











































































































































































































































































































PURPOSE OF THE HANDBOOK

This handbook has been prepared to summarize the personnel policies and procedures that are
applicable to employees of the Office of Congressman David Schweikert. You should read the
information in this handbook promptly and thoroughly so that you have an understanding of
the policies and procedures of the Office. This handbook, however, cannot anticipate every
situation or answer every question about your employment; it can provide only an overview of
policies and procedures. It is not an express or implied contract or legal document, nor should
its contents be considered a strict interpretation of the policies, procedure3s or benefits that
are described in this handbook.

This handbook is effective as of January 1, 2011 and it supersedes any and all prior employee
handbooks and personnel policies.

In order to meet the changing circumstances, the Office reserves the right to change, revise, or
rescind any of the policies, procedures or benefits described in this handbook (other than the
at-will nature of the employment relationship) whenever, in its sole discretion, the Office
deems it appropriate to do so. Policies and procedures are subject to interpretation by the
Office, and exceptions may be made in individual cases at the discretion of the Congressman or
his Chief of Staff.

In addition to the policies and procedures in this handbook, every employee of the Office has a
general duty to comply with applicable Federal laws, Rules of the House of Representatives,
and Regulations of the Committee on House Oversight (including those contained in the
Members Congressional Handbook.)
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WASHINGTON, D.C. OFFICE

The Washington, D.C. office is the legislative headquarters for Congressman Schweikert. The
office is located at 1205 Longworth House Office Building, Washington, D.C. 20515. The
telephone is 202-225-2190. The fax machine is accessible 24 hours a day at 202-225-0096.

Employees as of January 31, 2011 in the DC office include:

Chief of Staff Oliver Schwab
Deputy Chief of Staff/Scheduler Susan Marshall
Legislative Assistant Matt Tully
Communications Director Rachel Semmell
Legislative Assistant Cassi Sonn
Legislative Assistant Beau Benson
Legislative Correspondent Ryan White
Staff Assistant Janet Johnson

ARIZONA OFFICE

Congressman Schweikert maintains one office Arizona in Scottsdale. The Arizona operation is
under the direction and supervision of the District Director who is responsible for the operation
of the District staff. The address is: 10603 N. Hayden Road, Suite 108, Scottsdale, AZ 85260.
The telephone number is 480-946-2411. The fax machine is accessible 24 hours a day at 480-
946-2446.

Employees as of January 31, 2011 in this office include:

District Director Kevin Knight

District Aide Ernestina Borquez-Smith
District Aide Garret Archer

District Aide Jesse Hernandez

District Aide Jared Olson

Scheduler Linda Rizzo

Staff Assistant Maria Baer

The Scottsdale office will assist all DC office assistants in office procedures, casework, letter
writing, etc.
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PERSONNEL RECORDS

it is the policy of the Cffice to keep personnel-related information maintained in confidence to
the greatest extent practicable. Information from employee files will be released only as
follows:

e to the employee at his or her request;

e to third parties, where required by judicial orders, subpoenas and law enforcement
requests; and

e to management with a need to know

Each current employee may review his or her own file upon request and may request copies of
any or all information contained therein.

It is important that the Office and the House Employee Services Office be informed on a timely
basis of any change with respect to the following:

Name

Address

Home telephone number
Employment Eligibility (Form 1-9)

It is your responsibility to inform the House Employee Services Office on a timely basis of any
change with respect to the following:

Beneficiary designation {for insurance and other benefit plans)

Number of dependents (for income tax withholding and insurance status/eligibility purposes)
Marital status (for income tax withholding and insurance status/eligibility purposes)
Relationship to any Member of Congress

In addition, it is important that the Office maintain an emergency contact for each employee (in
the event of injury or illness) and that the employee promptly notify the Office of any changes
with respect to the emergency contact.

PAYROLL

Employees are paid on the last business day of each month via direct deposit to the employee’s
chosen financial institution. Questions regarding direct deposit should be directed to the Office
of Payroll and Benefits at 5-1435. Salaries are paid on the first working day preceding the last
day of any month when the last day of such month falls on a Sunday or legal holiday.
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Il. GENERAL OFFICE POLICY
OFFICE HOURS/AFTER-HOURS WORK OBLIGATIONS

Regular office operating hours shall be established for both the Scottsdale and Washington,
D.C. offices. All employees are expected to conform to those hours. In addition, because of the
nature of the work done by the Congressman’s Office, there will often be a requirement for
employees to work beyond regular office hours. These before- and after-hour duties are a
normal part of the job, and participation is a part of each employee’s duty and is not optional.
Failure to share equally in these before- and after-hour responsibilities as requested will result
in discipline or termination at the Congressman’s discretion.

D.C. Office regular hours of operation are from 9:00 a.m. to 6:00 p.m. District Office regular
hours of operation are 9:00 a.m. to 5:00 p.m. Monday through Friday. Telephones must be fully
staffed during office hours. The Office reserves the right to establish additional or modified
hours of operation depending on the schedule of the House.

Because of the uncertainties of legislative business, hours of business for exempt legislative
employees will be dictated by the House and the Congressman’s schedule.

When the House is in session, the legislative staff is expected to remain until the legislative
director or chief of staff determines that they are no longer needed. If they are unable to be
present, arrangements must be made with the legislative director in advance.

Anyone leaving the Office during the day should sign out on the Board where they will be, how
they can be reached and when they are expected to return. This is essential in the event the
Congressman or the Office needs your assistance. Anyone leaving for more than an hour must
check with his or her direct supervisor and COS for approval. Each person has a Blackberry.
Please check it is in working order at all and with you.

If you are absent or tardy for any reason, you must speak with your supervisor as early soon as
possible.

Employees are required to be at work whenever the Office is open. When weather conditions
or other emergencies make it unsafe to travel to and from work, the Office will be open for
essential services only. This policy goes into effect only when media reports indicate federal
government offices are completely closed due to inclement weather, or when the Chief of
State/Deputy Chief of Staff has determined that the Office will be closed.
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OFFICE MORALE/EMPLOYEE ATTITUDE/ESPRIT DE CORPS

it is essential to the work of the Congressman’s Office for there to be a positive atmosphere of
high spirit, devotion to the duties and goals of the Congressman and his Office, and dedication
to the work of serving the people of the Congressional district. The Office at all times strives to
create this atmosphere of high morale, esprit de corps, and dedication to the goals Of the
Congressman and the Office.

The Congressman maintains an open-door policy regarding the operation, policies, positions,
and management of the Office. Similarly, all supervisory personnel maintain an open-door
policy regarding such matters. Accordingly, if any employee has a job related question or
concern, that employee is welcome, encouraged, and expected to express his or her concerns
to their supervisor, or directly to the Congressman whenever the need arises. Likewise, in order
to ensure positive morale and high team esprit de corps, employees are expected to refrain
from expressing disapproval of Office policies or positions or of the Congressman to other
employees.

Employees who violate this policy by expressing disapproval of Office management, policies,
procedures or positions or disapproval of the Congressman to other employees; or who in any
other way fail to contribute to positive office morale and esprit de corps; or who manifest a less
than positive attitude toward their work, the Office, or the Congressman, should expect that
they will be disciplined and may be terminated for such conduct.

LUNCH BREAKS

Employees may take a lunch break of up to a maximum of one hour, no longer. If for any
reason, an employee needs to be away from the office for more than an hour, such employee
must ask for and obtain permission from his/her supervisor in advance. Additional time may be
permitted solely within the discretion of the employee’s supervisor and must be made up at a
later timer in accordance with Office policies. Other than the lunch period, no other extended
breaks are provided. Whenever any employee is late, written notice shall be provided by their
supervisor to the Chief of Staff and Congressman.

GRAMMAR/WRITING SKILLS

All staff members are expected to write clearly and use proper grammar, punctuation and style
in all office communications including outgoing correspondence, internal memaos, and
communications including internal and inter-office email.

EMPLOYEE CLASSIFICATION

Employees are classified into one of the following two categories:

11
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e Employees who are FExempt from the overtime requirements of the Fair Labor Standards
Act, as incorporated by the Congressional Accountability Act, are those who are not
required to be paid overtime for all hours worked in excess of 40 hours in one work
week. Exempt employees are expected to work whatever hours are necessary to meet
the job responsibilities and needs of the Office.

e Employees who are Non-Exempt from the overtime requirements of the Fair Labor
Standards Act, as incorporated by the Congressional Accountability Act, are those who
are required to be compensated for all hours worked in excess of 40 hours per work
week.

The employee classification determination is based on the actual duties of the job and
responsibilities of the employee.

HOUSEKEEPING

Staff Desk Area: Desks should be kept clear of clutter and piles of paper on the floor in your
immediate area should be kept clear of debris.

Bathrooms: Although the cleaning crew is primarily responsible for maintaining all bathrooms,
it is the staff’s duty to keep these rooms tidy and free of personal items.

Coffee Area: Each staff person is responsible for cleaning up after themselves in terms of spills,
used coffee cups, etc. Every Friday each staff person should clear the refrigerator of all food
items that they have left there during the week. Each person who has coffee is responsible for
replenishing those supplies.

Copy Machine, Fax, Auto-pen, Computer and Printer Areas: These areas should be kept clear of
unneeded papers, debris, etc. Extra reams of paper should be kept neatly stacked.

Other Common Areas: Aisles should be kept clear at all times. The coat area should be kept
neat and orderly. Unneeded clothing should be removed at the end of the day.

If any major housekeeping needs to be done, the Scheduler should be notified so that the
housekeeping staff can be contacted.

PROFESSIONAL CONDUCT & ETIQUETTE
General Courtesy: It is essential that all staff members treat visitors, callers, and other staff

members and the Congressman in a professional manner with courtesy and respect. All visitors
and callers should be greeted enthusiastically and received warmly by everyone they meet.

Respect for office personnel and personal effects of other staff: Staff members should conduct
themselves in a professional manner maintaining congenial relations with other staff members
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and treating them with courtesy and respect. Nothing should be borrowed from another staff
member without permission. Always ask first and return anything that you may borrow in a
timely manner.

Voice level: In Washington, please remember that we work in tight quarters with very little
privacy. To maintain an acceptable noise level, staff should keep their voices down, particularly
when on the phane.

Acceptable language: This is a professional office. Use of profanity and disrespectful language
is not acceptable and will be subject to discipline, up to and including termination. If you have a
disagreement with anyone, please discuss it confidentially and respectfully.

Minimizing interruptions: Although we work under enormous pressure, please be respectful of
each other’s time. If you have an important message for another staff member who is busy,
excuse yourself in a courteous manner, and then wait until he or she is able to speak to you
unless the Congressman needs you. He takes priority.

Addressing the Congressman: Congressman Schweikert should be treated respectfully in a
professional manner. When invited to do so by the Congressman, you may address him by his
first name within the privacy of his personal office. He should always be addressed and referred
to by title when visitors or other non-staff members are present.

CONFLICTS OF INTEREST/ETHICS IN GOVERNMENT ACT

All employees of the Office must strictly comply with the provisions of the Ethics in Government
Act, House Rule XXV and other applicable House Rules regarding outside income, gifts, and
personal financial disclosure, if required. It is the responsibility of the employee to become
familiar with the requirements of House Ethics rules as well as, House Rule XXII. Failure to
comply may be grounds for dismissal.

The Committee on Ethics has prepared forms for financial disclosure, together with a detailed
explanation of requirements of the Ethics in Government Act. Questions regarding financial
disclosure may be directed to the Committee.

Employees of the Office are not to engage in conduct that constitutes a conflict of interest or a
potential conflict of interest. In general, a “conflict of interest” is any situation in which an
employee’s conduct of his or her job conflicts with his or her private economic affairs.

Generally, acceptance of gifts, other than from family or close personal friends, is prohibited by

House Rule XXV. Therefore, you must contact the Chief of Staff regarding any offers of gifts,
money or other benefits offered by a lobbyist or anyone that has dealings with the Office.
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Contact the Committee on Ethics if you have even the slightest concern that particular conduct,
including the acceptance of any gift, might constitute a conflict of interest or a violation of
House Rules or Federal law.

Employees should err on the side of caution when confronted with a potential conflict of
interest and discuss the matter with their supervisor and/or the Committee on Standards of
Official Conduct.

OUTSIDE EMPLOYMENT

Employees of the Office may not secure employment outside the Office that conflicts with the
performance of their official duties. Further, the House employees who engage in private
employment may not do so to the neglect of their congressional duties, on official time for
which a salary is received from the United States Treasury, or if the employment is gained
through improper use of their official positions, It is the responsibility of each employee to
notify the Chief of Staff/Deputy Chief of Staff of all outside employment.

In addition, certain employees face limitations on outside employment and earned income
under House rule XXV. All employees assume full responsibility for complying with House Rules
and Federal law. Contact the Office of Advice and Education at the Committee on Ethics if you
have any questions about outside employment.

Upon separation from employment with the Office, certain employees are prohibited from
lobbying certain Members of Congress and their staffs for a period of at least one year. For
more information, contact the Committee on Ethics.

POLITICAL ACTIVITIES

Employees of the Office may engage in campaign work only on their own time. Official House
property, equipment and resources may not be used for campaign activities. Campaign
confributions may not be solicited on, or be delivered to, House property.

The 2/28/96 Congressional Research Service (CRS) publication — Campaign Activities by
Congressional Employees — provides a good summary of regulations that govern the
participation of House employees in campaigns and campaign fund-raising.

DOMESTIC/FOREIGN GIFTS AND TRAVEL

Rules of the House and then Foreign Gifts and Decorations Act govern your conduct relating to
travel to foreign countries and the acceptance of gifts or hospitality from foreign nationals or
governments. Staff members are required to consult with the Office of Advice and Education at
the Committee on Ethics regarding those laws and rules, and to notify the Chief of Staff before
traveling to foreign countries on House business or accepting gifts from foreign nationals or
governments.
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REIMBURSEMENT FOR OFFICIAL BUSINESS

All staff travel on official Congressional business must be approved in advance by the COS. To
obtain reimbursement for an airline ticket or for meal expenses when on overnight travel, an
original receipt must be submitted to the Scheduler with a note indicating the purpose of the
trip and the nature of the business that was conducted for the Office. The receipts should be
turned in as soon as possible following the end of the trip. Reimbursement for mileage incurred
by a staff member using a privately owned vehicle is made only after a travel record stating the
purpose of the trip is submitted to the Scheduler.

Lodging or car rental expenses for official travel by staff are reimbursed only if prior approval
for such lodging has been obtained. Meal reimbursements should be kept to a minimum and
are limited to those staff traveling on official overnight travel. At no time are alcoholic
beverages or other entertainment expenses to be reimbursed.

THE FRANK

The “frank” is the term applied to the use of the signature of a Member of Congress on mail in
lieu of postage.

All staff of the Office should review the publication, Regulations on the Use of the
Congressional Frank, published by the Commission on Congressional Mailing Standards
{Franking Commission), before sending any mail for the Office.

The frank is to be used only for official business. Under no circumstances should the frank or
official resources be used for an employee’s personal mail. This rule applies to “inside mail” as
well.

The frank cannot be used on mail to foreign counties (other than APO or FPO boxes). Letters or
documents to foreign officials should be sent in care of the country’s consulate in the United
States. If that is not possible, weigh the letter/document and obtain the proper amount of
postage from the Scheduler.

Questions regarding use of the frank, and requests for advisory opinions on the frankability,
should be submitted to the Commission on Congressional Mailing Standards, 1313 Longworth
HOB.

MASS MAILINGS

The Office is required by House Rule XXIV to seek an advisory opinion as to whether proposed
mass mailings are in compliance with all applicable laws, rules and regulations, from the
Commission on Congressional Mailing Standards. Franking comprises two parts —a pre-
appraisal is first approval. There is a second final approval that is necessary to be obtained in
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order for the mass franked piece to comply with house Franking rules and to be paid for
through the official MRA. ALL STAFF should consult the Deputy Chief of staff and the Legislative
director prior to seeking preliminary approval for a “franked Mail piece. Anything that is under
500 pieces, of “Unsolicited mail” does not have to be approved by franking.

A mass mailing is generally defined as any mailing of 500 items or more of substantially
identical content within any session of Congress. For reporting purposes, each staff member is
responsible for providing the Legislative Director with three copies of any document that is part
of a mass mailing.

Compliance with these regulations is extremely important because the Office is responsible for
complying with all applicable provisions of Federal law, House Rules, and Regulations of the
Commission on Congressional Mailing Standards and the Committee on House Administration.

DRUB ABUSE POLICY

The Office strictly prohibits the unlawful manufacture, sale, distribution, dispensation,
possession or use of controlled substances in the workplace or while on paid time. This policy
also strictly prohibits all employees from heing under the influence of drugs (see discussion
below for prohibited drug use) or alcohol while on paid time or while on workplace premises.

Prohibited drug use includes any and all controlled substances except those taken pursuant to a
prescription. It also includes the medically unauthorized taking of any prescription drug as well
as the use of prescription medications illegally obtained or used in a manner inconsistent with
the direction of the prescribing physician. Finally, prohibited drug use includes the abuse of
over-the-counter medications used in a manner inconsistent with its intended purpose so as to
affect the performance of the employee.

SMOKING POLICY

The Washington and Arizona offices of Congressman Schweikert are non-smoking offices. Staff
wishing to smoke should do so outside the federal building. Staff members who smoke are
reminded to be considerate of their fellow employees.

RECEPTIONS & INVITATIONS

Occasionally, staff will be asked to represent the Congressman at meetings, receptions or other
social functions. At such events, staff members are REPRESENTING the Congressman at ALL
TIMES. If the staff is asked to make comments or speak, it is ALWAYS on behalf of Congressman
Schweikert. All of these should be cleared with the COS. It is the staff’s responsibility to
represent his positions accurately and to decline to provide any response other than
Congressman Schweikert’s official position.
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Any invitations that are received for the Congressman are for him. Permission to transfer any
invitation must come from him directly.

INTERNS

Interns are treated the same as regular staff members and are expected to maintain the same
high standards in their work and in their conduct. Students are expected to make their own
travel and lodging arrangements for the time they are in Washington. However, Congressman
Schweikert’s staff can offer guidance for students should any assistance be needed.

it is understood that as an unpaid volunteer in this Office, some of the intern’s time may be
directed to looking for work. We support those efforts, but will require that interns give their
office duties first priority while in the office. However, interns should not hesitate to request
time off to conduct their employment search.

TELEPHONE & GREETING VISITORS

When ANSWERING THE PHONE, SAY: Good morning {afternoon), Congressman David
Schweikert’s office, this is , how may | be of service?” Phone etiquette is
critically important. It is often the only contact a constituent has with the Congressman. A
constituent will react favorably or unfavorably, relating their positive or negative experiences,
to countless other constituents. Its importance to the overall success of the office cannot be
overstated. The staff assistant is responsible for answering the phone by the second ring. If the
staff assistant is on the phone, ALL staff members are responsible for answering the phone.
NEVER allows the phone to ring more than three times. ALL members of the staff are expected
to answer the phone when necessary to ensure that all calls are answered by the third ring. In
addition, all staff members are expected to project an enthusiastic, warm, friendly and
courteous attitude — making sure that telephone inquiries are handed professionally and
messages are taken and passed on in a timely fashion.

When you are on the telephone and another line is ringing, please ask the first caller to hold
while you answer the second lone with “Congressman David Schweikert’s office, will you hold
please?” Return to the first caller, resolve the call and answer the call on hold with “Thank you
for holding, this is , may | help you?”

When taking a call for someone in the office, get the name of the caller and the purpose of the
call asking “Will the (party called) know what this is regarding?” This will help ensure that calls
are properly channeled. If a call comes in for a staff member who is not available, take a
detailed message writing the name of the caller (with correct spelling), date and time of call,
purpose of the call, and the telephone number. ALL of this information is essential. Messages
are to be recorded on the most advanced technological device available - this means that
everyone must be adept at using voice mail. If someone is unavailable, NEVER say “he’s at
funch, in the bathroom, etc.” Please say “he/she is out of the office or in a meeting.”

17

CONFIDENTIAL DSS — ROS (18C)_00003243
COE.SCHWEIKERT.022282







































































