
 

 
SUPPLEMENTAL RBA LABOR POLICIES  

Labor & Human Rights 
and Ethics Documents 

 

Document Number                
#1-2022 

 
 
 

Hyve Solutions  

When printed, this document is classified as UNCONTROLLED, and its issue should be checked prior to use.   Page 1 of 6 

 
 

Hyve Solutions’ Supplemental RBA (Responsible Business Association) Labor Policies: 

Purpose: The purpose of this document is to highlight certain Hyve Solutions’ Labor policies for 

alignment with the Labor provisions in the RBA’s (Responsible Business Alliance’s) Code of Conduct. 

Scope: These policies apply to: 

a) Hyve Solutions ‘non-exempt,’ hourly co-workers, and contingent hourly workers supplied by 

Hyve Solutions’ staffing agencies (“Workers”).  

b) Hyve Solutions’ on-site security and janitorial services vendors’ employees who are assigned to 

Hyve’s facilities   

Policies Summary: 

Hyve Solutions’ Employment Policies are outlined below and apply to all Workers, unless there is an 

applicable local law that is more restrictive, in which case the more restrictive legal requirements are 

followed.     

1. Any form of forced, bonded (including debt bondage), involuntary or exploitative prison, 

trafficked or slave labor is strictly prohibited.  Additionally: 

 

a) There shall be no unreasonable restrictions on workers’ freedom of movement in the facility 

including entering and exiting the workplace.  

b) Workers shall be free to access their basic liberties including accessing drinking water, 

bathroom facilities and reasonable accommodations for nursing mothers for up to 12 

months after the birth of a child (or longer when requested). Additionally, pregnant workers 

will be allowed to take short rest breaks during their shift in consideration of their needs 

and the kind of work they are performing during pregnancy. 

 

2. Hyve Solutions is committed to a workplace free of harassment and unlawful discrimination.  

 
a. Hyve Solutions shall not engage in discrimination or harassment based on race, color, age, 

gender, sexual orientation, gender identity and expression, ethnicity or national origin, 
disability, pregnancy, religion, political affiliation, union membership, covered veteran 
status, protected genetic information or marital status in hiring and employment practices 
such as wages, promotions, rewards, and access to training.  

b. Workers shall be provided with reasonable accommodation for religious practices.  
c. In addition, workers or potential workers should not be subjected to medical tests, including 

pregnancy or virginity tests, or physical exams used in a discriminatory way. 
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3. Working hours shall be limited to no more than 60 hours per week.  

To assure compliance with this requirement,  

a. Supervisors and managers are responsible for checking their workers’ current accrued hours 

before pre-approving any overtime.   

b. Additionally, Human Resources provides supervisors with periodic reports and the 

timekeeping program provides supervisors with an alert notifying them if any of their 

workers are approaching the 60 hours per week limit.   

c. Supervisors are required to review these notifications and ensure they do not approve 

overtime that would result in any worker exceeding the applicable weekly working hours 

limit without reasonable justification.  

 

4. All Overtime shall be strictly voluntary.  Workers can choose to work requested overtime at 

their discretion and without fear of discrimination, reprisal, intimidation, or harassment. 

 

5. All workers are entitled to and must receive one day off in every seven-day period, and 

regular breaks during their shift, as outlined and communicated in their facility’s official work 

schedule.  Under normal circumstance workers should receive at least 11 hours off between 

shifts. 

 

6. The basis and amount of each worker’s pay, and deductions for taxes and benefits, must be 

clearly communicated so the worker understands the basis for their pay and deductions, as 

recorded on their paystubs.   

 

a. If Hyve Solutions co-workers have any questions about their pay or deductions, they 

should contact their Human Resources department to clarify their questions and resolve 

any discrepancies.    

b. Contingent workers should contact their staffing agency to address any questions or 

discrepancies; and the agency can contact Hyve Solutions HR if required.  

c. Under no circumstances will fines or deductions from pay be used as a disciplinary 

measure.   

d. Disciplinary measures and procedures are outlined in Hyve Solutions’ Employee 

Handbook.  
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e. Co-workers who have any questions or concerns about disciplinary measures and 

procedures shall be encouraged to bring them to the attention of their supervisors, 

management, or Human Resources 

 

7. In no circumstances will Hyve Solutions require or request workers to “hand over” their 

government-issued identification and personal documentation.    

 

a. Co-workers may, however, be asked to provide their document(s) to an HR 

representative for the purpose of verifying their identity or to verify that they are of 

appropriate working age and authorized to work at their assigned location before they 

begin work.  

b. An HR representative may need to make copies of original documentation for 

recordkeeping purposes but will return original document(s) immediately thereafter. 

c. All workers’ personal data and copies of any identification documents are maintained in 

accordance with Hyve Solutions’ HR confidentiality practices applicable to the personal 

information.    

d. It is Hyve Solutions policy to only hire workers who are 18 years of age or older on the 

date they begin employment.   

 

8. Workers shall be able to openly communicate and share ideas and concerns with Hyve 

Solutions’ management regarding working conditions and management practices without fear 

of discrimination, reprisal, intimidation, or harassment.   For example,     

 

a. Workers are encouraged to contribute their thoughts and ideas for making Hyve 

Solutions a great place to work and to bring any concerns about workplace conditions to 

the attention of management.  

b. Workers can participate with area managers directly in the regular meetings of 

Workplace Safety Committees that are maintained at each of our global manufacturing 

facilities.  

i. Workplace Safety Committees play an important role in supporting Hyve 

Solutions’ goal of maintaining a safe and healthy workplace.   

ii. Workers are encouraged to monitor for and bring any unsafe conditions and 

hazards to management’s attention so they can be promptly corrected and do 

not result in injuries to Hyve Solutions co-workers, contingent workers, or 

guests at our facilities. 

c. Workers are also encouraged to: 
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i. Contribute their ideas for improvement using the worker suggestion boxes that 

are placed throughout our facilities; and 

ii. Respond to Human Resources’ periodic confidential worker surveys, which 

enable the company to remain informed about and act on opportunities for 

continual improvement, as well as to address concerns that warrant 

management’s attention.    

d. Workers can also use the confidential employee complaint procedure to communicate 

any workplace issues that affect them personally; and can be confident that their 

concerns will be treated sensitively and confidentiality, without fear of discrimination, 

reprisal, intimidation, or harassment. 

e. Unless prohibited by local law, it is Hyve Solutions policy to respect the rights of our co-

workers to form or join worker organizations of their own choosing, to bargain 

collectively and engage in peaceful assembly, to respect the rights of our co-workers 

who choose to refrain from such activities, and to neither discourage nor encourage our 

co-workers to engage in these activities. 

 

9. Recruitment fees shall not be charged to candidates for employment at Hyve Solutions.  

 

a. Workers shall not be required to pay employers’ agents or sub-agents’ recruitment fees 

or other related fees for their employment.   

b. If staffing agencies require candidates to undergo pre-employment medical screening 

testing, the staffing agency must pay for or promptly reimburse workers for the costs of 

such testing.    

c. It is Hyve Solutions’ Policy to not directly recruit or hire workers from other countries.  

All candidates must present themselves for employment at Hyve Solutions.   

  

10. Official Language of Each Hyve Solutions Facility 

 

a. The official language for each Hyve Solutions manufacturing facility is the native 

language employed for business in the country where the facility is located. 

b. Workers are required to have basic speaking, reading, and writing skills in their facility’s 

native language so they will understand all company policies, procedures, and training 

programs.       
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