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Letter from the President & General Manager 

 
Dear Employee, 

Welcome to Sun Valley Company and thank you for choosing to share your talents with us. Sun Valley Resort 
has a proud heritage as one of the finest mountain resorts in the world, and I welcome you as part of the team 
charged with continuing that legacy. 

Sun Valley Resort is composed of the finest facilities, from an idyllic village with fine lodging, restaurants, 
shops, conference facilities, golf, and many other recreation facilities, to the legendary slopes of Dollar and Bald 
Mountains. Of greater importance than these fine facilities, is the commitment and dedication of our entire 
staff to one simple mission: to achieve 100% guest satisfaction. I thank you for your best efforts to achieve this 
mission. 

Whether you are with us for a season or a lifetime, I wish you a safe and fun experience. 

Best wishes, 

Tim Silva 
President & General Manager 
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Sun Valley / Grand America Hotels & Resorts 
Sun Valley Company is part of a family of hotels and resorts. The first of these properties, Little America 
Wyoming, was founded in the late 1930’s. The following are part of The Sinclair Companies family of hotels and 
resorts: 

• The original Little America, a unique property serving the traveling public, is its own town in Wyoming 
on Interstate 80, 150 miles east of Salt Lake City. 

• Little America Cheyenne, in eastern Wyoming, offers complete convention facilities and an executive 
golf course. 

• Sun Valley, in Idaho, is one of the nation’s exceptional year-round resorts. 

• The Westgate Hotel, San Diego, California offers classic 18th century European décor. 

• Little America Flagstaff, in Arizona, is located on 600 acres of ponderosa forest at the gateway to the 
Grand Canyon and other scenic wonders of the Southwest, and offers complete convention facilities. 

• Little America Hotel, conveniently located in the heart of downtown Salt Lake City, is one of the 
premier hotels in the state of Utah. 

• Snowbasin, A Sun Valley Resort, located east of Ogden, Utah, is a world-class resort and venue to 
several events of the 2002 Olympic Winter Games. 

• The Grand America Hotel occupies an entire square block adjacent to the Little America Hotel and is a 
world-class hotel and the first of its kind in Utah. 

Legend of Little America 
Back in the eighteen-nineties when Little America’s founder, Stephen Mack Covey was a young man herding 
sheep in a dreary section of Wyoming, he became lost in a raging Northeast blizzard and was forced to camp 
out all night at the place where the original Little America now stands. On that long January night, in a terrible 
storm, with fifty-mile per hour winds and 40 below temperatures, he longed for a warm fire, something to eat 
and wool blankets. He thought what a blessing it would be if some good soul would build a house of shelter at 
that desolate spot. Many times in his heart he dreamed of a haven for travelers with a crackling fire, a warm bed, 
and delicious food. 

In the nineteen-thirties when he saw Admiral Byrd’s picture of “Little America” in Antarctica and his isolation so 
many miles from his base camp, it reminded Mr. Covey of his experience in the Wyoming blizzard. The thought 
came back to fulfill his dream, to erect a haven of refuge on the spot of his harrowing experience. The name, of 
course, was a natural “Little America”. 

From its beginning on Wyoming’s southwestern desert, Little America has grown to include properties 
throughout the Western United States. 
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Facts About Sun Valley Company 
Since 1936, Sun Valley has held the distinction, “The American Original.” Born out of a desire to bring the 
magic of the European ski resorts to America, Sun Valley quickly became a phenomenon, without peer on this 
continent or any other. Boasting four distinct seasons, each as awe-inspiring as the next, Sun Valley’s nearly one 
million acres of wilderness promise long sunny days, bright starry nights and a resort experience our guests will 
cherish for generations to come. 

In 1935, the Union Pacific Railroad hired Count Felix Schaffgotsch to locate the perfect spot for a grand 
American resort. His description of Sun Valley was, “This area combines more delightful features than any 
place I have ever seen in the U.S., Switzerland or Austria.” Sun Valley soon became known by its nickname: 
“American Shangri-La.” The chairlift was invented here, America’s first skiing gold medalists trained on the 
slopes, and for generations, everyone from European nobility, and Hollywood royalty and all-American 
families have enjoyed the seemingly endless runs and tranquil village. 

In addition to boasting one of the finest ski mountains in the world (Baldy), and Dollar Mountain (an 
outstanding teaching mountain) Sun Valley has award winning mountain lodges (Carol’s Dollar Lodge, Warm 
Springs, River Run and Seattle Ridge) which offer guests breathtaking views as well as amenities such as fine 
dining, retail shops, rental and locker facilities. Sun Valley’s ski and snowboard school is world-renowned. 

In the village, guests can enjoy the quaint shops, ice rink, sleigh rides, heated swimming pools, Nordic and 
Snowshoe Center, bowling, a theatre and outstanding restaurants, such as Gretchen’s, Konditorei, The Ram, 
Village Station, the Sun Valley Club and Trail Creek Cabin. 

The summer months are just as exciting, with recreational offerings such as the Sun Valley Resort golf course, 
one of the most challenging in the nation, lift rides to the top of Baldy, mountain biking, hiking, tennis, 
swimming, horseback riding, paddling on the lake, as well the Saturday night Ice Show and Buffet, featuring 
the biggest names on the skating circuit. During the warm summer months, Sun Valley also hosts a concert 
series featuring the Sun Valley Symphony, an arts festival, and ends the season with the renowned Jazz festival. 

Sun Valley offers accommodations to guests in a variety of ways, beginning with the historic Lodge and Inn, 
both recently remodeled, and which provide elegant and old world charm, as well as flat-screen plasma TV’s 
and Wi-Fi  Internet  access. From cozy cottages to three bedroom condominiums, Sun Valley provides world- 
class lodging. The convention center, adjacent to the Inn, has also been remodeled to include high-tech audio- 
visual offerings. 

Since 1977, Sun Valley has been part of the Earl and Carol Holding family of hotels and resorts. Long known 
for their attention to detail and an emphasis on quality, the Holdings have made Sun Valley a destination of 
choice for millions of guests.
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Employee Handbook 

Co-Employer Relationship 
Welcome to Sun Valley Company/Grand America Hotels & Resorts/Sinclair Services Company (hereinafter 
“Sun Valley Company”). You have been hired as an employee of both Sun Valley Company and Sinclair 
Services Company. Sinclair Services Company provides a variety of staffing and employment management 
services for Sun Valley Company. 

Equal Employment Opportunity 
Sun Valley Company is an equal opportunity employer and is committed to develop, implement, and maintain 
employment policies and practices that are based on individual merit, without regard to race, color, gender, 
age, religion, national origin, citizenship, disability, genetic status or veteran status. Please see attached Equal 
Employment Opportunity policy. 

At-Will Employment 
Sun Valley Company is an at-will employer. In accepting employment, the employee understands it is the 
expressed policy of Sun Valley Company to deal fairly with all employees. All employees understand they are 
hired at-will and any continued employment with Sun Valley Company is entirely subject to the discretion and 
best judgment of Sun Valley Company. 

Work Environment 
Sun Valley Company will not tolerate harassment or discrimination of any nature-gender, religion, race, color, 
age, disability, national origin or veteran status-by or to any employee, guest or visitor. This type of conduct 
interferes with work performance and creates an uncomfortable work environment. Please see attached Policy 
Against Sexual Harassment. 

 

Weapon Free Workplace 
In order to ensure a workplace safe and free of violence for all employees, Sun Valley Company prohibits the 
possession or use of weapons on company property, or any other location while doing work for the company. 
Company property includes parking lots under the company’s ownership or control. Some state laws permit 
weapons kept in locked employee-owned vehicles on company parking lots. Weapons include, but are not 
limited to: firearms, explosives, and other weapons that might be considered dangerous or that could cause 
harm and that are not otherwise authorized by the company to be used by an employee as part of his/her job 
function. Sun Valley Company reserves the right at any time, and at its discretion to search all vehicles, 
packages, containers, briefcases, purses, lockers, desks, enclosures, etc., while located on company property for 
the purpose of determining whether any weapon has been brought onto its property or premises in violation 
of this policy. Please contact your supervisor or the People Operations office with questions, or to review the Weapon 
Free Workplace policy. 

Orientation 
As a new employee, Sun Valley Company provides an orientation class. The orientation class will start with 
all new hire paperwork. You will be asked to provide your work authorization documents in accordance with 
federal law, and to complete your tax withholding form. During the orientation you will be introduced to the 
Company’s history, philosophy, goals, and our market. You will also gain knowledge on our company policies and 
customer service standards. 

Courtesy 

With Guests 
Certain positions involve more guest interaction than others, but every position at this property exists because 
the work performed is necessary to properly serve the guests. All employees must always remember that guests are 
their first priority. Whenever a staff member is in direct contact with guests, the employee should treat the guest 
in the same courteous manner as if they were guests in their own home. 
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With Other Employees 
All of our positions at Sun Valley Company require cooperation and communication between employees in 
different departments, e.g., cooks and food service personnel, front desk clerks and housekeeping, catering 
department and banquet services, lifts and maintenance. Just as with guests, courtesy in dealing with co- workers 
and other employees should be shown at all times. 

Public Areas 
It is important for all Sun Valley employees to remember that the public facilities are provided exclusively for our 
guests. Guest facilities (or public areas) include the guest parking lots, public restrooms, and the main entrance 
and lobby areas. Please stay in your area as defined by your supervisor. Unless your job requires it, you should 
not enter other areas of the property to speak with other employees; it is a distraction to other employees and 
their work. 

Being on property for the purpose of distracting other employees or guests is prohibited. All personal issues 
need to be handled outside of work. 

Parking Lots 
Parking areas are provided for Sun Valley employees. Employees are not allowed to park in designated guest 
areas without management’s authorization. Any employee vehicle found in areas not authorized for employees 
will be subject to towing and impound fees. 

Public Restrooms and Elevators 
Employees are provided restrooms and service elevators for use during work hours. Employees may not use the 
public restrooms or elevators at any time with the exception of employees who are assisting guests. 

Main Entrance/Lobby 
The main entrance and lobby to all public areas are reserved for guests, visitors and/or staff required to work in 
those areas. All employees must use the employee entrance to enter or exit the buildings during the course of 
their shift. Uniformed employees should not be in the main lobby, gift stores or main entrance areas at any time 
unless their work requires them to be in the area. 

Pool & Spa 
Employees are allowed to use the Olympic and Inn pools or spa according to the recreational benefits package 
provided at the Human Resources Office. The pools and spa are subject to availability during certain holiday/ 
peak periods or special events. Exceptions must be authorized by management. 

Dress and Grooming Standards 
Sun Valley Company’s commitment to quality and excellence is translated through its 
employees.  An employee’s dress and personal appearance is extremely important to the 
image presented to the guests.  Neatness, moderation and good taste in dress 
contributes much to the impression of the resort.  Cleanliness and caring for personal 
hygiene is a requirement.  Manager discretion is followed in many cases throughout the 
company.  There is no way to anticipate every type of dress and grooming style which 
might arise, these appearance guidelines are not intended to be an all-inclusive list.  
Instead, they are designed to provide general guidance.  Certain departments may have 
additional guidelines based on business, health, or safety reasons. The Company will 
consider situations where legal requirements necessitate an exemption from one or 
more of these guidelines.  

 
Hair: Hairstyles must be clean and not interfere with job duties.  Inappropriate 
examples include unnatural color or disproportionate cuts. For male’s hair must be cut 
and tapered at or above the collar line of a standard dress shirt.  

 
Facial Hair: No beards or goatees will be allowed.  Moustaches are acceptable if trimmed 
to the edge of the mouth and neat.  Sideburns should not extend below the earlobe.  

 
Nails: Fingernails should be clean and short or moderate length; polished nails should 
be maintained in good condition. 
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Jewelry & Piercings: All jewelry must be professional in appearance.  Up to two earrings 
is the maximum allowed in each ear.  All other facial jewelry or visible body piercings, 
including nose rings, gauges, and tongue studs are not permitted.  Concealing jewelry 
with a bandage or other means is not permitted.   

 
Tattoos: No visible tattoos allowed  

 
Clothing and Personal Hygiene: Employees are expected to dress professionally and follow 
all reasonable personal care standards, including regular bathing to avoid offensive or 
excessive odors such as body odor and/or perfume and cologne.  

 
Footwear: Employees are always expected to wear footwear.  Footwear must be 
appropriate for your position and in good condition.  Please reference your specific 
departments’ policy or speak with your supervisor about footwear expectations.   

 
Hats: All hats, where permitted, must be worn facing forward.  

 
Logos: Promotional clothing that displays a message or promote brands other and Sun 
Valley may not be worn while in uniform.  

Uniforms 
Many employees are required to wear Sun Valley Company-issued uniforms which should be kept clean and 
changed daily. These are cleaned and laundered at no cost to employees. 

These uniforms are the property of Sun Valley Company and must be returned at the time of termination, in the 
“same condition” as issued, to the Uniform department and/or the Laundry Department. 

 

Laborers:  Mountain Trail Crew, Maintenance, Mechanics,  Etc. 
The clothing of employees who do not regularly meet the public and are not required to wear uniforms is to be 
governed by the requirement of safety and comfort, but should remain as neat as working conditions permit 
and/or as determined by department management. All other personal appearance standards apply. 

 

Office Employees 
Employees who are not required to wear uniforms are expected to dress in a manner that is normally 
acceptable in a similar business environment. The wearing of suggestive attire, dungarees, shorts, tank tops, and 
similar casual items is not permitted, as they do not present a business-like appearance. 

Name Badges 
Employees issued uniforms are also issued name badges, which are a part of the uniform and dress code, and are 
to be worn at all times. The name badges are recyclable. Please return to the Laundry or Uniform Shop after 
your season has ended or if the information on your badge has changed. 

Lost and Found 
Employees who find left behind or misplaced items from guests must report the items to their supervisor. The 
supervisor will forward lost and found items to the Housekeeping Department. 

Employee Entrance 
Employees have designated entrances and exits to the Hotels and public facilities. All employees are subject to 
inspection, by management or a security officer, of any package, handbag, or other personal items upon entering 
or leaving the Hotel or public facilities. 

Telephone 
Sun Valley Company telephones are restricted to guests and business use and may not be used for personal calls 
(incoming or outgoing) unless authorized by the supervisor. Friends and family may only call for emergencies. 
Cell phone use, unless company issued, is not permitted at any time during work. Telephones are available for 
employees in designated dorm housing areas. 



9 ©2019 Sun Valley Company  

Smoking 
Tobacco products are only to be used in designated areas and tobacco products should not be used when guests 
are in the area. This includes any electronic smoking device. No additional breaks are granted for smoking. 

 

Absenteeism and Tardiness 
Many of Sun Valley Company’s facilities are open 24 hours 7 days a week. Scheduled work days may fall on 
any day during the week, including weekends and holidays. The schedule reflects the pattern of business. It 
is expected that each employee be at the workstation ON TIME. Work schedules may change and it is the 
employees’ responsibility to check his/her schedule daily. The success of Sun Valley Company depends on its 
employees. As an employee, consistent attendance, punctuality, job performance and attention to detail is key 
to the smooth operation of the property. When an employee is absent or even late, it causes an extra burden 
on co-workers. Excessive absenteeism, tardiness or failure to call in is grounds for disciplinary action up to and 
including termination and non-re-hirable status. 

If the employee is missing a scheduled shift due to illness or injury, the employee must call the supervisor at 
least one hour before the scheduled shift begins. Your manager may request a doctor’s note before an employee 
returns to work based on previous attendance deficiencies. 

 

Computer Acceptable Use Policy and Information Security 
Computer systems and network resources are integral parts of everyday business at Sun Valley Company. All 
employees should have a clear understanding of what is necessary to protect the integrity and availability of these 
systems. Please see the Acceptable Use and Information Security Policies overview. 

 

Social Media 
The media and social media are important tools to the success of the Company. Social 
media is also an important to many of our team members. Below are some guidelines 
intended to assist team member’s to responsibly curate their social media profiles in the 
context of their professional life. Nothing in these guidelines is intended to interfere with, 
coerce, or restrain any team member from exercising his/ her right to engage in activities 
protected by § 7 of the National Labor Relations Act, such as the right to discuss terms 
and conditions of employment.  

 
(i) Team members must adhere to the Code of Conduct & Ethics and Anti-

Harassment Policy, even when using social media. Harassment, discrimination, or 
retaliation that is not permitted while at work, is not permissible between team 
members online even if it is done after hours, from home or on a team member’s 
own device. 
 

(ii) Only the CEO, CFO, COO, and CLO, and other individuals specifically designated 
by these executive officers have the authority to speak on behalf of the Company.  
 

(iii) Team members should remember that others may associate them with if his/her 
social media accounts reference that the team member works for the Company. 
It’s recommended that team members curate their social media profiles and related 
content in a manner that reflects how the team member wishes to present 
themselves to fellow teammates, clients, and business partners. 
 

(iv) If a team member is neither (a) an executive officer nor (b) a team member 
authorized to use social media in his/her professional capacity as part of their job 
responsibilities, then the team Member must make clear that he/she is speaking 
for themselves and not for the Company. Team members should not participate in 
social media discussions or post online content concerning the Company that 
could be construed by the public as content published by the team member acting 
as an agent of the Company. Team members should write in the first-person and 
are prohibited from using their Company email address for private 
communications.  
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(v) Team members shall not discuss or post content on social media regarding any of 
Company’s competitively sensitive information, proprietary, confidential, or trade 
secret information. This includes revenue, future products (such as pass 
products), pricing decisions, potential partnerships, financial performance, legal 
actions involving the Company, or any potential mergers, acquisitions, or 
dispositions.   
 

(vi) Team members should not participate in social media discussions related to a 
crisis event concerning the Company or any other of its resort locations that could 
be construed by the public as content published by the Company. Only the CEO, 
CFO, COO, and CLO, and other individuals specifically designated by these 
executive officers have the authority to speak on behalf of the Company in the 
event of a crisis impacting resort operations.  
 

(vii) Team members should not let social media interfere with their responsibilities for 
the Company. Team members are expected to appropriately manage time spent on 
social media during working hours (which does not include rest and meal breaks). 
Excessive time spent on social media resulting in diminished work output, safety, 
or levels of guest service may result in disciplinary action. 

Solicitation/Distribution  
In an effort to ensure a productive and harmonious work environment, persons not 
employed by the Company may not solicit or distribute literature in our workplace at any 
time for any purpose.  While we recognize that team members have interests and events 
and organizations outside the workplace, you will not be permitted to solicit or distribute 
literature concerning outside activities on Company property in work areas during work 
time.   
 
To govern the solicitation of team members or the distribution of literature to team 
members on Company property, the following rules have been established: 
 

 Solicitation or distribution of literature by team members during working time that 
in any way interferes with work is prohibited. 

 Distribution of literature by team members in work areas is prohibited. 
 Solicitation or distribution of literature by non-team members on Company 

premises is prohibited. 
 Distribution of literature by team members in non-work areas during working time 

that in any way interferes with work is prohibited. 
 
(Working time does not include meal breaks, work breaks, or other periods in which you 
are not on duty.) 
 

Bulletin Boards 
All bulletin boards are owned by the Company and are considered Company property. 
Only authorized representatives of the Company are permitted to post notices on the 
bulletin boards.  Team members are expected to read the bulletin boards and are 
considered to have knowledge of all information posted by the Company.  Team members 
are prohibited from removing, altering, or defacing any posting on the bulletin boards. 

 

Department Transfers/Transfers to Other Properties 
An employee interested in transferring to another department must notify his/her supervisor in advance and 
receive authorization before the transfer will be considered. 

Employees interested in transferring to other properties owned by The Sinclair Companies should discuss this 
with his/her department manager and the People Operations Department. All transfers are based on business 
necessity and generally require an employee stay in a position for a minimum of 6 months. At the discretion of 
management and the agreement of both department managers, an employee may transfer prior to 6 months. 
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Separation Status 
Employees who end their employment in good standing may be considered “re-hirable” and eligible to reapply 
for employment consideration in the future at the discretion of Sun Valley Company. Any employee who is 
removed from payroll and re-employs with any properties owned by The Sinclair Companies will begin a new 
date of hire for purposes of benefits eligibility. 

If an employee leaves his/her job for one of the following reasons, he/she will be ineligible for re-hire for a 
minimum of one year: 

• Employees who walk off the job 

• Employees who are terminated for violations of policy 

• Employees who leave without notice (including failure to call in) 

All company-issued property (uniforms, keys, equipment) must be returned in good condition prior to picking 
up a final paycheck from the Payroll Department. The employee may be charged for lost or damaged company 
property, deducted from the final paycheck. Please inform the Human Resources Department of any address 
changes for mailing of W-2 forms at the end of the year. Terminated employees will be asked to complete an exit 
interview with their manager or a People Operations representative at the end of their employment. 

Employee File Review 
Employee files are the property of the company. Employees may review their files by submitting a request in 
writing to the People Operations Department. A time will be established when the employee may come to the 
Human Resources office to review the file under the supervision of a People Operations representative. 
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Benefits 
 

Sinclair Services Company strives to provide excellent employee benefits at a minimal cost for the employee. The 
following is a brief summary of the various plans offered. These plan summaries are intended to supplement, 
not replace, the information contained in the Summary Plan Descriptions (SPD). Employees should familiarize 
themselves with the information contained in the SPD(s). SPD(s) can be accessed on the Sinclair Benefits 
Webpage at emp.unicorn.com or obtained from your People Operations Representative. 

 

Year-round, full-time employees (working an average of 30 hours a week) are eligible for the following benefits: 

Medical, Dental, Vision Insurance 
Eligibility for medical insurance begins on the first day following 60 days of continuous full time employment. 
The employee must enroll within 30 days of eligibility. Coverage becomes effective the first of the month 
following the submitted application. It is the employee’s responsibility to enroll within the enrollment period.  

Basic Life and AD&D Life Insurance 
Year round, full-time employees are automatically enrolled in a company provided life and AD&D 
insurance policy.  This policy is effective the first of the month following 60 days off employment.  The 
coverage is $20,000. 

Supplemental Life and Accidental Death and Dismemberment (AD&D) 
Employees in a year-round, full-time status can apply for supplemental life and AD&D coverage in addition to 
the basic employer provided coverage.  Coverage can be purchased for the employee spouse and/or 
dependent children.  New employees can apply after 60 days of continuous full time employment.  Application 
after the initial 30 day enrollment period 

Long-Term Disability (LTD) 
This plan provides a benefit, should the employee become disabled while participating in this plan, equal to 60% 
of the employee’s basic monthly wage, to a maximum of $15,000, less disability payments received from other 
sources. 

 

Hourly employees, who are in a year-round, full-time status, can apply for the Long-Term Disability plan. New employees 
can apply after 60 days of continuous employment. Application for enrollment can occur at any time however, 
coverage is subject to approval for applications submitted after the initial 30 day enrollment period.   This Plan 
provides a benefit should the employee become disabled while participating in the plan, equal to 60% of the 
employees basic monthly wage, to a maximum of #15,000, less disability payments received from other sources.  
Salaried employees are automatically enrolled for the LTD at no cost. 
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Flexible Spending Account 
Employees meeting the eligibility requirement for the medial plan are eligible to enroll in Flexible 
Spending account, following 60 days of full time employment. This is a valuable benefit that enables the 
employee to pay for eligible health care and/or dependent day care expenses with pre-tax dollars. It is the 
employee’s responsibility to enroll annually. 

Health Savings Account 
Eligibility requires enrollment in a High Deductible medical plan.  An HSA allows employees to set 
money aside on a pre-tax basis to pay for qualified medical expenses and to earn interest on the 
account balance on a tax-free basis.  The annual maximum contribution amounts are determined by 
the IRS.  

Work-Life Balance Employee Assistance Program 
This program helps you to find solutions for the everyday challenges of work and home as well as for more 
serious issues involving emotional and physical well-being. 

Please visit www.lifebalance.net for more information. User ID and password: life balance. 

COBRA (Health Care Continuation) 
The federal Consolidated Omnibus Budget Reconciliation Act (COBRA provides employees and their qualified 
beneficiaries the opportunity to continue health insurance coverage for up to 18 or 36 months under the Sinclair’s 
health insurance plan when a qualifying event and loss of coverage occurs. COBRA rights are explained in 
more detail in the Summary Plan Description.   
Contact the Sinclair Services Human Resources Department for more information. 

Capital Accumulation Plan (CAP) – 401k 
Beginning 01/01/2019 employees become eligible to participate in the CAP Plan after completing one year 
of service.  The plan allows the employee to use pre-tax dollars to save for retirement and includes several 
investment options.  Employees can contribute from 1% of their income up to a published yearly 
maximum.  Grand America Hotels and Resorts may match the employee contribution up to a certain 
percentage.  Vesting on the employee match is immediate for employees hired after 01/01/2019.  The IRS 
establishes the contribution limits.  

Business Travel Accident Insurance 
Sun Valley Company provides business travel accident coverage for employees on a 24-hour a day, 7-days a week 
basis at no cost. The benefit is equal to five times the employee’s annual wage, to a maximum of $750,000. 

 
 
 

http://www.lifebalance.net/
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Vacation and Sick Leave 
Year-round, full-time employees working an average of 30 hours a week are eligible. 

Vacation 
Employees hired after October 31, 1992, are eligible for the following vacation benefits: 

Years of Full-Time Employment Amount of Available Vacation 
 

After one year 40 Hours 

After completion of 2 years 80 Hours 

After completion of 5 years 120 Hours 

After completion of 15 years 160 Hours 

 
 

A maximum of 160 vacation hours can accrue at one time. 

At each anniversary, when the employee receives a new bank of hours, all unused hours over 160 will be lost. 
Vacation time must be approved in advance by the supervisor. 

Employees who terminate either voluntarily or involuntarily will receive accrued vacation pay prorated to the 
date of termination. 

 

Sick Leave 
Sick leave is accumulated as follows: 

Years of Full-Time Employment Amount of Sick Leave 
 

Six months or less none, but two days can be taken unpaid 

Six months to 1 year  40 Hours 

1 year  40 Hours added to sick bank 

each year thereafter (on anniversary) 80 Hours added to sick bank 

 
A maximum of 120 hours will be allowed to accrue at any time. 

Sick leave protects against loss of income because of the employee’s legitimate illness, injury, doctor’s visits, dental 
visits or other related medical issues. Sun Valley Company reserves the right to require acceptable confirmation 
of the nature and extent of any illness or injury that requires an employee to be absent from work, including a 
doctor’s certification. Any absence of three days or more requires a doctor’s certification. 

If employment is terminated (voluntary or involuntary) pay for accumulated and unused days sick leave will not 
be granted. 
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Holidays 
Sun Valley Company does not provide employees with paid holidays. Employees working on holidays are 
paid at their regular rate of pay. 

Funeral Leave 
Employees who have worked at least one year of consecutive full-time employment will be eligible for paid 
time off to attend funerals of immediate family members, i.e. spouse, child, parent, parent-in-law, brother, 
sister, son-in-law or daughter-in-law, brother-in-law or sister-in-law, grandparent, grandchild. This benefit 
allows up to three (3 working days if the distance traveled is 500 miles or less one way, or up to four (4 
working days if more than 500 miles one way. Funeral leave is calculated at the employee’s regular base rate 
of pay. 

 

Employee Housing 
Limited housing is available for some employees. A dorm agreement must be signed before a dorm room will 
be assigned. A deposit will be deducted automatically from the paycheck(s and will vary in amount depending 
on unit/room size. Daily rates of dormitory rooms will vary depending on the type of room occupied by the 
employee. Continued employee housing is at the sole discretion of Sun Valley Company, is based on full-time 
work status, and ends immediately upon the employee’s termination. 

Employee Service Recognition Program 
The Employee Service Recognition Program honors the loyalty and longevity of Sun Valley Company 
employees. The program begins at five years of service and continues at each subsequent five-year increment. The 
employee being recognized will receive an anniversary pin, certificate, and be eligible for a hotel R&R benefit 
certificate to be used at any company owned hotel and resort with the employee’s eligible dependents or as 
outlined in the policy. 

Employee Retirement Recognition Program 
The Employee Retirement Recognition Program also pays tribute to employees who retire over the age of 62 
with at least 15 years of service. 

The program is divided into two different categories which are, employees retiring with 15 to 19 years of service, 
and employees retiring with 20 or more years of service. Please contact the People Operations Department for more 
details. 

Educational Assistance 
After three months of employment, regular, full-time employees are eligible to enroll in pre-approved education 
courses and receive financial assistance from Sun Valley Company. Such courses, as well as books and eligible 
fees, will be reimbursed at 75% upon successful completion of the course. Individual classes require prior 
approval from the employee’s supervisor and the Educational Assistance Review Committee. Assistance toward 
completion of a bachelor’s degree is also available upon completion of two years continuous employment if the 
degree is related to company operations. Contact the Peoples Operations Department for additional information, or 
access the Educational Assistance Policy on the Sinclair Net benefits page. 
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Discounts for Full-time Employees 

Sinclair Card 
Year-round, full-time employees are eligible to apply for a Sinclair Oil employee discount charge card. The card 
will entitle the employee to charge fuel purchases only at a Sinclair Oil outlet. The monthly billing will extend a 
5% discount on the fuel purchases, unless the employee discount has been offered, as referenced in the 
following paragraphs. The balance owing is due and payable each month. Payments must be kept current in 
order to qualify for the 5% discount. Terminating employees lose the discount at the time of termination. 
Those with poor credit history will be required to return the card at termination and have the balance 
deducted from their final paycheck. 

 

Employee Summer & Winter Recreation and Discount Package 
As a full-time employee of Sun Valley Company in good standing, you are eligible for recreation benefits and 
discounts on company services. Please see the handout provided at orientation, or contact the People 
Operations office for further information. Your Sun Valley Company Photo ID Card MUST be presented to 
receive ANY discount or recreation benefits. 

All employees, both full-time and part-time, are eligible for the following benefits if they meet the 
minimum hours worked requirement (see Capital Accumulation Plan – 401K, and Leave of Absence – 
FMLA). 

Leave of Absence (FMLA) 
In compliance with the Family and Medical Leave Act, twelve (12) weeks of unpaid, job-protected leave is 
provided to eligible employees for certain family and medical reasons. Employees are eligible if they have worked 
for at least one year and 1,250 hours over the previous 12 months. Please see attached FMLA Policy on page 31 
of this handbook. 

Other Discounts for Employees 
These discounts can be amended or revoked at any time. 

Lifetime Pass 
Full Time Employees working with Sun Valley Company for at least 25 years consecutively will receive, at 
retirement, a full lift pass for all seasons. In addition to the Lifetime Pass, a discounted pass will be available to 
the spouse of the employee at a seasonal rate, subject to change. 

 

Company Owned Hotels and Resorts 
Room discounts are available to all employees at all company owned hotels and resorts. This is subject to 
availability and the employee must make reservations in advance through the Executive Office. 

 

Employee Cafeteria  
All Sun Valley Company employees may purchase discounted meals in the employee cafeteria. The cafeteria is 
open daily for breakfast, lunch and dinner. Schedules will be posted by the Food & Beverage Department per 
season. Employees must present a valid Sun Valley Company ID to receive discounted meals. 

 

Uniforms 
As previously mentioned in the handbook, employees who customarily wear uniforms are provided uniforms at 
no charge. 
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Payroll Procedures 

Time and Attendance Policy 
Employees should clock in before the start of their shift at a location approved by their manager and clock out 
at the end of their shift similarly at a location approved by their manager. Employees who work in multiple 
departments must clock in and out on the payroll record for the department in which they are working. 

Employees may only work the hours for which they are scheduled unless otherwise authorized by a supervisor 
and should not clock in more than six (6) minutes prior to their scheduled shift. 

An employee may not clock in or out for another employee. 

Employees may be allowed 15 minutes of paid break for every four hours worked at the discretion of their 
manager. Breaks, if authorized, are not to be combined nor used to extend lunch, leave work early or come late. 
Employees may be allowed one half hour for a meal, which will not be considered time worked. For time keeping 
purposes, it is the employee’s responsibility to inform their manager if the employee is unable to take a lunch 
break. 

The supervisor will review and approve time entries before it is submitted to the Payroll Department for the 
employee to be paid. 

 

Work Week 
The workweek runs from Saturday through Friday, beginning and ending at midnight. Individual work 
schedules will be posted in the employee’s department. It is the employee’s responsibility to know his/her 
schedule and to keep up to date of any changes. 

 

Direct Deposit 
Employees may elect to have their paycheck deposited directly into an account at the financial institution of 
their choice. Eligibility is immediate following receipt of the first paycheck. The People Operations and Payroll 
Departments have enrollment forms to apply for direct deposit. Employees selecting Direct Deposit may access 
payroll stubs on-line using the Sinclair Net benefits page. Employees not enrolling in Direct Deposit receive their 
paycheck from their supervisor. 

 

Payday 
The employee’s paycheck will cover a 14-day period. Paydays are every other Friday, with 26 paydays per year. 
There is a processing period of six days between the end of the pay period and the Friday payday. All problems 
related to the employee’s paycheck should be taken up with their supervisor, who will then work with the 
Accounting office to solve the problem. 

First Paycheck 
Employees will be paid for hours actually worked within the payroll period. Therefore, depending on when a 
new employee starts work within the pay period, the employee’s first paycheck will reflect only the days worked 
before the end of that pay period. It takes six days to process payroll, so the employee is paid for the two weeks 
preceding the “processing” week. Employees will receive their first paycheck from their immediate supervisor. 
Human Resources must be informed immediately if the information is incorrect on the first paycheck. 

Overtime 
Sun Valley Company has several key positions that are classified as Seasonal Full-Time (SFT). SFT employees 
work during the busy winter/summer seasons but do not maintain a full-time year-round employment status. 
Due to the recreational nature of Sun Valley Company’s operation, many SFT positions are classified as 
“seasonal recreational positions”. Seasonal recreational positions allow employees to work 56 hours within each 
workweek at their regular hourly rate. The following areas of employment are considered seasonal recreational: 
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• Mountain Foods • Mountain Vehicles • Ski School 

• Snowmaking • Mountain Operations • Nordic 

• Grooming • Lift Mechanics • Gun Club 

• Lift Operations • Guest Services • Ice Rink 

• Ski Patrol • Race Department • Young Summer 

• Ticket Checkers • Ticket Sales • Playschool 

• Tennis • Bowling • Golf Grounds/Golf 

• Trail Crew • Terrain  Park/Half-pipe • Mt. Parking Lots 
 

Within each workweek (Saturday through Friday), hourly employees that are SFT and working in a seasonal 
recreational position will be eligible for overtime pay (time and a half ) for each hour worked over the maximum 
56 hours. All hourly employees who maintain year-round employment, classified as Active Full-time (AFT), 
regardless of position, are eligible for overtime pay for each hour worked over 40 hours within the workweek. 

Unless specifically authorized by the employee’s supervisor, the employee is not permitted to work overtime. 
Short-term absences (vacation, sick, personal), will not be considered as time worked for calculating weekly 
overtime. 

Deductions 
Social Security (FICA), Federal Income Tax and Idaho State Tax are required by law to be withheld from an 
employee’s paycheck. Other voluntary deductions, such as insurance premiums, etc. may also be withheld from 
an employee’s paycheck. 

Advances 
Sun Valley Company will not provide salary advances and will not cash employee checks. 

Wages for Tipped Employees on Vacation or Sick   Leave 
Tipped employees who use vacation or sick leave will be paid no less than the Federal Minimum Wage during 
such periods. 

Tip Declaration 
Federal law requires each service employee to report to his/her employer all tips amounting to $30 or more 
each month. All credit/debit card and room charge tips will be paid to the tipped employee on their regular 
paychecks. All tips are subject to any Federal, State and Social Security taxes. Cash tips will not be included 
on regular paychecks; however, the employee will be responsible to report any cash tips through the timecard 
system. 

Tipped employees should report cash tips on a consistent basis according to federal law. Employees should 
contact their supervisor for instructions. 

Employee Records 
It is requested that employees notify the People Operations Department immediately if they have any of the following 
changes: 

• Person to notify in case of an emergency 

• Legal name 

• Marital status 

• Address or telephone number 

• Number of income tax exemptions 

• Beneficiary or dependents for insurance  purposes 

• If on direct deposit, a change in financial institution or account information 
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Safety & Security 
Sun Valley Company management promotes safety and actively supports accident prevention programs for 
every employee. Management encourages employee involvement in safety and health activities and programs for 
continuous improvement in: 

• Preventing personal injury 

• Preventing property damage 

• Training to perform job assignments in a safe and efficient manner 

• Training employees to recognize and correct at risk work behaviors 

• Training for each employee as it applies to OSHA rights 

Every employee is responsible and accountable to work in a safe manner and comply with Company and OSHA 
safety and health rules, procedures, regulations and laws. A violation of any of the above can lead to discipline, 
up to and including termination. 

Procedure for Reporting on the Job Injuries and Illness 
Report on the job injuries or illness immediately to your Supervisor. In the event your Supervisor is not 
available, contact the Department Head, a member of the Human Resources Department. 

The telephone number to call for Major Medical Emergency assistance is “9-911”. Provide the following 
information: 

• Your Name 

• Your location 

• State what type of emergency is occurring (Fire, Medical, Civil Disturbance) 

• Contact Supervisor and/or Department Head immediately after “9-911” call 

• Report Unsafe Conditions Immediately to your Supervisor 

In the event an unsafe condition is identified immediately contact your Supervisor and report such condition. If 
your Supervisor is not available contact the Department Head and report the condition. 

Fire Safety Precautions 
All employees are responsible for their own safety and guest safety, therefore it is important that the following 
instructions and procedures are understood and adhered to. Please make sure you are aware of all pertinent 
emergency exits. 

 

Procedures to Follow In Case Of Fire 
• Remain calm. 

• Call or have someone else call “9-911”. Give your name and the exact location of the fire. Call and notify 
resort Management and Security. 

• Do not enter a smoke-filled area. Never let a fire get between you and the way out. 

• If it is necessary to leave the area or building, follow the green exit signs. Use the stairs. DO NOT 
attempt to use an elevator. 

• Employees should assist guests and visitors to the emergency exit stairwells or exits and then to the 
designated evacuation area. 

• Do not re-enter the building until advised by the fire department, security or a manager. 
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Procedures to Follow In Case The Fire Alarm Is Activated 
• Remain calm. 

• When the alarm sounds, immediately begin making plans for an exit strategy from the building. 

• Do not re-enter the building until advised by the fire department or a manager. 

• If the alarm does go off in your area, please evacuate according to the steps described above, even if 
employees from other areas are not evacuating. 

• If you set off a fire alarm or if you know why an alarm is sounding, immediately call the Operator “0” 
and ask for Security. Tell Security your name, the location and cause of the alarm. This is critical for all 
alarms, whether there is a fire or not. If the alarm is false, your call may prevent the building from being 
evacuated unnecessarily. 

General Information about Blood borne Pathogens and OSHA 
Depending on the position you occupy, your supervisor will provide information related to Blood borne 
Pathogens and your rights under the Occupational Safety and Health Act (OSHA). 

Security Tips 
Safety and security are everyone’s responsibility and cannot be stressed enough. Sun Valley Company asks each 
employee to observe the following guidelines: 

• Report any suspicious character or unusual activities immediately to Security. 

• Never reveal the room number or personal information of any guest. 

• Never discuss security incidents that may have occurred in the property with guests or outsiders. 

• If a guest is injured or ill, call the manager on duty or security immediately. If serious, call an ambulance. 

• All keys given to employees in the course of employment are Sun Valley Company property. Employees 
should protect and use them with extra care and return them to the proper place or authority at the end 
of use. All lost keys must be reported to security immediately. 

• Never open a room for a guest if requested to do so while on a floor! Send him/her to the front desk, 
explaining courteously that for their own protection they should do so. 

• If a member of the press, law enforcement representative, private investigator or other similar person 
inquires as to an incident at the property or company practices in general, such should be referred to the 
General Manager. 

Workers Compensation 
For on-the-job illness or injury, Sun Valley Company provides benefit coverage in accordance with Idaho 
State Workers Compensation Laws. All on-the-job injuries or illnesses must be reported immediately to the 
employee’s supervisor. If the employee’s supervisor is not present, then contact the department head or the 
Human Resources department. The employee will be asked to provide information that is needed to complete an 
accident report. The accident report must be completed in detail. 

In case of a work related accident or injury, employees are to report immediately to their supervisor. Once a 
work related accident or injury has been reported by the employee the employer will meet its obligation to 
provide the injured employee reasonable medical treatment through a designated medical provider. Whenever 
possible, initial medical treatment for a work related accident or occupational disease will be provided by: 
 
St. Luke’s Multispecialty Clinic 
Dr. Kate Erickson 
PO Box 100 
100 Hospital Drive, Ste 201 
Ketchum, ID  83340 
(208) 727-8888 
Fax:  727-8889 
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Failure to immediately report a work related accident or injury may result in a delay in processing your worker’s 
compensation benefits. Failure to utilize the designated medical provider may result in medical expenses that are 
not covered under the worker’s compensation program. 

Specific questions regarding worker’s compensation claims or benefits should be directed to the worker’s 
compensation Third Party Administrator: 

Intermountain Claims, Inc. 
P.O. Box 4367 Boise, ID 83711 
Phone: (208)-323-7571 

 
Return to Work Policy 
Sun Valley Company is committed to providing a safe and healthy workplace for our 
employees.  Preventing workplace injuries and illness is our primary objective.  We will 
get appropriate medical attention for our employees who are injured on the job and will 
create opportunities for them to return to safe, productive work as soon as medically 
possible.  
Our ultimate goal is to return injured employees to their original jobs.  If an injured 
employee is unable to perform all the tasks of the original job, we will try to provide 
transitional, alternative, and productive work that meets the injured employee’s 
capabilities.  The support and participation of Management and all employees are 
essential for the success of our return to work program. 

Drug/Alcohol Policy 
To ensure a drug/alcohol-free work place for all employees and our guests, Sun Valley Company has established a 
drug/alcohol testing policy. Pre-employment (post-offer) drug testing is required for safety sensitive positions 
and employees who transfer into these positions. Sun Valley Company conducts random drug testing for all 
employees at all levels. Please see the attached Drug/Alcohol Testing Policy on page 28. 
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General Standards of Conduct 
Sun Valley Company guests and their needs take primary importance. They are deserving of the most courteous 
and attentive treatment by all employees. To accomplish this, management has established the following 
reasonable rules of conduct for all employees. 

Sun Valley Company employees are asked to comply with the rules and expectations established by the property 
and by the employee’s direct supervisor. Sun Valley Company reserves the right to discipline, including discharge, 
any employee who fails to abide by these rules of conduct. In addition, the general manager reserves the right to 
make new policies and exceptions to the following rules: 

Sun Valley Company employees will refrain from: 

• Falsification of: any part of the employment application or providing false or misleading information 
prior to or during employment; employee time records, work schedules or payroll records; company 
records, including but not limited to guest checks, financial reports, etc. 

• Possessing concealed or deadly weapons while on company-owned premises. This includes employees 
who are performing work duties off of company property. 

• Reporting for work under the influence of intoxicants or drugs, drinking alcoholic beverages, using 
drugs, or the possession of either while on company-owned properties or time; or any violation of Sun 
Valley Company drug/alcohol testing policy. 

• Immoral, immature, indecent behavior or behavior that publicly embarrasses Sun Valley Company; 
soliciting persons for immoral purposes, or the aiding or abetting of any of the above. 

• Insubordination, willful disregard, or disrespect toward a supervisor or representative of management 
or failure to obey or perform work as required or assigned. 

• Neglect, carelessness or mischief, which results in loss (including loss of revenue or potential revenue), 
damage, breakage or destruction of Sun Valley Company property or property of guests, fellow 
employees or others; or which results in accidents involving employees and/or guests; or contributes to 
unsanitary conditions. 

• Eating or smoking other than during meal periods or in unauthorized areas. Chewing gum is not 
allowed during work time. 

• Fighting, threatening, intimidating, coercing or interfering with anyone on Sun Valley Company 
premises at any time. 

• Use of profanity, discourteous, abusive, or rude language or action against another employee, supervisor, 
guest or others. 

• Embezzlement, theft or destruction (unauthorized removal, storage, transfer, or use) of Sun Valley 
Company guest or employee property. All found items must be reported to their supervisor immediately 
upon discovery. Management reserves the right to inspect lockers, cash banks, packages, bags and 
similar items whenever deemed necessary. 

• Walking off the job or sleeping on the job. Walking off the job will be considered a voluntary 
termination. 

• Fundraising, selling lottery tickets, or merchandise, soliciting donations or gambling on Sun Valley 
Company property, as well as unauthorized distribution of literature or posting of notices or signs on 
Sun Valley Company premises during working time and in work or public places. 

• Violation of any federal, state or local laws while on Sun Valley Company premises or time. 

• Taking gifts of any type from a purveyor, guest or contractor who does business with Sun Valley 
Company, other than for normal gratuities received in the course of business. 

• Violation of Sun Valley Company fire and safety rules; failure to observe established fire and work 
safety practices, engaging in dangerous or potentially dangerous horseplay, or failure to use safety 
devices or failure to report breakage or damage to equipment or machinery. 
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• Giving false information when accidents are investigated or receiving traffic violations when using 
company-owned vehicles. NOTE: Use of company vehicles must have supervisor authorization. 
Authorized drivers must carry a valid driver’s license at all times when operating company vehicles. 

• Failing to report accidents involving employees and/or guests; failure to comply with the Workers 
Compensation Policy as outlined in the employee handbook. 

• Entering guest rooms at any time, except in the performance of job duties. Unauthorized use of guest 
rooms, public facilities, public restrooms, company telephones, or company keys. Unauthorized presence 
or loitering at guest functions or in guest areas, including guest rooms, lobby, restaurant, lounge or 
meeting rooms. 

• Transferring possession of an issued key to another person, duplicating it or taking it off premises 
without prior approval. 

• Giving confidential information to other employees, outside companies, agencies, and the news media or 
discussing confidential company information with guests or in public areas where guests could overhear 
a conversation. 

• Soliciting gratuities from guests or commenting in any way regarding the amount of gratuity given. No 
employee may add a gratuity to a guest check at any time without the guest’s permission. 

• Failing to maintain accurate and proper accountability and control of cash banks. Failure to follow 
proper procedures with deposits and cash handling. Excessive or continuous cash shortages or other 
irregularities will be considered irresponsible and unacceptable. 

• Taking food, food scraps, or beverages from Sun Valley Company under any condition unless 
authorized or purchased in advance. Giving away company-owned property, including food, to anyone 
without management authorization. 

• Taking an unauthorized break or otherwise leaving the job without permission. Leaving the department 
or work area or being in other than your assigned work area without authorization from the employee’s 
supervisor. 

• Working overtime without approval from the employee’s supervisor. 

• Excessive absenteeism and/or tardiness, and failing to report or call personally to the employee’s 
immediate supervisor or department head if the employee will be absent for any reason. 

• Using equipment on which the employee has not been given training and safety instructions. 

• Failing to comply with established dress and grooming requirements, failing to wear proper uniform 
and name badge, or non-compliance with footwear policy. Failing to maintain good personal hygiene, 
including washing hands before leaving the restroom. 

• Accessing company facilities through entrances other than the designated employee entrance. 

• Parking in other than employee designated areas without prior written authorization from 
management. 

• Failing to conform to all Sun Valley Company standards, policies and expected behavior. 

• Disclosure of personal or confidential information for non-work related reasons. 

• Any behavior that could be perceived as a distraction or harassment of any guest or employee. 

The above offenses are not meant to be all inclusive. Sun Valley Company reserves the right to add or to alter 
these rules. Additional work related house rules of the employee’s department may be adopted by the head of 
the employee’s department. 
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Equal Employment Opportunity Policy  
 
It is the policy of Grand America Hotels & Resorts, Inc./Sun Valley Company (hereafter 
referred to as "the Company") to provide equal employment opportunity to all individuals 
without regard to race, color, religion, gender, age, national origin, disability, genetic 
information or any other status or characteristic protected by law; to prohibit 
harassment based upon these factors, and to ensure that retaliation or discrimination 
does not occur if any employee reports violation of federal, state, or local laws. The 
federal Genetic Information Nondiscrimination Act of 2008 restricts employers' 
acquisition of genetic information and strictly limits disclosure of genetic information.  
This policy applies to recruitment, hiring, training, promotion, transfer, demotion, 
termination, compensation, benefits, and all other aspects of employment.  
 
Each employee is hereby advised that discrimination of any type will not be tolerated by 
the Company. All employees may report any complaints or possible violations to either 
the General Manager of Sun Valley Company, or to a manager in the Sun Valley Human 
Resources/People Operations Department, (see phone numbers below). The Company 
will promptly investigate and resolve all complaints with appropriate confidentiality. 
Employees found to have engaged in illegal discrimination will be subject to disciplinary 
action up to and including termination.  
 
The Company's policy forbids retaliation against anyone who reports prohibited 
discrimination. The Company will take corrective action against any employees who 
harass, embarrass, or retaliate in any respect against anyone who has made a complaint 
regarding unlawful discrimination. If you feel you have been retaliated against for having 
raised a complaint, you should report this to either the General Manager of Sun Valley 
Company, or to a manager in the Sun Valley Human Resources/People Operations 
Department, (see phone numbers below).  
The Company has a program of affirmative action. As part of this program, the Company 
will continue to emphasize to employees, potential employees, customers, vendors, and 
others that equal opportunities in the Company are based upon individual merit and will 
continue to encourage persons to seek employment and strive for advancement upon 
such basis.  
 
Each manager, supervisor, and employee within the organization is charged with the 
enforcement of this policy and the implementation of these programs within his or her 
area of responsibility. All employees of Sun Valley Company are expected to cooperate 
fully with any investigation in regard to this policy.  
 
To report discrimination or retaliation complaints, contact one of the following:  
 
Sun Valley General Manager: (208) 622-2042  
 
Sun Valley People Operations Manager: (208) 622-2080  
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Policy Against Sexual Harassment 
 
Prohibited Sexual Harassment 
In accordance with applicable law, Sun Valley / Grand America Hotel & Resorts 
prohibits harassment against any employees, applicants for employment, individuals 
providing services in the workplace pursuant to a contract, unpaid interns or volunteers 
based on their actual or perceived sex (including pregnancy, childbirth, lactation and 
related medical conditions) and gender (including gender identity and expression). Our 
commitment to equal opportunity employment applies to all persons involved in our 
operations and prohibits unlawful harassment by any employee, including supervisors 
and co-workers. All such harassment is prohibited.  
This policy applies to all employees, applicants, persons providing services pursuant to 
contract, and unpaid interns or volunteers, including nonsupervisory employees, 
supervisors and managers. This policy also protects employees from harassment by third 
parties, such as vendors, clients, or temporary or seasonal workers. If harassment 
occurs on the job by someone not employed by Sun Valley / Grand America Hotel and 
Resorts, the procedures in this policy should be followed.  

 
Sexual Harassment Defined 
Sexual harassment includes unwanted sexual advances, requests for sexual favors or 
visual, verbal or physical conduct of a sexual nature when: 

- Submission to such conduct is made a term or condition of employment; or 
- Submission to, or rejection of, such conduct is used as a basis for employment 

decisions affecting the individual; or 
- Such conduct has the purpose or effect of unreasonably interfering with an 

employee's work performance or creating an intimidating, hostile or offensive 
working environment. 

Sexual harassment also includes various forms of offensive behavior based on sex and 
includes gender-based harassment of a person of the same sex as the harasser. The 
following is a partial list: 

- Unwanted sexual advances. 
- Offering employment benefits in exchange for sexual favors. 
- Making or threatening reprisals after a negative response to sexual advances. 
- Visual conduct: leering; making sexual gestures; displaying sexually suggestive 

objects or pictures, cartoons, posters, websites, emails or text messages. 
- Verbal conduct: making or using derogatory comments, epithets, slurs, sexually 

explicit jokes, or comments about an employee's body or dress. 
- Verbal sexual advances or propositions. 
- Verbal abuse of a sexual nature; graphic verbal commentary about an individual's 

body; sexually degrading words to describe an individual; suggestive or obscene 
letters, notes or invitations. 

- Physical conduct: touching, assault, impeding or blocking movements. 
- Retaliation for reporting harassment or threatening to report sexual harassment. 

Prohibited Harassment 
Sun Valley / Grand America Hotel & Resorts is committed to providing a work 
environment that is free of illicit harassment based on any protected characteristics. As 
a result, the Company maintains a strict policy prohibiting sexual harassment and 
harassment against employees, applicants for employment, individuals providing 
services in the workplace pursuant to a contract, unpaid interns or volunteers based on 
any legally-recognized basis, including, but not limited to, their actual or perceived race, 
religious creed, color, national origin, ancestry, physical or mental disability, medical 
condition, genetic information, marital status (including registered domestic partnership 
status), sex (including pregnancy, childbirth, lactation and related medical conditions), 
gender (including gender identity and expression), age (40 or over), sexual orientation, 
Civil Air Patrol status, military and veteran status, immigration status or any other 
consideration protected by federal, state or local law. All such harassment is prohibited. 
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This policy applies to all persons involved in our operations, including coworkers, 
supervisors, managers, temporary or seasonal workers, agents, clients, vendors, 
customers, or any other third party interacting with the Company (“third parties”) and 
prohibits proscribed harassing conduct by any employee or third party of Sun Valley / 
Grand America Hotel & Resorts,  including nonsupervisory employees, supervisors and 
managers. If such harassment occurs on the Company’s premises or is directed toward 
an employee or a third party interacting with the Company, the procedures in this policy 
should be followed. 
 

Other Types of Harassment 
Prohibited harassment on the basis of any legally protected classification, including, but 
not limited to: race, color, national origin, ancestry, physical or mental disability, 
medical condition, genetic information, marital status (including domestic partnership 
status), age (40 or over), sexual orientation, Civil Air Patrol status, military and veteran 
status, immigration status or any other consideration protected by federal, state or local 
law, includes behavior similar to the illustrations above pertaining to sexual 
harassment. This includes conduct such as: 

- Verbal conduct including threats, epithets, derogatory comments or slurs based 
on an individual’s protected classification; 

- Visual conduct, including derogatory posters, photographs, cartoons, drawings or 
gestures based on protected classification; and 

- Physical conduct, including assault, unwanted touching or blocking normal 
movement because of an individual’s protected status. 

Abusive Conduct Prevention 
It is expected that the Company and persons in the workplace perform their jobs 
productively as assigned, and in a manner that meets all of managements’ expectations, 
during working times, and that they and refrain from any malicious, patently offensive 
or abusive conduct including but not limited to conduct that a reasonable person would 
find offensive based on any of the protected characteristics described above. Examples of 
abusive conduct include repeated infliction of verbal abuse, such as the use of 
malicious, derogatory remarks, insults, and epithets, verbal or physical conduct that a 
reasonable person would find threatening, intimidating, or humiliating, or the 
intentional sabotage or undermining of a person's work performance. 
 

Protection Against Retaliation 
Retaliation is prohibited against any person by another employee or by Grand America 
Hotel & Resorts for using the Company’s complaint procedure, reporting proscribed 
discrimination or harassment or filing, testifying, assisting or participating in any 
manner in any investigation, proceeding or hearing conducted by a governmental 
enforcement agency. Prohibited retaliation includes, but is not limited to, termination, 
demotion, suspension, failure to hire or consider for hire, failure to give equal 
consideration in making employment decisions, failure to make employment 
recommendations impartially, adversely affecting working conditions or otherwise 
denying any employment benefit. 
 

 
 
 
 
 
 
 
Discrimination, Harassment, Retaliation and Abusive Conduct Complaint 
Procedure 
Any employee who believes that he or she has been harassed, discriminated against, or 
subjected to retaliation or abusive conduct by a co-worker, supervisor, agent, client, 
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vendor, customer, or any other third party interacting with Sun Valley / Grand America 
Hotel & Resorts in violation of the foregoing policies, or who is aware of such behavior 
against others, should immediately provide a written or verbal report to his or her 
supervisor, any other member of management, People Operations or People Operations 
Manager, Emily Vanderhoof at 208-622-2080. Employees are not required to make a 
complaint directly to their immediate supervisor. Supervisors and managers who receive 
complaints of misconduct must immediately report such complaints to People 
Operations Manager, Emily Vanderhoof at 208-622-2080 who will attempt to resolve 
issues internally. When a report is received, the Company will conduct a fair, timely, 
thorough and objective investigation that provides all parties appropriate due process 
and reaches reasonable conclusions based on the evidence collected. The Company 
expects all employees to fully cooperate with any investigation conducted by the 
Company into a complaint of proscribed harassment, discrimination or retaliation, or 
regarding the alleged violation of any other Company policies. The Company will 
maintain confidentiality surrounding the investigation to the extent possible and to the 
extent permitted under applicable federal and state law. 
 
Upon completion of the investigation, the Company will communicate its conclusion as 
soon as practical. If the Company determines that this policy has been violated, remedial 
action will be taken, commensurate with the severity of the offense, up to and including 
termination of employment. Appropriate action will also be taken to deter any such 
conduct in the future. 
 
The federal Equal Employment Opportunity Commission (EEOC will accept and 
investigate charges of unlawful discrimination or harassment at no charge to the 
complaining party. 
 
Information may be located by visiting the agency website at www.eeoc.gov. 
 
Sun Valley General Manager:    (208) 622-2042 

 
Sun Valley People Operations Manager:  (208) 622-2080 
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Child Abuse Warning Signs 
Child abuse is an all too common problem and most frequently occurs in the home. The 
perpetrator is typically a member of the family and the vast majority of abuse goes 
unreported. Child care providers, teachers, mentors and youth sports coaches are in a 
unique position to help recognize the symptoms of abuse and molestation. 
 
There are numerous warning signs exhibited by children who have been abused or 
molested. The majority of warning signs are emotional and difficult to detect. Physical 
warning signs are rare, but if observed they should be reported immediately. The 
following are some of the potential warning signs abused children may exhibit. The 
presence of any of these signs does not necessarily guarantee abuse, but should be 
taken seriously and the child should be closely monitored. 
 
 Self-mutilation 
 Poor personal hygiene 
 Depression or anxiety 
 Distracted or distant at odd times 
 Sudden changes in eating habits 
 Sudden mood swings 
 Depicts frightening or sexual images 
 Exhibits adult-like sexual behavior 

 
Emotional warning signs do not necessarily indicate maltreatment and may be 
attributed to another cause. Emotional changes in children could be caused by divorce, 
family death, school problems, and more. 
 

The Importance of Reporting Child Abuse 

It is important to act immediately if a child is suspected to be the victim of abuse. 56% of 
suspected child abuse reports were done by professionals in the line of duty, while the 
other 44% were made by friends, family, and other people in the community. 

Reporting child abuse can be difficult and uncomfortable, but failure to act can lead to 
tragedies like the story at the beginning of this article. Remember that most children are 
unable to help themselves. Some common areas of concern for individuals reporting 
abuse include: 
 
 Unclear about what behaviors indicate abuse 
 Fear the accusations may lead to more harm for the child 
 Worries about falsely accusing a parent or caregiver 
 Concerns over lawsuits or legal ramifications 
 Afraid of being targeted themselves by the abuser 
 
While these are all valid concerns, the consequences of saying nothing are far worse. 
There are numerous ways to report abuse and they are all designed to protect the child 
as well as the reporter. Also, many agencies allow reports to be made anonymously and 
are specifically designed to protect the individual reporting. The following methods are 
some of the best ways to report suspected abuse: 
 

1. Supervisors:  Any supervisors, managers, or anyone reported to should be the 
first person turned to. They should have some training on how to handle the 
abuse and the proper channels to file a report. 
 

2. Local Authorities: Local police departments have specific toll-free hotlines 
dedicated to helping people report abuse or suspected abuse. 
 

3. State Agencies:  There are many agencies in each state dedicated solely to the 
protection of children and the prevention of abuse. These agencies are staffed by 
experienced professionals who can help guide reporters of abuse through the 
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proper steps in order to best protect them and the victims. Many of these agencies 
as well as their relevant contact information can be found 
athttp://www.childwelfare.gov/responding/how.cfm. 

4. Parents:  As long as parents are not the suspected abusers they should be 
contacted immediately. 

Acceptable Use and Information Security 
Policies Overview 
Computer systems and network resources are integral parts of everyday business.  It is important that all 
employees—computer users and non- computer users—have a clear understanding of what is necessary to 
protect the integrity and availability of these systems. 

Computer resources are available to provide efficient use of time, exchange of information, and completion of 
responsibilities. By using computer systems you are agreeing to follow the company’s policies posted on the 
intranet (http://intranet.sunvalley.com). 

• All computer equipment, networks, and information are the property of Grand America Hotels & Resorts, Inc. 
or Sinclair Services. 

• Customer, employee, and company information must be kept confidential and secure; you must respect 
and maintain the integrity of our computer systems. You and the company are legally required to protect 
individual electronic information that could result in the loss of privacy, identity theft and/or fraud. 

• Your user account and password must be kept private. Select a strong, hard to guess password and 
change it if you suspect it has become compromised. Do not disclose company passwords, under any 
circumstances. Report any security violations to your supervisor, HR, or the IT Department. 

• Your work place must be kept secure; lock or log off your computer when you will be away from your 
desk. Do not install any personal computer hardware without the approval of the IT Department. 
Report any unknown devices connected to our networks that may interfere with the security and 
integrity of Sinclair’s computer systems and network resources. 

• The Company does not allow computer resources to be used for any illegal purposes, including 
transmitting threatening, obscene or harassing materials, images, software or emails. 

• Email is for legitimate business purposes only. Email should not be considered private or confidential, 
and can be forwarded, printed or copied at any time. When appropriate, you must use encrypted email 
for sending protected customer, employee or company information. 

• Email can be used to spread computer viruses and perpetrate fraud. Treat emails cautiously and delete 
emails from unknown sources or with suspicious attachments. 

• Do not download, install, or use any software that could compromise the integrity of the 
Company’s computer systems. This includes using our systems to illegally distribute computer 
software, download audio or music files, and copy or play game software. It is against policy to bring 
software from home and load it onto company computers. 

• All software products must be approved, purchased, registered, and installed by the IT Department, 
after obtaining written approval from your supervisor. 

• The IT Department will log and monitor network and fileserver use, as well as conduct periodic audits 
of computer resources. Sinclair may revoke or change your network access at any time. 

• Acceptable Use and Information Security policies may be changed at any time. You will be notified 
of policy updates on the intranet. It is your responsibility to review the posted policies. 

https://www.childwelfare.gov/topics/responding/reporting/how/
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Drug/Alcohol Testing Policy 

Statement of Policy 
Sun Valley Company/Grand America Hotels & Resorts, Inc. (hereinafter the “company”) employees should 
refrain from substance abuse. Substance abuse includes the use of illegal drugs, and the misuse of alcohol, 
prescription medications, and over-the-counter drugs. It is the company policy that its employees (1) not illegally 
use drugs; 
(2) Not abuse alcohol, prescription or over-the-counter medications; (3) not illegally be under the influence of 
drugs or alcohol during employment hours; (4) not be impaired by medications or alcohol during employment 
hours, and (5) not illegally manufacture, distribute, dispense, or possess drugs or alcohol at the workplace. 

Drug/Alcohol Testing Program 
Under the Drug/Alcohol Testing program, the company will test for the illegal use of drugs listed in the 
Controlled Substances Act, 21 U.S.C. 812 (1970, Updated Annually), or their metabolites, including but not 
limited to the following substances: 

 
Amphetamines Amphetamine, Methamphetamine 

Cocaine 

Hallucinogens Phencyclidine (PCP) 

Cannabinoids (Marijuana) 

Opiates (Codeine, Heroin, Morphine) 

 
NOTE: Under federal regulation, the use of marijuana even for medicinal purposes is illegal. For workplace 
safety reasons, Sun Valley Company does not recognize medical marijuana usage as a legitimate reason for a 
positive drug test result. Should an employee receive a recommendation for medicinal marijuana by a physician 
or practitioner, the employee is required to give notice to an authorized Sun Valley Company representative 
(Human Resources Manager or Company Officer) in advance of implementing the treatment. 

The company will test for alcohol on a “Reasonable Cause” basis. 

Drug tests will be performed by urinalysis, or by any other approved method that meets applicable Federal and 
State statutes, or regulations, using an initial screening test. “Non-Negative” screening results will be confirmed 
by a gas chromatography/mass spectrometry (GC/MS) test. 

Alcohol tests will be performed using an evidential breath-testing device that complies with the National 
Highway Traffic Safety Administration’s Model Specifications for Screening Devices to Measure Alcohol in 
Bodily Fluids. 

The company has adopted Procedures for Drug Testing and for Alcohol Testing under this Drug/Alcohol 
Testing Policy. These procedures shall guide testing performed under this Policy. Copies of these procedures 
are available to employees upon request. Testing covers all levels of employees, including management and 
supervisory employees. 

Under the company’s Drug/Alcohol Testing program, drug/alcohol tests will be administered under the 
following circumstances: 

1) Pre-Employment: All applicants for employment in safety sensitive positions, where permitted by 
State Law, will be given a pre-employment drug test subsequent to a conditional offer of employment; 
consent to such a test is a required condition of employment. 

2) Random: All employees, where permitted by State Law, are subject to testing for drugs on a 
random basis; selection for testing shall be done using a random selection process. 
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3) Reasonable Cause: All employees are subject to drug and/or alcohol testing based on 
Reasonable Cause. Reasonable Cause will be found if the company has reason to believe that an 
employee’s actions, appearance or conduct indicate the use of illegal drugs, misuse of alcohol, misuse of 
prescription or over- 
the-counter drugs or other violation of the company’s drug testing policy. Grounds for Reasonable Cause 
testing include, but are not limited to, the following: Incidents that involve accidents, injuries, excessive 
absences, excessive tardiness, altercations, lengthy absence, possession of drugs or drug paraphernalia, 
cash shortages, thefts, or incidents resulting in a payment by the company for medical expenses or 
property damage. A Corporate Officer, Property General Manager, the Sinclair Services Company 
Human Resources Vice President, or their designate, must approve Reasonable Cause tests. 

4) Post-Incident/Accident: All employees involved in a work-related incident/accident in which 
the supervisor determines that, (1) medical attention is required, other than minor first aid, 
and/or (2) significant property damage has occurred to company property, employee property, or any 
third party’s property, are subject to post-incident/accident drug testing, unless prohibited by 
State Law. The employee will provide an appropriate specimen for drug testing within 32 hours 
after an incident/ accident. Refusal to do so constitutes violation of this policy. 

5) Workers’ Compensation Event: Any employee involved in a workers’ compensation event that 
results in lost time and/or requires a visit to a health care provider shall undergo a drug test within 
32 hours following the incident. 

6) Scheduled Periodic: All employees, including management and supervisors, who are required by 
government regulation or company policy to visit a health care provider shall be drug tested as part of 
each such visit. 

7) Post-Rehabilitation: Employees who are engaged in, or have completed drug counseling or 
rehabilitation are subject to testing, without notice, for up to two years following completion of such 
programs. 

8) Change of Position: Any employee being considered for a change from a position not previously 
requiring drug/alcohol testing to a position which does require drug/alcohol testing on any basis is 
subject, where permitted by State Law, to testing prior to the change being finalized. 

Consequences of Violating Policy 

Any person who (1) refuses to submit to a drug/alcohol test; (2) fails to truthfully complete and/or sign the 
forms required for the drug/alcohol test; (3) attempts to alter or tamper with a urine specimen, breath specimen, 
or any other authorized specimen, form or the test results; (4) admits to current substance abuse (as defined 
herein); (5) is convicted by a court of, or pleads guilty or nolo contendere to, any charge relating to illegal use, 
possession, manufacture, or distribution of drugs or alcohol; (6) has a confirmed positive drug test result; (7) has 
an alcohol concentration of .04 or greater on a breath alcohol test or (8) violates this policy in any other respect, 
shall be ineligible for consideration for employment for a period of at least 120 days, or in the case of a current 
employee, shall be subject to disciplinary action up to and including termination of employment. 

A positive test result on the alcohol test is defined as an alcohol concentration of .04 or greater. A positive drug 
test result is defined as follows: Any GC/MS test result showing drugs or their metabolites including, but not 
limited to, the following substances in amounts at or above the stated limits: 

 
Cannabinoids (marijuana): 15 ng/ml 

Amphetamines: (Amphetamine, Methamphetamine) 500 ng/ml 

Cocaine: 150 ng/ml 

Opiates: (Codeine, Heroin, Morphine) 2000 ng/ml 

Hallucinogens: (Phencyclidine - PCP) 25 ng/ml 

 
The company reserves the right to test for additional drugs or adulterants based upon its reasonable 
determination of the need to do so. The company will treat drug/alcohol test results in a confidential manner. 
Specimen samples shall be stored as prescribed by applicable state and/or federal regulation. 

The individual(s) designated by the Company will review positive drug/alcohol test results within a reasonable 
time period. Employees and applicants have the right to explain their positive test results. Test results will be made 



32 ©2019 Sun Valley Company  

available to the applicant or employee upon written request where required by law. Employees who test positive 
on a drug test shall have the right to request a second confirmatory test on the same sample under conditions 
approved by the company. 

Such a right may be exercised only upon receipt of a written request from the employee to the Company within 
seven (7) business days after the employee is informed of the drug test results. The re-test must be done 
immediately, at the employee’s expense, and by a lab approved in advance by the Company Director of People 
Operations. If the subsequent test is negative, the employee will be reimbursed for the cost of the test. 

Employees, who have had their employment terminated as a result of a positive drug/alcohol test, may be eligible 
for rehire if the following conditions have been met: 

1) A period of not less than 120 days has passed since the employment termination occurred. 

2) Proof has been provided of successful completion of a certified drug/alcohol counseling and rehabilitation 
program. 

3) They have signed an agreement allowing for up to 2 (two) years of unannounced drug/alcohol testing at 
intervals to be determined by the employer. 

Sun Valley Company has established an Employee Assistance Program in compliance with state and federal 
regulations should an employee disclose a substance abuse problem including the use of illegal drugs and/or the 
misuse of alcohol, prescription medications, or over-the-counter drugs to an authorized Sun Valley Company 
representative (People Operations Manager or Company Officer), upon evaluation, they may receive assistance 
in overcoming such abuse. Self-disclosure of substance abuse must take place outside of knowing of or being 
dispatched to take a drug test. Otherwise, the employee may be subject to further disciplinary action up to and 
including termination per this policy. For more information regarding this program, please contact the Sun 
Valley Company People Operations offices. 

No Employment Contract 
Each employee of the company is an employee at-will. Employment with the company shall constitute 
agreement by the employee to abide by this drug/alcohol testing policy and to submit to drug/alcohol testing 
as a condition of employment. Nothing in this policy shall be interpreted as a modification of the employment 
at will status of each employee or as a contract of employment. Passing the drug/alcohol test is only one of 
many considerations for employment and shall not be construed as an offer of employment or 
continued employment. 
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Family Leave / Medical Leave Policy 
Who is Eligible? 
Any employee who has been employed by Sun Valley Company (hereinafter referred to as “the company”) at 
least 12 months and has worked at least 1,250 hours during the 12 months preceding the commencement of 
a leave of absence is eligible for family or medical leave of absence. There may be other eligibility requirements, 
depending on an employee’s individual situation. 

What is Family Leave/Medical Leave? 
Federal law provides that eligible employees may take up to 12 weeks (or 26 weeks in compliance with the 
Support for Injured Service members Act 2007) of unpaid leave for the following reasons: 

• the employee is unable to perform the functions of his/her job due to a serious health condition; 

• the employee’s attendance is required at the birth of his/her child; 

• the employee desires to care for his/her newborn child, if within twelve months after the birth of the 
child; 

• the employee desires to care for his/her child who has been placed with them for adoption or foster 
care, if within 12 months after date of placement; 

• the employee is needed to care for his/her spouse, child (under 18 years or disabled) or parent who has 
a serious health condition. 

• the employee is needed to address any qualifying exigency arising out of the fact that his/her spouse, 
child or parent is on active duty (or notified of an impending call or order to active duty) in the Armed 
Forces in support of a contingency operation. 

• the employee is needed to care for his/her spouse, child, parent or next of kin who is recovering 
from a serious illness or injury sustained in the line of duty while on active military duty (maximum 
entitlement is 26 weeks) 

Specific requirements must be met to qualify for each type of leave and the People Operations can explain them in 
more detail. 

How is Family Leave/Medical Leave requested? 
An employee requesting leave should complete an “Application for Family Leave/Medical Leave” form and 
provide appropriate documentation, as requested, to establish the reasons for the leave. The Application must be 
submitted to the employee’s People Operations Department, who will forward to the Grand America Hotels & 
Resorts People Operations Department. All Family Leaves/Medical Leaves must be approved by the People 
Operations Department. 

If the need for leave is foreseeable, the employee must request the leave at least 30 days in advance. But in 
any event, the leave must be requested as soon as possible, within at least one or two working days of the 
initial absence. If the leave is foreseeable and based on a planned medical situation, the employee must make 
a reasonable effort to schedule the leave so as not to disrupt unduly company operations. Failure to request 
the leave adequately in advance may result in delay or denial of leave. 

What documents are needed to support FMLA leave? 
Certification of Serious Health Condition of employee, spouse, child or parent of the 
employee 
If a leave request is based an employee’s own or a family member’s serious health condition, it must be supported 
with medical information on a form provided by the company which states the date the condition commenced, 
the likely duration of the condition, and the appropriate medical facts relating to the condition. 

Where an employee’s own health condition is involved, a health care provider must also certify that the employee 
is unable to perform the functions of his or her position, including the duration of such a work restriction. 
Where a family member’s health condition is concerned, a health care provider must certify that the employee is 
needed to care for the family member. 

The company may request recertification of medical conditions at reasonable intervals, and will require an 
employee to report periodically on his/her status and intention to return to work. 
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The company has a Certification of Physician or Practitioner form for your health care provider to complete and it 
should be attached to your Application for Leave. In all cases of leave for a serious health condition, the company 
reserves the right to request a second medical opinion at company expense, from a health care provider selected by 
the company. Failure to provide requested medical information may result in delayed approval or denial of leave. 

 
Documentation of Covered Family Member’s Active Duty or Call to Active Duty in the 
Armed Forces Employees requesting this type of FMLA leave must provide proof of the qualifying family 
member’s call-up or active military service. This documentation may be a copy of the military orders or other 
official Armed Forces communication. 

 
Documentation of the Need for  Service member  FMLA  leave  to  care  for  an  Injured  or  Ill  
Service member Employees requesting this type of FMLA leave must provide documentation of the family 
member’s or next-of- kin’s injury, recovery or need for care. This documentation may be a copy of the military 
medical information, orders for treatment, or other official Armed Forces communication pertaining to the service 
member’s illness or injury incurred on active military duty that renders the member medically unfit to perform his or 
her military duties. 

What is the period of leave? 
Eligible employees may be granted unpaid leave of up to 12 weeks (26 weeks if caring for an injured or ill 
military service member) in any 12 month period, as defined by the company. The company has adopted a 
definition as follows: 

 

“A rolling 12-month period measured backward from the date an employee uses any FMLA leave.” 

In the case where both spouses work for the company, they are limited to a total of 12 weeks (26 weeks if 
caring for an injured or ill military service member) between them in any 12 month period, unless the leave is 
necessitated by the employee’s serious health condition or that of the employee’s spouse or child. 

In certain circumstances, the leave may be taken on an intermittent or reduced schedule basis. Such 
arrangements must be approved in advance by the employee’s supervisor and the People Operations 
Department. If the leave is for the employee’s own serious health condition or that of a sick family member, the 
need for intermittent leave must be medically certified. In other cases, intermittent leave schedules are subject 
to the People Operations Department’s approval. Where a reduced work schedule or intermittent leave is 
foreseeable based on planned medical treatment of the employee or family member, the company reserves the 
right to temporarily transfer the employee to a comparable position that better accommodates the employee’s 
recurrent periods of leave. 

How does Family Leave/Medical Leave interact with paid leaves to which the 
employee may be entitled? 
It is the company’s policy that employees use all paid leave to which they are entitled during the period they are 
on family or medical leave. Employees taking leave for reasons other than their own serious health condition 
must use any earned vacation at the beginning of the family leave period. Employees taking leave for their own 
serious health condition must use sick leave, vacation or a combination of the two. The use of these paid leave 
entitlements will be counted against the total 12-week FMLA leave entitlement. Please note that vacation, 
holidays and sick leave and other benefits do not accrue during the period of unpaid leave. 

What employee benefits continue while on Family Leave/Medical Leave? 
Employees on leave under this policy will continue on the company medical benefits plan on the same terms as 
active employees, except that the employee must make arrangements with the S.S.C. Benefits Department to pay 
the employee’s portion of the coverage premium. If the employee is on paid leave, the deductions will continue 
from an employee’s paycheck. 

If an employee desires to continue life insurance, disability insurance or other types of benefits paid through 
salary deduction, the employee must make arrangements with the People Operations Department to pay these 
directly during the period of unpaid leave. For purposes of pension/retirement plans, any period of FMLA 
unpaid leave will be treated as continued service and will not constitute a “break in service.” 

If an employee fails to return to his/her job after a Family Leave/Medical Leave, the employee will be liable for 
the premiums paid by the company to maintain insurance coverage during unpaid leave unless (1) the employee’s 
failure to return to work stems from the continuation, recurrence, or onset of a serious health condition of the 
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employee or family member under FMLA; or (2) the failure to return stems from circumstances beyond the 
control of the employee, as defined by the FMLA. 

What happens when an employee returns from Family Leave/Medical Leave? 
Generally, an employee will be reinstated to the same or an equivalent position upon the employee’s return to 
work, unless the employee was hired for a specific job period which has expired. Certain highly compensated 
employees (“key employees”) as defined by the company, may not be entitled to reinstatement. 

Employees on leave due to their own serious health condition will be required to provide medical certification 
verifying their ability to return to work (“fitness for duty”). Failure to return to work on the day after the 
expiration of leave may result in disciplinary action, up to and including termination of employment. 
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Employee Acknowledgment 
I have read, understand and agree to abide by the contents of the Sun Valley Company/Grand America Hotels & 
Resorts, Inc. Employee Handbook, including the General Standards of Conduct; and the attached policies which 
include the Equal Employment Opportunity Policy, the Policy Against Sexual Harassment, the Acceptable Use and 
Information Security Policies overview, the Drug/Alcohol Testing Policy and the Family Medical Leave Policy. I agree 
to abide by all of the above, and any other policies, rules or guidelines adopted by Sun Valley Company from time to 
time at their discretion. I understand these policies, rules or guidelines are subject to change without notice, and that 
this is not an all-inclusive list. No contract, either expressed or implied, is intended or created by this Handbook or any 
of its provisions. 

I understand that I am an employee of both Sinclair Services Company and Sun Valley Company/Grand 
America Hotels & Resorts. 

I also acknowledge that Sun Valley Company is an at-will employer, and I am an employee at-will. The at-will status 
of my employment may not be changed, except in writing signed by me and by the General Manager of Sun Valley 
Company. Sun Valley Company’s use of this Handbook, or use of discipline in general, is not intended to restrict the 
right of management to terminate employment at any time or for any reason. Nothing herein shall modify employment 
at-will or constitute an employment contract. 

 

 

 

 
 

Employee Signature Date 
 

 
 

Print Name 
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