact vacation accrual. Please refer to our Vacation Policy.

Hours are recorded in quarter-hour increments. That is, work on a client for one hour and 15 
minutes would be entered as 1.25 on the time sheet. The quarter-hour increments are .25, 
.50, and .75.

Equally important, time must be charged to the proper client and to the correct project ID. 
Even if time for every job activity isn’t always billed to a client, the only way to know what it 
costs to provide the service is to accurately record time. Once time has been imputed and 
approved in the system, changes can be made only by the system administrator with  
approval from the CFO.

Temporary employees are required to record time in accordance with this policy. However, 
their time shall be submitted weekly on traditional paper time sheets to Human Resources.

HOURS OF WORK

I. Office Hours

The majority of our full-time employees work a 35-hour week (seven hours per day). Most 
employees work 9 a.m. to 5 p.m., Monday through Friday. However, some of our departments 
require greater coverage and may have employees working alternate schedules.

The schedules of our part-time employees are arranged between the employee  
and supervisor.
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II. Lunch Hour

Employees are entitled to a one-hour lunch break each workday. Lunch should be taken  
between the hours of 12:00 – 2:00 PM. 

Hourly and nonexempt employees are required to take a lunch break unless work during this 
period is approved beforehand by their supervisor, Department Head, or the manager  
requesting overtime on the Overtime Authorization Sheet. Lunchtime does not count as hours 
worked for overtime purposes.

ABSENCES AND LATENESS

To keep the Company running smoothly and efficiently, it is necessary that we all report to 
our jobs on time every working day. Short-term absences – for any reason – are disruptive, 
as they create problems in handling day-to-day operations and impose unexpected burdens 
on the staff who do come to work.

Of course, we recognize that from time to time illness or other compelling personal situations 
may arise that would cause lateness and absence. It is important that absences be reported 
in advance. Employees should notify their supervisor within a half-hour of their regular  
starting time. Employees running more than a half-hour late must call in and let their  
supervisor know an estimated time of arrival at work. 

  •  Failure to notify a supervisor of time off may result in loss of pay for the 
time away from work, disciplinary action and/or discharge

  •  Excessive absences (those beyond a norm reflected by the attendance 
of most employees, as well as functional needs) may result in loss of pay 
for time out or discharge

  •  Failure to notify a supervisor of an absence may result in termination as 
a voluntary resignation. The termination date will be the last day  
you worked

  •  Upon return from an absence due to illness, a physician’s note may be  
required, indicating the reason for the absence and confirming physical 
inability to return to work

If there is a situation that is affecting your ability to come to work on time, or is causing you to 
be excessively absent, please contact HR. 
For details on our Sick Pay policies, refer to that section of this Manual.
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ANNIVERSARY AWARDS

KTG appreciates and commends the dedication and loyalty demonstrated by full-time and  
part-time employees who devote a professional career to the Company and its predecessors. 
Their contributions are recognized in a tangible and enduring way through our Anniversary 
Awards program.

All employees will receive a proprietary memento on each 5-year anniversary of employment 
beginning with the Fifth anniversary.

Additionally, all employees will receive a gross cash award beginning with the 25th  
anniversary of employment, according to the following schedule:

Anniversary Award
25th $2,500
30th $3,000
35th $3,500
40th $4,000
45th $4,500
50th $5,000
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Time Off
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VACATION

I. Vacation Entitlement

The day-to-day rigors of our work can be stressful, and a period of time away from the office 
can refresh our energy. Our vacation policy has been designed with this in mind. Employees 
are encouraged to take all of the vacation time to which they are entitled, in accordance with 
the following schedule:

Length of Service Entitlement
1st Calendar Year* 1 day per full month worked (to a max. of 10)
2nd Calendar Year 2 weeks (10 days)

3rd to 9th Calendar Year 3 weeks (15 days)
10th Calendar Year and After 4 weeks (20 days)

* 1st Calendar Year refers to the year in which you begin employment.

You may take vacation days only after you have completed three months of employment. 
Vacation is earned during the calendar year in which the vacation will be taken, subject to the 
following conditions:

• Eligible vacation time must be taken by December 31 of each year

•  Employees must complete a vacation request form, receive department head  
approval and forward to Human Resources. (Emails with supervisory approval  
are also acceptable)

•  Vacation will accrue over the course of the 12 months, subject to the  
Company’s policy

• Carryover of vacation time is discouraged and any request must be approved by your  
 manager. A maximum of 5 days will be approved – only if:

  •  You were unable to take vacation time for special job-related reasons, as  
requested by your supervisor

  •  Your Department Head approved in writing by December 31 a request by 
your supervisor that you postpone your vacation, and you can take your 
carryover time no later than March 31 of the following calendar year. Any 
carryover days not taken in that first quarter will be forfeited 

• Salary will not be paid in lieu of unused vacation time

•  Agency-designated holidays that fall during an elected vacation period  
will not be counted against your vacation

•  KTG must ensure adequate staff coverage to handle client needs.  
In situations where several employees request the same period of  
vacation, scheduling will be based on position, seniority and the needs  
of the company
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II. Vacation Pay at Termination of Employment

Employees whose employment with KTG terminates will be compensated for all accrued but 
unused vacation time. Employees who have taken vacation time in excess of the time accrued  
according to this section must reimburse KTG for the unearned time. Carry over days are not 
eligible for pay-out.

Employees are required to give two full weeks notice (10 business days) in order to receive  
pay-out of unused but accrued vacation.

III. Vacation Accrual

All vacation is accrued – over the course of 12 months according to the following schedule 
and subject to the Vacation Accrual – Timekeeping policy. For example, if you are entitled to 
10 days per year, you accrue one day each month until 10 days are accrued. To earn vacation 
credit for a particular month, the entire month must be worked. If an employee terminates in 
mid-year, the number of days accrued less days taken specifies the pay-out. If an employee 
has taken vacation in excess of time accrued according to the Accrual Policy, that employee 
must reimburse the agency for the unearned time.

  
Entitlement Days Accrued for Each Full 

Month Worked
2 weeks (10 days) 1 until 10 days are accrued
3 weeks (15 days) 1.5 until 15 days are accrued
4 weeks (20 days) 2 until 20 days are accrued

IV. Part-Time Employees

Permanent salaried part-time employees are entitled to paid vacation. Vacation pay is based 
on a pro-rated portion of your full time entitlement based on the percentage of a 5-day work 
week regularly worked as follows:

Days Regularly Worked % of Entitlement
5 100%
4 80%
3 60%
2 40%
1 20%

Hourly part-time employees and temporary employees are not entitled to paid vacation.

V. Vacation Accrual – Timekeeping

All full and part-time employees must record their time through the online Prism time entry  
system. The time is to be recorded by the end of each week (see Timekeeping).
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In order to accrue the vacation day(s) for any particular month, the entire month must be 
worked, and your time for the entire month must be entered into the system in accordance 
with Timekeeping policy by the 10th of the following month. 

Failure to record time as stated will render such employee ineligible to accrue vacation for 
that given month. Lost vacation time will not be restored.

VI. Vacation Accrual During Leaves of Absence

A newly-hired employee must be actively at work three full months in order to be entitled 
to a vacation. An employee who goes on medical leave before completing three months of 
service will not be entitled to vacation until s/he has returned to work and completed three 
months of active employment.

Regardless of previous service, an employee must work thirty calendar days after returning 
to work from a personal or medical leave in order to be entitled to vacation time for that year.  
For anyone who leaves the Company before the 30-day waiting period has elapsed, or who 
fails to return from leave, pay for unused vacation days (in accordance with the schedule in 
the vacation accrual section) will be based on time actively at work during the year.

In the event a medical leave extends from one calendar year to another, carry-over of unused 
vacation time will be permitted, up to a maximum of 10 days.

In the case of a military leave of absence, all leave time will be considered as time actively at 
work in determining vacation entitlement.

CORE HOLIDAYS

KTG observes these fixed holidays:

•  New Year’s Day  •  Independence Day 
•  Martin Luther King Day •  Labor Day 
•  Presidents’ Day  •  Thanksgiving (2 days)
•  Memorial Day  •  Christmas

Additional holidays may be declared at the discretion of management.

Employees eligible for overtime pay under the Wage and Hour Law who work on a holiday 
will receive time-and-a-half for all hours worked.

Employees on leave of absence are not eligible to receive holiday pay, nor will holiday pay be 
given if the holiday occurs at the end of an employee’s active service.

Each December, KTG will distribute holiday schedules for the following year.
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OPTIONAL HOLIDAYS

Full-time employees are entitled to three (3) optional holidays per year. The optional days 
may be used as you wish and are often used to observe religious holidays or other holidays 
not otherwise observed by the agency. An employee must obtain prior approval from his/her  
supervisor before taking an optional holiday. Unused Optional Holidays cannot be carried 
over nor will they be paid out upon separation from the company.

For the first calendar year worked, Optional Holidays are earned as follows:

Start Date Optional Holiday Entitlement
Jan. 1 – March 31 3
April 1 – June 30 2
July 1 – Sept. 30 1
Oct. 1 – Dec. 31 0

SICK PAY

I. Sick Leave

A sick leave is a period of time, of up to five days, of absence from work due to employee  
illness, accident or disability.

All employees are eligible to earn up to five (5) sick days per year:

Sick time will be earned through the  
calendar year, accordingly:

Accrual Days Earned
1st Quarter 2
2nd Quarter 1
3rd Quarter 1
4th Quarter 1

Once all sick time has been used, vacation or optional holidays must be used for any  
additional time absent from work. An employee who must be out sick and who does not have 
any paid sick days left must request a personal leave of absence or FMLA leave.

An employee should report an absence to his or her supervisor within a half an hour of  
starting time and, during an absence of more than one day, keep the supervisor informed  
of their condition.

There is no carryover of sick time from year to year, nor will any earned but unused sick time 
be paid out upon separation from the Company. 
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DISABILITY

I. Short-Term Disability

A short-term disability absence is a period of time, in excess of five consecutive business 
days, during which an employee is absent from work due to illness, accident or disability. 
During an absence of this length, salary continuation may be available, based on length  
of service.

II. Salary Continuation While on Short-Term Disability Leave

The table below shows the maximum medical leave benefits available from the Company in 
a calendar year; these are offset by state disability or Workers’ Compensation benefits for 
which employees may be eligible. State disability benefits will be paid after Company sick 
pay benefits have been exhausted for the remainder of the disability period, to a maximum of 
26 weeks from onset of disability.

Salary payments will be continued during a short-term medical absence in accordance with 
the following schedule. After a 7 calendar day elimination period:

Length of Service Weeks of 100% Pay Weeks Unpaid
0 - <1year 4 22

1 year - <2 years 8 18
2 years - <3 years 12 14
3 years - <4 years 16 10
4 years - <5 years 20 6

<5 years 26 0

For further information, consult the benefits summary plan description at  
www.publicisbenefitsconnection.com, or call the Hartford Disability at 1-800-303-9744, or  
contact the Human Resources Department.

III. Long-Term Disability

If you are disabled due to an illness or injury for more than 180 days, LTD coverage may  
continue to provide income replacement benefits. The company provides a core amount of 
LTD insurance at no cost to you. Your company-provided LTD coverage is equal to 40% of 
your base pay up to a maximum base pay of $300,000 with a maximum benefit of $10,000 
per month. 

To supplement your company-provided LTD coverage, you may purchase additional amounts 
of LTD coverage. For more information regarding LTD coverage, please visit our benefits web 
site at www.publicisbenefitsconnection.com

For more information about long-term disability benefits, consult the benefits summary  
plan description at www.publicisbenefitsconnection.com or contact the Human  
Resources Department.
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IV. Benefits and Vacation While on Medical Leave of Absence

All insured benefits will continue during a medical leave provided that the employee  
continues to make any required contributions. The Company will continue to make the same 
contribution for benefits that it does for active employees. Pay will not be given for Company 
holidays occurring after sick pay benefits have ceased.

Employees on an approved leave will not suffer a loss of service credit for vacation and  
benefits purposes (except for vacation pay at termination).

Regardless of service, employees must work thirty calendar days after returning to work from 
a medical leave in order to be entitled to vacation time for that year. For anyone who leaves 
the Company before the 30-day waiting period has lapsed, or fails to return from leave, pay 
for accrued vacation/optional days will be based on time actively at work during the year.

V. Returning to Work After a Medical Leave of Absence

Employees must notify their supervisor and the Human Resources Department concerning 
the day they are medically able to return to work, preferably two weeks in advance, if possible. 
The Human Resources Department may request evidence of ability to return to work.

The Company will attempt to reinstate an employee ready to return to work after disability 
leave in the same position held at the start of the disability, or a position of like status and 
pay, if deemed appropriate in view of performance evaluation. Should it not be possible to 
retain the employee, the official termination date will be the day the employee was medically 
able to work.

Any employee physically able to return to work, but who for any reason declines to do so:

 •  Should submit, in writing, a statement indicating the decision to decline  
reemployment as of the date the disability ends, or

 •  May request consideration of a personal leave of absence under the  
Family Medical Leave Act in accordance with the Company’s policies  
(see individual policies)

Anyone not offered his/her former position or one of like status and pay, or who elects not to 
return to work, will be entitled to pro-rated vacation/optional pay through the last day actually 
worked, per Company policy.

Note: The medical and maternity leave policies are in compliance with laws currently in  
effect. Should changes in federal or state law affect any provisions of these policies, the law 
and policies in effect on the date the disability commences will prevail.

FAMILY, MEDICAL OR SERVICEMEMBER LEAVES

I. Eligibility for Leave	

Under the federal Family Medical Leave Act (“FMLA”), you are eligible to take up to 12 weeks 
of unpaid family/medical leave and be restored to the same or a comparable position upon 
your return from leave if: 
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 •  You have been employed by the Company for at least 12 months (The 
12-month threshold includes periods of paid and unpaid leave (sick, vacation)  
during which benefits or compensation are provided. If you are rehired by the 
company, employment periods prior to a break in service of seven years or 
more are not counted (longer if the break was the result of certain military  
service) toward the 12-month employment requirement.)

 •  You have worked at least 1250 hours within the last 12-month period for 
the Company (only actual hours worked are counted toward the 1,250  
threshold); and

 •  You work at a workplace with 50 or more employees within a  
75-mile radius 

The 12-month period in which you may take 12 weeks of leave will be measured as a  
“rolling” 12-month period dating back from the time you request the leave.

When leave is to care for an injured or ill servicemember (“Military Caregiver Leave”), an  
eligible employee may take up to 26 work weeks of leave during a single 12-month period to 
care for the servicemember. Leave to care for an injured or ill servicemember, when  
combined with other FMLA qualifying leave, may not exceed 26 weeks in a single 12-month  
period. The single 12-month period for purposes of this leave entitlement begins on the first 
day an eligible employee takes leave to care for the injured servicemember.

The Company retains all rights and defenses under applicable law, whether or not  
specifically set forth in this policy. This policy does not change the employment relationship 
between the Company and its employees, nor alter the nature of any employment-at-will.

II. Reasons for Leave

You may take Family and Medical Leave for any of the following reasons: 

 •  The birth of a son or daughter and in order to care for such son or  
daughter; the placement of a son or daughter with you for adoption or  
foster care and in order to care for the newly placed son or daughter; 
Note: A leave for these reasons must be completed within the 12-month  
period beginning on the date of birth, adoption or placement. In addition,  
spouses employed by the Company who request leave for this reason may  
only take a combined total of 12 weeks leave during any 12-month period 

 •  To care for a spouse, son, daughter, parent (“covered relation”) or  
domestic partner (as qualified by the company’s affidavit*) with a serious 
health condition; or 

 •  Because of your own serious health condition which renders you unable 
to perform an essential function of your position; or  

 

*The employee must have completed a domestic partner affidavit or will need to complete one if none is on file.
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 •  To care for family members with serious injuries or illnesses incurred in 
the line of duty while on active duty in the Armed Forces provided that 
such injury or illness may render the family member medically unfit to  
perform duties of the member’s office, grade, rank or rating. (This reason  
for leave is known as “Military Caregiver Leave.”**); or

 •  To handle various non-medical exigencies arising out of the fact that a 
covered family member is on active duty or on call to active duty status.  
There are eight types of “qualifying exigencies” which may qualify for  
this type of FMLA leave:  

  •  Short-notice deployment: leave to address any issue that arises from  
an impending call or order to active duty in support of a contingency  
operation seven days or less prior to the date of deployment

  •  Military events and related activities: leave to attend any military  
ceremony, program, or event related to the active duty or call to active 
duty status or to attend certain family support or assistance programs 
and informational briefings

  •  Childcare and school activities: leave to arrange or provide for childcare 
or school-related activities

  •  Financial and legal arrangements: leave to make or update various  
financial or legal arrangements

  •  Counseling: leave to attend counseling (by someone other than a health 
care provider) when necessary as a result of the active duty or call to  
active duty status

  •  Rest and recuperation: leave to spend time with a covered military  
member who is on short-term, temporary, rest-and-recuperation leave 
during the period of deployment (up to five days)

  •  Post-deployment activities: leave to attend arrival ceremonies (including 
funeral or memorial services), reintegration briefings and events, and 
any other official ceremony or program sponsored by the military for a 
period of 90 days following active duty status; and

  • Additional activities: leave to address other events arising from military  
   duty agreed upon between employer and employee

A serious health condition is an illness, injury, impairment, or physical or mental condition that 
involves either an overnight stay in a medical care facility, or continuing treatment by a health 
care provider for a condition that either prevents the employee from performing the functions 
of the employee’s job, or prevents the qualified family member from participating in school or 
other daily activities. Subject to certain conditions, the continuing treatment requirement may 
be met by a period of incapacity of more than 3 consecutive calendar days combined with at 
least two visits to a health care provider or one visit and a regimen of continuing treatment, or 
incapacity due to pregnancy, or incapacity due to a chronic condition. Other conditions may 
meet the definition of continuing treatment.

**Military Caregiver Leave is available to a wide range of family members – spouses, children, parents and those “next of kin” of the  
covered servicemember. The term “next of kin” only applies to Military Caregiver Leave. It means the nearest blood relative of the  
servicemember, expanding the definition to include siblings, grandparents, aunts and uncles, and first cousins. 
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III. Notice of Leave

If your need for Family and Medical Leave is foreseeable, you must give the Company at least 
30 days prior notice of the need for leave, preferably written. If this is not possible, you must at 
least give notice as soon as practicable (generally within 1 to 2 business days of learning your 
need for leave). Failure to provide such notice may be grounds for delay of leave. Additionally, 
if you are planning a medical treatment, you must consult with the Company first regarding 
the dates of such treatment. Where the need for leave is not foreseeable, you should notify 
the Company as soon as possible and practical. You also must notify the Company if the 
requested leave is for a reason for which FMLA leave was previously taken or certified. The 
Company will inform employees requesting leave whether they are eligible under FMLA. If 
they are, the notice will specify any additional information required as well as the employee’s 
rights and responsibilities. If the employee is not eligible, the Company will provide a reason 
for ineligibility. The Company will also inform employees if leave will be designated as FMLA 
protected and the amount of leave counted against the employee’s leave entitlement. If the 
Company determines that the leave is not FMLA protected, it will inform the employee.

IV. Medical Certification

If you are requesting leave because of your own or a covered relation’s serious health  
condition, you must provide appropriate medical certification from the relevant health care 
provider within 15 calendar days after it is requested by the Company unless it is not  
practicable to do so despite your diligent, good faith efforts, in which case the Company may 
provide you with additional time. Your local HR representative will be providing you with the 
appropriate form. If you provide at least 30 days notice of a medical leave, you should provide 
the medical certification before leave begins. Failure to provide requested medical certification 
in a timely manner may be grounds for delay of leave.

The Company, at its expense, may require an examination by a second health care provider 
designated by the Company, if it reasonably doubts the medical certification you initially  
provide. If the second health care provider’s opinion conflicts with the original medical  
certification, the Company, at its expense, may retain a third, mutually agreeable, health  
care provider to conduct an examination and provide a final and binding opinion. 

The Company may require subsequent medical recertification at the expiration of your  
previous certification. Failure to provide requested recertification within 15 days, if such is 
practicable, may result in delay of further leave until it is provided. 

Unless notified that providing such certifications is not necessary, employees returning to 
work from FMLA leaves that were taken because of their own serious health conditions that 
made them unable to perform their jobs must provide the Company medical certification 
confirming they are able to return to work and the employees’ ability to perform the essential 
functions of the employees’ position, with or without reasonable accommodation.  
The Company may delay and/or deny job restoration until employees provide return to work/ 
fitness for duty certifications.
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V. Reporting While on Leave

If you take leave because of your own serious health condition or to care for a covered  
relation, you must contact your supervisor on a weekly basis regarding you or your family 
member’s status and your intent to return to work. In addition, you must notify your  
supervisor as soon as practicable (within 2 business days if feasible) if the dates of leave 
change or are extended or initially were unknown. Upon your return to active service, your 
supervisor will complete the necessary paperwork to return you to active service and payroll, 
if applicable.

VI. Leave is Unpaid

Family and Medical Leave is unpaid leave. However, because you are eligible for 26 weeks 
of short-term disability benefits if you are disabled, all paid sick days accruing to you under 
Publicis Short Term Disability/Salary Continuation Policy will be used toward the leave.  
Additionally, you may be eligible for workers’ compensation benefits under the Company’s 
Workers’ Compensation Policy. Ask your local HR representative if you have questions  
regarding your eligibility for Short Term Disability and/or workers’ compensation benefits. 

If you request leave because of a birth, adoption, or foster care placement of a child, you 
may be required to first substitute accrued vacation time for unpaid family/medical leave. 
Paid time off (PTO) is treated the same as vacation time. 

If you request leave for a pregnancy related disability, you may use accrued vacation time if 
you desire. If you request leave because of your own serious health condition, including any 
pregnancy-related disabilities, you may be required to substitute any accrued sick leave for  
unpaid Family and Medical Leave. Any substitution of paid leave time for unpaid leave time 
does not extend the 12-week leave period and the paid time will run concurrently with your 
FMLA leave entitlement. Further, in no case may the substitution of paid leave time for unpaid 
leave time result in you receiving more than 100% of your salary.

VII. Medical and Other Benefits

For the first 12 weeks of an approved Family and Medical leave, the Company will maintain 
your health benefits as if you continued to be actively employed.

If paid leave is substituted for unpaid Family and Medical Leave, the Company will deduct 
your portion of the health plan premium as a regular payroll deduction. If your leave is  
unpaid, you must pay your portion of the premium pursuant to the instructions that will be sent 
to your home. Your health care coverage will cease if your premium payment is more than 30 
days late. If your payment is more than 30 days late, we will send you a letter to this effect. If 
we do not receive your co-payment within 15 days of that letter, your coverage may cease.

If you elect not to return to work for at least 30 calendar days at the end of the leave period, 
you will be required to reimburse the Company for the cost of the health benefit premiums 
paid by the Company for maintaining coverage during your unpaid leave, unless you  
cannot return to work because of a serious health condition or other circumstances beyond 
your control.
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If you take a leave for disability caused by pregnancy, childbirth, or a related medical  
condition and follow that leave with a leave to care for your newborn child, your leave may  
exceed 12 weeks, but the Company only will pay for its cost of health benefit premiums for  
the first 12 weeks you are on leave.

Business Travel and Accident insurance coverage is suspended while you are out on a  
Family and Medical Leave.

VIII. Exemption for Highly Compensated Employees

Highly compensated employees (i.e., highest paid 10% of salaried employees within 75 miles 
of the employee’s work site) may not be returned to their former or equivalent position  
following a leave if restoration of employment will cause substantial and grievous economic 
injury to the Company. This fact-specific determination will be made by the Company on a 
case-by-case basis. The Company will notify you if you qualify as a “highly compensated” 
employee, if the Company intends to deny reinstatement, and of your rights in such instances. 

IX. Intermittent and Reduced Schedule Leave

Leave because of a serious health condition, including pregnancy-related disabilities, may 
be taken intermittently (in separate blocks of time due to a single health condition) or on a 
reduced-leave schedule (reducing the usual number of hours you work per work week or  
work day) if medically necessary. Employees also may be eligible for intermittent leave for 
birth or placement of a child.

If leave is unpaid, the Company will reduce your salary based on the amount of time actually 
worked. In addition, while you are on an intermittent or reduced leave schedule, the Company 
may temporarily transfer you to an available alternative position that better accommodates 
your recurring leave and has equivalent pay and benefits.

X. Returning from Leave

At the end of FMLA leave, subject to some exceptions including situations where job  
restoration of “key employees” will cause the Company substantial and grievous economic 
injury, employees generally have a right to return to the same or equivalent positions with 
equivalent pay, benefits and other employment terms.

If you do not return to work following leave and are not authorized by the Company to take 
any additional time off, you will be considered to have resigned employment. You will be  
eligible for COBRA continuation of medical, dental and/or vision coverage as of the first day of 
the month following your leave if you have paid the employee premium while on leave. If you 
elect not to continue benefits while on leave, COBRA will be effective as of the first day of the 
month following the last day of active employment. 

XI. Coordination with Other Leave Policies 

The FMLA does not affect any federal, state or local law prohibiting discrimination, or  
supersede any State or local law which provides greater family or medical leave rights. Any 
other applicable leaves, such as Short Term Disability or Workers’ Compensation, will run 
concurrently with FMLA leave. For additional information concerning leave entitlements and 
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obligations that might arise when FMLA leave is either not available or exhausted, please 
consult the Company’s other leave policies or contact Benefits Group or Human Resources.

XII. State and Local FMLA Leave Laws

Additional family and/or medical leave benefits may be available to employees based on the 
state in which they work. The Company’s policy is to grant employees the amount of family/
medical leave required under the federal FMLA, state and local law. Employees are entitled 
to the greater amount of leave under either the family and/or medical leave policies in the 
Company’s FMLA policy or state and local law (when eligible for such leave under those  
policies or laws). For example, if state law provides for more leave than the FMLA policy, 
makes an employee eligible for leave sooner than FMLA would, or provides additional  
reasons for job protected leave, then employees are entitled to the leave provided under 
state law, assuming the employee is eligible for such leave. Leave under state or local law 
that also qualifies under the Company’s FMLA policy will run concurrently with the FMLA 
leave and employee obligations under the FMLA policies will apply.

XIII. Leave Under State Military Leave Laws

If you have any questions about your rights and responsibilities regarding medical and  
family leave, including pregnancy leave, please contact your Benefits Representative or  
Human Resources Representative. The FMLA makes it unlawful for employers to:  
1) interfere with, restrain, or deny the exercise of any right provided under FMLA; or  
2) discharge or discriminate against any person for opposing any practice made unlawful 
by FMLA or involvement in any proceeding under or relating to FMLA. If employees believe 
their FMLA rights have been violated, they should contact the Human Resources  
Department immediately. The Company will investigate any FMLA complaints and take 
prompt and appropriate remedial action to address and/or remedy any FMLA violation.  
Employees also may file FMLA complaints with the United States Department of Labor or 
may bring private lawsuits alleging FMLA violations.
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MILITARY LEAVE OF ABSENCE

The Company supports participation in military service, and will grant a temporary or  
long-term military leave of absence on request.

A temporary military leave of absence is a period of time in excess of one week, but less than 
three months, during which a full-time employee is absent from work for military reserve  
service. Full-time employees who enter reserve service will be granted a temporary military 
leave of up to three months for basic training. In addition, a two-week leave will be granted 
each year for annual training duty.

A long-term military leave is any period of service in excess of three months. The amount of 
time granted for a long-term military leave will be determined on an individual basis, but will 
not exceed five years.

The employee’s supervisor must communicate any approved military leave in advance to the 
Human Resources Department.

I. Salary During Military Leave

The Company will pay employees on military leave the difference between full salary and  
military pay.

Upon returning to work, employees must present, to a Human Resources department staff 
member, evidence confirming military service. The following paycheck will include the  
difference between their regular base compensation and their military pay received during  
military service.

II.  Vacation/Optional Day and Holiday Pay During Military Service

No one is required to utilize vacation/optional day entitlement during any military leave.  
However, vacation/optional days may be taken at the beginning or end of a military leave,  
with supervisor permission. 

III. Benefits During Military Leave

All Company benefits provided through the purchase of insurance (such as health coverage) 
remain in force during military leaves, subject to the terms of the Company’s insurance  
contracts. However, the Company’s claims will be subordinated and coordinated with  
CHAMPUS, the governmental provider. For coverage to continue, employees must continue 
to pay their share of the premiums for Company benefits.

Under the 401(k) Plan, qualified military service is not treated as an interruption in  
employment for vesting and break-in-service purposes. Qualified military service may or may 
not affect other aspects of participation in the 401(k) Plan. For more information, refer to the 
401(k) Plan Summary Plan Description at www.publicisbenefitsconnection.com.

IV. Returning from Military Leave of Absence

Employees returning from military leave are expected to return to work on the first working 
day following release from military duty, allowing reasonable time for travel from place of  
service to place of employment. There is no need to reapply for employment.
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Upon return from military service, employees will be reinstated in the same, or like,  
position at the salary that would have been in effect had the leave not been taken, provided 
the employee is still qualified to perform the duties of that position. Those unable to perform 
the duties of the same or like position will be offered a position for which they are qualified.

Employees ready to return from military leave should notify the Human Resources  
Department, who in turn should advise their supervisor of the return date as soon as it  
is known. 

Upon return, employees will retain credit for all service with the Company prior to the military 
leave, and will also receive service credit for the time spent on military leave, regardless of 
the length of the leave.

No employee may be terminated for one year following return from military leave except  
for cause.

PERSONAL LEAVE OF ABSENCE

Personal Leave of Absence Without Pay

Time off, without pay, may be granted in certain circumstances. However:

 • Earned vacation must be used first

 •  Remaining time off will be without pay, and will be considered an unpaid leave 
of absence

 •  An employee must give a written request for the time off to the Department 
Head and to Human Resources; and

 •  Final approval for any leave of absence rests with Human Resources and/or 
the CEO or President of the Company

To continue insurance coverage and other contributory benefits, an employee will need to  
arrange to pay for them directly and in full during his or her time off. Otherwise, coverage 
and benefits will be discontinued.

Return to Active Employment Following a Personal Leave of Absence

Upon an employee’s return to work from a leave of absence, every effort will be made to  
assign the employee a position paying a salary comparable to that received when the leave 
was granted. However, there is no guarantee of job reinstatement. If no similar position is 
available, the employee will be offered the first available position for which he or she is best 
qualified and a salary that falls within the range for that position. An employee who refuses to 
accept that position will be considered by the Company to have resigned as of his or her last 
day of active employment.

An employee who fails to report as available for work at the designated expiration of a  
personal leave of absence will be considered by the Company to have resigned as of his or 
her last day of active employment.



 61

OTHER TIME OFF

I. Religious Holidays

Those whose faith calls for observance of recognized religious practices or holidays may  
be granted a limited number of days upon advance notification of their Supervisor and  
Human Resources. As previously mentioned in the vacation section of this handbook, full 
time employees are entitled to three (3) optional holidays per year. Optional days are often 
used to observe religious holidays or other holidays not otherwise observed by the agency. 
Anyone wishing to discuss special accommodations for their religion should contact Human  
Resources.

II. Bereavement Days

In the event of the death of a member of your immediate family, you will be entitled to up to 
three days absence for which you will be paid.

Immediate family members are defined as: spouse, children, parents, brothers or sisters, 
grandparents, mother-in-law, father-in-law, brother/sister-in-law; grandparents-in-law,  
domestic partners, and parents of domestic partners.

Additional time off may be granted on a case-by-case basis. Please speak with Human  
Resources if you need to request additional time off. 

III. Jury Duty

An employee may serve jury duty without loss of pay, and may keep all the fees received. 
Upon being summoned for jury duty, an employee should notify his/her supervisor  
immediately and provide a copy of the jury summons to the HR department. Employees  
serving jury duty will be eligible for employee benefits as if they were actively employed.

If service dates conflict with an anticipated work assignment, the Company will attempt to 
help obtain an alternative service date from the court.

IV. Marriage or Domestic Partnership

An employee will be granted five days of time off with pay at the time of marriage or legal 
domestic partnership in which an employee takes a statutory spouse or domestic partner,  
as defined by the applicable law, provided that the employee continues to work at KTG.  
This time off benefit cannot be carried over to the following year.

V. Public Service
An employee may be granted an extended leave of absence without pay to accept a public 
service position. This type of leave will be handled on an individual basis, considering items 
such as length of service, the type of office involved, performance record with KTG, and  
applicable law. Feel free to contact your HR representative for more information.

VI. Paternity/Maternity Leave
An employee will be granted five days of time off with pay at the time he/she becomes a  
new parent, either through birth or adoption, provided that the employee continues to work  
at KTG.
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Protecting Information and Assets
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INFORMATION SHARING

I. Outside Inquiries about KTG Employees

From time to time we may receive inquiries from various outside sources requesting  
information about current or former KTG employees. These sources may include creditors, 
employment agencies, or potential employers. Because of an increasing legal emphasis on 
privacy rights, our response to such an inquiry could have serious implications, not only for 
the Company, but for us individually as well.

To avoid any possible violation of an individual’s legal rights, all requests for information are to 
be referred to the Human Resources Department.

It is our policy to verify only limited factual data, such as dates of employment, position, and 
title. Any other information will be released only after the current or former employee has 
signed a release form, obtainable from the Human Resources Department.

On occasion, KTG publicizes employee reassignments, promotions, awards, and other 
achievements. An employee can decline publicity when this does not conflict with the  
information needs of the business.

In addition, it is Company policy not to provide the home addresses and telephone numbers of 
our employees to fellow staff members or to the public. The distribution of such information is 
limited to Human Resources and Senior Management. The Company will provide your home 
telephone number to fellow staff members (friends or anyone else) only with your written  
authorization to do so.

II. Communication

The Corporate Communications Department is the “clearinghouse” for all information to be 
shared with the press and other outside public audiences.

 •  Press Contact: All press requests should be immediately directed to the  
Corporate Communications Department. This is necessary to ensure that  
the right Company source is reached, that the interests of the Company  
are protected, and that the press is served professionally. A member of  
the Corporate Communications Department must be present at all press  
interviews. At no time is any employee to comment on the Company’s new  
business activities

 •  Releases/Speeches/Articles: The Corporate Communications Department is 
responsible for developing Company news releases and for obtaining necessary 
information clearances. On campaign publicity, this includes coordination  
with account management and the client. Additional information, speeches,  
by-lined articles, studies, surveys, etc., are to be cleared by the Corporate  
Communications Department prior to external dissemination. In this way,  
publicity potential, both inside and outside of the Company, can be assessed, 
and the proper strategy can be developed and implemented
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Many of us are called upon by outside organizations to write by-lined articles or to make  
public speaking appearances. The Company wholeheartedly supports these efforts to  
contribute articles or give speeches on advertising-related topics. These kinds of public  
communications enhance our reputation and industry image in the community at large.

Anyone who has plans to write an article or address an audience should notify the Corporate  
Communications Department beforehand. The Corporate Communications Department is 
available to provide counsel, coaching or other assistance in the development of an article or 
speech, and to develop publicity opportunities, if appropriate. The Department will help make 
sure that the message being delivered is concise, clear and consistent with the Company’s 
position and policies.

 •   Client Publicity: The Corporate Communications Department should be  
notified of any client requests for communication assistance

 •  Company Participation in Industry/Charity Events: Tickets for industry/ 
charity events and contributions by the Company are to be approved by  
the CEO or President and the Chief Financial Officer. The Managing Director  
of Corporate Communications should be advised of participation to be sure  
that tickets are used appropriately and that communication opportunities  
are not missed

Violation of this policy constitutes reason for termination for cause. 

III. Media Inquiries

Occasionally, we receive inquiries from the print or broadcast media (reporters, columnists, 
editors, news show producers, etc.). Such inquiries that regard any Company business, our 
people, or clients, should be referred to the Managing Director of Corporate Communications. 
Company employees may not speak with or contact the media. Corporate Communications 
will return all media phone calls.

The Managing Director of Corporate Communications is the Company’s authorized  
spokesperson and is most familiar with the media, information requests, and deadline needs. 
The Managing Director of Corporate Communications will ensure that the security of the 
Company and our clients is maintained. S/he will see that the information we provide to the 
press is correct, consistent and free from speculation.

IV. Internal Communications

Our Corporate Communications Department also is responsible for gathering and  
disseminating information throughout the Company. 

Generally, any information intended for distribution among our employees should first be 
cleared by the Corporate Communications Department. Likewise, the hiring of photographers 
for such purposes as in-house celebrations, internal publications, external publicity and new  
business materials is to be coordinated through this Department.
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BLOGGING AND SOCIAL MEDIA POLICY

KTG understands that employees may maintain or contribute to personal Web sites, blogs, 
message boards, conversation pages, social networks, video postings and/or engage in  
various other forms of online community activity (“blogging/posting”) either on your own time 
and in your own personal capacity, or at the direction of KTG or its clients. As an employee  
of KTG, your content could have legal implications to KTG and its clients when it mentions 
KTG, its clients or any of their products or services. When blogging/posting, employees may 
be tempted to raise and discuss work-related information or activities. All information about 
KTG, our clients, employees, and our parent company should be considered confidential and 
should not be disclosed. 

KTG expects that its staff will exercise good judgment when communicating online about  
their personal lives, to the extent that they can be identified as an employee of KTG. This  
includes being mindful not to post pictures, video or other images taken while on shoots, 
shoot locations, in the KTG office or in any other location that could be connected to KTG,  
its clients or business.

Employees are also responsible for acting in a manner that is consistent with KTG values.  
To that end, employees are expected to be courteous, respectful, and thoughtful about  
how other employees may be affected by postings. Incomplete, inaccurate, inappropriate,  
threatening, harassing or poorly worded postings may be harmful to other employees,  
damage employee relationships, undermine KTG’s effort to encourage teamwork, violate 
KTG’s policy or harm KTG or its clients, which may result in disciplinary action up to and  
including termination. You should know that you are personally liable under federal and  
state law for your actions when creating or posting content.  

KTG policies regarding confidentiality and ownership of intellectual property apply to all blog 
posts and social media posts. 

All public-facing discussion of KTG or its clients is to go through Corporate Communications.  
If a blog/post generates a media inquiry, all such inquiries must be directed to KTG’s  
Managing Director of Corporate Communications per KTG’s media inquiries policy, also  
found in the employee handbook.

KTG reserves the right to ask employees to take down a blog/post if it is found to impact KTG, 
its business, employees or its clients. If an employee fails to take down a blog/post then KTG 
may take disciplinary action up to and including termination.  

Even if you are not notified by KTG or a client, you are expected to promptly remove any  
content for which you receive a legitimate complaint or which you later become aware may  
be in violation of the law or otherwise violate third party rights.  

If you have any questions regarding this policy and its application, please contact the  
Managing Director of Human Resources or the Managing Director of Corporate Communications.  
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UNSOLICITED IDEAS

Ideas submitted to the Company from the public for advertising copy, layouts, slogans,  
jingles, promotions, premiums, and so forth can result in claims for payment and costly  
lawsuits. Some of the largest lawsuits in the advertising and communications industries  
have resulted from claims that ideas were misappropriated.

It is our policy not to consider any unsolicited ideas.

A telephone call that appears to be a vehicle for submitting an unsolicited idea should be  
transferred to the Chief Financial Officer (CFO).

An unsolicited idea submitted in writing would ordinarily be seen first by a Group Assistant 
while opening the mail. S/he should immediately forward it, along with any accompanying  
enclosures, to the CFO, first noting on the outside of the envelope “Opened and seen only 
by… [name and date].” DO NOT MAKE COPIES. The CFO will respond with a letter  
of rejection.

Employee creativity, however, is always encouraged, and any creative ideas we may have for 
improving our products or the way we work should be given directly your manager.

SECURITY OF AGENCY INFORMATION

All information concerning KTG and its clients which is not made available to the general  
public is deemed confidential information. Such information (including, but not limited to, data, 
ideas, strategies, proposed communication, personnel issues and employee compensation) 
may not be used or disclosed during or after employment without first obtaining KTG’s  
written authorization.

The nature of our business requires the highest security and care in our daily operations:

 • Do not leave confidential materials in plain sight
 • Lock file drawers and office doors when not in use
 • Be careful with ad and commercial roughs and ad proofs
 • Remove all materials from conference rooms after meetings
 • Be conscious of public conversations having to do with clients’ business
 • Maintain a desk clean of sensitive and confidential materials
Staff members who arrange for the services of an independent contractor (“Freelancer”) are  
responsible for obtaining from them a signed agreement concerning confidentiality (available 
from the Human Resources Department).

Whether you write it, type it, design it, or carry it – keep it confidential!
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RECORD RETENTION POLICY

The proliferation of paper and electronic data in our business has several consequences —
growing file and storage costs, as well as unselective client records that become too  
cumbersome to be of use and could even have negative impact.

File retention is a company decision, not an individual one. KTG records belong to KTG  
and not to the individuals who generate them.  
These strict guidelines are to be followed by all employees.

Here is KTG’s Record Retention Policy (the “Policy”): 
 
I. Unless otherwise set forth in the attachment or required by agency-client  
 agreements, the policy is that most documents, in paper and electronic form,  
 should be retained for a maximum of two years: one year in active files, one  
 year in storage.

II.  The only exceptions to Rule No. 1 are indicated on the “Exceptions to the  
 Record Retention Policy” (the “Exceptions Schedule”), which is available through  
 Human Resources, or as set forth in individual agency-client agreements. All storage  
 slips must designate the length of storage time. As indicated on the Exceptions Schedule,  
 certain records are required to be maintained by law and their destruction can have an  
 adverse impact on KTG as well as on the individual who destroyed them. Accordingly,  
 it is imperative that you take all necessary steps to ensure that records required to be  
 maintained by law are maintained and not destroyed.

III.  Requests for other specific exceptions to these guidelines must be individually approved  
 by the KTG CFO.

IV.  Department Heads and client account leads (GM, Group Account Director or Account  
 Director) must make sure the files are reviewed and cleaned regularly. They must also  
 review materials now in storage, and identify, exceptions to the policy.

V.  Files will be checked to ensure they comply with the guidelines, and materials in storage  
 that do not comply with the guidelines will be destroyed.

VI.  Materials sent to storage will be automatically destroyed after one year, unless  
 accompanied by a description of exception, including length of storage time.

VII. Active files should be kept as lean as possible. Generally, the originator of a memo   
 should be responsible for filing; there is no need to keep information copies on file.

VIII. Clients should be informed of this policy by each client account lead, so the client may  
 inform us of particular needs to keep documents for a longer or shorter length of time. 
 These situations should be specifically approved by legal counsel.

IX. All files — both active and storage — must comply with this policy.
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X. It is a criminal violation to knowingly alter, destroy, mutilate, conceal, cover up, falsify,  
 or make a false entry in any record, document, or tangible object with the intent to  
 impede, obstruct, or influence the investigation of any matter within the jurisdiction of  
 any department or agency of the United States, or in relation to or contemplation of any  
 such matter or case. Additionally, there can be adverse consequences to destroying  
 documents that are the subject of legal proceedings, including documents kept in  
 electronic form. Accordingly, it is critical to retain all documents in KTG’s  
 possession —  whether in electronic or hard copy form and whether created and/or  
 maintained by current or former employees — related to an actual or contemplated  
 government investigation or legal proceeding. This includes investigations by the  
 Equal Employment Opportunity Commission, Department of Labor, the Federal  
 Trade Commission, the United States General Accounting Office, etc. Anyone who  
 becomes aware of any investigation or legal proceeding concerning KTG, or  
 contemplated investigation or legal proceeding should contact the KTG CFO  
 immediately. Upon KTG becoming aware of an actual or contemplated  
 government investigation or legal proceeding, all employees likely to have  
 documents relevant to such an investigation and/or legal proceeding and KTG’s IT  
 and Records departments will be sent a preservation letter notice. 

XI.  In the event of employee transfer or termination, the Department Head for that employee  
 shall be responsible for:

  •   ensuring that the records of employees who leave that department are  
processed in accordance with the provisions of this Policy and the   
Exceptions Schedule; and 

  •   for ensuring that the IT Department preserves the electronic records of that  
departing employee in accordance with the provisions of this Policy.

XII.  Electronic Documents

 Electronic documents are treated like other KTG records and are to be maintained,  
 discarded and/or destroyed in accordance with this Policy. E-mail messages (including  
 attachments) and all other electronic records (such as documents, spreadsheets,  
 presentations, graphics and multimedia files) should be retained, in hard copy or  
 electronic form, and maintained, discarded and/or destroyed in accordance with this   
 Policy and the Exceptions Schedule. Electronic records are subject to the same   
 retention periods (which are based on content, not form) and, may be required to be  
 produced in the case of a subpoena, government or regulatory investigation, or litigation.  
 Storage of electronic records in electronic form should be on a medium that has been  
 approved by KTG’s Information Technology (“IT”) Department until such time as they may  
 be discarded or destroyed in accordance with this Policy and the attached Exceptions  
 Schedule. If you have any questions concerning the deletion or storage of electronic  
 records, please contact KTG’s CFO or Human Resources.

 Unless responsive to a subpoena, or relevant to a government or regulatory investigation,  
 litigation or claim otherwise required for retention under this Policy, e-mail messages  
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 should generally be deleted as soon as practicable. KTG has allocated electronic storage  
 space to save seven years of messages for each user. Older messages will be  
 automatically deleted. Backup copies of e-mail messages will not be retained. If under  
 the Policy or the Exceptions Schedule, an e-mail should be retained for longer than   
 seven years, employees should place the e-mail in a folder in the employee’s Personal  
 Folders, or in other such folders that KTG may create for long-term storage. Alternatively,  
 e-mails may be printed out and retained in paper form in accordance with the Policy and  
 Exceptions Schedule. If electronic records such as e-mail need to be stored indefinitely  
 because of this Policy or Exceptions Schedule, employees should contact the Legal  
 Department to arrange appropriate measures for retaining such records.

 The IT Department has specific procedures for backup of data from KTG servers and  
 individual computers. Backup tapes will only be stored for a limited period of time and  
 then erased and over-written. Employees should not rely on the existence of data  
 backups for record retention. Instead, if an electronic record should be retained for longer  
 than it will otherwise remain on the system, the relevant employee(s) should take the  
 steps outlined above to ensure that the record is retained as required. 

 E-mail — A Special Caution:

  All use of e-mail must be consistent with all other KTG policies, including but not   
  limited to those relating to harassment, privacy, insider trading, confidentiality,  
  copyrights, trademarks, trade secrets and other intellectual property considerations.  
  Employees should have no expectation of privacy in e-mails sent or received on KTG  
  e-mail servers or KTG-issued equipment. E-mail may not be used for any  
  unauthorized or unlawful purpose. When electronic mail messages or files are  
  created, they should not include comments, language, images or other files that any   
  personnel would be embarrassed to have read by any person. “Private” e-mail  
  messages may easily be forwarded to a wide audience. Such messages, taken out   
  of context, could  easily be misinterpreted. All e-mail communications, therefore,   
  should be conducted with the same care, judgment and responsibility that would be  
  used when sending letters or memoranda written on KTG letterhead. For additional  
  information, please refer to the IT Policy manual. 

 Employees should not:

 •   Copy electronic records to home computers, portable devices such as personal 
laptop computers, digital assistants, portable hard drives or floppy or CD-ROM 
discs for the purpose of keeping them there permanently or for extended  
periods of time. 

 •   Forward KTG e-mail to an external e-mail account. 

 •   Keep copies of e-mail messages in wireless or other portable e-mail devices for 
more than 90 days.

For a detailed guide listing specific documents, please contact Human Resources.  
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INSIDER TRADING/CONFIDENTIAL INFORMATION

I. Objective

To ensure employees, senior management and the Company adhere to the requirements,  
regulations and all applicable legislation relating to our Public Company status, the following 
are guidelines relating to disclosure of privileged information, specifically in relation to KTG 
and its clients, plus any other Publicis Groupe clients that you may have access to.

II. Scope

This policy applies to all companies controlled directly by Publicis Groupe, SA.

III. Application

All employees may have access to important confidential information not generally known to 
the public about KTG, the Groupe, its clients or other corporations it may be planning to do 
future business with (whether or not associated with KTG or the Groupe).

The use of any such information for the profit or advantage of an employee or another person 
is strictly prohibited.

All employees shall not, without the proper authority, disclose information or data of a  
confidential nature concerning KTG, the Groupe, its clients, or associates of KTG or Groupe 
companies. KTG’s CEO, President or CFO can give proper authority. These individuals, by 
authorizing such disclosure, will have obtained the proper authority from Publicis Groupe S.A. 
General Secretary, CFO or Chairman and CEO.

Any confidential information emanating from our clients is their property. It is prohibited by our 
code of conduct to divulge such information and this regulation must be strictly enforced at all 
levels within the Company. In the context of ever-intensifying competition, the slightest  
indiscretion concerning our client’s work methods, their relationship with the Company and 
their products or development could have serious consequences.

Prior to authorizing any such disclosure relating to client information, it is necessary to ensure 
that the client has authorized such disclosure and that the Company is not in breach of any 
contractual obligations.

In a situation when legal compliance requires the release of confidential information, prior to 
the information being released, it is critical that KTG’s executive management is made aware 
of such a request. It is also critical that all client contractual obligations are upheld and that 
the client is advised of such request and any legal requirement of KTG or the Publicis Groupe 
to comply.
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GIFTS AND INDUCEMENTS

I. Objective

The objective of this policy is to clearly communicate the handling of Gifts and Inducements at 
KTG so as to avoid any potential ethical problems.

II. Application

From Suppliers 

It must be ensured that the KTG’s integrity is not compromised. Therefore all transactions 
must be undertaken extremely ethically. Even when gifts and entertainment are exchanged 
out of the purest motives, they can be misunderstood. They can appear to be attempts to 
bribe our employees into directing KTG business towards a particular Supplier. To avoid both 
the reality and the appearance of improper relations with Suppliers, the following standards 
will apply to the receipt of gifts or entertainment by employees of KTG.

Gifts to Staff Members or Family Members

Employees cannot accept gifts that are not of nominal intrinsic value or that are standard  
advertising and promotional material clearly marked with the company or brand name.

Gifts that are in excess of $200 cannot be accepted and must be reported to  
senior management.

Items that would fall into this category, as an indication, are as follows:

 •  Any travel and accommodation (including “free” travel from travel agents,  
airlines or hotels or travel for holidays or to any family member)

 • Gifts or subsidies to employees and family members 

 •  Cards or vouchers issued that enable free or subsidized access, or use of 
equipment or premises (for example gym memberships, season access to 
sporting or cultural events, annual access to movies or theaters, gifting to the 
employee or hiring on employees’ behalf of a TV or video player for extended 
periods to watch advertisements and similar)

 • Gifts of computers, mobile phones, expensive briefcases, luggage, etc.

 •  Cash or numbered bank accounts with deposits are expressly prohibited,  
regardless of value

There are situations where a gift may be given, it is worth more than a nominal value and  
returning the gift or paying for it, may offend the giver. In this situation the gift must be  
reported to KTG senior management and the CFO must be informed.

These situations will be handled on a case by case basis.
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Kickbacks and Rebates

Purchases and sales of goods and services by KTG must not lead to employees or their  
families receiving any type of personal kickbacks or rebates. Employees or their families  
must not accept any form of under-the-table payment.

Gifts by the Company to the Staff

All Company gifts to staff members (for tenure, marriage, the birth of a child, etc.) must be  
approved by Human Resources or the CFO. 

Entertainment

Employees should not solicit entertainment from any company with whom KTG does  
business. Entertainment includes, but is not limited to, activities such as dinner parties,  
theater tickets and sporting events (including the travel to such events).

From time to time employees may accept unsolicited entertainment, but only under the  
following circumstances:

 • The entertainment is common and not an unusual gift for the giver
 • It arises out of the ordinary course of business
 •  It involves reasonable, not lavish, expenditure (the amounts involved should be 

at levels employees are accustomed to spending personally)
 • The entertainment takes place in an appropriate setting
Entertainment should be declared, before acceptance, to senior management that falls  
outside these guidelines and in particular where entertainment involves travel from the  
employee’s standard area of operations and the travel is also being paid.

From or to Clients

Employees must ensure all dealings with customers and potential clients are fair and  
above-board. KTG does not give unethical or illegal rebates, kickbacks, under-the-table  
payments or other similar improper favors to customers or their representatives.

The following standards should serve as a guide to the group approach to this issue:

 •  Entertainment for any customer must fit regular business practice. The  
entertainment must be reasonable, appropriate and cleared by KTG senior  
management prior to the event

 •  All laws governing relations with customers and competitors should be  
complied with

 •  Any employees involved with government contracts must know and abide by  
the specific rules and regulations covering relations with public agencies

 •  Employees will give no gifts to customers, except of nominal value that fit the 
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legal, normal and customary pattern of the Company’s sales efforts in a  
particular market

 •  Some KTG clients have specific rules about gift giving and these rules need  
to be followed 

NEW YORK STATE LAWS

Lactation

Employees who are nursing are provided with break time to express breast milk for up to 
3 years after the birth of a child. Employees will not be discriminated against or retaliated 
against for exercising their rights under this policy and reasonable efforts will be made to  
provide a private room or location in close proximity to the work area for this purpose.

Blood Donation

Employees who work an average of at least 20 hours per week are eligible for up to 3 hours 
of unpaid leave in any 12-month period for donating blood. Employees must provide advance 
notice of at least 3 working days of their intention to avail themselves of this leave, except in 
emergency situations. Employees may use accrued paid time off for this purpose.


