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WELCOME 

We are pleased you have become a member of our team and hope the relationship will be mutually 

beneficial.  We are currently located in the Quad Cities, Cedar Rapids, Rockford,  Brookfield, 

Waterloo/Cedar Falls, Ankeny/Des Moines, and Springfield.   

 

There are older and larger companies, but none better than ours.  We believe our company will offer 

you a great opportunity to meet and help people in a manner that will be rewarding. We believe if 

you have the determination to make the most of your opportunities with us, you will be pleased with 

your choice of QCR Holdings, Inc. 

 

Welcome to the QCR Holdings family-we’re glad you are here! 

 

 

 

Doug Hultquist                        Tom Budd                                

President and CEO, Co-Founder        President and CEO    

QCR Holdings, Inc.          Rockford Bank & Trust            

 

Todd Gipple    Stacey Bentley 

CFO and COO   President and CEO    

QCR Holdings, Inc.   Community Bank & Trust 

 

John Anderson   Kurt Gibson 

President and CEO      President & CEO 

Quad City Bank & Trust   Community State Bank 

 

Larry Helling    James Klein  

   CEO     President 

   Cedar Rapids Bank & Trust  Cedar Rapids Bank & Trust  

 

   Rob Fulp    Monte McNew 

  CEO     President 

  Springfield First Community Bank Springfield First Community Bank 

 

  John Engelbrecht 

  CEO 

  M2 Lease Funds 
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INTRODUCTION 

QCR Holdings, Inc. (QCRH) has prepared these Human Resources policies for its subsidiaries to 

describe and outline some of the expectations and other matters of interest to our employees. The 

subsidiaries of QCRH are Quad City Bank & Trust (QCBT), Cedar Rapids Bank & Trust (CRBT), 

Rockford Bank & Trust (RB&T), m2 Lease Funds, LLC, Community Bank & Trust (CB&T), 

Community State Bank (CSB), and Springfield First Community Bank (SFC).  Throughout this manual, 

QCRH is intended to include the above listed subsidiaries and all policies apply to all employees whether 

working for QCRH, QCBT, CRBT, RB&T, m2 Lease Funds, LLC, CB&T, CSB or SFC.  Where the 

policy applies only for one particular subsidiary, it will be noted as such. 

 

This communication is important in order to accomplish the best possible service to our clients and to 

attempt to provide the best working conditions possible for our employees.   These policies are designed 

to help QCRH achieve its goals and objectives in an organized and constructive manner, provide 

consideration of our employees' needs, and foster teamwork and cooperation. 

 

This handbook contains information about employment with QCRH.  We ask that you please read 

this handbook carefully.  It is the responsibility of all employees to understand and comply with 

these policies and any revisions made to them.  This handbook sets forth QCRH’s guidelines 

concerning Human Resources and employment practices.  The policies and guidelines in this 

handbook are not intended to create a contractual relationship of any kind.  Either the employee 

or QCRH may end the employment relationship at any time, with or without cause. 

 

These policies are informational in nature and may not address every situation or answer every question 

about employment. QCR Holdings, Inc. encourages employees to discuss any policy or questions 

regarding a policy with his/her immediate supervisor as well as discuss any concerns about the working 

conditions or individual compensation.  QCRH prefers to deal openly and directly with its employees in 

an attempt to provide a satisfactory work environment and effective communication channels. 

Additionally, employees may discuss concerns with the Human Resources department, or the CEO. We 

hope this will demonstrate our commitment to our employees and in turn contribute to the success of 

QCR Holdings, Inc. 

 

Each position is an integral part of an overall effort to provide quality client service. Our clients expect 

not only high quality service but also personalized service. As representatives of QCRH, we have an 

obligation to meet these client expectations.  Doing such can only happen when our employees 

experience a high degree of job satisfaction.  We encourage employees to discuss concerns and express 

their needs as we attempt to provide the environment and support which will allow employees to achieve 

personal and professional satisfaction. QCRH attempts to do so through fair and equitable treatment 

applied in an objective manner. 

 

In order to retain the flexibility necessary in the administration of the Human Resources policies and 

procedures, QCR Holdings, Inc. reserves the right to change, revise, or eliminate any of the policies, 

guidelines and/or benefits described in this handbook.  

 

 

Anne Howard 

SVP, Director of Human Resources 

 

Doug Hultquist 

President & CEO, QCR Holdings, Inc. 



QCR Holdings, Inc. 

 Effective Date: January 1994  |  Revision Date:  April 2019 7 

MISSION STATEMENT  

We make financial dreams a reality. 

 

This mission goes beyond words – it is at the core of what the QCRH team strives for every day.  It 

has been behind every decision since the company was founded. 

 

VISION STATEMENT  

QCRH will be ranked in the top quartile of ROA of peer firms by 2020. 

- To maximize shareholder value. 

- To reward employees, shareholders & clients and also to strengthen and serve our 

communities long term. 

 

Core Values 

 Achievement – We work to win. 

 Collaboration – We learn from each other. 

 Personal Responsibility – We own it. 

 Innovation – We make it better. 

 Fulfillment – We have fun. 

 

 

HISTORY 

The origination of Quad City Bank and Trust Company (QCBT) resulted from an identified need in 

the community for a locally managed bank that would be very responsive to the needs of its clients. 

The consolidation taking place in the Quad Cities' banking industry created the opportunity.   

 

The largest bank in the Quad Cities, Davenport Bank and Trust Company was acquired by Norwest 

Banks on January 17, 1992. In the summer of 1992, Rich Horst (previously SVP, Davenport Bank & 

Trust) contacted Doug Hultquist, current President/CEO, QCR Holdings, Inc. and formerly a CPA 

with McGladrey & Pullen, and Mike Kirley of McGladrey & Pullen. Late in 1992, Mike Bauer, 

President of Davenport Bank and Trust approach Doug Hulquist about the possibility of assisting 

him with the formation of a new bank if Mike were to leave Davenport Bank and Trust. 

 

Mike Bauer resigned from Norwest in January of 1993 and began to work full time on the project 

shortly thereafter. Mike and Doug started to work on the various regulatory applications immediately 

and filed the charter application with the Iowa Department of Banking on February 1, 1993. Later in 

February, applications were filed with the Federal Reserve Board for Quad City Bank & Trust to 

become a Federal member bank and for Quad City Holdings, Inc. (QCHI) to own 100% of the stock 

of QCBT. An application was also filed for deposit insurance with the FDIC. 

 

Prior to filing an application, organizers and directors needed to be selected. The original directors of 

QCBT were: 
 

Directors (QCBT) 

Michael Bauer Richard Horst 

Joyce Bawden Marc Slivken 

Edwin Maxwell James Brownson 
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Upon completion of the application, work began in conjunction with local counsel and the Chicago 

law firm of Barack, Ferrazzano, Kirschbaum & Perlman to put in place a private placement stock 

offering to raise funds for the pre-opening costs of the project.  Twenty-two investors came forward 

and invested $750,000 to fund these costs. 

 

After income tax season, Doug joined the project on a full time basis and became a director of 

QCBT.  It was determined that a goal of the site selection process would be to locate the bank on 

Middle Road as close to I-74 as possible. Kaizen, Perry Gere and Estes were selected as the 

developer, architect and general contractor respectively.  Ground breaking took place on June 30, 

1993, only to be followed by two months of rain. 

 

Regulatory approvals were received as follows: 

  Federal Reserve   May 25, 1993 

  Iowa Department of Banking  June 16, 1993 

  FDIC     July 23, 1993 

 

Additional officers were then selected and joined the project including Rick Jennings, Trust Officer 

and Victor Quinn, Cashier. 

             

The most publicized portion of the project to date, the public stock offering, commenced.  The 

Holding Company (QCHI) hoped to raise a minimum of $6 million dollars and engaged Dain 

Bosworth to underwrite the offering. Shortly before the effective date, Dain Bosworth suggested that 

QCHI consider raising the offering to $12 million because of the demand for shares. The IPO went 

effective on October 6, 1993 and the Bauers and Hultquists traveled to Minneapolis on October 13, 

1993, to collect the proceeds. The response from the community sent a well received message: The 

Quad Cities wanted a locally-owned bank and was willing to support it financially. 

 

Staff additions were as follows: 

 
Diana Conrad – Admin Assistant for Trust & Finance, October 1993 

Debbie Gillum – New Accounts Manager, October 1993 

Karen Wolfe – Operations Manager, November 1993 

Kris (Kramer) Finley – Admin Assistant – Loans, November 1993 

 

December 1993 & January 1994 brought much success in the way of additional staff: 

           
Margorie Froeschle, Head Teller 

Mary Gogel, Account Executive 

Patty Keltner, Teller 

Cathleen Sebille, Account Executive and Teller 

Patricia Bear, Account Executive 

Lilly Aniol, Teller 

Sharron Solis, Executive Secretary 

Penny Harry, Account Executive 

Betty Roller, Real Estate Loan Office 

Connie McGinn, Loans and Trust Administrative 

Assistant

Shellee Showalter, Controller 

   

Although Mike and Doug had hoped to open a bank in 1993, it was agreed, for many reasons, that an 

opening day of Friday, January 7, 1994 would be appropriate.  QCBT opened its doors at 2118 

Middle Road in Bettendorf on January 7, 1994 to a large contingent of clients and well-wishers.  
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It was apparent that QCBT would be an important player in the financial services market for many 

years to come. 

 

On April 3, 1995 a temporary office was opened in Davenport at 4550 North Brady Street in the 

basement of the US Cellular building.  

 

QCRH continued to grow opening for business in the following locations: 

 Quad City Bank & Trust – Brady Street, July 1996 

 Quad City Bank & Trust – Moline, February 1998 

 Quad City Bank & Trust – Utica, October 2000 

 Cedar Rapids Bank & Trust – September 2001 

 Rockford Bank & Trust – Wyman, January 2005 

 Quad City Bank & Trust – 5 Pts./Bauer Financial Center, March 2005 

 Cedar Rapids Bank & Trust – Council St., June 2005 

 Cedar Rapids Bank & Trust – relocated to 1st Ave., July 2005 

 m2 Lease Funds – August 2005 

 Rockford Bank & Trust – Guilford, November 2006 

 First Wisconsin Bank & Trust – February 2007 

 QCBT Purchases CMG Investment Advisors, January 2008 

 First Wisconsin Bank & Trust – sold December 2008 

 Quad City Bank and Trust – Utica Ridge location relocates to 5405 Utica Ridge Road, May 2010 

 Community National Bank – Waterloo, Cedar Falls, Mason City and Austin, May 2013 (became 

Community Bank & Trust October 28, 2013) 

 Community State Bank – locations across Ankeny & Des Moines, September 2016 

 Guaranty Bank – Cedar Rapids, October 2017 (became part of Cedar Rapids Bank & Trust 

December 2, 2017) 

 Springfield First Community Bank – Springfield, MO, July 2018 

 Bates Companies – Rockford, October 2018 (became part of Rockford Bank & Trust) 

 

Many, many thanks are given to the employees for sharing their time, talents and patience. Without 

you, QCRH would not be possible. 
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EMPLOYEE ACKNOWLEDGEMENT FORM 

  

This form should remain in the employee handbook for reference purposes. 

 
  

The Human Resources policies describe important information about employment with QCR 

Holdings, Inc. and I understand that I should consult with my supervisor and/or senior management 

concerning any questions I may have regarding these policies. 

 

Since the information and benefits described within the policies may be subject to change, I 

acknowledge that revisions may occur. I understand that revised information may supersede, modify, 

or eliminate existing policies.  

 

I have entered into my employment relationship with QCR Holdings, Inc. voluntarily and 

acknowledge that there is no specified length of employment. Accordingly, QCRH or I can terminate 

the relationship at will, with or without cause, at any time. Only senior management has the authority 

to alter, in writing, the terminable-at-will status of any employee. No policy or practice of QCRH 

should be construed to change the at-will nature of the employment relationship. Please note this 

Handbook is not an employment contract, or a guarantee of employment and does not create 

contractual obligations. 

 

Furthermore, I acknowledge that these policies are neither a contract of employment nor a legal 

document. I have reviewed the policies, and I understand that it is my responsibility to read and comply 

with these policies and any revisions made to them, and that policy violations are not tolerated. 

 

I also acknowledge that I have read and understand the following policies: 

 Code of Business Conduct and Ethics 

 Anti-Bribery Policy 

 Whistleblower Policy 

 Technology Policy 

 Vehicle Usage Policy 

 

This Handbook remains the property of QCRH and is for internal use only. A signed Employee 

Acknowledgement Form is required by all employees. 
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EQUAL EMPLOYMENT OPPORTUNITY 

Equal Employment Opportunity has been and continues to be both policy and practice at QCRH.  It 

is in QCRH’s best interests to utilize the skills and abilities of our personnel to the fullest extent 

without regard to factors unrelated to job performance.   

  

Specific objectives of our policy are to: 

 Ensure that the concepts of Equal Employment Opportunity are understood by all employees; 

 Ensure that non-harassment concepts are understood by all employees; and  

 Assign responsibility for providing employees with pertinent information relating to Equal 

Employment Opportunity and monitoring employment decisions to ensure that QCRH 

management personnel comply with this policy.     

 

As stated at the outset, Equal Employment Opportunity has been and continues to be both policy and 

practice at QCRH.  Our policy of Equal Employment Opportunity is to: 

 Recruit, hire, train and promote persons in all job classifications without regard to all 

protected classes as defined by state or federal law. 

 Base decisions on employment so as to further the principles of Equal Employment 

Opportunity. 

 Ensure that promotion decisions are in accordance with principles of Equal Employment 

Opportunity.   

 Ensure that all personnel actions such as compensation, benefits, transfers, terminations, 

layoffs, returns from layoff, and any social or recreational programs, will be administered in 

accordance with the principles of Equal Employment Opportunity. 

 

It is also QCRH’s policy that any form of discrimination or harassment with regard to all protected 

classes as defined by state or federal law will not be tolerated in the workplace.  Any employee 

found to have engaged in any type of unlawful discrimination or harassment will be subject to 

disciplinary action up to and including termination. 

 

In carrying out its commitment of equal employment. QCRH will make reasonable accommodations 

for qualified individuals with disabilities as defined by and as required by law. 

 

Any employees with questions or concerns regarding any type of discrimination or harassment in the 

workplace should immediately report these issues to the Director of Human Resources or a Human 

Resources representative where the employee works.  Employees may raise concerns and make 

reports without the fear of reprisal.    
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AMERICANS WITH DISABILITIES ACT (ADAAA) 

QCRH complies with the provisions of the Americans with Disabilities Act (ADAAA)  and will not 

discriminate against any qualified employee or job applicant with respect to any terms, privileges, or 

conditions of employment because of a person’s physical or mental disability or perceived disability.  

Pre-employment inquiries are made only regarding an applicant’s ability to perform the duties of the 

position. 

 

Reasonable accommodation will be available to all qualified individuals with disabilities as defined 

and provided by law.  All employment decisions are based on the merits of the situation in 

accordance with defined criteria, not the disability of the individual.   

 

Qualified individuals with disabilities are entitled to equal pay and other forms of compensation (or 

changes in compensation) as well as in job assignments, classifications, organizational structures, 

position descriptions, lines of progression and seniority lists.  Leave of all types will be available to 

all employees on an equal basis.  

 

QCRH is also committed to not discriminating against any qualified employees or applicants 

because they are related to or associated with a person with a disability.  QCRH will follow any state 

or local law that provides individuals with disabilities greater protection than the ADAAA. 

 

This policy is neither exhaustive nor exclusive.  QCRH is committed to taking all other actions 

necessary to ensure Equal Employment Opportunity for persons with disabilities in accordance with 

the ADA and all other applicable federal, state, and local laws.  If you feel you have been unlawfully 

discriminated against, immediately inform the Human Resource Department.  You can be assured 

that your complaint will be thoroughly investigated. 

 

 

IMMIGRATION LAW COMPLIANCE 

In compliance with federal law, QCRH requires all newly hired employees to complete the 

Immigration and Naturalization Service Form I-9.  Proper authorization to work in the United States 

is necessary to continue employment with QCRH.  The Human Resources Department is responsible 

for ensuring applicable documentation is completed in compliance with this policy. 

 

 

CONFLICT OF INTEREST 

QCRH requires all employees to conduct business in a manner consistent with professional codes of 

conduct and in a manner which does not present an actual or potential conflict of interest.    

 

Transactions with outside entities must be conducted within acceptable standards of operation.  

Business dealings with outside entities should not result in personal gains to the employee.  Personal 

gain refers to monetary or non-monetary compensation including but not limited to bribes, product 

bonuses, special fringe benefits, unusual price breaks, and other windfalls designed to ultimately 

benefit the employee.  Promotional plans which could be interpreted to involve personal and unusual 

gain require specific approval from the CEO or President of the Bank. 
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An actual or potential conflict of interest occurs when an employee is in a position to influence a 

decision that may result in a personal gain for that employee or for a relative or friend as a result of 

QCRH's business dealings.  For the purposes of this policy, a relative is any person who is related by 

blood or marriage, or whose relationship with the employee is similar to that of persons who are 

related by blood or marriage. 

 

No "presumption of guilt" is made by the mere existence of a relationship with outside entities.  

However, if an employee has any influence on transactions involving purchases, contracts, or leases, 

it is imperative that he or she immediately disclose to the CEO or President of the Bank the existence 

of any actual or potential conflict of interest.  QCRH will attempt to establish safeguards intended to 

protect all parties. 

 

Personal gain may result not only in cases where an employee or relative has a significant ownership 

in a firm with which QCRH does business, but also when an employee or relative receives any 

kickback, bribe, substantial gift, or special consideration as a result of any transaction or business 

dealings involving QCRH. 

 

The materials, products, financial data, client information, investments and loans of QCRH are the 

property of QCRH and must not be disclosed to an outside firm or individual except through normal 

channels and with appropriate authorization.  Any improper transfer of material or disclosure of 

information, even though it is not apparent that an employee has personally gained by such action, 

may constitute misconduct.  Any employee participating in such activity may be subject to 

disciplinary and/or legal action. 

 
 

OUTSIDE EMPLOYMENT 

An employee may be self employed or hold a job with another organization which is not in direct 

conflict with QCRH as long as he/she immediately informs his/her immediate supervisor of such 

employment, continues to satisfactorily perform his or her job responsibilities with QCRH, and such 

employment is not related to services currently or potentially provided by QCRH. All employees 

will be judged by the same performance standards and will be subject to QCRH's scheduling 

demands, regardless of any existing outside work requirements. 

 

QCRH retains the right to determine whether an employee's outside work or schooling interferes 

with job performance, the ability to meet employment requirements, or impedes upon the services 

currently or potentially provided by QCRH. Outside employment shall be considered to present a 

conflict of interest if it has an actual or potential adverse impact on QCRH. 
 

 

NON-DISCLOSURE OF CONFIDENTIAL BUSINESS INFORMATION 

The protection of confidential business and client information is vital to the interests and success of 

QCRH.  Such confidential information includes, but is not limited to, the following examples: 

 Client information 

 Client lists 

 Financial information 

 Investments 

 Loans 

 Marketing strategies 

 Private employee information 
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Any current or previous employee found to have disclosed confidential business and/or client 

information may be subject to disciplinary and/or legal action. 

 

You will not be held liable under any Federal or State trade secret law for the disclosure of a trade 

secret that is made in confidence to a Federal, State, or local government official or to an attorney 

solely for the purpose of reporting or investigating a suspected violation of law.  Further, you will 

not be held liable under any Federal or State trade secret law for the disclosure of a trade secret that 

is made in a complaint or other document filed in a lawsuit or other proceeding if such filing is made 

under seal.  Nothing in this Agreement is intended to conflict with 18 U.S.C. § 1833(b) or create 

liability for disclosures of trade secrets that are expressly allowed by 18 U.S.C. § 1833(b). 

 

QCRH also has the right to monitor all employee accounts.  This may be done by Human Resources, 

Auditing or another department when deemed appropriate. 

  

 

HIRING POLICY 

QCRH is an equal opportunity employer and hires employees solely based on their qualifications 

and ability to do the job. 

 

Former employees who left the company in good standing may be considered for re-employment.  

Former employees who resigned without written notice or who were dismissed for disciplinary 

reasons may not be considered for re-employment. 

 

 

INTERNAL TRANSFERS AND PROMOTIONS 

QCRH encourages the movement of employees internally within the organization.  This provides 

employees with a broader sense of our business and allows us to develop unique knowledge and 

skills in our employees.  New positions within QCRH may be posted internally for at least three days 

before an outside search begins.  From time to time, however, management may, as it considers 

appropriate, fill job openings or make transfers without posting notices.  Any employee interested in 

a posted position should immediately notify their direct supervisor and the Human Resources 

Department.  At that time the employee will be given an Internal Transfer Request which should be 

completed immediately, signed by their direct supervisor and returned to the Human Resources 

Department. 

 

To be eligible for a transfer, employees must meet the requirements of the new position, must have a 

satisfactory performance record and must have no adverse disciplinary actions currently pending. In 

order for QCRH to function effectively and efficiently, we ask employees to remain in the position 

for a period of 12 months before posting for a new position to allow them time to develop in that 

position and to become contributing members of the organization.  Managers reserve the right to 

waive the twelve month requirement as it considers appropriate. 

 

Once an employee has returned the Internal Transfer Request to the Human Resources Department, 

HR will determine whether the employee is eligible for the requested job or whether another suitable 

job opening exists for which the candidate is suitable.  The request form needs to be signed by the 

employee’s current supervisor before it is sent to the Human Resources Department.   
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Along with the Internal Transfer Request form, the employee must also complete the online 

application by going to QNews and clicking on the Job Openings link in the QCRH tab.  If the 

employee is eligible for a job opening, HR will arrange for an interview between the candidate and 

the department who has the job opening.  The candidate will be allowed time off with pay for job 

interviews related to the transfer.  The department manager with the opening will make the final 

decision.  Supervisors and department managers may initiate the procedure and propose employees 

for open positions.  Once an employee has accepted a position in another department – the maximum 

time that the current supervisor may hold the employee at their position is 4 weeks. 

 

 

NEPOTISM POLICY 

QCRH will consider a member of an employee’s immediate family for employment on an individual 

basis and if the applicant possesses all of the qualifications for employment.  An immediate family 

member may not be hired, however, if the employment would create either a direct (supervisor) or 

indirect (manager) supervisor/subordinate relationship with a family member or create an actual 

conflict of interest or the appearance of a conflict of interest.  This policy will also apply when 

assigning, transferring or promoting an employee.  For purposes of the policy, “immediate family” 

includes employee’s spouse or a close personal relationship, children, siblings, parents, 

grandparents, in-laws, step relationships and any other member of the household.  Other family 

members will be reviewed and considered on an individual (or case by case) basis.  

 

Employees who marry or engage in a close personal relationship may continue employment as long 

as there is not a direct or indirect supervisor/subordinate relationship between the employees, an 

actual conflict of interest or the appearance of a conflict of interest.  Should one of the above 

situations occur, QCRH will attempt to find a suitable position within the company to which one of 

the affected employees may transfer.  If accommodations of this nature are not feasible, other 

options may be exercised as applicable. 

 

Immediate family members of the QCRH Executive Team will not be considered for employment at 

the Executive’s entity based on the status of their position, access to sensitive information and their 

ability to influence others.  To further clarify the policy by example, the QCRH Director of Human 

Resources’ immediate family would not be eligible for employment at QCRH but could be 

considered eligible for employment at QCBT, CRBT, RB&T  or m2 Lease Funds as long as the 

employment relationship did not cause a conflict of interest or the appearance of a conflict of interest 

and they were qualified for the position. 

 

If a member of the QCRH Executive Team marries or becomes engaged in a close personal 

relationship with another employee and both are working at the Executive’s entity, they will be 

asked to resolve the situation on their own with one of the employees finding employment at another 

entity within 60 days.  If accommodations of this nature are not feasible, other options may be 

exercised as applicable. 

 

Management reserves the right to monitor the solution for any conflicts of interest or the appearance 

of a conflict of interest and develop an alternative solution. 
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EMPLOYEE RELATIONSHIP POLICY 

QCRH strongly believes that a work environment where employees maintain clear boundaries 

between personal and business interactions is in the best interest of our clients and our employees.  

Although this policy does not prevent the development of close personal relationships between 

coworkers, it does establish guidelines as to how to manage them.  Managers and Supervisors are 

encouraged to avoid developing close personal relationships under this policy due to the status of 

their position, their access to sensitive information and their ability to influence others. 

 

Employees engaged in a close personal relationship are asked to disclose the relationship to their 

immediate supervisor and the Director of Human Resources.  This disclosure will enable QCRH to 

determine whether any conflict of interest exists because of the relative positons of the employees 

involved.  Where a conflict of interest or the appearance of a conflict exists the employees involved 

will be asked to work with their immediate supervisors and the Director of Human Resources on a 

resolution.  

 

Employee off-duty conduct is generally regarded as private as long as such conduct does not create a 

conflict of interest in the workplace or adversely affect work performance.  During work time 

employees are expected to keep personal exchanges limited so that coworkers are not distracted or 

offended. 

 

Employees who allow close personal relationships to affect their performance or the working 

environment of their coworkers will be subject to disciplinary actions.  

 

EMPLOYMENT CATEGORIES 

QCRH maintains defined employment categories as follows for the determination of benefits 

eligibility, and other employment-related functions.   

 REGULAR FULL-TIME:  An employee whose normal work schedule is thirty-five (35) hours or 

more per week.  Individuals employed as Regular Full-Time are eligible for offered benefits 

subject to the terms, limitations, and conditions of each benefit plan. 

 REGULAR PART-TIME:  An employee whose normal work schedule is twenty (20) or more 

hours but less than thirty-five (35) hours per week.  Individuals employed as Regular Part-Time 

are eligible for the offered benefits on a prorated basis, as identified, and subject to the terms, 

limitations, and conditions of each benefit program. 

 PART-TIME:  An employee whose normal work schedule is nineteen (19) hours or less per 

week.  Individuals employed as Part-Time are not eligible for benefits above and beyond those 

required by law. 

 SEASONAL:  An individual whose normal work schedule is for a designated period of time.  

Individuals employed as Seasonal are not eligible for benefits above and beyond those required 

by law. 

 TEMPORARY:  An individual whose work schedule is for a limited period of time.  Individuals 

employed as Temporary are not eligible for benefits above and beyond those required by law. 

 

Employees will also be classified as exempt or non-exempt based on the employee’s job 

duties and responsibilities and the Fair Labor Standard Act. 

 

Designation in any of the above employment categories does not alter the employment-at-will 

relationship with QCRH. 
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EMPLOYMENT REFERENCE AND BACKGROUND CHECKS 

QCRH will complete employment reference and background checks on those applicants considered 

for employment with QCRH.  Such reference verifications are made in an attempt to ensure that 

individuals who become employed are well qualified, have a strong potential to be productive and 

successful, and have provided truthful information throughout the application process. Background 

checks are made in attempt to ensure that individuals are able to be bonded.   Background checks 

include criminal, credit and education when appropriate.  QCRH will require pre-employment drug 

screens on all applicants considered for employment.  

 

Responses to inquiries for reference checks or income verifications for current or former QCRH 

employees are made only by the Human Resources Dept. and will confirm factual employment 

information documented in the personnel file.   

 

 

EMPLOYEE PERSONNEL FILES 

QCRH maintains an adequate system for the retention of employee information and records.  

Employee personnel files include such documents and forms necessary to meet the legal and 

administrative requirements for employment. 

 

All personnel files are the property of QCRH.  Pursuant to applicable state law, employees may 

review and/or receive copies of their personnel file.  Employees are to contact the Human Resources 

Department to arrange to review and /or receive copies of their individual personnel file.  Charges 

for the copies may be assessed pursuant to applicable state law. 

 
 

PERSONAL DATA CHANGES 

QCRH requires each employee to promptly notify the Human Resources Department, in writing, of 

any changes in personal data.  Personal mailing addresses, telephone numbers, changes in 

federal/state tax withholdings, individuals to be contacted in the event of an emergency and other 

such status reports must be accurate and current at all times.  Employees have the capability of 

changing basic demographic data, direct deposit information, and federal/state tax withholdings 

themselves in Paylocity.   

 

 

EMPLOYEE ORIENTATION 

QCRH provides orientation to new employees to build a working relationship that is open and 

trustworthy.  Employee orientation is conducted by the Human Resources Dept. and the employee's 

immediate supervisor.   

 

 

PERFORMANCE MANAGEMENT  

A formal, written performance evaluation normally is conducted for employees at least annually.  

Formal performance evaluations are conducted to provide both the supervisor and the employee the 

opportunity to discuss job tasks, identify areas of improvement, encourage and recognize strengths, 

and discuss positive, purposeful approaches for meeting performance goals. 
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QCRH strongly encourages supervisors and employees to discuss job performance and goals 

on an informal, day-to-day basis. 

 

Merit-based pay adjustments may be awarded in January by QCRH in an effort to recognize 

employee performance.  The decision to award such an adjustment is dependent upon numerous 

factors, including, but not limited to, the individual performance, economic factors, and QCRH's 

financial performance.  Applicable adjustments will be independent of the formal performance 

evaluation.  QCRH reserves the right to grant or deny any pay adjustments at its own discretion.  At 

no time is an employee guaranteed a pay adjustment. 

 

DISCIPLINARY ACTION AND TERMINATION 

It is the policy of the Company that all employees are expected to comply with the terms and 

conditions of this handbook and that any noncompliance with these standards must be remedied. 

These policies have been put in place to promote a positive, productive work environment for 

everyone and provide protection for employees and the Company. In general, the purpose of 

discipline is to provide correction so that the employee can improve his or her conduct or 

performance, unless the Company determines that, under the circumstances, the employment 

relationship should not be continued.  

 

Failure to abide by the established policies and rules may lead to corrective disciplinary action, up to 

and including discharge.  Depending on the circumstances, discipline issued may be a verbal 

warning, written warning, suspension (with or without pay) or termination. Based upon the severity 

of the situation, as well as the employee’s past work record and conduct, one or more steps of the 

progressive discipline process may be repeated or skipped. In some circumstances, discharge may be 

the first step of the progressive discipline process. 

 

In order to ensure an aligned and effective resolution, it is recommended that disciplinary action be 

coordinated with Human Resources. Discipline documents are to be completed in there entirety and 

are required to be sent to Human Resources for inclusion in the employee’s personnel file. 

 

Employment with QCRH is based on mutual consent; both the employee and QCRH have the right 

to terminate employment at will, with or without cause, at any time.   Terminating employees 

receive their final pay on the payday following termination or as required by state law. 

 

Terminated employees are notified of the necessary procedures in exiting employment.  The exiting 

employees are advised of any benefit continuation and/or conversion privileges (i.e., COBRA), and 

the return of QCRH property. 

 

 

EMPLOYEE BENEFITS 

Benefit programs enable QCRH to attract and retain qualified employees, provide an enhanced total 

compensation package to employees, and provide necessary time-off to employees for personal and 

family matters.  Benefit programs may also provide for financial security in the events of illness, 

disability, or other events experienced by the employee.   
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QCRH provides a wide range of benefits to eligible employees.  Particular benefits (Social Security, 

workers' compensation, unemployment insurance and COBRA insurance continuation) cover all 

employees in the manner prescribed by law. 

 

Benefit eligibility is dependent upon various factors, including employee classification and the 

requirements of each specific benefit plan.  Many of the employee benefit programs are explained in 

detail in this section.  Those which are detailed in a separate benefits summary booklet, plan 

document, or elsewhere have been excluded other than acknowledgment of their availability as noted 

below.  Additional information regarding all benefit programs is available upon request from the 

Human Resources Department. 

 

The following benefit programs are currently available to eligible employees: 

 Bank Services to Employees - Checking 

Accounts, Savings and Time Accounts, 

Loans, Discounts**    

 Flexible Spending Accounts and Health 

Savings Accounts 

 Educational Assistance for QCRH-Related 

Seminars 

 Health, Vision, Disability and Dental 

Insurance  

 Holidays 

 Jury/Witness Duty Leave 

 Life Insurance  

 Personal Days (PTO and Work Life 

Balance Days) 

 Next Gen 

 Bereavement Leave 

 Sabbatical  

 ESPP 

 401(k)  

 

**Additional information regarding this benefit may be obtained from the bank’s Account 

Executives. All employees are encouraged to bank with us.  The Department of Banking prohibits 

the overdrawing of any account that an employee is a signer on.  Employees are encouraged to apply 

for overdraft protection. 

 

Benefits which an employee is eligible for and participating in represent a significant addition to the 

total compensation package employees receive from QCRH.  The costs of particular benefits may be 

assumed by QCRH or may require an employee to contribute to the cost through payroll deduction 

or direct payment. 

 
 

HIPAA 

The Health Insurance Portability and Accountability Act of 1996 (HIPAA) limits exclusions for pre-

existing conditions; prohibits discrimination against employees and their dependents based on their 

health status; guarantees renewability and availability of health coverage to certain employers and 

individuals; and protects many workers who lose their health coverage by providing better access to 

individual health insurance. 

 

The special enrollment rights apply without regard to the dates on which an individual would 

otherwise be able to enroll under the plan.  Special Enrollment periods apply to you and/or your 

dependent(s), if you have a new dependent as a result of marriage, birth, adoption or placement for 

adoption (qualifying event).  Under these rules, a group health plan is required to provide the 
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opportunity for special enrollment for these individuals should they make the request within 30 days 

of the date the qualifying event occurred. 

 

If you decline enrollment under QCRH’s company plan for yourself or your dependents (including 

your spouse) and state in writing that you/or your dependents have coverage under another group 

health plan or health insurance coverage as the reason for declining to enroll, you may also have 

special enrollment rights.  Special enrollment rights may apply to you/or your dependents in the 

event that you/or your dependents are no longer eligible for this coverage. 

 

Your plan offers you an Annual Open Enrollment giving you the opportunity to enroll yourself 

and/or your dependents if you have previously declined/waived coverage for you and /or dependents. 

 

 

BENEFITS CONTINUATION (COBRA) 

QCRH allows employees and their qualified beneficiaries presently enrolled the opportunity to 

continue health insurance coverage under QCRH's group plan, as required by law.  Employees are 

eligible when a "qualifying event" would normally result in the loss of eligibility.  Qualifying events 

may include resignation, termination of employment, or death of an employee; a reduction in an 

employee's hours or a leave of absence; an employee's divorce or legal separation; and/or a 

dependent child no longer meeting eligibility requirements. 

 

Under COBRA, the employee or beneficiary will be required to pay the full cost for coverage at the 

employer's group rates plus an administration fee. 

 

The employee or family member has the responsibility to inform the Human Resources Department 

of a divorce, legal separation, or a child losing dependent status within 30 days after the qualifying 

event occurs. This notice must be given in writing and include the name of the employee or 

dependent, the date of the event, what the event is, and the employee or dependent’s current address.  

 

Medical, Dental, and Vision Insurance coverage ends on the last day of the month following 

termination of employment with the Company. Under COBRA law, an employee has up to sixty 

(60) days to elect to continue coverage.  Eligible employees are notified in writing of their rights 

under COBRA when the employee becomes eligible for coverage continuation.   

 

 

FAMILY MEDICAL LEAVE ACT (FMLA) AND SHORT TERM DISABILITY 
It is the policy of QCRH to provide family and medical leave in accordance with the federal Family 

and Medical Leave Act (FMLA) and state law. When an employee’s absence qualifies under both 

state and federal laws, the employee will use his or her entitlement under each law at the same time, 

to the extent permitted by law. When one law’s provisions provide a greater benefit, the employee 

will receive the greater benefit. 

 

QCRH uses a rolling 12-month period measured backward from the date of any FMLA leave usage 

to calculate the 12-month period during which the FMLA leave is available for reasons that qualify 

for up to 12 workweeks of leave. 
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To be eligible for FMLA, the employee must meet the following eligibility requirements: 

 Has worked for the employer for at least 12 months*-; 

 Has at least 1,250 hours of service for the employer during the 12 month period 

immediately preceding the leave*-; 

 Works at a location where the employer has at least 50 employees within 75 miles. 

* The 12 months of employment do not have to be consecutive. That means any time previously 

worked for the same employer (including seasonal work) could, in most cases, be used to meet 

the 12-month requirement. If the employee has a break in service that lasted seven years or more, 

the time worked prior to the break will not count unless the break is due to service covered by 

the Uniformed Services Employment and Reemployment Rights Act (USERRA), or there is a 

written agreement, including a collective bargaining agreement, outlining the employer’s 

intention to rehire the employee after the break in service. 

* Whether an employee has worked the minimum 1,250 hours of service is determined according 

to Fair Labor Standards Act (FLSA) principles for determining compensable hours or work.  The 

1,250 hours include only those hours actually worked for the employer. Paid leave and unpaid 

leave, including FMLA leave, are not included. 

Eligible employees may take up to 12 workweeks of leave in a 12-month period for one or more 

of the following reasons:  

 The birth of a son or daughter or placement of a son or daughter with the employee for 

adoption or foster care, within one year of birth or placement: 

 To care for a spouse, son, daughter, or parent who has a serious health condition;  

 For a serious health condition that makes the employee unable to perform the essential 

functions of his or her job; or  

 For any qualifying exigency arising out of the fact that a spouse, son, daughter, or parent 

is a military member on covered active duty or call to covered active duty status.  

Spouses employed by the same employer may be limited to a combined total of 12 workweeks of 

family leave for the following reasons: birth and care of a child, for the placement of a child for 

adoption or foster care, to care for the newly placed child, and to care for an employee's parent 

who has a serious health condition.  

An eligible employee may also take up to 26 workweeks of leave during a "single 12-month 

period" to care for a covered servicemember with a serious injury or illness, when the employee 

is the spouse, son, daughter, parent, or next of kin of the servicemember. The "single 12-month 

period" for military caregiver leave is different from the 12-month period used for other FMLA 

leave reasons.  

Under some circumstances, employees may take FMLA leave on an intermittent or reduced 

schedule basis. That means an employee may take leave in separate blocks of time or by 

reducing the time he or she works each day or week for a single qualifying reason. When leave is 

needed for planned medical treatment, the employee must make a reasonable effort to schedule 

treatment so as not to unduly disrupt the employer's operations.  
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If FMLA leave is for the birth, adoption, or foster placement of a child, use of intermittent or 

reduced schedule leave requires the employer’s approval.  

The term "Serious health condition" means an illness, injury, impairment, or physical or mental 

condition that involves: 

 any period of incapacity or treatment connected with inpatient care (i.e., an overnight 

stay) in a hospital, hospice, or residential medical care facility; or  

 a period of incapacity requiring absence of more than three calendar days from work, 

school, or other regular daily activities that also involves continuing treatment by (or 

under the supervision of) a health care provider; or  

 any period of incapacity due to pregnancy, or for prenatal care; or  

 any period of incapacity (or treatment therefore) due to a chronic serious health condition 

(e.g., asthma, diabetes, epilepsy, etc.); or  

 a period of incapacity that is permanent or long-term due to a condition for which 

treatment may not be effective (e.g., Alzheimer's, stroke, terminal diseases, etc.); or,  

 any absences to receive multiple treatments (including any period of recovery therefrom) 

by, or on referral by, a health care provider for a condition that likely would result in 

incapacity of more than three consecutive days if left untreated (e.g., chemotherapy, 

physical therapy, dialysis, etc.).  

QCRH requires a statement of medical certification for all FMLA leave requested on the basis of a 

serious health condition.  A health care provider’s statement must verify the need for medical leave 

and its beginning and expected ending dates.  The health care provider’s statement must be 

submitted to the Human Resources department upon 15 calendar days of receiving the request for 

health care provider’s statement. Any changes in this information should be promptly reported to 

the Human Resources Department.  Employees returning from FMLA leave must submit a health 

care provider's verification of their fitness to return to work. 

The employee will be required to use personal time off (PTO) at 40% up to the amount of that can be 

rolled over to the following calendar year before taking unpaid FMLA. This includes employees out 

on intermittent FMLA. If the FMLA leave spans a calendar year (i.e. leave begins in December and 

goes into January of the following year), the employee must also use the new year’s personal time 

off up to the carryover amount. The employee does have the option of using the amount of PTO that 

can be rolled over into the following calendar year prior to taking unpaid FMLA. If the employee 

does not return to work or leaves the company and PTO has been paid but not accrued the employee 

will be required to repay the employer. Repayment can be in the form of payroll deduction if there is 

enough pay or it can be in the form of a personal check or a cashiers’ check.  

 

If an employee is approved for Short Term Disability (STD), Short Term Disability will then run 

concurrently with FMLA. Short Term Disability pays at 60% and pay cannot exceed 100%; 

therefore, PTO is required at 40%.  This PTO requirement includes partial disability situations.  The 

QCRH Short Term Disability plan has a 7 calendar day (5 work day) elimination period meaning 

approved disability will start to be paid on the 8th calendar day. For approved Short Term Disability 

claims, Bank Paid Disability will be paid for the elimination period at the employees regular pay rate 

at the time of disability.  Bank Paid Disability is limited to one payment in a 12 month period. The 
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STD policy which includes the complete plan details is available on the Benefit Portal or by 

contacting the Benefits Administrator.  

 

Subject to the terms, conditions and limitations of the applicable plans, QCRH will continue to 

provide health insurance benefits for the full period of the approved family medical leave, provided 

the employee continues to pay their share of the premium payments.  Benefit accruals (e.g., personal 

days or holiday benefits) will continue to accrue during the leave. 

 

In order that an employee's return to work can be properly scheduled, an employee on family 

medical leave is requested to provide QCRH with at least two (2) weeks advance notice of the date 

the employee intends to return to work.  When family medical leave ends, the employee will be 

reinstated to the same position, if it is available, or to an equivalent position for which the employee 

is qualified. 

 

If an employee fails to report to work promptly at the end of the family medical leave, then QCRH 

will assume that the employee has resigned.  The employee may be required to repay the employer’s 

share of the premium expenses if the failure to return is for reason other than a continuation, 

recurrence, or onset of a serious health condition. 

 

 

GENETIC INFORMATION DISCRIMINATION ACT  
Title II of the Genetic Information Nondiscrimination Act of 2008 (GINA), which prohibits genetic 

information discrimination in employment, took effect on November 21, 2009. 

Under Title II of GINA, it is illegal to discriminate against employees or applicants because of 

genetic information. Title II of GINA prohibits the use of genetic information in making 

employment decisions, restricts employers and other entities covered by Title II (employment 

agencies, labor organizations and joint labor-management training and apprenticeship programs - 

referred to as "covered entities") from requesting, requiring or purchasing genetic information, and 

strictly limits the disclosure of genetic information. 

The EEOC enforces Title II of GINA (dealing with genetic discrimination in employment). The 

Departments of Labor, Health and Human Services and the Treasury have responsibility for issuing 

regulations for Title I of GINA, which addresses the use of genetic information in health insurance. 

 

Definition of “Genetic Information” 

Genetic information includes information about an individual’s genetic tests and the genetic tests of 

an individual’s family members, as well as information about the manifestation of a 

disease or disorder in an individual’s family members (i.e. family medical history). Family medical 

history is included in the definition of genetic information because it is often used to determine 

whether someone has an increased risk of getting a disease, disorder, or condition in the future. 

Genetic information also includes an individual's request for, or receipt of, genetic services, or the 

participation in clinical research that includes genetic services by the individual or a family member 

of the individual, and the genetic information of a fetus carried by an individual or by a pregnant 

woman who is a family member of the individual and the genetic information of any embryo legally 

held by the individual or family member using an assisted reproductive technology. 
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Discrimination Because of Genetic Information 

The law forbids discrimination on the basis of genetic information when it comes to any aspect of 

employment, including hiring, firing, pay, job assignments, promotions, layoffs, training, fringe 

benefits, or any other term or condition of employment. An employer may never use genetic 

information to make an employment decision because genetic information is not relevant to an 

individual's current ability to work. 

 

Harassment Because of Genetic Information 

Under GINA, it is also illegal to harass a person because of his or her genetic information. 

Harassment can include, for example, making offensive or derogatory remarks about an applicant or 

employee’s genetic information, or about the genetic information of a relative of the applicant or 

employee. Although the law doesn't prohibit simple teasing, offhand comments, or isolated incidents 

that are not very serious, harassment is illegal when it is so severe or pervasive that it creates a 

hostile or offensive work environment or when it results in an adverse employment decision (such as 

the victim being fired or demoted). The harasser can be the victim's supervisor, a supervisor in 

another area of the workplace, a co-worker, or someone who is not an employee, such as a client or 

customer. 

 

Retaliation 

Under GINA, it is illegal to fire, demote, harass, or otherwise “retaliate” against an applicant or 

employee for filing a charge of discrimination, participating in a discrimination proceeding (such as 

a discrimination investigation or lawsuit), or otherwise opposing discrimination. 

 

Rules Against Acquiring Genetic Information 

It will usually be unlawful for a covered entity to get genetic information. There are six narrow 

exceptions to this prohibition: 

 Inadvertent acquisitions of genetic information do not violate GINA, such as in situations 

where a manager or supervisor overhears someone talking about a family member’s illness.  

 Genetic information (such as family medical history) may be obtained as part of health or 

genetic services, including wellness programs, offered by the employer on a voluntary basis, 

if certain specific requirements are met.  

 Family medical history may be acquired as part of the certification process for FMLA leave 

(or leave under similar state or local laws or pursuant to an employer policy), where an 

employee is asking for leave to care for a family member with a serious health condition.  

 Genetic information may be acquired through commercially and publicly available 

documents like newspapers, as long as the employer is not searching those sources with the 

intent of finding genetic information or accessing sources from which they are likely to 

acquire genetic information (such as websites and on-line discussion groups that focus on 

issues such as genetic testing of individuals and genetic discrimination).  

 Genetic information may be acquired through a genetic monitoring program that monitors the 

biological effects of toxic substances in the workplace where the monitoring is required by 

law or, under carefully defined conditions, where the program is voluntary.  

 Acquisition of genetic information of employees by employers who engage in DNA testing 

for law enforcement purposes as a forensic lab or for purposes of human remains 

identification is permitted, but the genetic information may only be used for analysis of DNA 

markers for quality control to detect sample contamination.  
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Confidentiality of Genetic Information 

It is also unlawful for a covered entity to disclose genetic information about applicants, employees or 

members. Covered entities must keep genetic information confidential and in a separate medical file. 

(Genetic information may be kept in the same file as other medical information in compliance with 

the Americans with Disabilities Act.) There are limited exceptions to this non-disclosure rule, such 

as exceptions that provide for the disclosure of relevant genetic information to government officials 

investigating compliance with Title II of GINA and for disclosures made pursuant to a court order. 

 

 

WORKERS' COMPENSATION 

As required by law, QCRH provides workers' compensation insurance for the payment of wages lost 

and medical expenses incurred due to illness or injury sustained in the course of employment.  

Employees are required to report a work-related injury or illness to their supervisor regardless of its 

perceived severity.  Reports should be made within twenty-four (24) hours of the occurrence or 

immediately upon the employee's awareness of an occupational injury or illness. 

 

Workers' compensation insurance generally does not cover injury or illness caused by gross 

negligence, intoxication, willful intent to injure one's self, or the willful act of a third party. 

 

Incident reports are required to be submitted for all work-related incidents regardless of the nature, 

severity, or cause of an injury or illness. 

 

At no time will QCRH make a commitment of payment for wages or medical services/treatment 

associated with a reported incident.  The Human Resources Department will provide confirmation of 

a reported incident upon inquiry and will assure the filing of the appropriate forms.  No further 

information or commitment shall be made without proper authorization from the insurance carrier. 

 

 

HOLIDAYS 

QCRH will grant time off to all employees for the following holidays: 

 New Year's Day 

 Martin Luther King Day  

 President’s Day  

 Memorial Day 

 Independence Day 

 Labor Day 

 Columbus Day 

 Veterans Day  

 Thanksgiving Day 

 Christmas Day 

 

Quad City Bank & Trust holds their Annual Retreat every other year on President’s Day. Cedar 

Rapids Bank & Trust/Community Bank & Trust and Community State Bank typically hold their 

Annual Retreat on Columbus Day.  Rockford Bank and Trust holds their Annual Retreat on varying 

dates.  Retreats and Holidays are reviewed annually and are subject to change once reviewed.    

 



QCR Holdings, Inc. 

 Effective Date: January 1994  |  Revision Date:  April 2019 26 

QCRH will grant paid holiday time off to all Full- and Part-Time employees.  In the case of Part-

Time employees, holiday pay will be calculated based on the percentage of a full-time employee's 

normal amount of hours that they would work in one week (similar to PTO). If a person works less 

than 20 hours per week they will not receive holiday pay.   

 

If a recognized holiday falls during an eligible employee's paid absence (e.g., personal days), holiday 

pay will be applied.  Holiday pay will be paid to employees at 100% if on FMLA and/or receiving 

Bank Paid Disability during the 7 day short term disability elimination period.  Bank Paid Disability 

and Holiday pay combined cannot exceed the amount of 40 hours.  Holiday pay will be paid to 

employees at 40% if out on FMLA and being paid Short Term or Long Term Disability.   The 

remaining 60% will be paid through disability. 

  

Employees taking time other than a pre-scheduled day off on the day immediately preceding or 

immediately following a holiday may not be paid for the holiday, at the discretion of the supervisor. 

 

If an eligible, non-exempt employee works on a recognized holiday, he or she will receive holiday 

pay plus wages at one and one-half times the employee's regular hourly rate for all hours worked on 

the holiday. 

 

Paid time off for holidays will not be considered as time worked for the purpose of determining 

overtime. 

 

When a Holiday falls on a Saturday or Sunday, the company may either designate a different day to 

observe the Holiday or grant a Floating Holiday.  Floating Holidays should be accrued before they 

are used and should be scheduled as close to the actual Holiday as possible and managed by each 

Department Manager.  Floating Holidays are to be used prior to the end of the year in which they 

occur.  In the event the Christmas Holiday is designated as a Floating Holiday, employees have a 

grace period beyond the end of the year and the Floating Holiday must be used by January 31 of the 

following year (Example: Christmas 2010 was a floating holiday and this Holiday was to be used by 

January 31, 2011).  Floating Holidays should be used in full day increments only. 
 

 

PAID TIME OFF (PTO) 

We believe it is important for all employees to have time off for personal reasons throughout the 

year.  Paid Time Off (PTO) is earned for the purpose of vacation, illness, emergencies, injury, 

personal business and bereavement (for reasons not covered in the bereavement policy).  Time taken 

for vacation should be scheduled well in advance with your supervisor in order to ensure proper 

staffing levels to meet the needs of our clients. 

 

If an employee is absent from work due to their own illness for more than 3 consecutive days a 

doctor’s release to return to work will be required prior to or on the day the employee returns to 

work.  At Human Resources discretion an employee absent from work less than 3 days may be 

required to present a doctor’s release to return to work prior to or on the day of the employee’s 

return to work.  

 

Employees should request PTO with their supervisor as far in advance as possible of the time 

requested to qualify for a paid personal day.  The notice requirement may be waived due to 

circumstances of personal or family illness or an emergency, based upon the supervisor's discretion.  
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Supervisors may not be able to honor an employee's personal day request due to operational needs of 

QCRH.  Hourly, non-exempt employees may take less than one full day (e.g., .25 hour, .50 hour, 

1.00 hour, etc.) of their personal days.  A maximum of five (5) personal days (40 hours) can be 

carried over per calendar year for all employees who have been employed less than 5 years.  A 

maximum of ten (10) personal days (80 hours) can be carried over per calendar year for all 

employees who have been employed for 5 or more calendar years.   Part-time employees are able to 

rollover a prorated amount based on their schedule of hours.  Unused days in excess of the five or 

ten, as defined above will expire annually on January 31st of the following year.  The 30 day grace 

period may be extended at the discretion of the manager if business needs require an extension.  

Please contact the Human Resource Dept. to discuss any extension.   

 

New hires must complete ninety (90) days of service to be eligible to take a paid personal day for 

vacation purposes or personal business, unless previously approved by the manager. 

 

Paid personal time is provided to employees each calendar year based upon the employee's length of 

service and employee classification as follows: 

 

Employee Classification Length of Service Personal Days /Hours Accrued 

Regular Full-Time (F/T) Up to 5 years 120 hours per year 

Regular Full-Time (F/T) 6-10 years 120 hours per year + additional 8 hours per year* 

Regular (F/T) +11 years 160 hours per year + additional 4 hours per year* 

Officer Up to 5 years 160 hours per year 

Officer 6-10 years 160 hours per year + additional 8 hours per year* 

Officer +11 years 200 hours per year + additional 4 hours per year* 

 

*The extra hours will be added to the employee’s accrual in January of their anniversary year.  For 

example, an additional 8 hours will be added in the 6th year, an additional 16 hours will be added in 

the 7th year and so on.  Therefore by the 10th year you will have an additional 40 hours.  

 

Part-time employees will accrue time on a pro-rated basis.  The prorated PTO accrual amount will be 

calculated on the actual number of hours the employee is working compared to a regular full-time 

employee. For example, an employee working 32 hours per week would receive 96 hours of PTO as 

they work 80% (32 hours/40 hours) of a full-time employee schedule.  

 

In addition to the PTO schedule above, all employees eligible for personal days, will also be eligible 

for an extra week of PTO during their 5th, 10th, 18th, 25th and 30th years of employment.  Part time 

employees (working 20-35 hours a week) receive a pro-rated amount based on hours worked. The 

extra PTO hours do not need to be taken in consecutive days but it is encouraged.  The extra PTO 

time is added to an employee’s PTO balance at the beginning of that calendar year.   

 

Personal days are accrued on a monthly basis.  The amount of personal time in the payroll system is 

for a full calendar year, and assumes continued employment through the end of the calendar year.   

Personal days will be paid at the employee's base pay rate at the time of use.  Overtime or special 

forms of compensation, such as incentives, commissions, bonuses, or differentials, will not be 

included in the calculation of personal day pay. 
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Paid time off for personal days will not be considered as time worked for the purpose of determining 

overtime.  When a full-time hourly person does not have 40 hours in a workweek, personal time may 

be used to make up the difference.  Personal time may be used to fulfill the number of hours 

normally worked in a workweek (in your primary job) – not more hours than needed.  A part-time 

employee that normally works 20-39 hours per week will need to work their scheduled days.  All 

part-time employees working 19 hours or less do not accrue personal time.  

 

In compliance of all federal and state wage and hour laws, EXEMPT employees are required to take 

PTO in full or half-day increments only. 

 

Individuals terminating employment with QCRH are paid unused, accrued personal days through the 

last day of work.  Any personal days taken, but not accrued, will be deducted from the final 

paycheck. 

 

 

PERSONAL DAY BUY- UP 

QCRH realizes that employees have occasional “time away from work” needs during the course of 

the year that exceed the Personal Day policy.  Employees will be able to purchase up to two (2) 

additional personal days per calendar year.   The cost of additional personal days will be calculated 

using the rate of pay at the time when the request is processed and payroll deducted over the 

remaining pay periods of the calendar year. 

 

The additional personal days purchased will be deducted first from the employees paid time off bank 

and cannot be carried over.  Employees will submit a Personal Day Buy Up request form to Human 

Resources.   

 

WORK/LIFE BALANCE DAYS 

 

Family Matters! 

QCRH acknowledges that balancing work and life is a task that all employees face daily and that 

family matters sometime tip the scale.  After 90 days of employment, we are pleased to offer hourly 

non-exempt employees, the opportunity to manage the balance between work and life, with an 

additional eight (8) hours of paid time off without using personal days.  The additional eight (8) 

hours are per calendar year and can be used in less than one full day increments (e.g., .25 hour, .50 

hour, 1.00 hour, etc.).  Employees are encouraged to request Family Matter Hours in advance but 

realize that is not always possible in an emergency.  Family Matter Hours cannot be carried over 

and will not be paid out in the event of termination.  Part-time employees working 20 hours a week 

or more receive a prorated amount of Family Matters Hours based on their schedule of hours. 

 

Celebrate Life! 

Life is full of celebrations and QCRH would like to celebrate those times with you and your family. 

If you are getting married, congratulations!  Wedding Day Jitters are common so please take the 

day off prior to your wedding.  Our gift to you! 

 

New parents, birth or adoption, please enjoy a day to celebrate your special event with your family.  

New Parents Day is our gift to your family.  Fathers will enjoy eight (8) hours not charged against 
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personal time.  Mothers will enjoy eight (8) hours not charged against bank paid disability or 

personal time.   

 

Employees are encouraged to request both Wedding Day Jitters and New Parents Day as far in 

advance as possible.  Enjoy! 

 

Happy Birthday! 
Enjoy your birthday and do something really fun!  If your birthday falls on a regular workday, you 

will receive the day off with pay.  If your birthday falls on a holiday or weekend, you will receive a 

floating day that should be used within that same week.  Birthdays should be used in full day 

increments only.  Birthday hours cannot be carried over and will not be paid out in the event of 

termination. 
 

PERSONAL LEAVES OF ABSENCE 

QCRH may grant a personal unpaid leave of absence for unique or extraordinary reasons that is at 

the discretion of the CEO or President based on the recommendation of the manager.  All requests 

must be made in writing at least 30 days in advance.  COBRA benefits may apply if the leave is 

approved for more than 30 days in length. 

 

 

SABBATICAL PROGRAM 

The QCRH Sabbatical Program is an investment in our staff.  Our sabbatical program rewards 

employees for their years of dedicated service.  It gives employees the opportunity to achieve dreams 

or goals both personally or professionally.  It also gives our employees the opportunity to touch the 

lives of others.  

 

All eligible employees (32-40 hrs per week) with 10, 18, 25, 30 and 35 years of service and have 

satisfactory performance are eligible. Eligibility is the 1st day of the calendar year following years of 

service.  Employees will be notified by Human Resources of eligibility. 

 

The sabbatical will be for a period of 4 weeks continuous paid time away from work.  Employees 

who are paid 100% commission will typically be paid an average 4 weeks based on the last 3 years 

of employment prior to eligibility, however these situations will be discussed with the department 

manager to determine the accurate pay method.   The employment relationship and all related 

agreements remain in effect.  All benefits will continue as elected including personal time.  The 

sabbatical is in addition to personal time but cannot be used in conjunction with personal time.  

However, the sabbatical can be used as paid time during family medical leave after disability is 

depleted.  Work during the sabbatical will not be permitted.  Notification of eligibility will be sent 

out July 1st of each year prior to year of eligibility. Sabbaticals must be used within 2 years of 

eligibility. Applications must be submitted to HR no later than October 1st prior to the year of the 

anticipated sabbatical and at least 6 months prior to requested leave.   Supervisors must approve the 

timing of sabbaticals.  Approval will be based on seniority in the case of multiple applications in one 

department, the needs of our clients and any anticipated major projects.  Employees will be notified 

of approval status no later than calendar year end application is submitted. Special extensions of time 

will be allowed if sabbaticals are not approved within the 2 year limit because of business reasons.   

Employees on sabbatical will be expected to return to work as scheduled.  Unused sabbaticals will 
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not be cashed out.  The QCRH Sabbatical Program is considered an optional benefit and not 

mandatory.   

 

All sabbaticals are in addition to earned personal days for the calendar year.  In the year an employee 

takes their 4-week sabbatical, they will be allowed to roll over an additional 40 hours of PTO into 

the following year. Part-time employees are able to rollover a prorated amount based on their 

schedule of hours.   

 

For employees joining QCR Holdings, Inc. as part of a merger or acquisition eligibility for the 

sabbatical is based off from the merger/acquisition date with QCRH.  Sabbatical vesting credits may 

be given for employees with at least ten years of service with their previous entity. 

 

BEREAVEMENT LEAVE 

Full-time employees may be granted up to five days of leave with pay in the event of the death of a 

parent, spouse or significant other, or child, including comparable in-laws and step relationships. 

 

Full-time employees may be granted up to three days of leave with pay in the event of the death of 

other close relatives.  Close relatives for purposes of this benefit include: siblings, grandparents, 

grandchildren, and comparable in-laws and step relationships.   

 

Full-time employees may be granted one day of leave with pay in the event of the death of other 

non-immediate family members  such as aunts, uncles, cousins, great-grandparents and comparable 

in-laws and step relationships. 

 

Part-time employees who work at least 20 hours per week may be granted a prorated amount of 

leave based upon the number of regular hours worked. 

 

It is the employee’s responsibility to report absences due to bereavement leave to their immediate 

supervisor. 

 

MILITARY LEAVE 

A military leave of absence will be granted to employees who are absent from work because of 

service in the U.S. Armed Forces in accordance with the Uniformed Services Employment and 

Reemployment Rights Act (USERRA).  Advance notice of military service is required, unless 

military necessity prevents such notice or is otherwise impossible or unreasonable. 

 

Temporary (two-week) military leave:  Eligible employees who must be absent from their job for a 

period of not more than ten working/business days each year in order to participate in temporary 

military duty are entitled to as many as ten (10) days of unpaid military leave.  Employees may elect 

to use accumulated PTO during the unpaid military leave.  All benefits will continue during and 

employee’s temporary military leave. 

 

Extended Military Leave:  Employees directed to participiate in extended military duties in the U.S. 

Armed Forces that exceed ten (10) days will be placed on an unpaid military leave of absence status 

for a period of as long as five years.  An employee on extended military leave may elect to continue 

group Health Insurance for the employee and covered dependents for up to 24 months.  No life 
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insurance or disability insurance will be provided to employees during the period of their active 

duty.  Employees will not accrue PTO during the period of their active service.   

 

Employees who are granted military leaves of absence are entitled to full re-employment rights 

subject to the governing federal and state laws.  According to the needs of the national security, an 

enhanced military leave may be adopted that would supersede this standard policy. 

 

It is the employee’s responsibility to provide the Human Resources Department with a copy of their 

duty orders, and to report military leave absences on a Military Leave Request Form.  The Military 

Leave Request Form must be signed by the employee and supervisor prior to sending to the HR 

Department.   

 

JURY AND WITNESS DUTY 

QCRH will provide paid leave to employees summoned to serve as a juror or required by law to 

appear in court as a witness for up to two full weeks.  Eligible employees are required to present the 

applicable summons or subpoena to their supervisor and/or the Human Resources Dept. prior to 

receiving approval for leave under this policy.  Employees are expected to report for work whenever 

the court schedule permits. 

   

Employees will be paid regular pay while on jury/witness duty.  Any compensation received from 

the court system should be reimbursed to QCRH.  In order to do this, the check from the 

courthouse should be endorsed by the employee to QCBT (for all locations, as this is for processing 

payroll) and sent directly to the Payroll Administrator.   

 

QCRH continues to provide health insurance benefits during jury/witness duty leave for those 

individuals eligible and enrolled at the time of leave, subject to the established payment of premiums 

provision. 

 

Accrual for benefits calculations (e.g., personal days or holiday benefits) will not be affected during 

any portion of jury/witness duty leave. 

 

RELIGIOUS OBSERVANCE 

The Company will consider reasonable accommodations for a religious observance need that occurs 

during regular working hours.  An employee may request to use accrued PTO. If the employee does 

not have accrued PTO available, then they may request to take the time without pay. 

Accommodation requests are subject to management approval and must be coordinated through 

Human Resources. 

 

NEXT GEN PROGRAM 

The QCRH Next Gen (stands for Next Generation) program creates options for employees age 55 

and up to reduce their work schedules for up to a year prior to retiring from the company.  By 

design, it is a strategic approach to allow employees to ease in to retirement and also be a tool in 

“succession planning” that, as a by-product, works to create future leaders in our organization. 

 

All employees age 55 and up are eligible for Next Gen.  Eligible employees have the opportunity to 

reduce their current work schedule by up to 20% with an appropriate reduction in base pay and PTO.  

The reduced work schedule can be requested for as little as 1 month and cannot exceed 12 months. 
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Eligible employees, along with their Department Manager, develop a plan to reduce their work 

schedule, maintain current service level and develop others within the department so there is no 

disruption in the work to be done.  The plan should be developed at least 90 days prior to entering 

Next Gen and initiated by the Next Gen participant. 

 

Department Managers must approve the timing of Next Gen.  Entity Presidents must also approve.  

Approval will be based on seniority in the case of multiple applications in one department, the needs 

of our customers and any anticipated major projects.  Employees will be notified of approval within 

30 days of submitting the Next Gen plan.  Department Managers should notify Human Resources 

when the Next Gen plan is approved for appropriate adjustments to payroll and benefits.  

Department Managers should review the Next Gen Plan at 6 months and discuss the impact on 

service level and co-workers.  Appropriate adjustments to the Next Gen Plan should be made. 

 

CIVIC ACTIVITIES 

QCRH may underwrite the annual dues or fees of civic activities.  Non- exempt employees may be 

eligible for receiving compensation for their time away from work for approved civic activities.  

Employees must contact and receive their supervisor’s approval of any reimbursement before payroll 

adjustments will be made. 

 

 

EDUCATIONAL SEMINARS 

QCRH recognizes that the skills and knowledge of its employees are critical to their success.  The 

educational seminars policy encourages personal development through formal educational seminars 

so that employees can maintain and improve job-related skills or enhance their ability to compete for 

reasonably attainable positions within QCRH. 

 

QCRH may occasionally request Regular Full- and Part-Time employees to attend banking- related 

educational seminars.  All outside seminars or courses must be related to the employee's current job 

duties or a foreseeable future position in QCRH in order to be eligible for educational assistance.  

QCRH has the sole discretion to determine whether a course relates to an employee's current job 

duties or a foreseeable future position.  Employees should contact the Human Resources Dept. for 

more information or questions about this program. 

 

While outside financial services-related seminars are expected to enhance an employee's 

performance and professional abilities, QCRH cannot guarantee that participation in formal outside 

banking seminars or other relevant training will entitle the employee to automatic advancement, a 

different job assignment, or pay increases. 

 
 

EDUCATIONAL ASSISTANCE 

QCRH encourages the professional development of its employees through formal education and thus 

provides educational assistance for courses taken at an accredited secondary school, college, or 

university.  This policy covers tuition only, books and fees are the responsibility of the employee.  

All employees working at least 24 hours per week are eligible. 

 

The QCRH educational assistance policy classifies courses in three categories: banking specific 

courses, skill courses, and degree completion courses.  The employee will be responsible for filling 
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out an education assistance request form and submitting it along with the invoice to Human 

Resources.  

 

If the employee fails to provide proof of successful completion, the employee will be responsible for 

reimbursing QCRH for the entire cost of the course.  This reimbursement will come in the form of 

payroll deduction over a period of 12 months or by another mutually agreed upon method by the 

employee and the Human Resources Department. 

 

The policy described above should be followed for any course for which an employee is requesting 

educational assistance.  The three types of courses and additional approvals are described below.   

 

Banking Specific – courses are paid to a maximum of 100% of the tuition.  Supervisor approval is 

required. 

 

Skill Courses - includes any course designed to provide employees with additional knowledge or 

skills in a particular area related to their current job duties or a foreseeable future position with 

QCRH.  For example, this would include a computer course, a course on managing people, or a class 

regarding organizational effectiveness.  These courses are subject to the approval of the employee’s 

supervisor and may be paid to a maximum of  100% of the tuition. 
 

Degree Completion Courses - includes any course not falling under one of the above categories that 

the employee attends in pursuit of a degree, undergraduate or graduate.  The employee’s supervisor 

and Human Resources must approve these courses in advance.  Tuition will be paid to the maximum 

of 80% of the tuition prior to the beginning of the course. 

 

Upon successful completion of the course and a final grade of C (2.0) or better, the employee will 

provide a copy of the final grade report within 30 days to Human Resources.  The education 

assistance rate will then be adjusted per the following schedule: 

 

A (4.0) =100% education assistance 

B (3.0) =90% education assistance 

C (2.0) =80% education assistance 

 

If an employee receives a final grade lower than a C (2.0), they will be required to reimburse QCRH.  

This can be done either through a deduction on the employee’s paycheck or a payment plan can be 

set up with Human Resources. 

 

The maximum annual educational assistance is $3,000.00.  There will be a 3-month waiting period 

before a new employee may apply for educational assistance when taking a degree completion 

course.  A total budget for educational assistance will be determined at the beginning of each fiscal 

year.  Requests for educational assistance will be handled on a first come-first served basis.  

 

If an employee, who has participated in the educational assistance program, leaves QCRH within a 

year of taking a course – they will be required to reimburse QCRH.  This applies to all three types of 

courses.  The time period begins at the completion of the course.  For example, if an employee 

finishes the course in May and leaves QCRH before May of the following year – the employee will 

be required to reimburse QCRH for the entire amount of the educational assistance.  This can be 
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done either through a deduction on the last paycheck or a payment plan can be set up with Human 

Resources. 

 

CLOTHING ADVANCE 

In order to help our employees comply with the personal appearance policy – QCR Holdings, Inc. 

has a clothing advance policy in place. 

 

An employee* may apply for a clothing advance up to $300.00. Requests will be taken at the start of 

each new quarter – January, April, July and October.  The advance must be used for business attire.   

 
*Executive Officers are excluded from this program. 

 

Copies of receipts for business attire purchased must be remitted to Human Resources.  Employee 

will not be eligible for the clothing advance if receipts have not been remitted for any previous 

request. 

 

A payment in the amount of $25 will be deducted each payday until the advance is paid in full.  

Maximum time to pay off the advance is 6 months.  If employee leaves the company before the 

advance is paid off – the advance is due and amount owed will be deducted from final paycheck.  If 

the amount of the final paycheck will not cover the amount due the employee will reimburse the 

company via check or cash. 

 

The company reserves the right not to approve a clothing advance request.  

 
The procedure to request the clothing advance is as follows: 

 Human Resources will send an email at the end of each quarter with the Clothing Advance Policy 

and Request Form attached. 

 Complete Clothing Advance Request Form and return to Human Resources.  

 Human Resources will review any past requests to ensure that copies of receipts have been 

remitted to satisfy the requested amount. If receipts have not been remitted employee will not be 

eligible for the clothing allowance advance. 

 Human Resources will review any past requests to ensure that all payments have been received. 

If all payments have not been received employee will not be eligible for the clothing advance. 

 Approved requests will see funds direct deposited into employee’s checking or savings account. 

NOTE: Account must be a CRBT, QCBT, RB&T, CB&T, or CSB account. For m2 Lease Funds 

(or anyone without an account at our banks) a manual check will be processed. 

 Each payroll Friday $25 will be deducted from employee’s paycheck until the advance is paid in 

full.  

 

 

TIMEKEEPING 

Non-exempt employees will be required to accurately record time worked for the purpose of 

calculating pay and benefits in compliance with federal and state laws.  Time actually spent on the 

job performing assigned duties will be considered time worked for the purpose of calculating 

overtime. 
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Non-exempt employees are required to accurately record the time they begin and end the work day, 

the beginning and ending time of any departure from work for personal reasons and those periods 

utilized as paid benefit time.   

 

Employees and their immediate supervisor are required to review applicable time records prior to 

submission for processing and to verify any corrections or modifications made to an employee's time 

card. 

 

Exempt/salaried employees, (those not required to punch in and out) are required to enter their Paid 

Time Off in Paylocity as soon as possible after the time is used throughout the year. 

 

Tampering with, altering or falsifying time records, or recording time on another employee's time 

record may result in disciplinary action, up to and including termination. 

  

 

PAYDAYS 

Employees are paid biweekly and will be notified upon hire as to the date of their first paycheck.  

Paychecks will cover all regular hours worked during the prior two week payroll period.  Paychecks 

will also include overtime pay for all hours worked over forty (40) per week from the prior two week 

period.   

 

QCRH paychecks are directly deposited to the bank account(s) of their choice.  Employees should 

see the Human Resources Department for details. 

 

In the event that a regularly scheduled payday falls on a holiday, paychecks will be issued the last 

day of work preceding the holiday if possible. 

 

 

PAY DEDUCTIONS 

QCRH makes deductions from every employee's compensation as required by law.  Applicable 

deductions include federal and state income taxes, and specified Social Security taxes.  Authorized 

voluntary deductions are also made as appropriate.  In the event a court order is issued requiring 

QCRH to withhold money from an employee's paycheck(s), the order shall be honored.   

 

 

ADMINISTRATIVE PAY CORRECTIONS 

QCRH takes all reasonable steps to assure payroll checks are prompt and accurate.  Employees are 

responsible for reporting any discrepancy immediately to the Human Resources Department.  

Paycheck errors will be corrected within a reasonable period of time. 

 

 

REST PERIODS 

QCRH does not expect you to work a full day without a break.  We know there will be interruptions, 

scheduled and unscheduled, for purposes of eating and personal care.  All lunch breaks will be 

scheduled by your supervisor to assure proper coverage within your department.  Lunch breaks are 

unpaid.  Non-exempt employees must record their time for lunch breaks. 

 



QCR Holdings, Inc. 

 Effective Date: January 1994  |  Revision Date:  April 2019 36 

BREAK/MEAL POLICY 

It is the policy of QCRH to comply with state and federal laws regarding meals and breaks.   

All nonexempt employees who work an eight-hour day or more are required to take a meal break of 

30 - 60 minutes. Meal breaks are not counted toward worked hours. Employees are to be completely 

relieved from duty during their meal break. If an employee is required to perform any work duties 

while on his or her meal break period, the employee must be compensated for the time spent 

performing work duties. The time spent working during the meal break will be counted toward the 

total hours worked. 

Supervisors will schedule meal breaks for certain periods throughout the day.  Supervisors can allow 

for flexible meal breaks only if approved. 

Failure to return on time from breaks may be subject to disciplinary action. 

 

PATIENT PROTECTION AND AFFORDABLE CARE ACT 

Section 4207 of the Patient Protection & Affordable Care Act of 2010 (PPACA) requires employers 

to provide a "reasonable break time" for an employee to express breast milk for a nursing child.  The 

requirement lasts for one year after birth.  Employers are required to provide a nursing break in an 

area that is shielded from view and free from intrusion from co-workers and the public. 

 

QCRH will provide such an area when informed by the employee of their decision to exercise their 

right under "Reasonable Break Time for Nursing Mothers.” 
 

WORK SCHEDULES 

Work schedules for QCRH employees vary depending on job assignment.  Supervisors will advise 

their employees of individual work schedules.  QCRH is open to requests for flexible scheduling on 

a case-by-case basis.  Employees are requested to submit a written request for “Flexible Scheduling” 

at least 60 days in advance to their supervisor.  The department supervisor and Human Resources 

will review each request.  While QCRH is open to flexible scheduling, we cannot guarantee the 

approval of every request.   Employees are expected to begin work promptly as scheduled and 

should leave immediately at the end of the day unless otherwise authorized.   

 

OVERTIME 

Employees may be requested and/or scheduled to work overtime hours.  Reasonable attempts are 

made to notify employees in advance of mandatory overtime assignments. All overtime work 

requires the supervisor's prior authorization.  

 

Employees are designated as either NON-EXEMPT or EXEMPT in compliance with federal and 

state wage and hour laws.  NON-EXEMPT employees will be entitled to overtime pay as required 

under the specific provisions of federal and state laws.  EXEMPT employees are excluded from 

specific provisions of federal and state wage and hour laws and, therefore, will not be entitled to 

overtime pay.   

 

Overtime compensation is paid to all non-exempt employees at a rate of their straight time plus an 

additional ½ time for any hours worked over forty (40) hours per week.  Time actually spent on the 

job performing assigned duties is considered time worked for the purpose of calculating overtime. 

 

Failure to work scheduled overtime or overtime worked without prior authorization from the 

supervisor may result in disciplinary action. 
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PAY TRANSPARENCY POLICY 

QCRH will not discharge or in any other manner discriminate against employees or applicants 

because they have inquired about, discussed, or disclosed their own pay or the pay of another 

employee or applicant. However, employees who have access to the compensation information of 

other employees or applicants as a part of their essential job functions cannot disclose the pay of 

other employees or applicants to individuals who do not otherwise have access to compensation 

information, unless the disclosure is (a) in response to a formal complaint or charge, (b) in 

furtherance of an investigation, proceeding, hearing, or action, including an investigation conducted 

by the employer, or (c) consistent with the contractor’s legal duty to furnish information.  

 

SAFETY AND SECURITY 

QCRH takes all reasonable steps to assure a safe work environment and compliance with federal, 

state, and local safety regulations.  QCRH is sincerely interested in the safety and welfare of its 

clients and employees.  It is important for employees to also take all reasonable steps to avoid 

accidents which involve clients, co-workers, or themselves.   

Employees are expected to obey safety rules and policies and to exercise caution in all their work 

activities.  Employees are responsible for reviewing and complying with the Bank's current security 

procedures.  All employees are required to immediately report unsafe or unsecured conditions to 

their supervisor. 

 

Accidents which result in injury must be reported to the supervisor within twenty-four (24) hours or 

immediately upon awareness that a work-related injury has been incurred.  If the employee’s 

immediate supervisor is unavailable, the employee should report the incident to the next level 

Supervisor or Human Resources.  Injury reports shall be required regardless of how insignificant the 

injury may appear.   

 

The Company’s Security Program and Procedures, in general, establishes minimum standards with 

which we must comply with respect to the installation, maintenance, and operations of security 

devices and procedures to discourage robberies, burglaries, and larcenies, and to assist in the 

identification and apprehension of persons who commit such acts. Each Bank’s Security Officer will 

ensure that periodic training is completed. 

 

The Company places a high priority on internal controls. All established procedures must be strictly 

enforced at all times. These policies are designed to establish, at a minimum, internal controls to 

allow the Company to conduct business efficiently and with process integrity.  

 

Access control devices, such as FOBs, keys, and combinations, should never be shared, borrowed, 

offered, or transferred to other individuals. All employees should realize the confidential nature of 

such a program and should not discuss or divulge any information concerning any portion of the 

Security Program or Procedures which comes to their attention during or after their employment. 

 

Compromised access control and/or Program concerns are to be reported immediately to each 

Bank’s Security Officer. Any employee guilty of a breach in the Program will be subject to 

appropriate disciplinary action which may include immediate termination. 
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ELECTRONIC SURVEILLANCE AND RIGHT TO SEARCH 

Various areas of the Company are monitored with electronic surveillance devices for security 

purposes. 

QCRH reserves the right to inspect all possessions of employees including such items as handbags, 

packages, and briefcases carried into, or from, the premises.  QCRH may also search an 

employee’s desk, files, or other areas, or employee possessions on Company premises.  Such 

inspections may be conducted at any time.  Employees who refuse to cooperate with inspections 

are subject to discipline or termination.   

 

FIRST AID 

CALL 911, the emergency phone number, if required.  If a minor injury occurs while you are on the 

job, there is a first aid kit located in each of the break rooms.  If the injury is serious, your supervisor 

will take you to seek emergency care or call 911. 

 

If an accident or illness should occur, no matter how slight, notify your manager or supervisor 

immediately so that appropriate medical treatment may be administered.  The transfer of any body 

fluid (blood, saliva, urine, etc.) may pass on the AIDS or other viruses.  Please use extreme caution 

to avoid contact with these body fluids.  Each first aid kit contains plastic gloves, please be sure to 

use them.  If this is not possible, use a strong disinfectant such as Lysol or liquid bleach, to clean up 

afterwards.  

 

On the job injuries will be handled in accordance with the Workers’ Compensation laws.  Any 

employee who is injured while on the job must notify the Human Resources Department 

immediately to be eligible for coverage provided under the Workers’ Compensation Act.  As part of 

our Drug Free Work Place policy, you may also be required to submit to drug testing if you are 

injured on the job. 

  

SMOKING/TOBACCO USE 

In keeping with QCRH's intent to provide a safe and healthful work environment and in accordance 

with the Smoke Free Act, smoking and use of all tobacco products, including chewing tobacco in the 

workplace and on the company premises is strictly prohibited.  Vaping and E-Cigarettes are also 

prohibited. 

 

This policy applies equally to all employees, clients, and visitors. 

 

EMERGENCY CLOSING 

At times, emergencies, such as severe weather, fires, and power failures, can disrupt QCRH 

operations. In extreme cases, these circumstances may require the closing of QCRH and its 

subsidiaries. 

 

When the decision to close any of the QCRH entities is made, employees will receive official 

notification from their immediate supervisor or will be asked to call the emergency information 

phone line.  In these situations, time off from scheduled work will be paid as emergency closing pay.  

Employees unable to drive to work during severe weather, and the entity is open for business, may 

use available paid personal days.  Employees in essential QCRH operations may be asked to work 



QCR Holdings, Inc. 

 Effective Date: January 1994  |  Revision Date:  April 2019 39 

on a day when operations are officially closed.  In these circumstances, employees who work will 

receive regular pay for hours worked in addition to any emergency closing pay. 

 

PERSONAL PROPERTY 

QCRH is not responsible for personal property of the employees while at company locations.  

QCRH prohibits any items that are sexually suggestive, offensive, or demeaning to specific 

individuals or groups along with firearms or other weapons.  All personal property brought onto the 

employer’s premises may be inspected with the purpose of enforcing the organization’s policies. 
 

RETURN OF PROPERTY 

Employees are responsible for all QCRH property, materials, or written information issued to them.  

Employees must return this property to QCRH immediately at the time of termination or upon 

request.  QCRH may take action against individuals failing to return QCRH property as requested or 

required, including the withholding of pay as permitted by law and/or legal action. 

 

BUSINESS TRAVEL EXPENSES 

QCRH will reimburse employees for reasonable business travel expenses incurred while on 

assignments away from the normal work location.  All business travel must be approved in advance 

by the employee’s supervisor. 

 

Employees whose travel plans have been approved are responsible for making their own travel 

arrangements. 

 

When approved, the actual cost of travel, meals, lodging, and other expenses directly related to 

accomplishing business travel objectives will be reimbursed by QCRH.  Employees are expected to 

limit all expenses to reasonable amounts.  At a minimum, receipts must be provided for all lodging 

and entertainment expenses and for all other expenses of $25.00 or more to comply with IRS 

regulations.  Receipts must record the amount, date, place and sufficient information to establish a 

business purpose.  Meal receipts should include the itemized list of what was ordered. 

 

Employees who are involved in an accident while traveling on business must promptly report the 

incident to their immediate supervisor and to Risk Management.  Vehicles owned, leased, or rented 

by QCRH may not be used for personal reasons without prior approval of the immediate supervisor. 

Cash advances on a company credit card to cover reasonable anticipated expenses may be made to 

employees after travel has been approved.  Employees should submit a written request to their 

supervisor when travel advances are needed.  Company credit cards are for business purposes only.  

Personal charges are prohibited. 

 

When travel is completed, employees should submit completed travel expense reports within thirty 

(30) days to the accounting department.   

 

Employees should contact their supervisor for guidance and assistance on procedures related to 

travel arrangements, travel advances, expense reports, reimbursements for specific expenses, or any 

other business travel issues.  Hourly employees will be paid for travel time. 

 

Abuse of this business travel expenses policy, including falsifying expense reports to reflect costs 

not incurred by the employee, can be grounds for disciplinary action, up to and including termination 

of employment. 
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EMPLOYEE CONDUCT AND WORK GUIDELINES 

QCRH requires employees to follow rules of conduct which will assure a productive work 

environment and protect the interests and safety of all employees and clients of QCRH. 

 

Examples of unacceptable conduct and violation of work guidelines may include, but are not limited 

to, the following: 

 Theft or unauthorized removal or possession of QCRH property. 

 Falsification or submission of false information on employment application or other 

records. 

 Presence on QCRH premises while under the influence of alcohol or illegal controlled 

substances. 

 Possession, distribution, sale, transfer, or use of alcohol or illegal controlled substances, 

look-alike drugs and drug paraphernalia at QCRH, while on duty, or on QCRH premises. 

 Fighting or threatening violence on QCRH premises. 

 Boisterous or disruptive activity on QCRH premises. 

 Negligence or improper conduct leading to damage of QCRH-owned or client-owned 

property. 

 Insubordination or other disrespectful conduct or conduct tending to bring disrepute to 

QCRH. 

 Violation of safety or health rules. 

 Sexual or other unlawful harassment. 

    Discriminatory behavior which involves disrespectful conduct based on all protected 

classes as defined by state or federal law. 

 Possession of dangerous or unauthorized materials, such as explosives or firearms, on 

QCRH premises. 

 Excessive absenteeism or any absence without notice. 

 Unauthorized absence from work station during the workday. 

 Unauthorized use of telephones, fax, mail system, email or other QCRH-owned equipment 

or vehicles. 

 Unauthorized disclosure of confidential business information. 

 Violation of QCRH policies. 

 Unsatisfactory performance or conduct. 

 Violation of the overdraft policy. 

 Dishonesty. 

 

The above guidelines and infractions do not change the at-will employment relationship.   Violation 

of work guidelines may result in disciplinary action up to and including termination. 
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CODE OF BUSINESS CONDUCT AND ETHICS, ANTI-BRIBERY,   AND 

WHISTLEBLOWER POLICY 

Please see Company Intranet for the Code of Conduct and Ethics, Anti-Bribery and Whistleblower 

Policies:  http://qnews/GO/RiskAndCompliance/Policies/Forms/AllItems.aspx 

 

 

VEHICLE USAGE POLICY  

Please see Company Intranet for the Vehicle Usage Policy:  

http://qnews/GO/RiskAndCompliance/Policies/Forms/AllItems.aspx 

 

 

TECHNOLOGY USAGE POLICY 

Please see Company Intranet for the Technology Usage Policy:  

http://qnews/GO/RiskAndCompliance/Policies/Forms/AllItems.aspx 

 

 

OVERDRAFT POLICY 

The Iowa Department of Banking specifically prohibits the overdrawing of any account that an 

employee is a signor on.  All entities under QCRH follow this policy.  Employees are encouraged to 

apply for a line of credit that is tied to their checking account or have a preauthorized transfer from 

another account established to guard against inadvertent account overdrafts.  Normal credit standards 

and terms will apply when a request for an  overdraft line of credit is submitted. 

 

Employee accounts will be monitored.  If any  employee’s account (or an account that they are a 

signor on) becomes overdrawn or has NSF activity, the following actions will be taken: 

1. Human Resources will notify the employee and the employee’s immediate supervisor. 

2. The employee will be reminded of the bank’s overdraft policy by Human Resources. 

3. The employee should take all steps necessary to remove the account from an overdraft status 

immediately. 

 

If an employee’s account is reported on the monthly overdraft  report, that is submitted to human 

resources, a second time, within a 12 month period, the above steps will be repeated and the 

employee may be referred to  EAP for financial counseling. 

 

If an employee’s account is reported on the monthly overdraft  report a third time, within a 12 month 

period, the employee will be required to close their checking account and may be subject to 

disciplinary action. 

 

Employees will be charged applicable NSF or overdraft fees in conformance with the bank’s fee 

schedule.  Any exceptions made to this policy must be approved by the Bank’s Cashier or a 

designee. 

 

 

DRUG AND ALCOHOL USE 

QCRH is committed to providing a safe and productive environment for those individuals employed 

by QCRH and the individuals affected by its operations through commitment to a drug-free 

workplace.  All employees must be fit for duty and will report to the Human Resources Department 

http://qnews/GO/RiskAndCompliance/Policies/Forms/AllItems.aspx
http://qnews/GO/RiskAndCompliance/Policies/Forms/AllItems.aspx
http://qnews/GO/RiskAndCompliance/Policies/Forms/AllItems.aspx
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any health situation or use of prescription and/or non-prescription medications which may inhibit the 

ability to perform his/her required job duties.  Any employee regarded as unfit for duty for any 

reason is not permitted to work until it is determined that said employee is free from impairment and 

fit and able for duty. 

 

QCRH prohibits the presence, use, consumption, possession, sale, manufacturing, or distribution of 

illegal drugs or alcohol by employees under any of the following conditions: 

 While present during hours in which the bank is open; 

 During the course of QCRH-related business; and 

 While operating QCRH vehicles or while operating personal vehicles used on   

QCRH related business. 

 

 

SEXUAL AND OTHER UNLAWFUL HARASSMENT 

QCRH does not tolerate any form of discrimination or harassment of or by any of its employees on 

the basis of all protected classes as defined by state or federal law. 

 

Included within this prohibition are unwelcome sexual advances, requests for sexual favors, and 

other verbal or physical conduct of a sexual nature, where there is an attempt to make submission to 

such conduct a term or condition of an individual’s employment; or the submission or rejection of 

such conduct is used as a basis for employment related decisions; or such conduct has the purpose or 

effect of substantially interfering with an individual’s work performance or creating an intimidating, 

hostile, or offensive working environment. 

 

Application of this policy extends to all visitors, clients, and other individuals conducting business at 

QCRH locations. 

 

Any individual who believes he/she is the victim of unlawful discrimination or harassment should 

promptly report the facts of the incident to Anne Howard (Human Resources Director) at 309-743-

7774, Cathy Lopez (HR Manager) at 319-743-7156 or Kerry Bosworth (HR Manager) at 515-252-

1273.  The Human Resources Director or her designee will promptly investigate all allegations of 

discrimination and /or harassment in as confidential a manner as possible and take appropriate 

disciplinary action if warranted.  An employee found to be engaging in unlawful discrimination or 

harassment will be subject to disciplinary action up to and including termination. 

 

Employees who make reports, raise concerns, or participate in investigations under this policy shall 

do so without fear of reprisal. 

 
 

ATTENDANCE AND PUNCTUALITY 

QCRH requires employees to be reliable and punctual in reporting for scheduled work in order to 

maintain a safe and productive work environment.  Absenteeism and tardiness are not tolerated.  

Excessive absenteeism and tardiness may result in disciplinary action up to and including 

termination. 
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Should an employee be unable to avoid being late to work or is unable to work as scheduled, he/she 

must notify their supervisor of the anticipated tardiness or absence at the beginning of the work day 

or earlier. 

 

BEVERAGE AND FOOD  

Employees should attempt to keep beverages and food as invisible as possible from our clients.  The 

preferred beverage container is a company provided mug or container.  If cans or bottles must be 

brought to the office or work station, they should be kept out of sight.  The same would be true of 

food.  We ask that employees not chew gum during working hours.  

 

PARKING 

Employees should always park so that clients have access to the closest spaces to the Bank’s 

entrance.  Employees should utilize all available parking spaces on the Bank’s property so that 

clients have access to the most convenient parking. 

 

ELECTRONICS AT WORK 

Electronics such as cell phones, radios and iPods may be used, as approved by the employee’s 

supervisor, keeping in mind clients and co-workers.  However, cell phones are not allowed to be 

used in areas such as the Teller Line, due to camera technology on the phones.  Please use cell 

phones with consideration by keeping the cell phone ring on vibrate mode or silent.  To ensure the 

effectiveness of meetings, employees are asked, whenever possible, to leave cell phones at their 

desks.  Texting can be a distraction at work for both the employee and the co-workers.  Texting and 

cell phone calls at work should be kept to a minimum outside of emergency situations.   

 

Employees whose job responsibilities include regular or occasional driving and who are issued a cell 

phone or PDA for business use are expected to refrain from using their phone while driving – use of 

a cell phone or PDA while driving is not required by the company. Safety must come before all other 

concerns. 

 

We strongly encourage employees to use a hands free cell phone option while driving, or pull over 

and stop at a safe location prior to dialing, receiving calls, or conversing on the cell phone in any 

way.  Texting while driving is prohibited. 

 

Employees who are charged with traffic violations resulting from the use of their phone or PDA while 

driving will be solely responsible for all liabilities that result from such actions. 

 

All employees are expected to follow applicable state or federal laws or regulations regarding the use 

of cell phones or PDA’s at all times. 

 

CLIENT RELATIONS 

The services we provide are very similar to those provided by other financial institutions in the area.  

We demonstrate superior service through superior client relations.  In today's competitive market, no 

one is forced to do business with QCRH.  Without clients, we would have no business; and without 

courteous employees providing good client relations, we would have no clients.  Therefore, it is not 

only common courtesy, but good business, for us to treat our clients with courtesy and consideration 

at all times.  The role you play as an employee will be an important one as QCRH can only be as 

strong as the members of its team.  We will depend on you to foster good client relations by 

transmitting our image to the public, an image that is based on courtesy, honesty and sincerity. 
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Greet each client by name whenever possible and in a friendly manner; it makes them feel welcome 

at QCRH.  This same courtesy should be extended to our telephone clients. 

 

PERSONAL BUSINESS ON QCRH TIME 

Please remember you are paid to meet the responsibilities of your position.  QCRH's letterhead, 

postage and supplies may not be used for anything other than QCRH business.  Employees are 

expected to use their personal cell phones when making personal long-distance phone calls. 

 

QCRH's copier and fax machines may be used occasionally for personal use.  However, QCRH 

encourages each employee to exercise good judgment and moderate use of the copier and fax for 

personal business. 

 

E-MAIL POLICY 

QCRH’s e-mail system is intended to enhance communication among employees for business 

purposes.  In light of this it is important that each employee understand several things about the use 

of e-mail. 

 

First, QCRH reserves the right to monitor e-mail communications. This includes all internal 

correspondence, as well as any future external e-mail.  You should have no expectation of privacy, 

even if you have established a password.  It is not our intention to read every e-mail sent by every 

person, but rather to monitor e-mail if a need has been presented. 

 

Second, while we expect employees to be responsible and use their own best judgment, it is 

necessary for QCRH to detail certain prohibited e-mail activities: 

 No derogatory comments, slurs, jokes, cartoons, etc. relating to all protected classes as defined 

by state or federal law 

 No sexual harassment or other harassment relating to all protected classes as defined by state or 

federal law 

 No distribution of confidential business information (this is more important with Internet e-

mail); 

 No distribution of third-party copyright material. 

 It is important to remember that e-mail is a business tool.  Please keep your personal use of e-

mail to a minimum and if used, make sure it complies with this policy.   
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PERSONAL APPEARANCE 

Dress, grooming, and personal cleanliness contribute to the morale of all employees and affect the 

image the company presents to clients and visitors.  QCRH believes that the professional appearance 

of our staff supports the quality and pride we wish to exhibit to our clients and community.   

 

Your best guide is to always dress in a manner that is appropriate for the business setting that you 

are in, keeping in mind your schedule and appointments for the day.  No dress code can cover all 

contingencies so employees must exercise their judgment in their choice of clothing to wear to work, 

keeping in mind the professionalism that our company wants to portray. If you are uncertain about 

acceptable attire for work, please ask your supervisor.  

 

Employees who report for work inappropriately dressed or groomed shall be sent home and directed 

to return to work in proper attire.  Time away from work for this purpose shall be unpaid.  QCRH 

retains full discretion to determine whether an employee is properly dressed.  Employees should 

review the guidelines that follow: 

 

QCR Holdings and Quad City Bank & Trust Dress Code Expectations 

 

Appropriate professional dress is as follows:  

 Dress pants, dress shirts/blouses, ties are optional depending on the business setting as 

mentioned above 

 Business suits, dresses, dress slacks or skirts with a blouse/jacket/sweater  

 Ankle length dress pants in solid colors or with small, discreet patterns are acceptable  

 Sweaters should be dress quality and professional  

 Shirts should compliment the attire and be tucked into the slacks or skirt unless they are 

designed to be untucked  

 A sports coat with a dress shirt and conservative slacks is also appropriate.  

 Skirts should be no more than three inches above the knee   

 Sleeveless blouses and sweaters are allowed only when worn with a jacket or sweater  

 Shoes should be professional and polished  

 Peep toe shoes and appropriate dress sandals may be worn (Human Resources can provide 

examples); Peep toe shoes or dress sandals require neatly groomed, polished toes with a 

conservative color/style 

 Fashion boots may be worn 

 Hosiery is not required 

 Clothing should be clean, pressed, and un-faded 

 Pants with belt loops showing require a belt   

 Hair should be neat, clean and well groomed  

 Jewelry and hair accessories should be professional and not excessive.  This includes any 

jewelry worn as the result of body piercing besides the ears.   

 Tattoos should be discrete and non-offensive  

 Please be considerate of the perfume or cologne that is worn due to the sensitivity of other 

employees who may have allergies.  
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Inappropriate attire: 

 Capri’s 

 Leggings 

 Casual fabric and style pants (i.e. corduroy, leather or suede pants, jeans, cargo pants)  

 T-shirts, fleece, logos, and hoods are not allowed 

 Low-rise pant and skirt styles worn with short-length tops or any other attire which reveals 

an individual’s lower back or stomach are prohibited 

 Necklines of tops and dresses should be conservative and not revealing in nature 

 Casual sandals/slides, hiking, cowboy or fleece boots, athletic shoes, flip flops  

 

Friday and Saturday 

The dress for Friday and Saturday is the same as above except khaki style pants are also permitted to 

be worn along with a QCRH or QCBT polo (or other logo items that meet the professional dress 

requirements above).  All polos that are worn MUST have a QCRH or QCBT logo on them. 

 

 

Rockford Bank & Trust Dress Code Expectations 

 

Appropriate professional dress is as follows:  

 Dress pants, dress shirts/blouses, ties are optional depending on the business setting as 

mentioned above 

 Business suits, dresses, dress slacks or skirts with a blouse/jacket/sweater  

 Ankle length dress pants in solid colors are acceptable (no patterns) 

 Sweaters should be dress quality and professional  

 Shirts should compliment the attire and be tucked into the slacks or skirt unless they are 

designed to be untucked  

 A sports coat with a dress shirt and conservative slacks is also appropriate.  

 Skirts should be no more than three inches above the knee   

 Sleeveless blouses and sweaters are allowed only when worn with a jacket or sweater  

 Shoes should be professional and polished  

 Peep toe shoes and appropriate dress sandals may be worn; Peep toe shoes or dress sandals 

require neatly groomed, polished toes with a conservative color/style 

 Fashion boots may be worn 

 Hosiery is not required 

 Clothing should be clean, pressed, and un-faded 

 Pants with belt loops showing require a belt   

 Hair should be neat, clean and well groomed  

 Jewelry and hair accessories should be professional and not excessive.  This includes any 

jewelry worn as the result of body piercing besides the ears.   

 Tattoos should be discrete and non-offensive  

 Please be considerate of the perfume or cologne that is worn due to the sensitivity of other 

employees who may have allergies.  
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Inappropriate attire: 

 Capri’s 

 Leggings (except for casual Fridays) 

 Casual fabric and style pants (i.e. corduroy, leather or suede pants, jeans, cargo pants)  

 T-shirts, fleece, logos, and hoods are not allowed at any time 

 Low-rise pant and skirt styles worn with short-length tops or any other attire which reveals 

an individual’s lower back or stomach are prohibited 

 Necklines of tops and dresses should be conservative and not revealing in nature 

 Casual sandals/slides, hiking, cowboy or fleece boots, athletic shoes, flip flops  

 

Saturday 

The dress for Saturday is the same as above except khaki style pants are also permitted to be worn 

along with a RB&T polo (or other logo items that meet the professional dress requirements above).  

All polos that are worn MUST have a RB&T logo on them. 

 

 

m2Lease Funds Dress Code Expectations 

Dress for m2 will be casual.  Due to limited client contact, professional suits and dresses are not 

expected unless employees will be dealing with clients and community.  In those instances, the dress 

policy will be the same as the bank. 

 

 

Cedar Rapids Bank & Trust Dress Code Expectations 

At Cedar Rapids Bank & Trust we rely on the good judgment of our employees to present a neat and 

professional appearance to our customers. Dress, grooming, and personal cleanliness contribute to 

the overall positive impression we exhibit to the community.  

 

Because various jobs within CRBT require different levels of customer interaction, CRBT recognizes 

two levels of acceptable dress attire: Business Professional and Business Standard.  

 

Business Professional attire is to be utilized by all employees who have direct customer interaction 

on a daily basis. This includes Downtown 1st floor and outside all branches. All officers are also 

expected to adhere to the Business Professional dress code.  

 

Monday – Thursday  

 Acceptable Business Professional attire is as follows:  

 Skirt/Dress (no shorter than 3” above knee) 

 Dress pants/slacks/ankle length pants (see HR for examples)  

 Professional looking top, sweater, blouse, jacket (must have sleeves)  

 Hosiery/trouser socks are not required 

 Dress shoes, peep toe shoes (1”) w/backs or sling backs, appropriate dress sandals (see HR 

for examples). Professional looking shoes, nothing that flip-flops or makes slapping noise 

when you walk. Peep toe shoes/Sandals require neatly groomed, polished toes, conservative 

color/style. 

 Polished shoes and belt must accompany the outfit  

 Jewelry should be professional and not excessive  

 Suits with a tie  

 Dress pants with a coordinating jacket and a tie  
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Friday – Saturday  

 All employees will be allowed to follow Business Standard guidelines and must include 

CRBT logo on the employee’s shirt  

 

Business Standard attire is to be utilized by employees who have minimal to no direct customer 

interaction on a daily basis. Each manager will determine if Business Standard is acceptable for their 

department.  

 

Monday – Thursday  

Acceptable Business Standard attire is as follows:  

 Docker-style slacks with appropriate tops, oxford shirt, tie optional  

 Ankle length dress pants (see HR for examples) 

 Polo shirt other collared shirt may replace the oxford during seasonal months  

 V-neck sweater or sweater vest worn w/collared shirt/top underneath  

 All shirts must be solid color or striped with no graphics  

 Hosiery/trouser socks are not required 

 Dress shoes, peep toe shoes (1”) w/backs or sling backs, appropriate dress sandals (see HR 

for examples). Professional looking shoes, nothing that flip-flops or makes slapping noise 

when you walk. Peep toe shoes/Sandals require neatly groomed, polished toes, conservative 

color/style. 

 Polished shoes and belt must accompany the outfit  

 Jewelry should be professional and not excessive  

 

Friday – Saturday  

 All employees will be allowed to follow Business Standard guidelines and must include 

CRBT logo on the employee’s shirt  

o Acceptable CRBT Logo attire: 

 CRBT/QCRH Polo shirts (short sleeves when seasonably appropriate) 

 CRBT/QCRH Sweaters or Oxfords 

 CRBT ½ zip fleece pullover (with professional shirt underneath) 

 Any items found on the CRBT Clothing Store 

 

Inappropriate Attire (All days) 

 Tank tops, camisoles & spaghetti strap (except when worn under a jacket, blouse or sweater; 

cannot be sleeveless at any time in the bank)  

 Capri’s (see HR for examples) 

 Tight pants that fit like leggings (see HR for examples) 

 Leggings (see HR for examples) 

 Knee boots worn outside of pants/Pants tucked into knee boots 

 Fleece, sweatshirts and anything with a hood 

 Low-rise pants and skirts styles worn with short-length tops (revealing low back/stomach) 

 Jeans (except when permitted/approved by senior management, when permitted must not 

have frays or holes) 

 Necklines of tops/dresses should not revealing in nature  

 Materials NOT to be worn include corduroy, leather, denim, or suede  

 Casual sandals/slides, hiking, cowboy or fleece boots, athletic shoes and flip flops 
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General Notes (All days)  

All employees will be expected to follow Business Professional dress code during any and all 

planned business visits when appropriate and/or business meetings conducted at CRBT  

 Hair should be neat, clean, and well-groomed (accessories should be professional in nature)  

 No visible piercing jewelry will be allowed besides the ear  

 Tattoos should be discrete and non-offensive  

 CRBT recognizes seasonal attire to run during Daylight Savings Time  

 

 

*Departmental supervisor will be responsible to uphold the dress code guidelines. Any concerns, 

issues, etc. with an employee’s attire need to be reported to the departmental supervisor, and not 

Human Resources. Supervisor will engage HR as necessary. 

 

CB&T Personal Appearance Policy 

At Community Bank & Trust, we rely on the good judgment of our employees to present a neat 

and professional appearance to our customers.  Dress, grooming, and personal cleanliness 

contribute to the overall positive impression we exhibit to the community.   

 

Business Professional (Outfits acceptable to wear: Monday – Friday)  

 Suits with a tie  

 Dress pants with a coordinating jacket and a tie  

 All shirts must be solid color or striped with no graphics  

 Shirts should be tucked into the slacks or skirt if there is a shirttail 

 Polished shoes and belt must accompany the outfit  

 Skirt (no shorter than 3” above knee), Dress slacks  

 Professional looking top, sweater, blouse, jacket (must have sleeves) 

 Tank tops, camisoles & spaghetti strap tops allowed when worn under a jacket, 

blouse or sweater (cannot be sleeveless at any time in the bank)  

 Hose/trouser socks must be worn  

 Closed toe shoes w/backs, sling backs, peep (1”) toe shoes w/backs or sling backs.  

 Leggings may only be worn with a longer top or sweater 

 Jewelry should be professional and not excessive  

 Jeans are never permitted unless approved by senior management  

 No corduroy, leather or suede may be worn 

 Inappropriate dress includes: “skinny” pants distracting apparel that reveals cleavage, 

exposes midriff/ lower back/undergarments or is open at the back  

 

Business Standard: (Outfits acceptable to wear on Fridays, Saturdays and Bank Logo 

days)  

 CBT logo shirts with Docker style pants  

 Belts if belt loops  

 Casual shoes (no athletic/tennis shoes)  

 Employees who choose to not wear logo wear will be expected to wear Business 

Professional attire.  

 

General Notes (Applies all employees)  
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 Clothing should be clean, pressed and free from wrinkles, tears or holes.  

 No athletic shoes, cowboy boots, sandals, or flip-flops may be worn.  

 Hair should be neat, clean, and well groomed with no accessories or hats  

 No visible piercing jewelry will be allowed besides the ear  

 Tattoos should be discreet and non-offensive  

Seasonal: Summer-style shoes or dress sandals may be worn without hosiery. Dress ankle 

pants are allowed at this time. Shorts/knickers/gauchos are not allowed.  CB&T recognizes 

seasonal attire to run during May – September 

 

CSB Personal Appearance Policy 

It is Community State Bank’s policy that employees are expected to wear appropriate attire at all 

times. Employees should present a professional, business-like personal appearance, and adhere to 

personal grooming and hygiene standards in the performance of their respective responsibilities.  

It is the responsibility of every employee to wear clothing that is clean, neat, and free from tears, 

rips, or holes. Attire should be a conservative, business-like trend, color, pattern, fabric, and adhere 

to hem and other length requirements. Tight fitting clothing and trendy fashions should be avoided. 

Employees are expected to practice good hygiene and arrive to work clean and well groomed. Hair 

and nails must be clean and neat. Hair styles, colored hair and/or painted nails should be a 

conservative color. Shaggy unkempt hair is not permissible and sideburns, moustaches, and beards 

should be neatly trimmed.  Management reserves the right to ask an employee to cover tattoos that 

are deemed to be inappropriate for viewing by customers and other employees. Piercings through 

the nose, tongue or other visible body parts may not be worn while at work.  Extreme hair styles 

and color are not acceptable nor is extreme dress, accessories, and make-up, as these do not portray 

the conservative and professional image of the bank. 

 

At its discretion, the Company may allow employees to dress in a more casual manner than is 

normally required.  On such occasions, employees are still expected to present a neat appearance 

and are not permitted to wear ripped or disheveled clothing, athletic wear, or other similarly 

inappropriate clothing.   

 

The purpose of these standards is to promote a comfortable working environment which is free 

from unnecessary distractions. The Dress Attire Policy will be explained and discussed with each 

new employee at the time of initial employment. Thereafter, department supervisors and 

managers are responsible for monitoring and enforcing this policy. The policy will be 

administered according to the following action steps: 

1. If questionable attire is worn, the respective department supervisor/manager will hold a 

private discussion with the employee to counsel the employee on the inappropriateness of 

the attire.  

2. If an obvious policy violation occurs, the department supervisor/manager will hold a 

private discussion with the employee and send the employee home to change. Employees 

sent home to change will not be paid for their time away from work and are expected to 

return within a reasonable and agreed upon length of time. 

3. Repeated violations will result in disciplinary action, up to and including termination of 

employment. 
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If you have questions about the appropriateness of your clothing or appearance, please contact 

the Human Resources Department. 

 
 

Business Attire (Monday-Thursday) 

 

Appropriate Attire: 

 Dress slacks, dress shirts/blouses, ties are optional 

 Suits, blazers, jackets, vests, sweaters 

 Polished dress shoes with socks; Dress sandals/slides (season appropriate) may be worn 

with dress slacks without hosiery or with skirts/dresses worn with hosiery 

 Clean, pressed un-faded clothing 

 Shirts should be tucked in unless they are designed to be un-tucked 

 Neat and trimmed hairstyles/facial hair  

 Skirts/dresses no shorter than about 3" above the knee   

 Hosiery must be worn with skirts/dresses  

 Leggings/footless ankle tights may be worn with skirts/dresses no shorter than 3” above 

the knee 

 Capri pant lengths must fall mid calf or below; Dressy, suit style winter Capri pants worn 

separate must be dressed up with a suit jacket, cardigan sweater set, dress shirt or blouse 

and worn with hosiery or with boots during winter months  

 Conservative, professional looking earrings (max. 3, women only)  

 Appropriate, discreet small tattoos 

 Clean and well cared for tennis shoes can be worn by employees working behind the 

Teller line. 

Inappropriate Attire: 

 Casual fabric and style pants (i.e., corduroy slacks, jeans, cargo pants)  

 Short sleeve or long sleeve polo shirts 

 Shorts, muscle shirts, and t-shirts 

 Hats 

 Casual sandals/slides, hiking boots, athletic shoes, flip flops  

 Wrinkled clothing  

 Sweatshirts, CSB sweatshirts, wind shirts, fleece  

 Apparel with sports logos   

 Hooded apparel  

 Visible multiple or large colorful body art (tattoos)or  those that contain offensive or 

inappropriate images or language 

 Visible body piercings  

 Unconventional hairstyles & colors  

 Wet hair 

 Short skirts/dresses 
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 Denim fabric and jean style skirts, dresses, shirts or jackets  

 Low cut garments or visible cleavage 

 Visible undergarments  

 Low rise and hip hugging clothing and cropped tops  

 Halter, midriff, tank and tube tops  

 Sleeveless garments 

 Visible skin between tops and bottoms (at any time) 

 

Business Casual Attire (Friday and Saturday) 

Community State Bank provides each employee with a polo shirt and/or long sleeve button up 

shirt with the CSB logo. These shirts can be worn on Friday and Saturday only, along with a pair 

of jeans, khakis or corduroy pants. The jeans must be free of holes and excessive fading. Khakis 

or corduroy pants must be pressed. Cargo style pants are not acceptable. Appropriate footwear is 

required. Tennis shoes are appropriate if wearing jeans.  

 

If you choose not to wear jeans or the logo shirt provided, you will need to abide by the business 

attire outlined for Monday – Thursday.  

CSB Summer Attire 

Community State Bank has traditional business attire dress. However, during summer months 

starting the week in which Memorial Day is observed and ending the week in which Labor Day 

is observed, the Company has established a summer dress code to allow for more flexibility 

during warm weather months.  Appropriate dress and hygiene are important in promoting a 

positive company image to our customers, both internally and externally. We want to stress that 

the Summer Dress Attire Policy is a benefit and must be adhered to in order to be retained. 

In addition to the standard dress code, the following guidelines apply to the Summer Dress Attire 

timeframe:  

 

Appropriate Attire: 

 Short sleeve dress shirts (shirts should be tucked in unless they are designed to be un-tucked) 

 Dressy, suit style Capri pants must be dressed up with a suit jacket, cardigan sweater set, 

dress shirt or blouse and the pant length must fall mid calf or below 

 Suit jackets or sweaters are to be worn with sleeveless dresses and tops 

 Dress sandals (professional style with or without heel) 

 Jean or khaki Capri pants are appropriate on Friday & Saturday only 

 Hosiery or stockings will not be enforced during the Summer Dress Attire timeframe when 

wearing Capri pants that fall mid calf or below or skirts or dresses that fall at or around the knee 

 Hosiery and stockings must be worn when wearing skirts or dresses with hem lengths above the 

knee. You may not wear shorter Capri pants with hosiery. All Capri pants must meet the length 

requirement.  

 Appropriate hosiery or stockings must be worn in all other situations unless specifically outlined 

in the dress code policy.  



QCR Holdings, Inc. 

 Effective Date: January 1994  |  Revision Date:  April 2019 53 

Inappropriate Attire: 

 Carpenter or cargo style pants 

 Capris with ties or drawstrings, clam diggers, roll-up snap tabs, or gaucho styles 

 Flip-flops or beach styles, sandals with foam soles, gladiator inspired sandals, sport style sandals 

 Doc Marten sandal styles or tire-tread looking heels or soles 

 Tennis shoes or sport casual tennis shoes (Allowed on Friday & Saturday only) 

 Low-rise pant and skirt styles worn with short-length tops or any other attire which reveals an 

individual’s lower back or stomach area are prohibited   

 Necklines of tops and dresses should be conservative and not revealing in nature 

 T-shirts, tank tops, tube or halter-tops, or shorts 

 Tops with hoods 

 Logo attire other than CSB (e.g., vendor/other company specific apparel) 

 Sleeveless tops 

 Denim attire worn Monday through Thursday 

*Guidelines on grooming, jewelry, and tattoos are outlined in the regular dress code. 

 

SFC Bank Personal Appearance Policy 

 

Appropriate professional dress is as follows: 

 Dress pants, dress shirts/blouses, ties are optional depending on the business setting as 

mentioned above 

 Business suits, dresses, dress slacks or skirts with a blouse/jacket/sweater 

 Docker-style slacks with appropriate tops, oxford shirt and tie optional 

 Ankle length dress pants are acceptable 

 Sweaters should be dress quality and professional 

 Shirts should complement the attire and be tucked into the slacks or skirt unless they are 

designed to be untucked.  

 A sports coat with a dress shirt and conservative slacks is also appropriate 

 Skirts should be no more than three inches above the knee 

 Shoes should be professional and polished 

 Peep toe shoes and appropriate dress sandals may be worn. Dress sandals cannot be 

between the toes and must have, at minimum, a sling back. Peep toe shoes or dress 

sandals require neatly groomed, polished toes with a conservative color/style 

 Fashion boots may be worn, however no work or hiking boots 

 Hosiery is not required 

 Clothing should be clean, pressed and un-faded 

 Pants with belt loops showing require a belt 

 Hair should be neat, clean and well-groomed 

 Jewelry and hair accessories should be professional and not excessive  

 Tattoos should be covered and not in view of the customer 
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 Please be considerate of the perfume or cologne that is worn due to the sensitivity of 

other employees who may have allergies 

 

Inappropriate attire: 

 Capri’s 

 Leggings 

 Casual fabric and style pants (i.e. corduroy, leather or suede pants, cargo pants.) 

 Jeans are not permitted unless approved by senior management  

 Denim fabric and jean style skirts, dresses, shirts or jackets 

 Carpenter or cargo style pants or pants with embellishments 

 Shorts or gauchos 

 T-shirts, shirts with graphics/photos, logos and hoods are not allowed 

 Low-rise pant and skirt styles worn with short-length tops or any other attire which 

reveals an individual’s lower back or stomach are prohibited 

 Necklines of tops and dresses should be conservative and not revealing in nature 

 Sweatshirts, wind shirts, fleece 

 Halter, midriff, tank and tube tops 

 Apparel with sports logos 

 Visible undergarments 

 Wet hair 

 Casual sandals/slides, hiking, cowboy or fleece boots, athletic/tennis shoes, flip flops, 

gladiator style sandals 

 Hats 

 No visible piercing jewelry will be allowed besides the ear 

 Extreme hairstyles and color 

This policy will be administered according to the following action steps: 

1. If questionable attire is worn, the respective department supervisor/manager will hold a 

private discussion with the employee to counsel the employee on the inappropriateness of 

the attire. 

2. If an obvious policy violation occurs, the department supervisor/manager will hold a 

private discussion with the employee and send the employee home to change. Employees 

sent home to change will not be paid for their time away from work and are expected to 

return within a reasonable and agreed upon length of time. 

3. Repeated violations will result in disciplinary action, up to and including termination of 

employment. 
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Human Resources Contact Information: 
 
Anne Howard, SVP, Director of Human Resources  

Location: Moline 

ahoward@qcrh.com 

309-743-7774 

 

Shellee Showalter, SVP, Director of Investor Services & Compensation 

Location: Moline 

sshowalter@qcrh.com 

309-743-7760 

 

Cathy Lopez, Cedar Rapids Human Resources Manager, Officer 

Location: Cedar Rapids, 1st Avenue 

clopez@crbt.com 

319-743-7156 

 

Mary Hoeger, Cedar Rapids Human Resources Administrator 

Location: Cedar Rapids, 1st Avenue 

mhoeger@crbt.com 

319-743-7024 

 

Kerry Bosworth, CSB Human Resources Manager, Officer 

Location: Ankeny 

kbosworth@bankcsb.com 

515-252-1273 

 

Josh Wolk, Training & Development Officer  

Location: Ankeny 

jwolk@bankcsb.com 

515-252-1142 

 

Miranda Marshall, HR Generalist, Officer 

Location: Moline 

mmarshall@qcrh.com 

309-743-7797 

 

Andrea Ryckeghem, HR Generalist 

Location: Moline 

aryckeghem@qcrh.com 

309-743-7765 

 

Christina Back, Benefits Administrator 

Location: Works remotely from home 

cback@qcrh.com 

309-743-7721 

 

Malia Carstens, Payroll Administrator  

Location: Moline 

mcarstens@qcrh.com 

309-743-7717 

 

Sara Antle, Human Resources Associate  

Location: Moline 

santle@qcrh.com 

309-743-7708  
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ADDENDUM TO EMPLOYEE HANDBOOK 

May 13, 2013 

 

Employees of Rockford Bank & Trust, Community National Bank, and any other QCRH entity 

employees who are located at any of the Rockford and CNB offices are required to take at least one 

week of PTO consecutively each calendar year to be in compliance with regulations. 

 

REVISION 

May 1, 2015 

 

Community Bank & Trust (formerly Community National Bank) is now a division of Cedar Rapids 

Bank & Trust and follows the CRBT PTO requirements which does not include taking one week of 

PTO consecutively each calendar year. 

 

ADDENDUM TO EMPLOYEE HANDBOOK 

June 1, 2017 

 

Employees of Community State Bank working 32 hours or more must take at least 5 

consecutive days of PTO each full calendar year of employment. This requirement is effective 

January 1 following date of hire.  Holidays are not included as the bank is not open for business. 


