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Sincerely, 
 
My Doan Cong, 
VP of People

ello there! Welcome to the 
very first edition of AQ--
Acquire Magazine. As you 
may already know, most 
companies offer an employee 
handbook. A lot of them are 
40-50 pages long and read 

like an extensive legal document. As a People 
Leader, I’ve seen this kind of encyclopedic 
approach to policies and procedures so 
many times. The question I’ve always asked 
myself is: Who’s actually reading this? As it 
turns out, not a lot of people. I know because 
my team and I would often find ourselves 
answering questions that could easily have 
been answered by a quick check of the book.  

So what was the impact of having policies 
and programs no one read? Well, it meant 
people didn’t understand how their company 
operated. That’s why we knew it wouldn’t be 
effective to just list 50 pages of humorless 
rules in a black and white PDF document. 
We decided instead to provide our policies 
and programs to you in a fun new lifestyle 
format. Thus, ACQUIRE MAGAZINE was born! 

As you flick through the glossy pages that follow 
(and we LOVE shiny things), you’ll find a host 
of important information about life at Acquire. 
Everything from our philosophies and values, 
to the practicalities around our benefits, perks, 
and programs. Don’t get us wrong, there’ll still 
be some policies in there – working in any 

company means abiding by norms. But, we’ve 
done all we can to deliver them in a more 
digestible way. Some things have wording 
(especially the section of the magazine called 
“Our Legal Team Weighs In”) that cannot be 
changed due to, you know, laws and such, but 
there is much more to this book than just that.  
We hope you enjoy exploring this magazine 
while learning about life at Acquire and how to 
navigate it. As a heads up, we’re headquartered 
in the Golden State, aka California, so much 
of this book will have references to California. 
However, this magazine is going global, and, 
as such, is applicable to and readable by 
everyone. In instances where the policies in 
here conflict with your local legislation, the 
relevant state or local law will supersede it. 

We thrive on doing things a little differently 
on the People Team, and part of that  
difference is bringing you this magazine. If 
you’re ever kicking back, scanning through 
the pages and a question comes to mind, feel 
free to reach out to us at people@acquire.
io. We’d be very excited to hear from you.  

So, let the reading journey begin!

Letter from the 
EDITOR

H
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CORE FITNESS:  
OUR VALUES

What are values but a set of philosophies to live by?   
 

We sat down with our founders Amrit and Ram to talk about who we are at  
our core and came up with five values we believe encapsulate this.  

However, you don’t just wake up one day with all your values magically in place.  
Values are muscles we have to build, and living our values takes some exercising.  
See our values below, brought to life through some exercise moves, and let’s get  
to work on our CORE.

We give it our 100%  
every time. 
 
We make commitments to  
ambitious goals and we give it  
our best effort each time in the  
name of driving amazing results.

1.

We choose to take the  
journey and welcome  
twists and turns with grace. 
 
As with every journey, there are ups and 
downs.  We embrace the adventure and 
maintain flexibility when the road in front 
of us changes.

2.

We walk in the shoes  
of others. 
 
We respect each other. We seek 
to understand the situation and 
understand one another, making 
decisions that are fair, empathetic, 
and human.

3.
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We valiantly take paths 
others don’t.
 
We get creative in the face of hurdles. 
We welcome new ideas and new 
ways of doing things in our effort to 
think big and outside of the box.  

4.

We create opportunities.
 
Diversity, equity, and inclusion 
are important to us.  We want to 
ensure there is opportunity for the 
underrepresented.

5.
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The Origin Story
ACQUIRE

n a frigid August day in 
2017, Amritpal Dhangal 
stood outside a Starbucks 
in San Francisco.  As a 
London transplant, he was 
well acquainted with the 
cold and wind, but the chill 

of the foggy city was even more bitter than 
he was used to. Looking through the coffee 
shop window, he was disappointed to see the 
baristas he had befriended weren’t in. There 
would be no free coffee today. Given the news 
he’d just received, coughing up $5 for a cup 
of joe was a luxury he simply couldn’t afford. 
With no other option, he turned on his heel and 
walked away, back to the small office in the 
Tenderloin he shared with his business partner 
Laduram.  

Amrit and Ram (as he’s better known) had 
come to the Bay Area from London to take a 
chance on an idea.  The two long-time friends 
had created a fledgling company together, 
based on live chat, video and cobrowse 
products, called Tagove Limited (now Acquire).  
In an effort to nurture their infant company, 
they were trying to raise money on seedinvest.

com, a website where angel investors would 
dish out money for the best ideas. The goal was 
to hit $150,000. If they did that, seedinvest.com 
would match it.  Unfortunately, come the end 
of campaigning that first day, they had only 
raised $35,000, the majority coming from a guy 
named Anton Dewando from the Philippines.  
They were grateful to Anton, but Acquire was 
on the brink of bankruptcy and, to Amrit, even 
a Starbucks coffee seemed a step too far in 
those circumstances.

Born and raised in East London, he was used to a 
little (maybe a lot of) hardship.  The son of a Sikh 
Indian family, Amrit grew up with a father trying 
to make his way in the construction business.  
At the age of 8, Amrit was visiting employment 
centers, taking job postings off of boards and 
calling up on behalf of his father who spoke 
little English.  He watched him go to work at 
different construction jobs, the pay uncertain, 
and would never forget the disappointment on 
his mom’s face when she greeted his father at 
the door after a day of work… “Did they honor 
their promise to pay you?” she would ask.  
Some days they did, some days they didn’t.   

O
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It wasn’t until his father started his own construction 
business years later that the family would finally see 
their situation improve, and Amrit crossed paths with 
someone who would change the course of his life 
forever.  In need of a new website design, Amrit’s 

father’s business enlisted the help of a young man 
named Laduram Vishnoi (aka, you guessed it, Ram).  

While Amrit was Indian, he was also born and 
raised in the UK.  His only interactions with 
newly immigrated Indians came from manual 
laborers in his dad’s company.  Many newly 
immigrated Indians found themselves 

relegated to physically arduous labor, their 
options limited by a language barrier that 
would take years to overcome (if ever).   
When Amrit met Ram, newly arrived from 

India himself, it struck Amrit that he was 
different.  “He was the first guy I met who 
came right from India and was doing 
his own thing, his own business.  This 

was really admirable to me.”  

Ram’s story is also rooted in humble 
beginnings.  Born in a small village in 
the Indian state of Rajasthan, Ram was the 
youngest of three boys in a family of farmers.  
Growing up, they were not considered the 
wealthiest of people, but the farm made a 
decent living and Ram’s family firmly believed 
in the power of education.  They invested 
strongly in his schooling, but Ram’s memories 
of those times were unpleasant.  

According to Ram, most educated men from 
his town found jobs in the government shortly 
after university.  Ram knew deep down that 
this wasn’t who he really was, and government 
work wasn’t what he was meant for.  Years of 
schooling culminated in a decision to get an 
MBA, and he found himself in Ahmedabad, a 
busy Indian city that seemed a world away 
from the farm he had known his whole life.  
Ram lived there for a while before deciding that 
Ahmedabad wasn’t the only big place around, 
and he upped sticks to the United Kingdom to 
further his education.  He managed to gather 
a few loans from family members, and 
took his chances applying for a visa.

I walked 3 KM 
everyday back 
and forth to school 
since I was 6 and I 
just remember the 
teachers carrying 
very big sticks for 
when we would do 
something wrong.”

 - Laduram Vishnoi

“
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Ram entered University in the UK with advice 
from a friend to develop a specialized skill. 
He quickly realized it would be software 
engineering.  He also realized that he needed 
some form of income to support his education.  
The way he saw it, Ram had three choices: 
McDonald’s, Starbucks, or something he could 
do himself.  He chose himself, and soon after 
started a business developing websites.  It was 
the formation of this business  that ultimately 
led to that fateful day in his father’s shop.

The friendship grew slowly. While Amrit felt 
he could learn from Ram, Ram was mostly 
annoyed by Amrit.  

“He spent too much money all the time.  And 
you know those kids sitting on the bus or in the 
theater who are too loud?  He is the loudest 
of that group,”  Ram would say about Amrit.  
But the annoyance soon transformed into a 
deep friendship built on mutual respect.  They 
decided to help each other out by referring 
customers to each other’s business (Ram for 
website creation, and Amrit for design services).  

The idea for Acquire came shortly after.  Amrit 
had gotten into the printing business, and 
asked Ram to make a printing website for him 
as well as the online editor to go with it.  The 
drop-off rate was too high though, so he asked 
Ram to include live chat, the idea being that if 
customers could speak to someone via live chat 
when they were editing their business cards, 
the drop-off rate would decrease and sales 

would  increase.  Amrit and his team ended up 
asking customers to come on GoToMeeting, 
Skype, or even teamviewer so they could see 
their screen and help them edit and checkout, 
but no one wanted to download a third party 
tool, so the problem continued.

Amrit scoured the market and eventually 
found a company called Vee24. However, they 
would charge a whopping $50,000.  It also 
required them to install hardware on-site, but 
they did provide video, chat, and cobrowse.  
Unfortunately, Amrit didn’t even have $5,000, 
let alone $50,000.  After speaking to Ram about 
the issue, Ram came back a few months later 
with something amazing.

 
 

And that was it. Ram had created the first 
version of Acquire.

Check this  
out, Amrit.”“
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At that time, neither of them were enjoying the 
business they were in too much.  The printing 
and web designer space was completely 
saturated, but Acquire... Acquire was something 
different. Something that would actually have 
an impact and change “stuff” — they just hadn’t 
figured out exactly what that “stuff” was yet.

Bootstrapping a business was difficult.  Ram 
applied for 500Startups, which Amrit distinctly 
remembered interviewing for at 9pm UK time, 
because of the impending soccer game to 
get to for 10pm.  They won funding for $150,000 
($112,500 after fees from 500Startups) and 
flew to Mountain View, California to take 
their chances in Silicon Valley.  For Amrit, this 
was unfamiliar territory.  He went from a very 
comfortable house in London with his family to 
sharing a 2 bedroom apartment with four other 
guys.  He and Ram slept on what amounted to 
two cots, inches away from each other, but he 
knew this was the path they had committed to 
and they needed to press on.

Ram, on the other hand, was very happy to 
be in Mountain View.  He was certainly a long 
way from the farm of his youth, but he knew 
this is where he would find like-minded folks.  
He quickly found a community at Hare Krishna 
Temple in Mountain View where he could bond 
with others who came through the Valley, also 
seeking something different for themselves.  
This was the very same temple that Steve Jobs 
would walk into for a free meal when he was 
starting out.   Ram has always been inspired by 
this, and wanted to rub shoulders with geniuses, 
the Steve Jobs of the world. He knew that within 

Both men knew they had 
already stumbled across a 
major problem for businesses, 
and now they’d found a 
potential solution.

a short time, if he went back to India, it would 
be with some successes of his own under  
his belt.  

The first few years were tough though.  Acquire 
came to the brink of bankruptcy more times 
than they could count as they struggled to 
fund their growth in the early days.  Ram set 
up an engineering team in India where the 
robust product he envisioned could be built 
inexpensively, and quickly.  Some months, there 
was no money to pay the developers. During 
a particularly rough period, Ram told the India 
team, “I promise you that if you stick it out, we 
will take care of you.  But if you wanted to leave, 
we also understand.”  At the same time, Amrit 
had hired folks in the US to help sell the first 
versions of the Acquire product.  As they reflect 
back on those early joiners in engineering and 
sales, they are full of gratitude for those who 
took a chance on them. 

“We were just two guys trying to create this 
business and people saw something in us--we 
don’t know what by the way--but we are glad 
they did.”

While there was some growth and they were 
working hard, Ram and Amrit found it difficult 
to attract investors who seemed to doubt their 
ability to go the distance.  The elephant in the 
room was always how these two folks were so 
different to the normal set of founders (white, 
Stanford graduate) you would find in Silicon 
Valley.  It wasn’t until they met Shvet Jain that 
the trajectory changed for Acquire.  

We were just two guys 
trying to create this 
business and people 
saw something in us - 
we don’t know what by 
the way - but we are 
glad they did.” 

- Laduram Vishnoi 

“
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Shvet, a successful Silicon Valley founder who 
came across Acquire, offered a $1M seed 
round.  He saw the market potential (billions of 
dollars worth) and wanted to help the founders 
grow their business.  The deal was signed, 
and on receiving the money Amrit and Ram 
immediately refreshed their bank accounts, 
just to see $1M written in numbers across the 
screen.  That investment jump-started the 
Acquire that we know today.  

Since then, hires have been made, a more 
sophisticated product built, and revenue grown.  
Out of this story, Amrit and Ram came to realize 
their own values.  They are first generation US 
immigrants who came for opportunity and 
found little, until someone took a chance on 
them.  It was then they knew they wanted to do 
the same for others.  It is said that empathy is 
born of your own hardships, and reflecting on 
their stories, Amrit and Ram knew they’d had 

some.  Going through their Acquire journey 
with the mentality of scarcity has helped take 
them to great heights.  

“There was no other choice for us,” Ram would 
say.  “There definitely was no choice for me.  If 
we fail, there is nothing else we will ever do that 
is bigger and we never forget that.”  

Today, Amrit and Ram are still on that journey, 
hoping to take Acquire to even greater heights.  
And they finally figured out that “stuff” they were 
going to change too.  They want to redefine 
how businesses and customers communicate 
digitally, especially at a time when we’re 
witnessing the largest ever shift of customers 
to an online world.  They continue to push 
forward to this day, and while this may be the 
end of this particular story, the founders’ story, 
there’s still so much more to come for Acquire.  

There definitely was  
no choice for me.  If we  
fail, there is nothing  
else we will ever do that  
is bigger and we will  
never forget that.”  
- Laduram Vishnoi

“
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CREATING A SAFE  
WORKPLACE:  
OUR LEGAL  
TEAM WEIGHS IN
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Below, our legal team has laid out a few things 
you’ll need to know as you begin or continue 
your employment journey with Acquire. As 
mentioned in the Editor’s Letter, there’s not 
much scope to be colloquial here as we must 
abide by the legalese! So, please do let us 
know if you have any questions as you read on. 
 
Employment at Will
 
We are an “at will” employer. This means that 
either you or the Company may terminate the 
employment relationship at any time, with 
or without cause or prior notice. While other 
policies and procedures may change from 
time to time, changes to this “at will” policy 
may be made only in writing, signed by the 
CEO or COO.
 
Introductory Period 

You must satisfactorily complete an 
introductory period of 90 days from your date 
of hire. During this period, you will have an 
opportunity to evaluate us and the job, and, 
at the same time, we will have an opportunity 
to evaluate your job performance. The 
Company may, in its sole discretion, extend 
the introductory period. Successful completion 
of the introductory period does not entitle you 
to remain employed by us for any definite 
period of time. Your status will remain “at will” 

In order to have fun, 
we also have to be  
safe and understand 
some rules. 

Equal Employment Opportunity 

The Company is an equal opportunity 
employer. We make all employment decisions 
based solely on merit. We provide equal 
employment opportunity to all applicants 
and employees without discrimination on 
the bases of race, color, religion, national 
origin, ancestry, disability, medical condition, 
genetic information, marital status, sex, 
gender, gender identity, gender expression, 
sexual orientation, age, military or veteran 
status, or any other characteristic protected 
by applicable state, federal or local laws 
(each a “Protected Characteristic”).  
 
The Company is committed to promoting 
equal employment opportunity for all qualified 
individuals in accordance with applicable 
law, including by reasonably accommodating 
the known disabilities or medical  
conditions of qualified applicants and 
employees. Accommodation requests should 
be directed to an employee’s manager or 
Human Resources.

Policy Prohibiting Discrimination, 
Harassment, and Retaliation

We are committed to providing a work 
environment free of discrimination, harassment, 
and retaliation. It is against the law and strictly 
against our policy for any employee or non-
employee to discriminate against or harass 
any Company employee or contractor on the 
basis of any Protected Characteristic, or to 
retaliate against the person for the reasons  
discussed below.
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Both the Company 
and the law prohibit 
unlawful employment 
discrimination.

Discrimination

Unlawful discrimination occurs in employment 
when an employer makes employment 
decisions, including hiring, promotion, raises, 
termination, and other terms and conditions 
of employment, based on the Protected 
Characteristic of an applicant or employee. 

Harassment  

Both the Company and the law also prohibit 
unlawful workplace harassment. Unlawful 
harassment is unwelcome conduct, based on 
a Protected Characteristic, that is sufficiently 
severe or pervasive to alter the terms and 
conditions of employment or create an 
intimidating, offensive, or abusive working 
environment. Prohibited harassment can 
take many forms, including, but not limited 
to, the following, when based on a Protected 
Characteristic: 

• Making or using derogatory comments, 
emails, letters, epithets, slurs, or explicit 
jokes. 

• Derogatory posters, photographs, cartoons, 
drawings, websites, emails, text  
messages, or gestures. 

• Touching, assaulting, impeding, or blocking 
normal movements.

Sexual harassment is a specific type of 
harassment involving either unwelcome sexual 
advances, or visual, verbal, or physical conduct 
based on sex, gender, pregnancy, or related 
stereotypes. Sexually harassing conduct can 
be between persons of the same or different 
genders. Examples of prohibited conduct include: 

• Sexual innuendo, comments reflecting 
sex- or gender-based stereotypes, sexually 
suggestive comments, jokes of a sexual 
nature, sexual advances or propositions, 
offers of employment benefits in exchange 
for sexual favors, threatened or actual 
reprisals after a negative response to 
sexual advances, or graphic commentaries 
about a person’s body. 

• Leering, obscene gestures, sexually 
suggestive objects or pictures, cartoons or 
posters, suggestive or insulting sounds, or 
suggestive or obscene notes or letters. 

• Physical contact of a sexual nature, 
including sexually suggestive or 
offensive touching, impeding, or blocking 
movements, or brushing up against  
the body.

Harassing conduct can occur beyond the 
Company’s facilities or working hours; thus, 
this policy applies to offsite conduct occurring 
at the facilities of a customer or other business 
partner, after-hours conduct at Company 
events, and any other time or place, such as 
a Company- or business-related function, 
where the conduct impacts the workplace. It 
is important to remember that behavior that 
may be appropriate in a social setting may 
nonetheless be inappropriate in the workplace 
or in work-related social settings. Whether 
unlawful harassment has occurred does not 
depend on the actor’s intent or belief as to 
the welcomeness of the comment or conduct. 
Rather, this policy is violated when conduct 
or words, due to their focus on or connection 
to a Protected Characteristic, have the effect 
of creating a hostile working environment for 
Company personnel. 
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Complaint Process
 
If you believe you have experienced or witnessed 
discrimination, harassment, or retaliation 
prohibited by this policy, immediately report 
the matter to your manager or email people@
acquire.io or if you are in Human Resources, 
then to our COO Amrit Dhangal. Managers 
who receive a complaint (verbal or written) or 
otherwise become aware of conduct in violation 
of this policy must act to stop the conduct, if 
appropriate, and immediately report it to the 
Head of People My Doan Cong or, if about the 
Head of People then to the COO Amrit Dhangal 
The Company will promptly investigate the 
complaint in an impartial, thorough, and 
discreet manner, led by Human Resources or 
another qualified Company designee, with 
information disclosed only on a need-to-know 
basis. Investigation of a complaint will normally 
include conferring with the parties involved 
and any named or apparent witnesses and 
review of pertinent documents or data. The 
investigation will be documented, tracked 
for reasonable progress, and concluded in a 
timely manner. Reasonable conclusions will 
be reached based on the evidence gathered. 
If misconduct or inappropriate behavior is 
determined to have occurred, appropriate 
remedial and/or disciplinary steps, such as 
coaching, counseling, a written or verbal 
warning, suspension, or termination, will 
be taken to deter any further offending 
behavior. The results of the investigation, as 
well as any actions taken against the alleged 
harasser, will be communicated to you.  
 

We take concerns about discrimination, 
harassment, and retaliation complaints very 
seriously and want the opportunity to resolve 
any problems. While we encourage you to use 
the internal process described in this policy, 
please know that you may file a complaint with 
the federal Equal Employment Opportunity 
Commission or applicable state agency 
(for instance, in California, the California 
Department of Fair Employment and Housing) 
(collectively, the Agency). The Agency has 
offices in every state as listed on the Equal 
Employment Opportunity Commission’s 
website: http://www.eeoc.gov/field and on the 
Equal Employment Opportunity poster located 

under Files in our human resources information 
system at https://acquireio.bamboohr.com/
files. The Agency will investigate and attempt to 
resolve the dispute. If the Agency finds evidence 
of discrimination, harassment, or retaliation, 
the Agency may pursue the matter through its 
formal accusation and public hearing process 
or a lawsuit filed on the complainant’s behalf. 
Possible remedies include reinstatement, back 
pay, promotion, changes in Company policies 
and procedures, emotional distress damages, 
and fines. 
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We will not 
tolerate, nor does 
the law allow, 
retaliation against  
any individual.”

“
Retaliation 
We will not tolerate, nor does the law 
allow, retaliation against an individual for  

• Opposing discrimination, harassment, or 
retaliation prohibited under this policy;  

• Complaining internally or to a government 
agency about such conduct; or  

• Participating in the Company’s or the 
Agency’s investigation of any such 
complaints or otherwise participating in a 
proceeding or hearing conducted by the 
Agency or testifying in a legal proceeding.

 
If you have any questions or concerns 
about discrimination, harassment, 
or retaliation, or about this policy, 
please contact Human Resources. 

Open Door 
We have an Open Door policy to encourage 
employees who have questions or concerns 
to speak with their manager. We believe that 
your concerns are best addressed through 
this type of direct and open communication. 

Non-Solicitation and Distribution 

Because we want to minimize work interruptions, 
solicitation by one employee of another is 
prohibited if either employee is on work time 

or it interrupts others who are supposed to be 
working. Solicitation includes such activities 
as requests for signatures, contributions for 
charities, support of political or other outside 
activities, and merchandise purchases. Work 
time is all time when the employee’s duties 
require them to be engaged in work tasks. It 
does not include the employee’s own time, 
such as meal periods, scheduled breaks and 
time before and after work. Solicitation by non-
employees on our premises is prohibited at all 
times.

Also, distribution by employees of advertising 
materials, handbills, and other non-Company 
printed and written literature of any kind is 
prohibited in work areas at any time. Distribution 
of literature by non-employees on our premises, 
including parking lots, is prohibited at all times. 
Using our stationery, supplies or equipment for 
unauthorized or impermissible solicitation or 
distribution is also prohibited.

If you receive requests from outside people 
or organizations to sell merchandise, solicit 
contributions, distribute literature, arrange 
displays, or use Company facilities, refer them 
to the COO.
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Confidential and Proprietary 
Information 
As part of the job, we may provide you 
with information that is not public, and is 
considered confidential and proprietary 
property of the Company, its suppliers, and/
or customers. When hired, you were required 
to sign an agreement obligating you to keep 
such information secret. We are engaged in a 
business where our success depends in large 
part on your maintaining the confidentiality of 
such information. It is therefore vital that you not 
improperly disclose such information to others 
outside of the Company either during or after 
your employment. Upon termination, you must 
promptly return to us all such information, and 
must not keep copies, whether in document or 
electronic data form. For further information 
regarding your confidentiality and other related 
obligations to the Company, please see your 
signed Employee Invention Assignment and 
Confidentiality Agreement or contact Human 
Resources.

Conflict of Interest 
The Company expects all employees to avoid 
situations that create an actual, potential, 
or perceived conflict between your personal 
interests and the interests of the Company. A 
conflict of interest exists when your loyalties or 
actions are divided between the Company’s 
interests and your personal interests, or those 

of another, such as a competitor, supplier, 
customer, or personal businesses. Both the 
fact and the appearance of a conflict of 
interest should be avoided. The Company 
expects you to use good judgment, to adhere 
to high ethical standards, and to avoid 
situations that create an actual or potential, 
or the appearance of a, conflict of interest.  

Situations in which such a conflict may arise 
include: entering into a personal relationship 
with a subordinate or manager, or when you or 
someone with whom you have a close relationship 
(e.g., a family member or close companion) 
has a financial or employment relationship with 
a competitor, supplier, or potential supplier. All 
such relationships must be disclosed in writing 
to Human Resources. You should be aware that 
if you enter into a personal relationship with a 
subordinate employee, or with an employee of 
a competitor or supplier, a resulting conflict of 
interest (whether actual, potential, or apparent) 
may require steps to protect the Company, up 
to and including termination of employment.  

If you are unsure as to whether a certain 
transaction, activity, or relationship constitutes 
an actual, potential, or apparent conflict of 
interest, you must obtain clarification from your 
manager and/or Human Resources. 

Failure to adhere to this policy, 
including failure to disclose 
any conflicts, will result in 
disciplinary action, up to and 
including immediate discharge.
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Employee Conduct
 
Misconduct will result in disciplinary action up 
to and including immediate termination, with or 
without prior verbal or written warning. Examples 
of misconduct include, but are not limited to: 

• Violation of the policies set forth in this 
handbook, including, but not limited to, the 
Policy Prohibiting Discrimination, Harassment, 
and Retaliation 

• Falsification of Company records, including 
the employment application and time 
records. 

• Willful destruction, damage, or theft of 
Company property or the property of other 
employees. 

• Insubordination and/or the refusal to 
perform the job. 

• Possession of firearms or other dangerous 
weapons on Company property or on  
Company time. 

• Acts or threats of violence, or fighting. 

• Excessive absenteeism or tardiness. 

• Sleeping on the job or leaving the job without 
authorization.

• Using, selling, distributing, or possessing 
alcohol or controlled substances while on 
Company property or on Company time. 

• Violation of safety standards or any act that 
jeopardizes the health and safety of others. 

• Violation of the Company’s confidential and 
proprietary information policy. 

• The above examples are not meant to be 
exhaustive. This policy also does not change  
the “at will” nature of employment. The 
Company reserves the right to terminate 
employment with or without cause and with  
or without prior warning.

We expect you to do  
your job in a professional 
manner to include extending 
common courtesy towards 
coworkers, vendors, or 
visitors to the Company.
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Access to the Company facility is restricted to 
employees and authorized personnel. All non-
Company employees must register with the 
receptionist and obtain a badge upon entering 
the building. 
 
Employee Safety
 
The Company is committed to providing a safe 
and secure workplace and has established an 
Injury and Illness Prevention Program as part of 
that commitment. Everyone is responsible for 
maintaining a safe workplace. By remaining 
safety conscious, employees can protect their 
own interests as well as those of their co-workers. 
Employees should report any unsafe working 
condition to their manager or the Safety Officer. 
 
No Smoking
 
Smoking, including vaping, is prohibited inside 
our offices. You should smoke only outside in 
designated smoking areas.

SAFETY, 
HEALTH,
AND 
SECURITY

Lactation Accommodation 

The Company recognizes the right 
of employees to request lactation 
accommodation. Further, it accommodates 
lactating employees by providing a reasonable 
amount of break time and use of a suitable 
room or other location to express breast milk. 

The location provided for lactation will be 
private (shielded from view and free from 
intrusion from co-workers and the public while 
the employee is lactating) and located close 
to the employee’s work area. The location will 
be safe, clean, and free of toxic or hazardous 
materials; have a surface to place a breast 
pump and other personal items; have a 
place to sit; and have access to electricity 
or alternative devices (e.g., extension cords 
and charging stations) that may be needed 
to operate an electric or battery-powered 
breast pump. The Company will also provide 
access to a refrigerator suitable for storing 
milk and a sink with running water in close 
proximity to the employee’s work area. The 
lactation location will not be a restroom. 

Employees who need lactation accommodation 
should contact Human Resources to make 
their accommodation request. Requests may 
be provided orally, by email, or in writing, and 
need not be submitted on a specific form. If the 
Company is unable to provide break time or a 
suitable location for lactation, it will provide a 
written response to the requesting employee. 

The Company will not tolerate retaliation 
against employees who exercise their right to 
lactation accommodation, including those who 
request time to express breast milk at work and/
or who lodge a complaint related to the right to 
lactation accommodation. If you believe your 
right to lactation accommodation has been 
violated, or that you have been retaliated or 
discriminated against for exercising your rights 
under this policy, you may file a complaint with 
the Labor Commissioner.
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EMPLOYEE  
PAY AND  
SCHEDULE
Pay Days 

All employees are paid on the fifteenth and last 
day of each month. Employees may authorize 
direct deposit of their check to a bank, credit 
union, etc. 
 

Workday, Workweek, and  
Work Schedule 

The Company’s “workday” means the 24-
hour period that begins at 12:00 a.m. and 
ends at 11:59 p.m. for any particular day. 
The “workweek” means the 7-day period 
that begins at 12:00 a.m. on Sunday and 
ends at 11:59 p.m. on the following Saturday.  

Normal office hours are 8 a.m. to 6 p.m., Monday 
through Friday. As applicable, your manager 
will assign your work schedule.

Overtime 

From time to time, your manager may require 
you to work overtime. We will attempt to give 
you advance notice, but this may not always be 
possible. Non-exempt employees will receive 
overtime pay, as required by applicable law, 
for any overtime hours worked. (In the case of 
California non-exempt employees, they will 
receive time and one-half their regular rate for 
overtime hours worked in excess of eight hours 
in a single workday or more than 40 hours 
in any workweek and for the first eight hours 
worked on the seventh consecutive day in any 
workweek. Double time will be paid for hours 
worked in excess of 12 hours in any workday 
and for all hours worked in excess of eight hours 
on the seventh consecutive day worked in any 
workweek.) Only time actually worked counts 
toward calculating overtime. You must obtain 
approval from your manager before working 
any overtime.
 
Rest and Meal Periods
 
All non-exempt employees are afforded one 
10-minute rest period for every four hours 
of work or major fraction thereof. During an 
eight-hour workday, non-exempt employees 
will receive two 10-minute rest periods. These 
breaks may not be combined or added to an 
employee’s meal period. For pay purposes, 
rest periods are considered as time worked.  

Meal periods of a minimum of 30 minutes are 
provided for each non-exempt employee 
and must be taken not more than five hours 
after the beginning of the employee’s shift. 
Further, non-exempt employees who work 
more than 10 hours in a workday are provided 
with an additional 30-minute unpaid, duty-
free meal period to commence no later than 
the tenth hour of work. During meal periods, 
employees are relieved of all duty, and 
the Company relinquishes all control over 
employee activities. Non-exempt employees 
are required to record the beginning and end 
of their meal periods in their time records. Meal 
periods are not considered as time worked. 
Rest periods and meal periods are 

scheduled by each employee’s manager 
to ensure that the employee’s position and 
duties will be covered during meal and rest 
periods. Insofar as practicable, rest periods 
will be in the middle of each work period. 
For employees located outside of California, 
to the extent that the state and/or local laws 
applicable to you provide for meal and rest 
breaks that are more beneficial than what is 
provided for under this policy, such applicable 
state or local laws will apply. Please consult with 
the People Team if you have questions about 
the laws that apply to you.

Attendance and Punctuality 

Getting to work on time and good attendance is 
required. If you will be late or unable to work that 
day, you must notify your manager prior to or 
immediately after your scheduled starting time, 
and thereafter daily unless other arrangements 
have been made. At our discretion, we may require 
you to obtain a doctor’s note for any absence. 

If you are absent for three or more working 
days, you must obtain a doctor’s release to 
return to work. If you are absent for three or 
more consecutive days without notifying the 
Company, you will be considered to have 
abandoned your job and to have voluntarily 
resigned.
 

Performance Evaluations
 
Your manager will periodically conduct a 
performance review with you, normally on an 
annual basis. Your manager will review your 
overall performance and, where applicable, 
achievement of established performance goals, 
and, where applicable, set new performance 
goals and objectives for the next review 
period. Your manager will notify you of any pay 
increase based on your performance during the  
review period.
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BENEFITING 
FROM ACQUIRE:  
HOW WE CATER  
TO YOUR WELLNESS

At Acquire, we have a  
philosophy – to work  
well you must also be  
well! For those of you  

unsure what “wellness”  
really means, it’s about  

the accumulation of  
habits that keep you  
holistically healthy.

Your Wellness 

Think of yourself as a car. Without the proper service maintenance,  
you won’t run your best. And we all need a little tuning up once in a  

while. Ultimately, you need the mental, physical, and financial aspects  
of your life in harmony to give you the headspace to focus on you  

while balancing the demands of your job.  

With this in mind, we’ve designed a benefits and perks strategy aimed  
at providing you with that all-important wellness boost! 
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Here are 
some of  
the things 
that we  
offer as a 
company  
to help  
keep you 
fine-tuned:

Flexible Spending 
Account (FSA)  

and Commuter 

We offer an FSA that allows 
you to set aside pre-tax 

dollars for Healthcare and 
Dependent care expenses. 

There is nothing worse 
than trudging through 

traffic on your way to work, 
which is why we also offer a 
Commuter program for you 
to set aside pre-tax dollars 

for transit, rideshares,  
and qualified paid  
parking expenses. 

 

Wellness  
Apps

 
Aaptiv: Access thousands of 

virtual workouts to do at home, 
at the gym, or on the go. 

Ginger.io: Access to a  
life coach and therapy so  

you have someone to talk to.
  

Headspace: Need some 
breathing room? We offer 

access to a meditation app.
 

Physera: Working on a 
computer all day can be  

tough. Get some virtual Physical 
therapy with this app!

Health: Medical,  
Dental, and Vision

In the US, we offer medical, 
dental, and vision at 100% 

coverage for you as an 
employee and 75% for your 

dependents.  

For those outside of the 
US, please refer to your 

employment contract for 
details. We do our best to 

match internationally. 

Life and  
Disability Insurance 

We want to ensure you 
and your loved ones are 

financially protected 
should you face a  

worst-case scenario. 
Acquire offers Life and 

AD&D insurance to 
employees, in addition 

to short- and long-term 
disability should you need 
to take time off following a 

serious illness or injury. 

401k  
(US Only) 

We’ve partnered with 
Vanguard to bring you a 
401k so that you can take 

advantage of pre-tax 
savings! Vanguard is a 
well-regarded financial 
institution with excellent 
service covering what  

you need. 
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Calm for Kaiser  
 
Calm uses meditation and 
mindfulness to help lower stress, 
reduce anxiety, and improve  
sleep quality.

Anthem Programs 
 
When you use your health 
care services, there are some 
important things to know that 
could save you time and money, 
and keep you feeling your best, 
including discounts, health 
coaching, and more.

Anthem Resource Advisor  
 
The help you need: when you 
need it most. Get 24/7 support, 
advice, and resources for: Legal, 
Financial, Counseling Code: 
AnthemResourceAdvisor

ClassPass Go for Kaiser 
 
Download Go and start an audio 
workout class taught by the 
industry’s best trainers..

LiveHealth Online 
 
Two-way video chat with a 
board-certified physician 
without leaving your house.

Petplan 
 
Petplan helps you pay 
unexpected veterinary bills, so 
that you can get your pet the 
best care, regardless of cost.
Code: SEQUOIA25

Our benefits broker Sequoia has access to some 
amazing discounts. Whether it’s equipment you need 
or even pet insurance, see what they offer below.

Discounts  
through Sequoia

SoFi 
 
SoFi provides great service 
and low rates for student loan 
refinancing, mortgages, and 
personal loans.

SmartSpend 
 
Curated gym discounts, travel 
discounts, and more through 
SmartSpend Plus.

Kaiser ChooseHealthy 
 
Live well, for less. You can 
live healthier — and save 
money — with special rates on 
complementary and alternative 
care, and other health services.

http://www.kp.org/selfcareapps
https://www.sofi.com/sequoia
http://www.powerflexweb.com/1631/loginanthemresourceadvisor.html
https://classpass.com/go
https://livehealthonline.com/
https://www.gopetplan.com/mypet
http://www.kp.org/selfcareapps
https://classpass.com/go
https://livehealthonline.com/
https://www.sofi.com/sequoia
http://www.powerflexweb.com/1631/loginanthemresourceadvisor.html
https://www.gopetplan.com/mypet
https://www.sofi.com/sequoia
https://www.sofi.com/sequoia
https://smartspendplus.perkspot.com/login
https://smartspendplus.perkspot.com/login
https://www.choosehealthy.com/public
https://www.choosehealthy.com/public


48 | Acquire Employee Handbook 49 | Acquire Employee Handbook 

SITUATIONS 
THAT REQUIRE 
TIME OFF

At Acquire, we offer a variety of support for 
time off. Read on below for 19 situations that 
require time off. Some of these may only be 
applicable to California (don’t worry, it’ll be 
noted).

19. Flexible  
Time Off 

Take time when you need it! At Acquire we have 
a flexible time off policy. This means that as long 
as you give your manager advance notice, you 
can take time off when you want to. Please note, 
however, that your manager may determine that 
time off can’t be approved given business needs 
and may direct you to reschedule the time off. 

There is no need to accrue time--this policy 
is applicable from the moment you join the 
Company. Just make sure you go to BambooHR, 
request the time off, and get the approval from 
your manager before taking it. They appreciate 
a week in advance heads up, so make sure 
you give them at least that, except where not 
practicable due to an unexpected absence 
(for instance, in the event of an illness).  

During approved Flexible Time Off, you 
will be paid your regular base pay.  

Please note that Flexible Time Off is not 

intended to cover an extended leave of 
absence. If extended time off in excess of five 
(5) consecutive business days is needed for 
a reason other than vacation, please contact 
people@acquire.io. In that situation, the People 
Team and appropriate Company management 
will need to approve the absence and determine 
whether (and to what extent) the absence will 
be paid or qualify for a leave of absence under 
the law or Company policies. The duration of 
the absence will be limited to the amounts and 
time defined by law and Company policies.  

The Company intends for its Flexible Time Off 
policy, and will interpret and apply such policy, 
to comply with all state, local and national 
requirements for sick leave benefits including, 
as applicable, California’s Healthy Workplaces, 
Healthy Families Act of 2014 and the San 
Francisco Paid Sick Leave Ordinance (Chapter 
12W of the Administrative Code of the City and 
County of San Francisco).

1.

mailto:people%40acquire.io?subject=
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Family Care 
and Medical 
Leave 
 
Consistent with the Family and Medical Leave 
Act (“FMLA”) and comparable state law, a 
Family Care and Medical Leave of Absence 
will be granted for a maximum of 12 weeks in 
a 12-month period (as measured backwards, 
on a rolling basis, from the date the leave 
commences) for the following reasons: 

• The birth, adoption, or foster placement  
of a child. 

• To care for an employee’s spouse, 
registered domestic partner, child, parent, 
grandparent, grandchild or sibling with  
a serious health condition. 

• The serious health condition of  
the employee. 

To qualify for Family Care and Medical Leave, 
an employee must have been employed for 
at least 12 months, worked at least 1,250 hours 
during the 12 months preceding the request 
for leave, and (for non-California employees) 
work at a Company site with 50 or more 
employees at or within 75 miles of the facility.  
 
The Company will treat up to two weeks 
of approved leave as paid leave, during 
which time any paid leave benefits from 
the Company may be coordinated with 
state wage replacement benefits. Any 
additional leave thereafter will be unpaid.  

Requests for leaves must be submitted in 
writing to the People Team at least 30 days 
prior to the anticipated start of the leave, if 
foreseeable. In unforeseen/emergency cases, 
notice of the need for leave should be given 
as soon as practical. Requests for leave must 
be accompanied by a certification from the 
health care provider. The Company may, at 
its expense, require that the employee obtain 
an opinion of a second health care provider. 
While on approved Family Care and Medical 
Leave, Company-paid group health insurance 
coverage remains in effect for a maximum of 
12 weeks (or up to 26 weeks if leave is to care 
for a member of the Armed Forces as described 
below). During that time period, dependent 
benefit coverage will remain in effect as long 
as the employee continues to pay their portion 
of the cost.

Family Care and Medical Leave may be taken 
intermittently (in non-consecutive blocks) or 
on a reduced leave schedule (reducing the 
usual number of hours worked per workweek or 
workday) where medically necessary due to a 
chronic serious health condition, a planned or 
expected medical treatment of a serious health 
condition, or a covered service member’s serious 
injury or illness, or requested for a qualifying 
exigency relating to covered military service. 

2.

Family Care and Medical Leave to bond with 
a child may also be taken intermittently in 
increments of no shorter than two weeks, 
except on two occasions when the leave period 
may be shorter. If intermittent leave is unpaid, 
the Company reserves the right to reduce the 
employee’s salary based on the amount of leave 
actually taken. In addition, where permitted 
by law, while on an intermittent or reduced 
schedule leave, the Company may temporarily 
transfer the employee to an available alternative 
position that better accommodates their leave 
schedule and has equivalent pay and benefits. 

Upon return from a leave, employees 
generally will be reinstated to their original or a 
comparable position, although taking a leave 
does not protect an employee from non-leave 
related employment actions, such as a layoff. 
Employees returning from medical leave must 
provide Human Resources with a written release 
from their health care provider indicating 
the employee’s ability to return to work.  

Leave to Care For Members of the Armed Forces: 
An employee who is the spouse, son, daughter, 
parent, or next of kin of a member of the Armed 
Forces may take up to 26 workweeks of leave in 
a single 12-month period to care for a member 
of the Armed Forces, including a member of the 

National Guard or Reserves, who is undergoing 
medical treatment, recuperation, or therapy, is 
otherwise in outpatient status, or is otherwise on 
the temporary disability retired list, for a serious 
injury or illness incurred in the line of duty.  

Qualifying Exigency Leave: Eligible employees 
with a covered military member serving in 
the United States Armed Forces may use up 
to 12 weeks of FMLA leave for “any qualifying 
exigency” arising out of a covered military 
member on active duty or called to active duty 
status in support of a contingency operation. 
A “qualifying exigency” includes short-notice 
deployment, military events, and related 
activities, child care and school activities, 
financial and legal arrangements, counseling, 
rest and recuperation, post-deployment 
activities, and any additional activities 
agreed to by the employer and the employee.  

Leave under this section runs concurrently with 
any other leaves to the fullest extent allowed 
by law, including under the California Family 
 Rights Act.
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Personal  
Leave
If you have an emergency you can request 
a personal leave if other types of leaves 
aren’t applicable. Acquire will consider it for 
compelling or urgent reasons. This will be at 
the sole discretion of management up to a 
maximum of 30 days. Personal leaves may 
also be denied at the sole discretion of the 
Company, and on a personal leave you are 
not guaranteed reinstatement. This also does 
not alter the at-will nature of employment in 
any way. Personal leaves will be paid up to two 
weeks; any approved Personal Leave thereafter 
will be unpaid. Employees on a Personal Leave 
will have continued benefits coverage.

3.
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Paid Parental 
Leave
At Acquire, our policy is simple. Please note 
that Paid Parental Leave is in addition to leave 
for which employees may be eligible under 
the Pregnancy Disability Leave policy below. 

You will receive 10 weeks of fully paid Parental 
Leave to bond with a new child. (Any additional 
parental leave taken beyond these ten weeks, 
if, for example, the employee decides to take 
any remaining Family Care and Medical Leave 
for child bonding purposes, will be unpaid.)

4.

The Company intends for the 
Paid Parental Leave benefits as 
set forth herein to satisfy any 
supplemental compensation 
obligations required by 
applicable law, including but 
not limited to the San Francisco 
Paid Parental Leave Ordinance. 
To the extent eligible for state 
wage replacement benefits, 
the Company requires you to 
apply for such benefits, and the 
pay during the Paid Parental 
Leave will be coordinated 
with the wage replacement 
benefits such that you receive 
up to your full salary or wages 
during the Paid Parental Leave.  

Make sure that you make 
prior arrangements with your 
manager, and that you log 
this in via BambooHR. Parental 
Leave may be taken in a 
single block or intermittently. 
You are welcome to take 
everything all at once or break 
it up depending on how you 
would like to schedule your 
time off. For international 

folks, this policy applies but if 
your contract allows for more 
time, then your offer contract 
supersedes this policy. 

Paid Parental Leave under this 
policy runs concurrently with 
any unpaid leave entitlements 
under Company’s other leave 
policies, including Family Care 
and Medical Leave. 

Upon return from leave, 
employees will be reinstated 
to their same or a comparable 
position, although taking a 
leave does not protect an 
employee from non-leave 
related employment actions, 
such as a layoff.

Please give your manager 
plenty of notice. You are 
encouraged to make a plan 
with them to transition your 
work during the time that you 
will be off. Before leaving, reach 
out to the People Team to let 
them know and submit your 
leave through BambooHR.

While on approved Paid 
Parental Leave, Company-
paid group health insurance 
coverage remains in effect. 
During that time period, 
dependent benefit coverage 
will remain in effect as long as 
the employee continues to pay 
their portion of the cost. 

Upon termination of the 
individual’s employment with 
the Company, the employee 
will not be paid for any unused 
Paid Parental Leave for  
which employee was 
previously eligible.
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Pregnancy 
Disability 
Leave and 
Acommodation 
(California 
Only) 
Company employees disabled from working 
due to pregnancy, childbirth, or related medical 
conditions will be granted a pregnancy 
disability leave up to the lesser of the actual 
period of disability, or four months. Up to two 
weeks of approved Pregnancy Disability Leave 
will be treated as paid leave; any additional 
leave will be unpaid. Any paid leave benefits 
from the Company may be coordinated with 
state wage replacement benefits. Requests 
for leave must be submitted in writing and be 
supported by certification from the attending 
physician. While on approved Pregnancy 
Disability Leave, Company-paid group health 
insurance coverage remains in effect for a 
maximum of four months. During that time 
period, dependent benefit coverage will remain 
in effect as long as the employee continues to 

pay their portion of the cost. The Company will 
thereafter continue health insurance coverage 
for approved to bond with the newborn. 

The Company will reasonably accommodate 
an employee’s medical needs related to 
pregnancy, childbirth, or related conditions, 
as well as transfer an employee to a less 
strenuous or hazardous position (where one 
is available) or duties if medically needed 
because of an employee’s pregnancy.  

Employees returning to work will normally 
be reinstated to their original position or a 
comparable position. Upon return from leave, 
employees are required to provide Human 
Resources a release from their physician 
indicating the employee’s ability to resume 
work. Taking a Pregnancy Disability Leave 
does not protect an employee from non-leave 
related employment actions, such as a layoff.

5.

Requests for leave must be submitted to the People Team 
at least 30 days in advance of the intended absence, 
except as indicated below or where such notice is not 
practical, in which case employees are to provide notice 
as soon as they can. All requests for leaves of absence  
will be assessed and leaves will be administered by the 
Company consistent with applicable laws and this policy.  
 
Except as expressly provided otherwise, leaves are unpaid  
(subject to any wage replacement benefits for which 
the employee may be eligible) and employees will not 
be eligible to accrue or vest in Company-sponsored 
benefits during the unpaid portion of leave. Employees 
on approved leave are expected to contact the People 
Team at least three days prior to the expiration of the 
leave to confirm their intent to return upon the completion 
of the leave. Employees who fail to report to work on the 
workday after the leave expires will be considered to  
have voluntarily terminated employment. 

Leaves of  
Absence Before We 

Continue with Our List!

A note on
The Company may grant leaves of  

absence to employees to be away from the 
office for reasons or time periods not otherwise 

covered by the Company’s Flexible Time Off 
or other policies. The below policies describe 
some types of leave available to employees, 
including eligibility criteria for, and duration 

of the leave; however, the policies are not 
exhaustive of the reasons for which the 

Company would consider a leave of absence. 
Contact the People Team if you believe you 

have a need outside of the listed leaves!



58 | Acquire Employee Handbook 59 | Acquire Employee Handbook 

Medical  
Leave 
The Company provides unpaid Medical 
Leave as a reasonable accommodation 
for employees who are unable to work 
due to a qualifying disability or medical 
condition. Following receipt of a Medical 
Leave request, the Company will engage 
in an interactive process with the 
employee to determine if a leave is the 
most appropriate accommodation. Unless 
otherwise required by applicable law, the 
leave is unpaid (although the employee 
may be eligible for wage replacement, such 
as California’s state disability insurance, 
and/or other disability benefits), and the 
length and availability of this leave is in the 
Company’s discretion and will depend on 
an assessment of the employee’s and the 
Company’s needs. Leave under this policy 
runs concurrently with any other leaves to 
the fullest extent allowed by law, including 
under the federal FMLA. If an employee 
has exhausted leave under FMLA or is 
otherwise ineligible for leave under FMLA, 
the employee may still be eligible for leave 
under this policy.

Employees must provide the Company 
with at least 30 days advance notice of 
their need for Medical Leave if the need for 
leave is foreseeable by emailing people@
acquire.io. If the need for leave is not 
foreseeable, you must give notice as soon 
as possible (generally, the same day or the 
day after learning of the need for leave) 
and, in any event, no later than one hour 
before the start of your scheduled shift, or as 

soon thereafter as practicable. All requests 
for Medical Leave must be in writing and 
directed to people@acquire.io. The request 
must state the dates of leave and be 
accompanied by a medical certification 
stating that you are unable to work due to 
a disability or medical condition and the 
necessity and duration of the leave. Contact 
the People Team for a form of medical 
certification. Failure to provide adequate 
or timely notice of the need for leave or 
the required certification, or to cooperate 
with our efforts to authenticate, clarify, 
or otherwise determine leave eligibility, 
may result in delay or denial of leave.  
 
If an employee requires an extension of 
leave, the employee must request such 
extension and have it approved before the 
expiration of the currently approved leave.
The Company may require periodic reports 
concerning the employee’s status and 
intent to return to work and/or subsequent 
recertification supporting the need for 
continued or extended leave. The Company 
will require a fitness for duty certificate 
from a medical provider as a condition of 
returning to work. All medical certifications 
and leave-related communications should 
be directed to the Human Resources. At the 
end of Medical Leave, the Company will 
use best efforts to reinstate the employee 
to their former position or a similar position. 
Taking a Medical Leave does not protect 
an employee from non-leave related 
employment actions, such as a layoff. 
  

6.
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Military 
Reserves or 
National Guard 
Duty Leave 
An employee who is a member of the reserve 
corps of the armed forces of the United States 
or of the National Guard or the Naval Militia 
may take a temporary leave of absence of up 
to 17 calendar days per year while engaged in 
military duty ordered for purposes of military 
training, drills, encampment, naval cruises, 
special exercises, or like activity. An employee 
who is a member of the California State 
Military Reserve may take a temporary leave 
of absence of up to 15 calendar days per year 
while engaged in military duty for purposes of 
military training, drills, unit training assemblies, 
or similar inactive duty training. For the first two 
weeks of any such military leave, the employee 
will be paid the difference between their base 
pay and any military pay. Employees requesting 
a military leave must provide as much 
advance notice as reasonably possible under 
the circumstances. The Company may require 
written confirmation that the time off is or was 
for military duty. Employees who are called to 
active duty will be treated in accordance with 
pertinent laws in effect at the time of leave or 
return from leave.

Military-
Spouse Leave 
(California 
Only) 
Eligible employees may take up to 10 days of 
unpaid leave if they have a spouse or registered 
domestic partner who is a member of the 
Armed Forces, National Guard, or Reserves 
who is on leave from deployment during a 
period of military conflict. To be eligible for this 
leave, employees must work an average of 
20 or more hours per week. Employees must 
also provide notice of the unpaid leave to the 
Company within two business days of receiving 
official notice that the qualifying military 
member will be on leave from deployment 
and provide written documentation certifying 
that the qualifying military member will be 
on leave from deployment during the time 
requested for the unpaid leave of absence.  

7.

8.
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Bereavement 
Leave 
Loss and grieving are personal times. Acquire 
is here to support you in these difficult times. 
We offer two weeks of paid bereavement 
leave for making arrangements for the death 
of an immediate family member which would 
be a spouse, children, parents, grandparents, 
brothers, or sisters. We know that grief is not 
a linear path, however, so should the two 
weeks allotted not be enough, please talk  
to your manager or the People Team for 
additional support.

9.
Witness and 
Jury Duty 
Leaves 
Witness and Jury Duty Leaves allow employees 
to fulfill their civic responsibilities by serving 
as jurors and subpoenaed witnesses up 
to 10 paid working days per calendar year. 
Witness and Jury Duty Leave beyond 10 days 
will be unpaid, except as required by law.  

10.



64 | Acquire Employee Handbook 65 | Acquire Employee Handbook 

Civil Air 
Patrol Leave 
(California 
Only)
Employees who are members of the California 
wing of the Civil Air Patrol are entitled to 10 
days of unpaid leave per year to respond to an 
emergency operation mission. To be eligible, 
employees must have been employed with 
Acquire for at least 90 days prior to taking leave.

11.
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Victim of 
Domestic 
Violence, 
Sexual Assault, 
or Stalking; 
Crime Victim  
An employee who is the victim of domestic 
violence, sexual assault, or stalking (collectively, 
“Violence”) may take time off to obtain 
judicial relief, including, without limitation, a 
restraining order or other injunctive relief, to 
help ensure the health, safety, or welfare of 
the employee or their child. Employees must 
give advance notice of the need for time off 
unless giving advance notice is not feasible.  

Employees who are the victim of a felony 
crime (or other crimes or offenses that caused 
physical injury or that caused mental injury 
and a threat of physical injury); who have 
an immediate family member, including a 
domestic partner, who is a victim of a felony 
crime or whose immediate family member is 
deceased as a direct result of a crime may take 
time off to attend judicial proceedings related 
to that crime. Employees must give advance 
notice of the need for time off unless giving 

advance notice is not feasible. Employees may 
take up to two weeks of paid leave for any 
leave approved pursuant to this policy; any 
additional time off thereafter will be unpaid. 

If requested, the Company will provide 
reasonable accommodation for the safety of 
the employee while at work. Such reasonable 
accommodation may include a transfer, 
reassignment, modified schedule, changed 
work telephone or station, lock installation, 
assistance in documenting any workplace 
Violence, or referral to assistance resources. 
Accommodation requests will be evaluated in a 
timely, good faith, and interactive process with 
the employee.

The Company will not discharge or otherwise 
discriminate or retaliate against an employee 
due to their status as a victim of crime, abuse or 
Violence, or for requesting an accommodation 
under this policy. In the event of an unscheduled 
absence, an employee, within a reasonable time 
after the absence, may provide certification in any 
form of documentation that reasonably verifies 
that the crime, abuse or Violence occurred. 

Leave under this section also provides unpaid 
time off to seek medical attention for injuries 
caused by crime, abuse, or Violence, to obtain 
services from a domestic violence shelter 
program. rape crisis center, or victim services 
organization or agency as a result of crime, 
abuse, or Violence, to obtain psychological 
counseling or mental health services related 
to an experience of crime, abuse, or Violence, 
or to participate in safety planning or actions 
to increase safety, including temporary or 
permanent relocation. 
 

12.
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School 
Activities 
Employees may take paid time off to appear 
in a school proceeding related to a child’s 
suspension from school. Employees must give 
reasonable advance notice of the proceeding.
Employees who have school age children 
who are in kindergarten or grades 1 to 12, or 
attending a licensed child day care facility, may 
take off up to 40 hours of paid time off each 
school year, but not more than eight hours 
in any calendar month of the school year, to 
participate in activities of the school or licensed 
child day-care facility. Employees must give 
their manager reasonable advance notice of 
the planned absence. 

Time Off  
for Voting  
The Company strongly urges employees to vote 
in elections. Whenever possible, employees 
should vote before or after work. If employees 
cannot vote before or after work in a statewide 
election, they may take up to two hours at the 
beginning or end of the workday, without loss 
of pay, in order to vote. Employees must obtain 
approval from their manager at least two days 
in advance.

13.

14.

Time Off 
for Duty as 
Volunteer 
Firefighter, 
Police, or 
Emergency 
Rescue 
Employees may take paid time off to perform 
emergency duty as a volunteer firefighter, 
a reserve peace officer, or emergency  
rescue personnel.

Employees who are volunteer firefighters 
may take a temporary paid leave of absence, 
not to exceed an aggregate of 14 days per 
calendar year, for the purpose of fire or law  
enforcement training.

15.
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Organ/Bone 
Marrow 
Donor Leave 
(California 
Only) 
Employees may take time off up to 30 business 
days in any one-year period to donate an 
organ, or five business days in any one-year 
period to donate bone marrow, to another 
person. In addition, employees may take an 
additional 30 business days of unpaid leave 
in a one-year period for the purpose of 
donating an organ. The “one-year period” 
is measured from the date the employee’s 
leave begins and consists of 12 consecutive 
months. Employees shall provide written 
verification of the medical necessity for 
such donation. While on approved Organ/
Bone Marrow Donor Leave, Company-
paid group health insurance coverage 
remains in effect for up to the maximum 
amount of such leave. The leave time 
will be paid. The leave time is not 
a break in service for purposes of 
computing salary adjustments. Time 
off for Organ/Bone Marrow Donation 
Leave does not run concurrently with 
any applicable Family Care and 
Medical Leave. Upon expiration of 
Organ/Bone Marrow Donor Leave, 
employees will be restored to 
the same or equivalent position 
unless conditions unrelated to 
the exercise of rights under this 
section have arisen that prevent 
reinstatement. 

16.
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Employee 
Literacy 
Assistance 
(California 
Only) 
The Company will reasonably accommodate 
and assist employees who reveal a problem 
of illiteracy and who request assistance in 
enrolling in an adult literacy education program, 
provided this does not impose an undue 
hardship on the Company. Such assistance 
may include providing employees with the 
location of local literacy education programs. 
The Company will take reasonable efforts to 
safeguard the privacy of employees as to the 
fact that they have a problem with illiteracy. 
In general, employees must participate in a 
literacy education program on their own time 
without pay. Employees who reveal a problem 
of illiteracy before there is a performance 
problem and who are satisfactorily performing 
the job will not be terminated for disclosing  
their illiteracy.

17.
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Paid Family Leave 

A California employee who is absent from work to care 
for a family member with a “serious health condition,” to 
bond with a minor child within one year of birth, adoption, 
or foster placement, or to participate in a qualifying 
exigency related to the covered active duty or call to 
covered active duty of the employee’s spouse, domestic 
partner, parent, or child in the United States Armed Forces 
may be eligible for wage replacement benefits through 
the California Employment Development Department 
(“EDD”) for up to eight weeks in any 12-month period under 
the Paid Family Leave Law (“PFL”). Employees are solely 
responsible for applying for any PFL benefits to which they 
may be entitled, and for complying with all requirements 
established by the EDD for qualification for PFL benefits. 
For additional information, please contact Human 
Resources or visit the EDD’s website at www.edd.ca.gov. 
 

State Disability Insurance 

A California employee may be eligible for wage 
replacement benefits through the state of California 
for time off needed for a disability through the EDD. 
For additional information, please contact Human 
Resources or visit the EDD’s website at www.edd.ca.gov. 

California State  
Wage Replacement 

Benefits

A note on
These wage replacement benefits may be 
available to you if you meet the described 

conditions below. If you have any questions, 
the People Team is here to help see if you may 

qualify for any of these benefits below  
(as long as you live in California).

Random 
Wellness Days 
As a company focused on wellness, we may 
occasionally declare a wellness day where we 
ask all of our employees to unplug and take a 
paid day off. These days are unplanned though 
we will generally try and give you at least four 
weeks’ heads up. These days will be sporadic 
(we will not be following a pattern). There may 
be some years where the business needs are 
too great and we cannot declare a wellness 
day, but we aim to do these at least once a year.

Company 
Holidays 
There are of course some company 
holidays (based on your location) we 
celebrate! See our next article Company 
Holidays and How to Celebrate Based 
on Your Astrological Sign for more.  

18.

19.

http://www.edd.ca.gov
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HOLIDAYS

COMPANY HOLIDAYS  
AND HOW TO CELEBRATE 
BASED ON YOUR  
ASTROLOGICAL SIGN

At Acquire we observe 11 paid holidays 
annually. We will usually let you know before 
the start of each year as this may vary slightly 
from one year to the next (depending on 
what we think is the right thing to celebrate). 
Holidays that fall on a Saturday or Sunday 
may be observed on either the Friday 
preceding or Monday following the holiday. 

If you’re a non-exempt employee who works on a 
holiday, you will receive holiday pay plus one and a 
half times your regular rate for each hour worked.  

Now, check out our holiday schedule below. 
We know that sometimes you might be looking 
for ideas of what to do during your time off so 
we thought we’d try and help out. We’ve made 
some suggestions based on your astrological 
sign so you can enjoy your holidays while 
being at one with the universe. Have fun  
reading through!
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Your  
Astrological  
Sign

Aquarius  
(January 20 - February 18)
Progressive, independent and humanitarian, 
Aquarius is the Mother Theresa of signs. They  
believe in giving back and it would be no surprise  
to see them volunteering at a soup kitchen or toy 
drive during a Company Holiday reprieve. Doing 
good makes them feel good. All we can say is  
keep it up!

Pisces  
(February 19 - March 20)

Pisces folks are known to be compassionate and 
artistic with an ear for music. They’ve got the best 
Spotify list around, and like nothing more than doing 
or appreciating something arty on their holidays! You 
might find them rocking out at a concert or visiting 
an art museum rather than ooing and aahing at 
fireworks on Fourth of July.

Aries  
(March 21 - April 19)

Fiery pioneers, Aries folks aren’t content with being 
low-key during their vacation time! Forget traditional 
summer BBQs or Christmas tree decorating in winter. 
They’d rather travel far and wide to experience a BBQ 
in a strange land or chop down their own Christmas 
tree in a forest no one has ever set eyes on before. 
Adventurers at heart, having an Aries around during 
a Company Holiday is sure to be a hoot.

Scorpio 
(October 23 - November 21)

Resourceful and brave, a Scorpio might spend their 
holidays on a nature adventure...or Black Friday shopping 
(which tests both qualities to their limit!). They’re the 
first to reach the top of Mount Everest and always come 
back with a cool story, or two, to tell. Never one to spend 
their Company Holiday doing something boring, you’re 
guaranteed a fun and thrilling time, if and when you dare 
to join them!

Sagittarius 
(November 22 - December 21)

Generous and idealistic, Sagittarius folks spend their 
holidays trying to change the world. If you donate to 
a toy drive in the holidays, you may (or, indeed, may 
not) be surprised to find that your Sagittarius founded 
the charity in the first place. They’re all about making a 
difference and so Company Holidays are spent on world 
changing endeavors!

Capricorn 
(December 22 - January 19)

Self-disciplined and responsible, Capricorns are  
never ones to overindulge for the holidays – they  
don’t get the chance! Their morning workout starts  
at 7am sharp. That being said, they’ve got some  
serious partying skills, too. It may only be for two  
hours, but they’ll still find a way to really let loose.  
And the next day they’re smashing out push-ups  
at 7am once again.

Cancer 
 (June 21 - July 22)

Cancers are empathetic, kind, and sensitive creatures. 
They might spend their Company Holidays sitting in front 
of the TV streaming The Notebook (TEARS) or writing in 
their journals. Sometimes, there’s a whole lot of feeling 
going on, but this is where they do their most creative 
work! Cancer signs take Company Holidays to express 
themselves creatively.

Gemini  
(May 21 - June 20)

Fun but indecisive Gemini has no idea what they’re doing 
on any given day, let alone Company Holidays. They’ve 
already received a shedload of invitations to Friends 
giving and it’s still only August! A Gemini is popular but 
quick to switch up parties or change their minds about 
what they’ll be doing this Company Holiday. Send them  
an invite, but don’t expect a long stay.

Taurus  
(April 20 - May 20)

The most pragmatic group in the Zodiac, Taurus folks  
enjoy a sense of stability! While other less responsible  
types may be jumping out of airplanes, they see the 
Company Holiday as an opportunity to balance  
themselves...and their checkbooks. There’s no time  
like the present to clean up their finances or get some  
chores done. Practicality or bust! One day they’ll enjoy  
the holidays while everyone else is worrying about  
taking care of business.

Leo  
(July 23 - August 22)

Humorous and warm-hearted, Leo signs are all about 
hanging out and laughing with friends. On any given 
Company Holiday, they’re the ones trying to get 
everyone out to a beach bonfire or house party where 
they are the life and soul of the party. Their top hangout 
spot is in a comedy club, where they can do what they 
do best - have a laugh with their friends. Anyone got 
tickets to the Laugh Factory?

Virgo 
(August 23 - September 22)

Get the Virgo some data!  Analytical and  
mathematical to the core, Virgos are at a loss  
what to do on a Company Holiday.  With so much  
work to get done, how can they find time to play?  
They’ll have to rely on their friends and family to get 
them out of their work groove. Good thing Acquire  
shuts down during the holidays!

Libra 
(September 23 - October 22)

Social and gracious Libras are the ever-consummate 
host or hostess of the party. That July 4th BBQ?  
It’ll be at the Libra’s house. And don’t worry about Secret 
Santa. That’s already covered - they’ve got the list and 
they know who your Secret Santa is (they might even 
know their own, too!). A Libra shindig is where everyone 
wants to be for the holidays.
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US  
HOLIDAYS

• New Year’s Day 

• Martin Luther King Jr. Day 

• President’s Day 

• Memorial Day 

• Juneteenth 

• Independence Day 

• Labor Day 

• Columbus Day/Indigenous 
People’s Day 

• Veteran’s Day 

• Thanksgiving Day  
and Day After 

• Christmas Eve 

• Christmas Day 

• New Year’s Eve

UK  
HOLIDAYS

• New Year’s Day 

• Good Friday 

• Easter Monday 

• Early May bank holiday 

• Spring bank holiday 

• Summer bank holiday 

• Christmas Day 

• Boxing Day 

• New Year’s Eve



82 | Acquire Employee Handbook 83 | Acquire Employee Handbook 

RECRUITING  
TALENT:  
AMRIT OUR 
CO-FOUNDER  
AND COO TALKS  
RECRUITING  
AT ACQUIRE

At Acquire, our success depends on our people!  
 
Whether people are happy at work, or find it a place where 
they can build their careers and watch them flourish is 
important to us, and particularly important to our COO and  
co-founder Amrit Dhangal. Amrit sits down with us to talk 
about one of the most important things that Acquire does: 
recruit talent for the company. Read on to learn more about  
his philosophy around recruiting and how we do it here. 

Tell us about recruiting at Acquire in the past... 
 
In the past, we were urgently trying to staff up the 
company and we did what you would call “fire 
fighting recruitment.”  We would fill the open 
headcount quickly but found that the role 
wasn’t the right one for us at the time 
or maybe the person wasn’t the right 
fit.  Since then, we’ve decided to take a 
different path.

What’s the new process?

We developed the process midway 
through 2020, and it’s really quite 
unique to Acquire.    There are three 
things I think we do differently to other 
companies.  The first is that we diversify 
our candidate pools and aim to have 
50% of the pool come from qualified 
underrepresented minorities.  The second 
is that every candidate who joins our 
process has to do an assignment for us 
that demonstrates their execution skills 
and ability to problem solve.  The third is 
that rather than put the candidate through a 
grueling interview process where they have to  
talk to one person at a time for 30 
minutes, we have a one to two 
hour panel for them to 
talk to everyone at 
once.
 
- 
Amrit 
Dhangal 
COO and 
Co-founder
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Our definition for an underrepresented minority 
is broad to take into consideration a range 
of different folks. For us an underrepresented 
minority are those who are:  

• An underrepresented race or ethnicity

• An underrepresented gender identity 

• Identify as having a disability

• Over 40 years of age

• Identify as part of the LGBTQ+ community

• Are veterans 

How we know if they’re underrepresented 
is a bit trickier.  We put an anonymous 
questionnaire at the beginning of their 
application, though their answers are not 
mapped to their identity.  Many candidates 
also just disclose during the interview process 
for us and that helps us  
to know.

Given that you want to diversify 
the candidate pools at Acquire, we 
can assume diversity, equity and 
inclusion is important to you?

It absolutely is.  I came from a diverse 
background myself and I don’t think I was 
given the same opportunities to succeed as 
some others may have been.  Many doors 
Ram and I had to break down ourselves.  For 
me, the work of diversity, equity, and inclusion 
is extremely important because it comes from 
our (mine and Ram’s) core values of giving 
people opportunities where they wouldn’t 
get them otherwise.  I also think that it’s very 
hard work!  A lot of companies go straight to 
marketing their efforts.  I prefer to do the hard 
work which takes a lot of time.  I’m not a big 
fan of advertising about work we haven’t done. 
 
Interesting.  What other work needs to 
be done?

I think that it’s not enough to just hire diverse 
people (and I feel like a lot of companies do 
this to make their numbers look good).  I think 
it’s important to create an environment at 
Acquire where everyone has a higher sense of 
belonging, and that people feel like they can 

There’s a lot to 
unpack there.  
First off, who is 
considered an 

underrepresented  
minority and how  

do you know  
if they are?

bring their authentic selves to work.  Ram and 
I, we try really hard to create a respectful work 
environment where people can do just that.  
Sometimes, we aren’t always successful, but 
this work is continuous and I think we get better 
and better.

 
What does it take to be successful at 
Acquire?
 
I think someone who is compassionate and 
collaborative.  The work here takes a lot of 
cross-functional effort so you really have to 
be good with working with a team.  And it’s not 
enough to work together, you have to be kind 
to each other.  I would also say that I strive to 
be pretty transparent, and don’t care much for 
silos.  People who like this kind of environment 
will thrive. 
 
When you think about recruiting in the 
grand scheme of things where does it 
rank on your priorities?
 
To me, recruiting is one of the most important 
things that you can do to build out a company.  
In 2020, we are really focused on building out 
our leadership layer but ultimately as a fast-
growing company we also have to grow our 
team.  My expectation is that all of our leaders 
take recruiting seriously and really take to 
heart who they are choosing to join Acquire.  
A company is more than just the bodies in it...
it’s the personalities and the people.  To me, I 
always want to make sure that we hire for a high 
bar of talent and absolutely no jerks!

This has been a great conversation.
Any last words of wisdom for those 
reading your interview?
 
Just be yourself and work hard!  It’s important 
to me and Ram that you do your best.  We 
know you aren’t always going to hit the goals 
at 100% but we want to see that there was 
100% effort.  For us, this is core to who we are.  
When you’re the person people don’t give 
opportunities to, you have to work twice as 
hard to get there.  I think that whatever it is, 
you can say that Ram and I work hard and we 
are always ourselves.  Now, I’m going to get 
cupcakes down the street.  I’ll see you later! 

And there you have it, some thoughts on 
recruiting from our founder Amrit who, yes, really 
does love cupcakes.  If you found this interesting 
and have any comments or questions, feel 
free to contact us at people@acquire.io for  
more information.
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At Acquire, we think that we hire amazing people 
and those people will bring more of the same sort! 
You should know that at Acquire there is a referral 

program that pays $5,000 if you refer someone and 
they are hired.  A couple of rules though:

Note from the
EDITOR

•

You must login to 
Greenhouse our 
recruiting system of 
choice.  You can submit 
referrals to jobs there.1.

You will be paid out 
30 days after the new 
hire begins.3.

You can’t split a referral 
with someone else.  
Whoever gets the person 
in Greenhouse first 
gets credit.  5.A referral counts as 

someone you have 
worked with and can 
vouch for! If you go onto 
LinkedIn to prospect 
someone you don’t know 
(or don’t know well), this 
does NOT count as a 
referral!

2.

The program started 
August 20, 2020 and we 
will not be retroactively 
applying this program.  
So if you made a referral 
before then, it will 
not count.  

4.

You CANNOT refer 
someone if you are a 
hiring manager for that 
role or if you’re on the 
People Team or the 
executive team. If you are 
going to refer someone, 
you cannot be on the 
interview panel for them. 

6.
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QUIZ: ARE YOU 
A SOCIAL MEDIA 
CHAMPION AT 
WORK?
Social media has become a ubiquitous form of 
communication these days.  
 
From Facebook to Linkedin and Instagram, it’s a part of our 
everyday lives.  Social media can be amazing for promoting 
Acquire, but it can be a double-edged sword--post something 
embarrassing or mean and it can certainly come back to haunt 
you.  Take our quiz below to see if, when it comes to social 
media, you know how to navigate the murky waters!

1

2
I’m allowed to post 
confidential information I 
hear at the company all 
hands on Linkedin.

A: TRUE  B: FALSE

I can surf social media 
during work time even  
if it impacts my 
work performance.

A: TRUE  B: FALSE
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3

6

5

4

I can use Company 
Property (such as my 
laptop) to surf ANY social 
media site I want.

A: TRUE  B: FALSE
I’m allowed to post 
confidential information 
about Acquire as long as 
my social media profile  
is private to my family 
and close friends.

I should always search for people I’m about 
to hire or interview on social media and use 
that information to make a decision or form 
an opinion about them.

A: TRUE  B: FALSE

If my manager is mean to 
me, I can write about them 
and identify them by name 
on Glassdoor.

A: TRUE  B: FALSE

A: TRUE   

B: FALSE
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7

8

9

My employment can be terminated 
if I say something harassing or 
discriminatory on social media.

A: TRUE  B: FALSE

It’s better if I use my 
personal equipment 
(laptop, ipad) to access 
social media.

A: TRUE  B: FALSE

If I’m not sure about 
posting something on 
social media, I should 
reach out to the 
People Team.

A: TRUE  B: FALSE

10

If I identify myself or 
Acquire on social media, 
I should use good 
judgement.

A: TRUE  B: FALSE
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ANSWER KEY: 

FALSE - You can surf social media 
during work hours but it should not 
interfere with your productivity.

FALSE - You cannot post any 
confidential information to do  
with Acquire anywhere.

FALSE - You cannot use Company 
Property to surf any social media 
website you want.  Ones that 
are harassing, or have illegal or 
inappropriate content are prohibited 
on Company Property.

FALSE - You should not put 
personal identifiers of other Acquire 
employees on social media  
(even Glassdoor).

FALSE - Social media doesn’t tell 
the full story about someone. Talk 
it through with a member of the 
People Team if you find something 
questionable.

FALSE - You can’t post Acquire’s 
confidential information anywhere!

TRUE - Our harassment policies apply 
even via social media.

TRUE - You are likelier to stay out of 
trouble if you do not use company 
equipment to access social media.

TRUE - If you are unsure about what 
you are about to post, you definitely 
should talk to the People Team 
(who may also get feedback from 
Marketing).

TRUE - Always use good judgement 
when you post on social media. This 
is true of work and of life!

8-10 RIGHT  
(YOU’RE A SOCIAL  

MEDIA MEGASTAR!)

It’s clear that you know 
what you’re doing when 
it comes to surfing that 
social media.  Whether 

it’s Snapchat or Linkedin, 
you know how to keep 
company information 

private while respecting 
others.  You weigh the 

consequences of a post, 
and use your judgment 

well. People should come 
to you to take social media 
lessons!  Take a #selfie you 

instagram guru you.

6-8 RIGHT  
(YOU’RE SOLID ON SOCIAL 

MEDIA BUT NEED TO STUDY UP)

You have healthy social 
media habits when it comes 

to work. You know the 
basic dos and don’ts, but 
could use some brushing 

up regarding some of 
the rules and policies. It’s 
okay though, with a little 

practice and understanding 
of Acquire’s social media 

policy you’ll be well on your 
way to mega social  

media success.

BELOW 6 RIGHT 
(UM, BEST YOU STAY OFF  
OF SOCIAL MEDIA UNTIL 

YOU’VE READ THE RULES)

Unfortunately, you’re 
not very good at using 
social media at work.  

You might want to take a 
read of the social media 
policy at Acquire and get 

accustomed to some 
of the policies.  Maybe 

start small, like resharing 
Acquire’s posts on Linkedin 

and then go from there.  
You should also definitely 
talk to the People Team 

any time you’re confused 
about what to post.
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For more information on  
how you can be a social  
media champion, please  
read our Social Media  
policy below!  We have  
also added in an Electronic 
Communications and  
Privacy policies while  
you’re at it. At the Company, we recognize that employees 

may choose to participate in activities on Social 
Media (as defined below), including to share 
their lives and opinions with friends, family, and 
co-workers. Such activities also present certain 
risks and carry with them responsibilities.   

The Company developed this policy to provide 
guidance for employees in using the Internet to 
access and use social networking sites, wikis, 
and blogs (collectively, “Social Media”), whether 
on Company resources or time or on personal 
equipment and time, when such use reflects 
upon or may impact the Company.  Violation 
of this policy may result in discipline up to and 
including termination of employment.

SOCI
AL

Media
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Personal 
Responsibility  
The Company expects employees to act 
responsibly when using Social Media.  Such 
activities must not interfere with the employee’s 
performance of their job duties.  When such 
activities involve or impact an employee’s 
employment or otherwise impact or reflect 
upon the Company, they must comply with 
the Company’s work-related policies, as 
further discussed below.  Furthermore, under 
no circumstances are employees permitted 
to use Company resources to access, 
download, or contribute to Social Media sites 
that contain illegal or inappropriate content 

such as pornography or other sexually-
oriented materials; gambling; information 
related to illegal drugs; or discriminatory, 
harassing, or defamatory content.   

To the extent employees discuss their 
employment or identify themselves as 
Company employees on Social Media, the 
Company expects employees to use good 
judgment and to avoid stating personal opinions 
so as to suggest that they are the opinions of  
the Company.  

Compliance 
with 
Work-Related 
Policies  
While the Company respects its employees’ right 
to free expression, employees must also realize 
their communications – even when made on 
their own time and using their own equipment 
– may impact the Company.  Any postings to 
Social Media, to the extent they involve or impact 
an employee’s employment, the workplace, 
or the Company, are subject to Company 
workplace policies, including, but not limited to, 
those:  prohibiting harassment or discrimination; 
prohibiting disclosure of Company confidential, 
proprietary or trade secret information; and 
governing appropriate use of Company 
electronic resources.  Examples of prohibited 
conduct include, but are not limited to: 

• Posting comments about co-workers, 
managers, or subordinates that may 
reasonably be viewed as malicious, 
vulgar, obscene, threatening, intimidating, 
harassing, or otherwise in violation of the 
Company’s workplace policies against 
unlawful discrimination and harassment; 

• Posting defamatory material 
about a co-worker (or manager or 
subordinate) or a vendor’s services; or 

• Posting Company confidential or trade 
secret information to a personal profile, 
such as those maintained on LinkedIn or 
Facebook; such confidential and trade 
secret information may include non-public 
revenue performance data; confidential 
information about work-related projects; 
the development of systems, processes, 
or procedures; or internal reports, policies, 
procedures, or other internal, business-
related confidential communications

Nothing in this policy is intended to, and 
the policy will not be applied in a way that 
would, restrict or otherwise interfere with an 
employee’s right to engage in concerted 
activity under the National Labor Relations Act 
or other legally protected activities, including 
the right to self-organize, form, join or assist 
labor organizations, to bargain collectively with 
representatives of their choosing, or to engage 
in other concerted activities for the purpose 
of collective bargaining or other mutual aid 
or protection, or to refrain from engaging in 
such activities.  For example, the policy does 
not restrict employee use of Social Media to 
communicate with co-workers or others about 
the terms and conditions of their employment, 
such as wages, benefits, or working conditions.   

Further, employees are prohibited from 
accessing password-protected online 
information without the authorization of the 
owner of the information and from exceeding 
the authorization provided with respect to 
access and use of password-protected 
information.  Under no circumstances should a 
Company employee misrepresent their identity 
or affiliation, including through use of another 
person’s password, to access online information 
that is not publicly available, including any such 
information contained on Social Media.
 
The Company takes seriously any complaints 
regarding inappropriate use of or postings to 
Social Media, including potential work-related 
harassment or discrimination, and reserves the 
right to investigate such complaints, and to take 
corrective action for violations of this policy. 
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Monitoring  
and Searches; 
No Privacy  
The Company reserves the right to monitor 
the amount of time spent on Social Media 
during regular business hours, and to monitor 
or search the Social Media content created, 
received, stored, or otherwise remaining on 
Company resources.  The Company strongly 
encourages employees who wish to access 
Social Media for non-work-related activities 
not to use Company resources to do so.  
Employees should understand that they have 
no expectation of privacy in any activities 
conducted on Company resources and/or that 
affect the Company or the workplace (including, 
but not limited to, publicly available posts to 
Social Media or personal information created, 
received, stored, or otherwise remaining on 
Company resources) as the Company may 
monitor such online activities or content, and 
may search information on Company resources 
or publicly available information on the Internet.   
 

Corporate Use 
of Social Media 
Employees must exercise caution in searching 
for and relying on information from Social 
Media for work-related purposes, including 
with respect to hiring or other employment 
decisions.  This information may be inaccurate 
or otherwise unreliable or may reveal an 
individual’s Protected Characteristics (e.g., 
sexual orientation or disability) that must not 
be considered in the hiring or employment 
decision.  Employees should use good judgment 
when evaluating information from Social Media 
to make work-related decisions.  The Company 
encourages employees to seek guidance 
from their managers or Human Resources 
should they have any questions in this regard. 
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We provide you with various communication 
tools and other business equipment.  Examples 
include e-mail, voicemail, or messaging/chat 
(e.g., Slack), computers, networks, access to the 
Internet, cell phones, copy and fax machines, 
etc. (collectively, “Company Systems”).  You are 
to use Company Systems for business purposes.  
While incidental personal use of Company 
Systems is allowed, everyone should be aware 
that the Company reserves the right to monitor 
usage of Company Systems, and to inspect, 
access, and search the contents of Company 
Systems, and any other information or data 
created or stored on, or sent or received on, 
Company Systems, at any time, with or without 
prior notice.  Accordingly, you should not use 
Company Systems for personal purposes if you 
wish to keep the information private.   

The Company’s work areas, including employee 
desks, common work spaces, and files, and 
employee personal property (e.g., handbags, 
lunch containers, briefcases, and automobiles 
parked on Company property), are subject 
to search and inspection, as determined by 
Company management to be appropriate, 
with or without prior notice.  In light of this, the 
Company encourages employees not to bring 
onto Company premises those personal items 
that employees wish to keep private.

Electronic  
Communication 
and Devices

Workstation  
and Personal 
Property  
Privacy
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In the interest of the safety of our employees 
and other drivers, Company employees are 
prohibited from using mobile devices, including 
cell phones, while driving on Company business 
and/or Company time.  However, if your job 
requires that you use your mobile device, 
including your cell phone, while you are driving 
on Company business and/or Company time, 
you must use a hands-free device.  California 
law prohibits use of handheld mobile devices 
and text messaging while driving.

Use of Mobile 
Devices While 
Driving On 
Company 
Business
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ACKNOWLEDGMENT

I acknowledge that I have received a copy of 
Acquire’s Employee Handbook.  I understand  
that I am responsible for reading the Handbook  
and for complying with the policies set forth in  
the Handbook.  
I specifically acknowledge receipt and review of the Company’s Policy 
Prohibiting Discrimination, Harassment, and Retaliation.  I understand  
and will comply with the policy.  

I further understand that the policies contained in the Handbook are 
guidelines only and are not intended to create any contractual rights  
or obligations, express or implied.  I also understand that, except for  
the policy of at-will employment, the Company has the right to amend, 
interpret, modify, or delete any of the provisions of the Handbook at any  
time in its sole discretion, with or without notice.  Further, I understand  
that if I have any questions regarding any of the Company’s policies or 
procedures, I will ask Human Resources.
  
I understand and agree that my employment relationship with the 
Company is terminable “at-will,” which means that my employment is  
for no definite period and may be terminated by me or by the Company  
at any time and for any reason, with or without cause or advance notice.  
I understand and agree that the at-will nature of my employment may  
not be modified except by a written agreement signed by the CEO of  
the Company.  

Date:  _______________________ 

Signed:   _______________________  

Print Name: _______________________



San Francisco, CA. 
133 Kearny Street. 
Suite 401, 94108

hello@acquire.io

https://acquire.io/
https://www.youtube.com/channel/UCe8Hx7Sbgs-Ilnwwh5su29w
https://www.facebook.com/acquire.io/
https://www.linkedin.com/company/acquire-io/mycompany/
https://twitter.com/acquire_io

