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Welcome 

Sofi Exploration is pleased to offer you the opportunity for employment. The goal for you is to 

earn income and advance based on merit in this Company’s desire to grow and prosper in the 

coming years. Since 2016, Sofi Exploration has been successfully raising capital and helping 

partners develop their asset wisdom, knowledge and clear understanding in the oil and gas 

business. 

The goal for Sofi Exploration is to develop a business culture and values which correspond with 

the highest forms of behavior and activity regarding in Oil and gas Joint Ventures. As an 

employee of Sofi Exploration, you can expect the most professional business environment in the 

industry. 

 

Introduction 

This Employee Handbook (“Handbook”) is a compilation of personnel policies, practices and procedures 

currently in effect at Sofi Exploration (“Company”). 

The Handbook is designed to introduce you to our Company, familiarize you with Company policies, 

provide general guidelines, benefits and other issues related to your employment, help answer many of 

the questions that may arise in connection with your employment. 

Employee Handbook is not a Contract 

Sofi Exploration generally does not offer formal employment contracts with the Company. The Handbook 

is not a contract, express or implied, guaranteeing you any specific term of employment, nor does it 

obligate you to continue your employment for a specific time. The purpose of the Handbook is simply to 

provide you with a convenient explanation of present policies and practices at the Company. This 

Handbook is an overview or guideline. It cannot cover every matter that might arise in the workplace. 

The Company reserves the right to modify any of our policies and procedures, including those covered in 

this Handbook, at any time. We will seek to notify you of such changes by email and other appropriate 

means. However, such a notice is not required for changes to be effective. 

Because employment at the Company is based on performance, the Company will conduct periodic job 

reviews and evaluations of new and current employees. These reviews will be based on job performance, 

quotas, punctuality, cooperation and Handbook alignment. A review may be for commendation. All other 

formal performance based reviews by management, for whatever reason(s) will be accompanied by a 

written review notice, warning or disciplinary report, and will required the signature of the employee 

being reviewed as an acknowledgement of the review and the necessary action required to maintain 

employment. These reviews will be part of the employee’s permanent file. 

 

Although we seek to monitor the laws in the State of Texas, where we have an Employee, our Handbook 

may not always reflect the very latest requirements. The Company is committed to complying with all 

applicable laws. If you have specific questions, please contact our Human Resources Department. 

 

 

 



Recruitment and Hiring 

The Company’s primary goal when recruiting new an Employee is to fill vacancies with individuals who 

have the best available skills, abilities or experience needed to perform the work. Decisions regarding the 

recruitment, selection, placement and promotion of an Employee are bases on job-related criteria. When a 

position become available, qualified current an Employee are encouraged and are welcome to apply for 

the position. As opening occur, notice related general information about the position are posted. The 

manager of the department with the opening will arrange an interview with an Employee who apply. We 

encourage current an Employee to recruit new talent for our Company. 

Employment Classifications 

The following terms are used to describe employment classifications and Status: 

Sofi Exploration seeks to comply with both federal law and Texas state laws. Sofi Exploration will use a 

loose-leaf version in order to ad timely updates as needed. Although initially a “one side fits all” 

handbook at this time, as the Company grows, the handbook requirements will expand with the 

Company’s needs. The Handbook is available to all Employees. 

Full-Time Employee 

Full-time Employees are those who hired to work full time for the company. All benefit provided in the 

benefits package at the Company required a 90-day vesting time before implementation is granted. 

Part-Time Employee 

The Company is not hiring part-time employee positions at this time. 

Temporary Employee 

The Company is not hiring temporary employee positions at this time. 

Independent Contractors 

Independent Contractors are hired by the Company to perform a particular job for a limited time. They 

may be self-employed or they may work for an outside agency. Independent contractors are not eligible 

for Company benefits and are not Employees of the Company. Independent Contractors are responsible 

for Filing and paying their own federal, state, self-employment and or any other taxes that accrue while 

under contract with Sofi Exploration. The Company issues a 1099 at the end of each year for Independent 

Contractors. 

Equal Employment Opportunity 

The Company is an equal opportunity employer. Your Employment Relationship with the Company is “at 

will,” meaning that you or the Company may end your employment at any time for any lawful reason. We 

will extend equal opport unity to all individuals without regard to race, religion, color, sex (including 

pregnancy), national origin, disability, age, genetic information, or any other status protected under 

applicable federal, state or local law. Corporate policy reflects and affirms the Company’s commitment to 

the principles of fair employment and the elimination of all dissimilatory practices. 

Orientation and Training 

To help an Employee become familiar with Company policy, the Company will provide an orientation 

and continuous training session. The content of the sessions will depend on the nature of your 

responsibilities, while other parts will be applicable to all Employees. Some programs may be voluntary, 

while others are required. 

 



Immigration Law Applicable to All Employees 

The Company complies with the Immigration Reform and Control Act of 1986 by employing only U.S. 

Citizens and non-citizens who are authorized to work in the United States. All an Employee are asked on 

their first day of work to provide original documents verifying the right to work in the United States and 

to sign a verification form required by federal law (Form I-9). If you cannot verify your right to work in 

the United States within three (3) days of hire, the Company is required by the law to terminate your 

employment. The Company also utilizes a soft background check for pre-employment purposes. 

Business Operation Hours 

Office Hours are considered 8:30am until 6:00pm Monday through Thursday and 8:30am until 3:00pm 

Friday. There is a mandatory time card registration by an Employee for each workday, daily check-in/ 

check-out and lunch check-in/ check-out each workday as follows: 

Monday through Thursday office hours from 8:30am to 6pm. 

10:30am-10:45am Break 

12:00pm-1:00pm Lunch 

3:30pm-3:45pm Break 

 

Friday’s schedule 8:30am to 3:00pm 

12:00pm-1:00pm Lunch  

 

Employees are expected to report to work on time and work a full day. There is a mandatory time card 

registration for each business day, daily check-in/ check-out and lunch check-in/ check-out each business 

day. It is important to report to work on time and to avoid unnecessary absences. The Company recognize 

that illness or other circumstances beyond an Employee’s control my cause an Employee to be absent 

from work from time to time. However, frequent absenteeism or tardiness may result in corrective, 

disciplinary and/or demotion, up to and including discharge. Excessive absenteeism or frequent tardiness 

puts an unnecessary strain on an Employee or coworkers and can have a negative impact on corporate 

success. 

Absence/ Tardy/ Sick Day/ Personal Day Notification Procedure 

For all Late/ Sick Day/ Personal Day Notification call 469-518-0099 and leave a voicemail message. Text 

messages, Facebook, Tweets, or any other form of electronic communication is not permissible. In order 

to insure continuous employment, the Company recommends a hard copy of the Doctor’s note. Multiple 

sick days without Physician’s notes could result in written notices and risk future employment. There 

must be separate notes for each day missed. Leaving a voicemail or message with another staff member 

does not qualify. When absence is due to illness, the Company reserves the right to require appropriate 

medical documentation. 

Flextime and Telecommuting 

The Company does not offer a flextime or telecommuting position. 

Employment Agreement Policy 

The Employment Agreement Policy is a compilation of various employment guidelines which serve to 

maintain quality working practices at the Company. The following criteria will be discussed in detail 

through the Handbook. 

 

 

 



Performance 

Employment with the Company is based on performance, quotas, punctuality and cooperation with 

management. The Company is a capitalization cooperation. Thus, the necessity to be profitable it is 

necessary to raise capital. In order to accomplish this noble business task, it is necessary to reach out to 

the accredited business investor community. The Company will set quotas on an as needed basis. Contact 

and sales quotas are announced in sales meetings on a periodic or individual basis. 

Dress Code and Public Image 

An Employee is to present a clean, professional appearance and a business affable attitude. Partners may 

visit the office unannounced. Due to these possible occasions, Monday through Thursday, “business 

attire” is required. Business attire refers to collared shirts, ties, dress slacks, dress shoes, suits and suit 

jackets for men: blouses, business dress skirts and or dresses, suits, low heel or dress flats for women. 

Friday is “business casual”. This includes open collared business long or short sleeve shirt, business golf 

shirt, slacks, dress shoes. No jeans, tee shirts, tank tops, sandals, shorts, flipflops, stilettos, combat boots, 

field boots gym shoes, or the like. Visible tattoos are not permitted during business hours. 

Office Equipment 

Each employee will be issued standard operating equipment in order to complete his or her job 

description. 

1. Work station or office – Desk and Chair 

2.  IP Phone (Yealink T48G) - $200 

3.  Telephone Headset (Plantronics WO2) - $300 

4.  Time Card (TimeTrax) - $25 

5.  Laptop (HP Notebook) - $500 

6.  Supplies  

Any equipment that is abused or misused by an employee, outside of normal wear and tear guidelines, is 

subject to a replacement fee. If needed, due to excess abuse, fees may be issued for damaged equipment. 

The Employee will be held responsible of any damage, breakage of the equipment. 

Work Space 

An Employee is responsible for maintaining the workspace assigned to them. An Employee’s workspace 

should be clean, organized and free of items not required to perform an Employee’s job. 

Office Etiquette and Protocol 

The Company desires to provide an honorable work environment free of any harassment, hazing or any 

other non-appropriate behavior. Profanity is not allowed on the sales floor. 

Correction/ Discipline/ Release Policy 

In order to maintain a fair and balance work environment, the following guidelines are implements to 

better correct work place work habits and behaviors. All formal reviews will be accompanied by written, 

signed reports. Refusal will result in immediate termination. The Company will make every effort to help 

an employee achieve success. 

 

 

 



Compensation for Personal /Sick Days/ Late or Early Days  

The Company does not compensate employees for personal, sick or late/early days. The Company will 

deduct the appropriate amount of unexcused time from the employee’s weekly pay on a weekly basis if 

needed. 

Paid Birthday Policy 

An Employee is granted 1 excused paid Birthday per year after a 90-day vesting period. The paid 

Birthday off is granted the following Friday of the workweek of the week of their birthday. 

Overtime 

The Company does not require overtime. 

Unauthorized Unexcused Time 

If an Employee leaves the office during the workday without permission or authorization, the Employee is 

subject to corrective or disciplinary measures and will not be paid. Any unapproved additional time will 

result a release. If after corrective or disciplinary measures, an Employee does not seek permission to 

leave during a workday, the Employee will be recognized as having “quit” their job and their employment 

file will be closed with cause, with no rehire opportunities. 

Paid Holidays 

The following days are paid holidays: 

New Year’s Day 

Memorial Day 

Independence Day 

Labor Day 

Thanksgiving Day 

Christmas Day 

Non-Essential Peripheral Items and Objects 

1. Cell phones and personal computers are not permitted and are not essential to perform an 

Employee’s job description. 

2. For this reason, the Company reserves the right to regulate, without altercation, these various 

peripheral items or objects in the order to maintain the “business atmosphere” reserved for the 

private business preformation. 

3. The Company adopts the “interview” guideline as the guideline for various peripheral items or 

objects. Thus, various peripheral items or objects, such as something of sexual, political, athletic, 

religious, para-religious or the such, to an interview due to the concern of its inhibiting their 

possibility of earning a position with the Company. With this as a guideline, the parameters are 

set by the assessment of the Company. All artwork must be approved by the Company. Family 

pictures in good taste are acceptable. 

 

 

 

 



Non-Administrative Employee Office Communication Protocol 

Non-administrative Employees refer to any Employee of the Company who is not administrative 

personnel. 

1. Non-administrative Employees are responsible to follow proper chain of communication for any 

sales or non-sales request. 

2. Non-administrative an Employee and personnel are not permitted in the Administrative areas, to 

use copier room, fax machines, Administrative computers of any non-Sofi Exploration office area 

or non-Sofi Exploration office equipment during regular business hours unless clocking in/ out 

for workday or lunch hours. 

3. Non-administrative an Employee and personnel are required to maintain a clean kitchen, place 

personally utilized items in the dishwasher and clean all personal items from refrigerator area on 

a weekly basis. 

Inclement Weather 

The Company is open for business unless there is a government-declared state of emergency or unless 

advised by management. There may be times when the office will delay opening due to inclement 

weather. Use common sense and best judgement, however, when traveling to work in inclement weather. 

In the event of inclement weather and the Company’s office is closed, an Employee will be paid for the 

day. When potentially dangerous weather develops during the day and a decision is made by the 

Company not to open or to close early, an Employee will be compensated for the full day. 

When severe weather develops or is anticipated to develop during the day and a decision is made by 

management to close before 6:00 p.m., An Employee will be compensated. 

Payroll 

An Employee is paid an hourly rate of $12.50 per hour with fulltime of 40-hour maximum. When a 

payroll date falls on a holiday, an Employee will, when possible, be paid on the last business day before 

the holiday. Otherwise, an Employee will be paid on the first business day following the scheduled 

payroll date.  

Salary Deductions and Withholding 

The Company will withhold the following from a W-2 Employee’s paycheck. 

Taxes 

Federal state, and local taxes, as required by law, as well as the required FICA (Social Security) and 

Medicare payments. 

Insurance (when applicable) 

The Company will contribute 50% health insurance, 50% dental insurance, and 50% gym membership, 

for all Employees ONLY, any eligible family members or to other contributory benefit programs are not 

cover by the company, they must be paid by employees individually. There is a 90-day vesting period for 

all new hires to receive benefits. 

Other Deductions 

Other deductions which an Employee authorize, including short-term disability insurance, flexible 

spending account (FSA) contributions, and 401 (k) contributions. 

Direct Deposit - An Employee may have their paycheck deposited directly into their designated bank 

account. An Employee will be given the authorization form for deposit. 



Vacation 

The Company recognizes the importance of vacation time in providing rest, recreation and personal 

enrichment. Vacation are established on a calendar-year basis, however they are not paid. Full-time 

Employee earn vacation time as follows, and paid vacations if earned: 

1st year of employment    One (1) week-paid if earned 

2nd year through 5th year of employment  Two (2) weeks-paid if earned 

6th year through 15th year of employment  Three (3) weeks- paid if earned 

16th year of employment and following  Four (4) weeks-paid if earned 

Requests for vacation time must be submitted no event less than two weeks prior to the time requested. 

Vacation requests must be approved and are granted on a first-come, first-served basis. Paid vacations are 

earned based on sales production. An Employee may use their vacation at any time after the first year of 

employment. Weeks may not be accrued and held over for subsequent years. 

Religious Observance 

Federal and state equal opportunity laws generally require employers to accommodate the religious 

beliefs of an Employee, but do not require them to provide paid leave. The Company respects an 

Employee’s religious beliefs, however, and therefore, will provide 1 day of paid leave to an Employee 

who, for religious reasons, must be away from the office on days of normal operation. An Employee who 

requires additional time off may use vacation and / or personal day. This leave must be requested through 

management two weeks prior. 

Personnel Records 

It is important that the Company maintain accurate personnel records at all times. Employees are 

responsible for notifying management of any change in name, home address, telephone number, marital 

status, and number of dependents, immigration status, or any other pertinent information. 

Performance Reviews and Compensation Reviews 

Performance reviews are annually unless specified otherwise. Additional personal factors considered in 

an Employee review include the quality of their job performance, attendance, meeting the requirements of 

their job description, dependability, attitude, and cooperation, compliance with Company employment 

policies, any disciplinary actions, and year-to-year improvement in overall performance. The Company at 

its discretion in consideration of various factors, including Employee performance reviews. Gives 

compensation increases. 

Insubordination 

The Company desires to provide an open atmosphere for an Employee to coexist in a fair and balanced 

environment, If an Employee decides on their own volition to make rash, unproven, undocumented or 

substantiated accusations against any fellow employee or management personnel. The Employee will be 

subject to immediate discipline and or release from their position of Employment. Negative, derogatory, 

defaming, critical, vulgar or accusative communication against fellow employees or management will not 

be tolerated and is recognized a insubordinate. If an Employee decides on his or her own volition not to 

follow Corporate policy, the Company will recognize such actions as “Insubordinate” and will issue the 

necessary notices. If after corrective, the Company has offered measures and the Employee does not 

respond to these corrective or disciplinary measures, the Company may demote or release the Employee 

on a case-by-case assessment. 

 

 



Release/ Fired/ resignation/ Quitting 

If an employee quits, is released or fired from their current position with the company, with cause, 

company offers no opportunity for rehire. If an employee resigns from their position, the company will 

offer rehire opportunities should an Employee seek such a request. If an employee quits their position 

unannounced, the employee will not be offered rehire opportunities with the company. 

Final Check 

All monies owed an employee upon release, resignation or quitting will be paid via hard copy check. If 

they had direct deposit, their account will be closed as of the last day they were employed. Their file will 

be closed with no rehire opportunities unless otherwise specified. 

General Policies 

Personal Cell Phones 

Personal phones are NOT allowed on the sales floor at any time of the day, period. A personal cell phone 

on the sales floor will result in an immediate release from employment, there are no exceptions. 

Internet Access 

Access to the Internet is given principally for work-related activities or approved educational/training 

activities. Incidental and occasional personal use and study use is permitted. This privilege should not be 

abused and must not affect a user’s performance of employment-related activities. The Company email 

and Internet system are the property of the Company. An Employee acknowledges that the Company by 

itself or through its Internet Service Provider may from time to time monitor, log, and gather statistics on 

employee Internet activity and examine all individual connections and communications. 

Responsibilities and Obligations 

An Employee may not access, download or distribute material that is in breach of the law, or which others 

may find offensive or objectionable, such as material that is pornographic, bigoted or an incitement to 

violence. An Employee must respect and comply with copyright laws and intellectual property rights of 

both the Company and other parties at all times. When using web-based sources, An Employee must 

provide appropriate attribution and citation of information to the websites. Software must not be 

downloaded from the Internet without the prior approval of qualified persons within the Company. In all 

circumstances, use of Internet access and email systems must be consistent with the law and Company 

policies. Violation of this policy is a serious offense and, subject to the requirements of laws, may result 

in a range of sanctions from restriction of access to electronic communication facilities to disciplinary 

action, including dismissal. 

Email 

The email system is the property of the Company. All emails are archived on the server in accordance 

with our records retention policy, and all emails are subject to review by the Company. The Company 

email system is Company property, and as such, is subject to monitoring. System monitoring is done for 

Employee protection and the protection of the rights or property of the provider of theses services. Please 

consider this when conducting personal business using Company hardware and software. Electronic mail 

is like any other form of Company communication, and may not be used for harassment or other unlawful 

purposes. An Employee email account is a Company-provided privilege, and is Company property. The 

Company applies these restrictions consistently and without favoritism or discrimination. 

 

 

 



Smoking 

In order to provide a safe and comfortable working environment for all an Employee, smoking is strictly 

prohibited at all times inside any Company building. 

Note: “In compliance with state law and in order to provide a safe and comfortable working 

environment for all Employees, smoking is strictly prohibited at all times inside any Company 

building.”  

Drug and or Alcohol Free Workplace 

The Company takes seriously the problem of drug and alcohol abuse, and is committed to providing a 

substance abuse-free workplace. Substance abuse of any kind is inconsistent with the behavior expected 

of an Employee, subjects all an Employee and visitors to our facilities to unacceptable safety risks, and 

undermines our ability to operate effectively and efficiently. An Employee who has an alcohol or drug 

abuse problem is encouraged to seek appropriate professional assistance. An Employee who reveals their 

addiction and seek help will not be subject to discipline. If an employee has been injured on the job, the 

employee will need to submit to a mandatory drug test before further action will be taken. Any violator of 

this substance abuse policy will be subject to disciplinary action up to and including termination of 

employment. 

Workplace Harassment 

The Company is committed to providing a work environment that provides an Employee equality, respect 

and dignity. In keeping with this commitment, the Company has adopted of “zero tolerance” with regard 

to employee harassment. Harassment of any other person, including, without limitation, fellow an 

Employee, visitors, clients or customers, whether at work or outside of work, is grounds for immediate 

termination. the company will make every reasonable effort to ensure that its entire community is familiar 

with this policy and that all an Employee are aware that every complaint received will be investigated and 

resolved appropriately. 

Sexual Harassment 

Sexual harassment is prohibited by federal, state and local laws, and applies equally to men and women. 

Federal law defines sexual harassment as unwelcome sexual advances, requests for sexual favor(s), or 

other verbal or physical conduct of a sexual nature when (1) submission to the conduct is made either 

explicitly or implicitly a term or condition of an employee’s employment; (2) submission to or rejection 

of such conduct by an employee is used as the basis for employment decisions affecting the employee; or 

(3) 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. These behaviors may 

include, for example: subtle or overt pressure for sexual favors; inappropriate touching; lewd, sexually 

oriented comments or jokes; foul or obscene language; posting of suggestive or sexually explicit posters, 

calendars, photographs, graffiti, or cartoons; and repeated requests for dates. Company policy further 

prohibits harassment and discrimination based on sex stereotyping. (Sex stereotyping occurs when one 

person perceives a man to be unduly effeminate or a woman to be unduly masculine and harasses or 

discriminates against that person because he or she does not fit the stereotype of being male or female.) 

The Company encourages reporting of all perceived incidents of sexual harassment, regardless of who the 

offender may be. Every employee is encouraged to raise any questions or concerns with Human 

Resources. 

Note-Sexual Harassment: The Company both implements a zero-tolerance policy regarding harassment 

and provides an effective means for an Employee to report harassment without fear of retaliation. The 

Company is required to exercise “reasonable care to prevent and correct promptly any sexually 

harassing behavior.” The existence of this effective policy is evidence of that reasonable care. 



Procedures for Reporting and Investigating Sexual Harassment 

An Employee should report incidents of inappropriate behavior or sexual harassment as soon as possible 

after the occurrence. An Employee who believes they have been sexually harassed, regardless of whether 

the offensive act was committed by a co-employee co-worker, vender, visitor, or client, should promptly 

notify management. Every claim of sexual harassment will be treated seriously, no matter how trivial it 

may appear. The Company will promptly and thoroughly investigate all complaints of sexual harassment 

or other inappropriate sexual conduct. There will be no retaliation for filing or pursuing a sexual 

harassment claim. To the extent possible, complaints and related information will remain confidential 

except to those individuals who need the information to investigate, educate, or take action in response to 

the complaint. All Employees are expected to cooperate fully with any ongoing investigation regarding a 

sexual harassment incident. An Employee who believes they have been unjustly charged with sexual 

harassment can defend themselves verbally or in writing at any stage of the investigation. To protect the 

privacy of persons involved, confidentiality will be maintained throughout the investigatory process to the 

extent practicable and appropriate under the circumstances. Investigations may include interviews with 

the parties involved, and where necessary, individials who may have observed the alleged conduct or who 

may have relevant knowledge. 

Management Responsibilities 

Management is expected to ensure a work environment free from sexual and other harassment. They are 

responsible for the application and communication of this policy within their work area. Managers 

should: 

• Encourage an Employee to report any violations of this policy. 

• Make sure the Human Resources Department is made aware of any inappropriate behavior in the 

workplace. 

• Create a work environment where sexual harassment is not permitted. 

Penalties for Violation of Sexual Harassment Policy 

If it is determined that inappropriate conduct had occurred, the Company will act promptly to eliminate 

the offending conduct, and take such action as is appropriate under the circumstances. Such action may 

range from counseling to termination of employment, and may include such other forms of disciplinary 

action, as the Company deems appropriate under the circumstances and in accordance with applicable 

law. At the conclusion of a sexual harassment investigation, the complainant and the “alleged harasser” 

shall be informed of the determination. 

Safety and Accident Rules 

The Company provides a clean, hazard-free, healthy, safe environment in which to work and make every 

effort to comply with all relevant federal, state and local occupational health and safety laws, including 

the federal Occupational Safety and Health Act. An Employee has a duty to comply with the safety rules 

of the Company. Employees should observe all posting safety rules, adhere to all safety instructions. 

Employees are required to report any accidents or injuries-including any breaches of and safety- and to 

promptly report any unsafe equipment, working condition, process or procedure to a supervisor. 

Medical Procedures 

If an Employee become ill or get hurt while at work, they must notify management immediately. The 

Company is concerned about the physical well-being of its staff and encourages all Employees to have 

periodic physical examinations. 

 

 



Benefits 

The Company is in the process of building a benefits program. All benefits in the Company benefits 

package are granted after a 90-day vesting period. 

Jury Duty 

The Company encourages an Employee to fulfill their civic duties. To that end, an Employee will be 

allowed leave to serve on a jury, if summoned. We request that an Employee bring in a copy of the 

summons notice as soon as they receive it.  

Jury duty can last from a portion of a single day to several months or more. During this time, an 

Employee will be considered on a leave of absence. The Company will compensate full-time an 

Employee for the difference between jury duty compensation and their current daily pay for the first five 

days of jury service (or in accordance with applicable law, if different). If additional time is required, it 

will be granted, but without pay. An Employee called to appear as a witness will be permitted time off to 

appear, but without pay. 

 

Voting 

The Company encourages all an Employee to vote. Most polling facilities for elections for public office 

are scheduled to accommodate working voters. The Company, therefore, requests that an Employee 

schedule their voting for before or after their work shift. An employee who expects a conflict, however, 

should notify his or her supervisor, in advance, so that schedule can be adjusted if necessary. 

Leaving the Company 

If an Employee wish to resign their employment with the Company, they are requested to notify their 

manager. Customary notification is at least two (2) weeks in advance. This notice should be in the form of 

a written note or letter. If an Employee leaves the Company in good Standing, they may be considered for 

reemployment at a later date. 

Dispute Resolution 

In a perfect world, every employment relationship would be smooth and harmonious. However, there are, 

unfortunately, times when an Employee and employers disagree. These disagreements often arise in the 

context of involuntary employment termination, or an Employee quitting their employment. 

All Employees of the Company agree to first seek to mediate any dispute with the Company with a 

mediator from the American Arbitration Association or similar organization training and experienced in 

employment disputes. If mediation is not successful, both the Company and the employee agree to submit 

their dispute to arbitration. The arbitrator will be chosen from panel presented by the American 

Arbitration Association or such other organization as is acceptable to both parties. The cost of the 

arbitrator will be split between the Company and the employee. Each party will be responsible for its own 

attorney or other related fees. Both the Company and the employee acknowledge that by agreeing to 

arbitrate each gives up its rights to litigate their employment dispute in court or to submit it to jury. The 

decision of the arbitrator is final and binding. 

 

However, either party may seek to have a court of competent jurisdiction enforce an arbitration award. In 

addition, the Company retains the right to seek injunctive or other relief in the case of misappropriation of 

trade secrets or other confidential information, or any other action by an employee, which might 

reasonably be expected to lead to irreparable harm to the Company. 

 

 

 



Sofi Exploration Employee Handbook 

The Sofi Exploration Employee Handbook (‘Handbook”) is to help an Employee of Sofi Exploration to 

understand the responsibilities they have as an employee of Sofi Exploration. Employees are responsible 

for reading, understanding and abiding by all policies and procedures in this Handbook, as well as other 

policies and procedures of the Company. An in-house copy of the Handbook is available to any Sofi 

Exploration Employee. 

The purpose of this Handbook is to inform Employees of the Company’s policies and procedures. It is not 

a contract of employment. Nothing in this Handbook provides any entitlement to any Company 

employee. The Company has the right to change any provision of this Handbook at any time and current 

an Employee will bound by any such changes. 

For the Employee: 

As a W-2 employee, I understand and accept my employment is not a right, but an agreement between the 

Company and me based on performance. I accept this position by my decision and choice. I understand 

and accept my employment is at the request of Sofi Exploration, (the Company), and is performance 

based. I expressly agree to the abide by, adhere to and submit myself to the guidelines, direction, 

discipline and the provisions offered in the Sofi Exploration Employee Handbook, acknowledging formal 

performance reviews will be conducted by the company, of which I understand I am subject to sign as 

acknowledgement of such review(s). Not agreeing to abide by this Company policy will result in my 

immediate dismissal. 

In case of the unfortunate decision, by my own free will, I decide to leave Sofi Exploration as an 

Employee, or if I am release from my position of employment due to my own violations set forth in the 

Employee Handbook or lack of performance described in the Employee Handbook, I rightfully accept the 

final outcome. If there is a dispute in the action, I expressly agree to only employ Dispute Resolution, in 

which I have agreed to use alternative dispute resolution, in lieu of litigation, as the sole means of 

resolving any dispute that any arise between the Company and me, subject to the Company’s right to seek 

injunctive relief. I understand that by agreeing to arbitration I waive any right I may have to sue or seek a 

jury trail. The decision of the arbitrator will be final and binding. 

 

 

__________________________________  ______________ 

Signature      Date 

 

__________________________________ 

Please print your full name 

 

 

 

Legal Disclaimer 

It may be necessary to change or update the “Company” policies from time to time to reflect 

changes in the workforce, employment trends, economic conditions and state and federal 

legislation. A goal of the Handbook process is to keep it current in a timely manner to remain 

in compliance with current rules and regulations. 


