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Welcome to Finley Engineering Company, Inc. (the Company). On behalf of all Finley associates, I 

proudly welcome you to our organization and wish you every success here. You have joined a 

progressive, professional, quality team and we are pleased you made the decision to work at Finley. 

Founded in 1953, our company enjoys a rich history of continued success and an excellent reputation. We 

are guided by Finley's vision statement, which reflects the pride, spirit and aspirations of our 

shareholders, board of directors, and associates. We know our company's future success depends directly 

on you, your abilities, commitment, and ongoing sense of satisfaction from the work you do. Our 

company's challenge now is to support your growth and success and to help you maintain the same 

enthusiasm you feel for your job today throughout your career at Finley. 

Finley's key strength is our commitment to incorporating integrity into everything we do; from our 

interactions with clients and other vendor partners to the work we produce in the office or in the field. We 

continually work to ensure that what we do and how we do it is beyond reproach. 

This handbook is designed to acquaint you with Finley Engineering and provide a summary of 

information about our work place our policies and procedures. This information gives structure to our 

organization's efforts to help it operate smoothly. It explains the work environment we have created, 

designed to harness the very best our people have to offer. Please review this handbook so that you can 

understand and comply with the provisions noted. If you desire any documents referenced in this 

handbook, you can obtain these by contacting our HR department or your supervisor. 

 

Welcome to Finley! 

 Sincerely, 

Mike Boehne 

President/CEO 
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ACKNOWLEDGEMENT 

I acknowledge receipt of the Company Policy Manual and Associate Handbook. I agree to read it, ask 

questions about any portions I do not understand, and abide by its provisions and the rules and 

regulations of the Company. I understand that it is an overall view of Company policies and is not 

intended as a contract or part of a contractual agreement nor is it intended to guarantee any specific right 

or benefit to me or any other associate of Finley Engineering, Inc. I understand that I am and remain 

employed at-will and my employment is for an indefinite period of time. I may terminate my 

employment at any time, with or without cause, and the Company retains that same right. 

I also understand that this handbook may be amended at any time, with or without notice, and that this 

handbook replaces and supersedes all previous handbooks.  This handbook remains the property of the 

Company. As such, I agree to return it and all other company-issued property in good condition should 

my employment terminate. 

Print Name    

Signature 

Date  
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INTRODUCTORY STATEMENT 

 

This handbook has been prepared to acquaint you with the Company’s philosophy, policies, terms and 

conditions of employment, and to provide you with information about associate benefits. 

 

No associate handbook can answer every question, nor would we want to restrict the normal question and 

answer interchange among us. All guidelines in this handbook are general statements of Company policy 

and are not promises of specific treatment. The Company will exercise necessary discretion when 

circumstances require.  This handbook may be changed from time to time and the Company reserves the 

right to revise, supplement or rescind any benefits, policies or portions of this handbook as it deems 

appropriate.   

 

This handbook does not constitute a contract. Associates are hired for an indefinite term and, as such, are 

terminable at the will of the Company. Thus, the guidelines in this handbook do not limit the reasons or 

procedures for termination of your employment or change the at-will nature of your employment 

relationship with the Company, in which either you or the Company can terminate your at-will employment 

at any time, with or without notice, and with or without cause. 

 

This handbook replaces all previous versions distributed to the Company's associates. 
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I.          OUR BUSINESS 

 
FINLEY ENGINEERINC COMPANY, INC. (FINLEY) is a multi-disciplined organization offering 
professional, engineering, surveying mapping, environmental and right-of-way services to the 
telecommunications, electric power transmission and distribution, cable television, fiber optics, and related 
industries.  
 
FINLEY was established in 1953 in Lamar, Missouri. In addition to this office, FINLEY has permanent 
offices located in Altoona, WI (established in 1960); Bismarck, ND (established in 1966); Slayton, MN 
(established in 1971); Johnston, IA (establish in 1994); Minneapolis, MN (established in 2002); Lexington, 
KY (acquired in 2007); Omaha, NE (established in 2007);Springfield, IL (acquired in 2010); Joplin, MO 
(acquired in 2010), Overland Park, KS (established in 2014). 
 
We provide a variety of engineering and related services including studies, planning, design, and 
construction management to the telecommunications, electric power industries with skilled and experienced 
engineers, technicians, and support personnel experienced in all phases of telecommunications and electric 
power site development. 
 
We provide clients with unique resources, expertise, and business processes developed from over 50 years 
of service to the telecommunication and electric utility industry. Our experience in the location and design 
of over 1,000,000 miles of copper, coaxial, and fiber optic telecommunications cable, and a variety of 
network and switching installations has provided us a significant presence in the telecommunications 
industry. 
 
We have designed transmission lines with voltages ranging from 69 kV through 345 kV utilizing lattice 
steel, tubular steel, pre-stressed concrete, laminated wood designs. We provide all aspects of transmission 
line planning, routing, environmental/permitting, right-of-way acquisition procurement, and construction. 
 
Centralized administration (accounting, human resources, insurance, etc.) is provided to all our departments 
from the Lamar office. However, engineering operations are decentralized to the various offices and 
departments. 
 
Although most of the company’s experience is in the 48 contiguous states, we have undertaken engineering 
projects in Alaska, Hawaii, Guam, Islands, Cuba (Guantanamo Bay), Puerto Rico. Malaysia, Nigeria, 
Kenya, Diego Garcia, the Federal States of Micronesia and the Philippines. 
 
 
TELEPHONE SYSTEM ENGINEERING 
 
Planning, design cost estimates, economic selection studies, specifications and contracts for central office, 
access and transmission equipment engineering of outside plant, right-of-way procurement, specifications 
and contracts for outside plant, construction direction and inspection, work order inspection, appraisals, 
inventories, traffic studies, CPR records, manual and computerized records. Preparation of detailed 
construction drawings for central office, transmission, and all types of outside plant including conduit, 
underground cable, aerial and buried cable, toll cables, manhole detailing and air pressurization. 
 
FIBER OPTIC SYSTEM ENGINEERING 

 
Cost estimates, equipment evaluations, design and specifications, field route selection, right-of-way, 
procurement, detailed field engineering, preparation of cable placing drawings, preparation of plans and 
specifications, construction staking, construction inspection, testing, final inspection, and as-built drawings. 
 
IP SERVICES 
 
From requirements assessment and network design to implementation and network management, our 
building-block approach to IP network creation allows you to establish a network capable of meeting 
increasing consumer demand today, and for years to come—a network that's as dynamic as the customers 
it serves. 
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ELECTRIC POWER ENGINEERING 
 
Technical and management personnel offer a unique capability through specialized experience of over 60 
years in all phases of siting, environmental analysis, surveying, mapping, and designing of Electric Power 
projects. Our planning and design for electric power systems includes all phases of distribution, 
transmissions and substations, including multi kV- projects, from initial stages and site selection to 
construction management and startup. 
Our services include; reports and studies, long range planning, system planning, infrastructure designs and 
specifications, project management, rates and costs of service, load management, environmental analysis 
and system protection. Also, mapping, pole inspection and inventory, construction management and 
observation, right-of-way procurement services are provided. 
 
SURVEYING SERVICES 
 
State-of-the art surveying and mapping technology enables our clients to optimize design, analysis, and 
modeling projects. We are able to take precise measurements to analyze images quickly—whether they are 
on land, in the air, or under water—using a combination of imagery and point cloud geo reference data. 3-
D scanning offers the same deliverables as traditional surveying, however it greatly enhances those 
deliverables with heightened perspective and insight into a structure or area. 
Our knowledge and experience is particularly important in the identification of critical issues and situational 
constraints, allowing us to successfully evaluate and implement viable alternatives or mitigation measures 
to complete a given project. 
 
• Improved insight into project site and structure detail 
• Deeper level of raw data 
• Enhanced maps and informative imagery and 3-D models 
• Point cloud and image view for drafting 
• 2-D site map creation 
• Parts table extraction 
• Meshing, contouring, volumes   
 
GIS SERVICES 

 
We have specialized experience and technical competence in Geographic Information Systems (GIS).  
Trained staff of professionals utilizing platforms such as the ESRI, Arc suite of tools have designed, 
analyzed, and manipulated data for clients in the electric, broadband, pipeline, and governmental space.  
Finley has worked with a broad and diverse group of clients to move maps from just a graphic 
representation to intelligent tools for design and asset management.  Finley is an industry leading force in 
gathering data and integrating into client database and mobile data management tools.   
 
MAPPING SERVICES 
 
CAD mapping is completed with AutoCAD Civil3D 2015©, MicroStation v.8©, PLS-CADD or ArcMap.  
All mapping is performed in strict conformance with the client’s specifications and standards.  Maps can 
be delivered on either CDROM or DVD. In consultation with the client, maps and drafting layers or 
levels are created to optimize engineering, environmental analysis, design, and right-of-way acquisition.     
 
LAND SERVICES 
 
We bring decades of expertise to the land services process.  Whether it is assisting in siting, routing, land 
acquisition/easement negotiations, or permitting our licensed staff of professionals bring a personal yet 
professional touch that represents the Owners best interest while respecting the individuals through 
negotiation.  Finley has critical expertise in meeting land acquisition objectives as well as on-site 
experience obtaining permits and licenses throughout the United States. 
Finley also has established an excellent record of resolving conflicts and negotiating reasonable, cost-
effective agreements on behalf of our clients.  We excel in using creative approaches and innovative 
technologies to meet regulatory requirements on a cost effective and timely basis. 
 



 8 

 

II. YOUR WORKING ENVIRONMENT  

 

NATURE OF EMPLOYMENT - "AT WILL" 

 

Employment with the Company is voluntarily entered into and the associate is free to resign at any time, 

with or without cause. Similarly, the Company may terminate the employment relationship at any time, 

with or without notice or cause. No representative of the Company other than the President or Chief 

Executive Officer has the authority to enter into any agreement with you for employment for any specified 

period of time, or to otherwise modify the at-will nature of your employment relationship. This relationship 

may not be modified except in writing, signed by both the or President or Chief Executive Officer and the 

associate. 

 

Policies set forth in this handbook are not intended to create a contract, nor are they to be construed to 

constitute contractual obligations of any kind or a contract of employment between the Company and any 

of its associates. The provisions of the handbook have been developed at the discretion of the Company 

and may be amended or canceled at any time at the Company's sole discretion. 

 

OUR COMMITMENT TO YOU 
 

We select people on the basis of skill, attitude, training, ability, and character without discrimination 

with regard to sex, race, color, age, religion, marital status, national origin, sexual orientation, disability, 

veterans status (including Vietnam-Era veteran status), or any other basis protected by state or local law 

that does not prohibit performance of essential job functions. Our goal is to pay all associates according 

to their contribution towards the success of our business and to develop competent people who 

understand and support our objectives. We strive to review wages, associate benefits and working 

conditions with the objective of providing maximum benefits while remaining competitive. We are 

committed to treat all associates with courtesy and consideration while maintaining mutual respect. The 

Company is dedicated to creating an environment that is rewarding, and positive. 

 

YOUR COMMITMENT 

The Company’s primary business is service. Our success depends upon our customers' satisfaction 

level. Our goal is to provide excellent customer service and by doing so continued opportunities will 

unfold. 

Every associate plays a vital and distinct role in providing excellent customer service. Your role in this 

organization affects the customers' perception of us. Each associate makes a difference individually and 

as a part of the team. Together we will achieve great success with a positive and innovative attitude. 

We expect and require honesty and integrity in all of our business dealings. Our business is founded on 

trust and public confidence. We have responsibilities for exercising high standards in our personal and 

professional conduct at all times. 

All associates regardless of job title or role in the organization are expected to treat fellow associates 

with dignity and respect. It is the responsibility of each associate to make sure this a great place to work, 

where everyone feels welcomed and a valued part of our team. 

Diversity is recognizing the differences and varying experience we bring to the workplace. The 

workplace is made up of great people with a variety of preferences, beliefs, values, opinions, 

backgrounds and customs. Therefore it is extremely important that all of us find ways to recognize, 

understand, and appreciate those differences while working together towards reaching the Company's 

goals and objectives. 

 Finley is a professional organization where all associates are expected to conduct themselves 

professionally at all times. Courtesy and respect are the corner stones of professional behavior and are 
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expected of all associates. 

Personal appearance contributes to the morale of all associates and affects the business image the 

Company presents to customers and visitors. 

During business hours, associates are expected to present a clean and neat appearance and to dress 

according to the requirements of their positions. Associates who appear for work inappropriately 

dressed will be sent home and directed to return to work in proper attire. Consult your supervisor or 

immediate supervisor if you have questions as to what constitutes appropriate attire. 

 

OPEN DOOR POLICY 

Associates are encouraged to bring any concern to the attention of management and/or Human 

Resources. Our goal is to act promptly on any complaint or concern. Your immediate supervisor is 

generally the person with the greatest familiarity with your work environment, and therefore, the person 

who will most likely be able to resolve any work-related concerns. Therefore, it is important that you 

discuss work-related complaints first with your immediate supervisor to give that person the opportunity 

to resolve your concerns. However, associates may feel that the answers provided by their supervisors do 

not resolve a particular situation. When this occurs, associates are encouraged to discuss their particular 

situation with any member of management or Human Resources. They will attempt to provide a solution 

to the problem whether work-related or not. 

 

Please note all discrimination and/or sexual harassment concerns/complaints must first be directed to the 

local Vice President of Operations or the Human Resources Department in accordance with the Equal 

Employment Opportunity and Sexual Harassment policies found in this handbook, rather than to your 

immediate supervisor. Should you have any questions about the most effective way to resolve a work-

related complaint or problem, you are encouraged to contact the Human Resources Department. 

 

III.         EMPLOYMENT POLICIES 

 

EQUAL EMPLOYMENT OPPORTUNITY 

 

In order to provide equal employment and advancement opportunities to all individuals, employment 

decisions at the Company will be based on merit, qualifications, abilities and other business reasons. The 

Company does not discriminate in employment opportunities or practices because of race, color, religion, 

creed, national origin, ancestry, disability, sex, age, or any other characteristic protected by law. The 

Company is also committed to engaging in an interactive process to determine if the Company can 

reasonably accommodate qualified individuals with disabilities to allow performance of the essential 

functions of a position (absent undue hardship or a direct threat to workplace health and/or safety ). This 

policy applies to all areas of employment, including recruitment, hiring, training and development, 

promotion, transfer, termination, layoff, compensation, benefits, social and recreational programs, and all 

other conditions and privileges of employment in accordance with applicable federal and state laws. 

 

Any associates with questions or concerns about any type of discrimination in the workplace are encouraged 

to bring these issues to the attention of the Human Resources Department or the local Vice President of 

Operations.  Associates can raise concerns and make reports without fear of reprisal. Anyone found to be 

engaging in any type of unlawful discrimination will be subject to disciplinary action, up to and including 

termination of employment. 

 

Equal employment opportunity notices are posted on appropriate company bulletin boards as required by 

law. These notices summarize the rights of associates to equal opportunity in employment and list the names 

and addresses of the various government agencies that may be contacted in the event that any associate 

believes he or she has been discriminated against. 
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SEXUAL OR OTHER HARASSMENT/HOSTILE WORK ENVIRONMENT 

 

Professionalism and respect for each individual's privacy and dignity are essential to the success of the 

Company and to the personal growth and success of its associates. Any conduct that is inconsistent with 

these principles is simply not acceptable and will not be tolerated. Harassment of associates due to their 

ancestry, color, creed, marital status, medical condition, national origin, disability, race, religion, or sex 

by fellow associates and non-associates is demeaning to both the victims and the Company; it can result 

in high turnover, absenteeism, low morale and productivity, and an uncomfortable atmosphere to work 

in. The Company will not tolerate any such harassment of its associates and will take appropriate 

remedial action. More specifically, any forms of discrimination or harassment including sexual 

harassment, or harassment based on race, disability, color, religion, marital status, sex, national origin, 

age or others, on the job or related to the job, are absolutely prohibited and may result in severe 

corrective action, including termination from employment. 

 

Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and other verbal or 

physical conduct of a sexual nature constitutes sexual harassment when: 

 

▪ Submission to such conduct is made either explicitly or implicitly a term or condition of an 

individual's employment; 

 

▪ Submission or rejection of such conduct by an individual is used as a basis for employment 

decisions affecting such individual; or 

 

▪ Such conduct has the purpose or effect of unreasonably interfering with an individual's work 

performance or creating an intimidating, hostile, or offensive working environment. 

 

▪ Sexual harassment may include a range of behaviors, from subtle "kidding" to explicit. Sexual 

harassment includes, for example, all unwelcome sexual flirtations, advances or propositions, 

verbal abuse of a sexual nature or directed to a person because of his or her sex, subtle pressure or 

requests for sexual activities, graphic remarks about an individual's body or sexual activities, 

sexually degrading words used to describe an individual, display in the workplace of sexually 

suggestive objects or pictures, sexually explicit or offensive jokes or comments, patting, pinching 

or unnecessary touching and physical assault. 

 

Other unlawful harassment may include: 

▪ Harassment on the basis of any other improper factor such as marital status, race, color, religion, 

age, national origin, or disability. As with sexual harassment, any conduct that could be offensive 

and create an intimidating, hostile, or offensive working environment on the basis of one of these 

factors is improper and is strictly prohibited. This could include, for example, religious epithets or 

jokes, racial slurs, or the assignment of work known to be beyond an individual's disability 

limitations with the intent to discriminate against, embarrass, harass or annoy that individual. 

REPORTING HARASSMENT 

If you think another associate is harassing you in violation of this policy tell him or her that you find 

such behavior inappropriate or offensive, such behavior is against Company policy, and ask him or her 

to immediately stop the behavior. It is important to let your fellow associates know when you consider 

such behavior offensive, as the Company hires people from a wide variety of cultural and ethnic 

backgrounds, and the person may not realize his or her behavior could be seen by others as offensive. If 

that associate continues the objectionable conduct, immediately contact your immediate supervisor 

about the problem. If you feel you cannot seek help from your immediate supervisor contact your local 

Vice President of Operations or Human Resources. 

If you see another associate being harassed, tell him or her that the Company has a policy prohibiting 

such behavior, that he or she can demand that the other stop such behavior, and that he or she can contact 
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his or her immediate supervisor immediate supervisor or Human Resources for help. 

If a non-associate harasses you, contact your immediate supervisor or Human Resources Department for 

help. Upon being told of such possible harassment, supervisory associates are expected to take prompt, 

effective action to determine whether harassment has occurred or is taking place, and to stop such 

behavior where it does exist. Any supervisory associate who condones, participates in, or initiates such 

harassment may be severely disciplined, including possible demotion or termination. Any associate 

knowing of a supervisory associate abusing his or her official position by condoning, participating in, or 

initiating such harassment should inform a higher-level manager or Human Resources so the Company 

can take action. 

No associate will be disciplined or otherwise retaliated against for complaining about such harassment. 

It is important that you inform the Company about such harassment, as the Company cannot do 

anything to remedy the situation if it does not know it exists. 

 Company associates are expected to act in a courteous and professional manner at all times. All 

associates should treat everyone with courtesy and respect. Any remarks, action and/or behaviors that 

are discriminating, racist, harassing, threatening or terroristic will not be tolerated. Associates behaving 

in such a manner will be subject to corrective action up to and including termination of employment.  

The Company will not tolerate racism, discrimination, and harassment in the work place.  Any 

harassment whether in the workplace or at any work-related setting outside the workplace, such as a 

business trip or a business-related social event is prohibited. 

 

ELECTRONIC AND VOICE MAIL 

 

Electronic mail ("e-mail") is defined as an office communications tool through which electronic messages 

are prepared, sent and retrieved on personal computers, whether on  Company’s  internal network or via an 

Internet application. 

 

This policy applies to voice mail and e-mail usage by all associates and contractors or anyone else permitted 

access to any Company technology or system (“Company Users"). We have established this policy because 

of the special properties of voice mail and e-mail and because of our desire to protect our interest with 

regard to our electronic records. 

 

You may use Company voice mail and e-mail systems for business purposes. You may also use Company 

voice mail and e-mail systems for personal purposes, but only on non-working time and within reasonable 

limits. All voice mail and e-mail records are company records. Additionally, we may disclose voice mail 

and e-mail records to law enforcement or government officials or to other third parties without notification 

to you and without your permission. Consequently, you should always ensure that all communications are 

accurate, appropriate and lawful.  

 

You have no right or expectation of privacy in voice mail or e-mail. As a condition of initial and continued 

employment and access to the systems, all Company Users consent to Company review and disclosure of 

voice mail and e-mail messages. The Company owns the computers and licenses the software making up 

the voice mail and e-mail systems, and permits you to use them in the performance of your duties for the 

Company. You should treat voice mail and e-mail messages with the expectation that anything in them is 

available for review by authorized Company representatives. For example, your supervisors or other FEC 

management personnel may access your voice mail or e-mail if you are on leave of absence or vacation and 

the access is necessary or appropriate for our business purposes. 

 

Your login and other passwords may not be shared with any third party, including other Company Users, 

except as requested by your immediate supervisor of the Company or as appropriate between secretaries or 

other assistants and the individuals they support.  Additionally, you should choose passwords that are 

sufficiently uncommon to prevent unauthorized access to the computer system. 

 

If, for any reason, you resign or are terminated or laid off by the Company, you will have no right to the 
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contents of your voice mail or e-mail messages and you will not be allowed access to the voice mail or e-

mail system.  

 

You should not use the voice mail or e-mail system in any way that may be seen as offensive to other 

persons. Offensive voice mail or e-mails include sexually explicit messages, cartoons or jokes; unwelcome 

propositions or love letters; ethnic or racial slurs; or any other message that can be construed to be 

harassment or disparagement of others based on their race, color, religion, disability, age, sex or national 

origin. 

 

INTERNET/WORLD WIDE WEB APPLICATION 

 

Our policy is that all Company Users whose job performance can be enhanced through use of the Internet 

should be provided access to the Internet. Desktop Internet access decisions will be made by immediate 

supervisor. 

 

If you are granted Internet access, you are permitted to engage in the following activities: 

 

(a) access work-related information as needed to meet the requirements of your job; 

 

(b) participate in discussion groups, chat sessions and news groups, provided these sessions have a direct 

relationship to your job with  the Company and; 

 

(c) access information for reasonable personal interests, bearing in mind that the following activities are 

prohibited at all times: 

 

(i) access, retrieval or printing of text or graphics which exceed the bounds of generally accepted 

standards of good taste and ethics; 

 

(ii) activities which would in any way discredit  the Company; 

 

(iii) personal commercial activities on the Internet, including offering services or merchandise for 

sale, except that ordering of services or merchandise from on-line vendors for reasonable personal 

use is permitted; 

 

(iv) any activity which would compromise the security of any  Company host computer; 

 

(v) disclosure or sharing of host login passwords with any third party; 

 

(vi) disclosure of Company confidential or proprietary information to unauthorized persons or use 

of it for unauthorized purposes. 

 

In order to avoid electronic storage problems (and resultant network problems): 

 

(a) you may not download software, video and voice files from the Internet except when they will be used 

to serve a significant business purpose. 

 

For example, if someone sends you a screen saver or a video joke, you should delete the e-mail; keeping it 

in your mailbox uses up storage space intended for business uses. Storage of work-related documents 

received via the Internet is permitted, so long as they do not include executable programs. Any questions 

about storage and downloading should be directed to the Company Chief Technical Officer, (CTO). 

 

You may not develop and implement Company information sites on the WWW, except with the express 

consent of the CTO.  This policy applies to Internet access when you are using company equipment and 

facilities, when you are using company information, and when you are using an Internet Protocol (IP) 

address registered to the Company. 
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Company Users have no right or expectation of privacy in their use of company equipment to access the 

Internet and are subject to having their activities monitored by the Company, including Information Systems 

personnel. 

 

Due to the aggressive nature of spyware, pop ups, etc., and the resulting negative impact on FEC 

computers, some internet policies are going to be implemented to protect Company equipment and 

productivity.  The following practices are a beginning point to self-police the needed changes.  

    

 

• No screensavers downloaded from the internet. The Company logo or blank screen is preferable 

but personal pictures are acceptable subject to immediate supervisor’s discretion. 

 

• No Internet Games. 

 

• No Desktop Icons, such as Weather bug or CNN, etc.   

 

• Absolutely no internet downloaded software without immediate supervisor approval. 

 

If these practices are not followed or are not sufficient to rectify the problem, further internet restrictions 

may need to be implemented.  In any event, all computer usage will be closely monitored. 

 

SOFTWARE 

 

We have obtained licenses to use computer software which is owned by a variety of outside companies. We 

do not own this software or its related documentation and we do not have the right to reproduce it without 

prior authorization by the software owner. 

 

If you learn of any misuse of software or related documentation within the Company, you should notify 

your immediate supervisor. 

 

If you are involved in the illegal reproduction of software, you may be subject to civil damages and criminal 

penalties, including fines and imprisonment. If you make, acquire or use unauthorized copies of computer 

software licensed to the Company, you will be subject to disciplinary action up to and including termination 

of your employment. 

 

EMPLOYMENT CLASSIFICATIONS 

 

Each associate is designated as either NONEXEMPT or EXEMPT from federal and state wage and hour 

laws. NONEXEMPT associates are entitled to overtime pay under the specific provisions of federal and 

state laws. EXEMPT associates are excluded from overtime pay under specific provisions of federal and 

state wage and hour laws. An associate's EXEMPT or NONEXEMPT classification may be changed only 

upon written notification by the Company's management. 

 

In addition to the above categories, each associate will belong to one of the following employment 

categories. However, inclusion in one of the following categories does not change the nature of the at-will 

employment relationship. 

 

Full-Time: An associate who is not in a temporary   position and who is regularly scheduled to work the 

Company's full-time schedule of at least 40 hours per week is considered a regular full-time associate. 

Generally, a regular full-time associate is eligible for the Company's benefit package, subject to the terms, 

conditions and limitations of each benefit program.  

 

Part-Time: An associate who is not in a temporary position and who is regularly scheduled to work less 

than a regular 40 hour work week is considered a part-time associate. While part time associates do receive 

all legally mandated benefits (such as Social Security and workers’ compensation), only those who 



 14 

regularly work at least 32 hours will receive other Company’s benefit programs. For purposes of health 

insurance benefit eligibility, associates who regularly work 30 hours or more during the measurement 

period are considered full time and are eligible for health insurance benefits under the Patient Protection 

and Affordable Care Act (ACA).   Part-time associates may be eligible to participate in the FEC Profit 

Sharing Plan if they meet the requirements as stated in the applicable plan document. 

 

Special Contract: Associates hired as an interim replacement, to temporarily supplement the work force, 

for specific periods of time or to assist in the completion of a specific project are considered contract 

associates. Employment assignments in this category are of a limited duration and the job assignment, work 

schedule and duration of the contract associate's position will be determined on an individual basis. 

Employment beyond any initially stated period does not in any way imply a change in employment status. 

In fact, special contract associates retain that status unless and until notified of a change, in writing, by their 

manager. While contract associates receive all legally mandated benefits (such as Social Security and 

workers' compensation insurance), they are not eligible for the Company's other benefit programs. 

However, if special contract associates average more than 30 hours per week during the measurement period 

they will be eligible for health insurance coverage during the next plan year following the measurement 

period starting on January 1 of the new plan year. 

 

SERVICE 

 

Service is defined as your length of employment with the Company calculated from your latest date of hire 

or rehire.  

 

Regular associates who are rehired within one (1) year of the associate's last separation date will accrue 

vacation time based on the current vacation schedule and the associate's total regular service with the 

Company. 

 

If the rehire takes place after one (1) years of separation, no accrual credit will be given for past service 

with the Company, and your benefit eligibility will be determined as if you were a new, first-time Company 

associate. 

 

OUTSIDE ACTIVITIES 

 

It is in both the associate's and the Company's best interests that associates do not engage in outside 

activities that could affect their job performance. An associate may hold a job with another organization 

only with the express written permission of the President or Chief Executive Officer of the Company. All 

associates will be judged by the same performance standards and will be subject to the Company's 

scheduling demands, regardless of any existing outside work requirements. If the Company determines that 

an associate's outside work interferes with performance or the ability to meet the requirements of the 

Company, as they are modified from time to time, the associate may be asked to terminate the outside 

employment if he or she wishes to remain employed with the Company. 

 

CONFLICT OF INTEREST 

 

Associates have an obligation to conduct business within guidelines that prohibit actual or potential 

conflicts of interest. This policy establishes only the framework within which the Company wishes the 

business to operate. The purpose of these guidelines is to provide general direction so that associates can 

seek further clarification on issues related to the subject of acceptable standards of operation. 

An actual or potential conflict of interest occurs when an associate is in a position to influence a 

decision that may result in a personal gain for that associate or for a relative as a result of this 

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

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

related by blood or marriage. 
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No "presumption of guilt" is created by the mere existence of a relationship with outside firms. 

However, if an associate has any influence on transactions involving purchases, contracts, or leases, it is 

imperative that he or she discloses to an officer of the Company as soon as possible the existence of any 

actual or potential conflict of interest so that safeguards can be established to protect all parties. 

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

in a firm with which this organization does business, but also when an associate or relative receives 

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

dealings involving the organization. 

Outside employment that constitutes a conflict of interest is prohibited. Associates may not receive any 

income or material gain from individuals outside the organization for materials produced or services 

rendered while performing their jobs. 

 

SOLICITATION 

 

The Company does not allow solicitation for any purpose during working times, or the distribution of 

literature for any purpose during working times or in working areas. Working time is defined as those times 

that either you, or the person soliciting you, are not on your scheduled break, lunch, or before or after work. 
 

DRUG AND ALCOHOL USE 

 

Consumption of alcoholic beverages on company premises (without express company approval), driving a 

company vehicle or working under the influence of alcohol is prohibited. 

 

The use, sale, transfer, or possession of illegal drugs on company premises is prohibited.  Reporting to 

work, working, or driving a company vehicle under the influence of drugs is also prohibited.   

Associates determined by the Company to have violated this policy are subject to disciplinary action up to 

and including discharge. 

 

TOBACCO USE 

In keeping with the Company's intent to provide a healthy and safe work environment for all associates, 

the use of tobacco and nicotine products including, but not limited to cigarettes, cigars, pipes, smokeless 

tobacco and vaping devices is prohibited in all Company-owned or leased buildings. As outlined by local 

statutes, the management of each facility will designate areas outside the building where the use of 

tobacco products may be allowed. This policy relates to all work areas at all times, including before and 

after normal working hours. Please ask your supervisor about guidelines in your facility. This policy 

applies equally to all associates, customers, and visitors. 

SECURITY INSPECTIONS 

All Company property provided for the convenience of associates will remain the sole property of the 

Company. Accordingly, all Company property is subject to inspection at any time, either with or without 

notice.  

IV. YOUR BENEFITS 

 

INTRODUCTION 

 

Full-time associates, and part time associates who work the mandated 32 (30 for health insurance ) hours a 

week are covered under our comprehensive employer provided benefit programs. Detailed information 

concerning each of these plans is provided to each regular full-time associate. In the event of any conflict 

between any plan document and this handbook the plan document will control.  A number of programs 

(such as Social Security, workers' compensation, and unemployment insurance) cover all associates in the 

manner prescribed by law. 
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All full-time regular associates are provided with paid holidays, vacation, personal leave, and other benefits. 

Part-time regular associates who work the mandated 32 hours a week will be eligible for paid holidays and 

vacation leave on a pro-rated basis. 

 

GROUP HEALTH INSURANCE 

 

On the first day of the month following the completion of 30 days of employment of at least 30 hours per 

week, an associate will be eligible to receive group insurance Medical coverage at the associate's expense 

is available for dependents. More detailed information on the group insurance plan may be secured from 

any company office. 

Special contract associates may be eligible for health insurance coverage only based on provisions of the 

ACA. Eligibility is determined on an annual basis. The average number of hours worked from the last pay 

period in October through the last pay period in October of the following year (measurement period) will 

be used to determine eligibility for the special contract associate. This is a twelve month measurement 

period. Newly eligible associates will be eligible for health insurance coverage effective January 1 in 

accordance to the health plan year. 

 

GROUP VISION, DENTAL, LIFE, DISABILITY INSURANCE 

 

On the first day of the month following the completion of 30 days of employment of at least 32 hours per 

week, an associate will be eligible to receive group vision, dental, income continuation, and life insurance 

providing according to the requirements of those plans. Vision and dental coverage can be purchased at the 

associate's expense is available for dependents. More detailed information on the group insurance plans 

may be secured from any company office. 

 

VACATION TIME  

 

Paid vacations provide associates with time away from work without loss of pay and with continuance of 

benefits.  Eligible full time and part time regular associates will accrue vacation from their start date, but 

no vacation time shall be accrued during any period of unpaid leave.  Associates are eligible to utilize paid 

vacation after six consecutive months of employment.   

 

Vacation for eligible associates (associates regularly working 32 hours or more) accrues each month, in the 

amounts listed on the following chart, up to the accrual cap.  Vacation time is not earned and cannot be 

used until accrued.  

 

Vacation for Full Time Associates 

Years of 
Service 

Annual 
Vacation Hours 

to Accrue 

Vacation Hours 
Accrued Per Month  

Accrual Cap 

1 to 5 80 6.67 160 

5+ to 15 120 10 240 

15+ 160 13.33 320 
 

Associates scheduled to work between 32 to 40 hours per week will receive a prorated amount of vacation 

based on the chart above, up to the accrual cap.  Associates who work less than 32 hours per week on a 

regular basis will not be eligible for paid vacation.  No vacation time shall accrue during any period of 

unpaid leave. 

 

Annual vacation time is accrued at a uniform rate on a monthly basis, as set forth in the table above, up to 

the accrual cap.  The accrual cap is set at twice the annual allotment. When an associate terminates 

employment the maximum amount of vacation accrual paid will be at the accrual cap listed in the chart 

above.  All balances above the accrual cap will be forfeited.  
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The Company encourages all associates to take their vacations and, except on termination of employment, 

will in no case make a cash payment in lieu of vacation unless the Company has specifically requested that 

the associate not take a vacation due to work load. 

 

In no case may vacation or personal time plus time actually worked in any one week total more than the 

number of hours in the regular work week. 

 

If you leave the Company, you will be paid for any vacation time accrued but unused as dictated by the 

state law in which you work. 

 

PERSONAL TIME  

 

In addition to vacation time, eligible full time and part time regular associates will also accrue personal 

time from their start date, but no personal time shall be accrued during any period of unpaid leave.  Personal 

time may be used for any desired purpose, such as sick leave, attending funerals, or additional vacation 

time.  Associates are eligible to utilize personal time after six consecutive months of employment. 

 

Personal time for eligible associates (associates regularly working 32 hours or more) accrues each month, 

in the amounts listed on the following chart, up to the accrual cap.  Personal time is not earned and cannot 

be used until accrued.     

 

Personal Time for Full Time Associates 

Years of Service Annual 
Personal 

Time Hours 
to Accrue 

Personal 
Time Hours 
Accrued Per 

Month 

Accrual Cap 

1 to 10 24 2 72 

10+ 30 2.5 90 

 

Part time regular associates receive personal time on a prorated basis, up to the accrual cap.  No personal 

time shall accrue during any period of unpaid leave. 

 

Annual personal time is accrued at a uniform rate per month, as set forth in the table above, up to the accrual 

cap.  The accrual cap is set at three (3) times the annual allotment. When an associate terminates 

employment the maximum amount of personal time paid will be at the accrual cap listed in the chart above.  

All balances above the accrual cap will be forfeited. 

 

In no case may vacation or personal time plus time actually worked in any one week total more than the 

number of hours in the regular work week. 

 

If you leave the Company, you will be paid for any personal time accrued but unused as dictated by state 

law. 

 

HOLIDAYS 

 

All full time personnel will receive seven and a half paid holidays each year: New Year's Day, Memorial 

Day, July 4th, Labor Day, Thanksgiving Day, Friday following Thanksgiving, four hours on Christmas 

Eve, and Christmas Day.  If a holiday falls on a Saturday, the Friday before will be taken off; if it falls on 

a Sunday, the Monday after will be taken off. 

 

Whenever practicable, holidays occurring on Tuesday, Wednesday, or Thursday will be shifted for field 

personnel or other special arrangements made to avoid them spending those holidays on the job away from 

home. 
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Part time regular associates that work 32 or more hours per week will receive holiday pay on a pro rata 

basis. 

 

JURY DUTY 

 

Full time and part time associates will be compensated for time served on jury duty to the maximum amount 

required by state law. Any money paid to the associate for their service to the court will be submitted to the 

associate’s department.  

 

FINLEY ENGINEERING COMPANY INC. PROFIT SHARING AND SAVINGS PLAN (The Plan) 

 

PROFIT SHARING 

 

An associate who completes 1000 hours of service in a calendar year and is actively employed on the last 

day of that calendar year will be eligible to participate in the Company’s profit sharing plan.  The 

requirements for eligibility are regulated by the Plan and are subject to change.  Detailed information on 

The Plan is available from human resources. 

 

401K PLAN 

 

Full time associates of the Company are eligible to participate in the Company’s 401K Plan.  Generally, 

the Company will make a matching contribution equal to 100% of your salary deferrals that do not exceed 

3% of your compensation plus 50% of your salary deferrals between 3% and 5% of your compensation. 

This matching contribution is fully vested and is referred to as a Basic Matching Contribution. More 

detailed information is set forth in the applicable plan document.  In the event of any conflict between any 

plan document and this handbook the plan document will control.   

 

CAUTION:     There are limitations on the withdrawal of some of the funds that you may have in your The 

Plan.  Be sure that you have full information on these withdrawal limitations before you authorize payroll 

deductions. 

 

WORKERS' COMPENSATION 

 

The Company maintains comprehensive workers compensation insurance at no cost to associates. This 

program, as detailed in the applicable insurance policy, generally covers any injury or illness that arises out 

of and in the course of employment that requires medical, surgical, or hospital treatment. Subject to 

applicable legal requirements, workers' compensation insurance provides benefits after a short waiting 

period or, if the associate is hospitalized, immediately. 

 

Associates who sustain work-related injuries or illnesses must inform their supervisor immediately. No 

matter how minor an on-the-job injury may appear, it is important that it be reported immediately.  This 

will enable an eligible associate to qualify for coverage as quickly as possible. There may also be state 

statutes setting time limits for associates to provide the Company with notice of an on-the-job injury. In 

addition, you may be required to obtain treatment for work-related injuries and illnesses from the 

Company's designated medical provider and to follow other specific procedures in order to obtain insurance 

coverage. Neither the Company nor the insurance carrier will be liable for the payment of workers' 

compensation benefits for injuries that occur during an associate's voluntary participation in any off-duty 

recreational, social, or athletic activity sponsored by the Company. Should you have any questions, contact 

the Human Resources Department for more information. 

 

DISABILITY PAY (SHORT & LONG TERM) 

 

The Company's group short term disability insurance plan provides for weekly payments for up to thirteen 

weeks during absence resulting from illness or injury. There is a seven-day waiting period before insurance 

payments for absence resulting from illness, but no waiting period for absence resulting from injury.  

If the period of absence is longer than thirteen weeks, the Company’s long term disability group insurance 
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plan may provide long term disability pay, subject to current terms of the policy.  In the event of any conflict 

between any insurance policy and this handbook, the insurance policy will control.   

  

EDUCATIONAL REIMBURSEMENT 

 

The Company may reimburse full time regular associates for educational expenses (such as for night college 

courses) under certain circumstances.  In order to secure reimbursement, the training taken must be related 

to the associate’s work for the Company and must be approved by the department head before the training 

is started.  Associates with advance approval of training will be reimbursed for fees and the cost of books 

and supplies as outlined in the Educational Reimbursement Policy, on submission of receipts and evidence 

of successful completion of the training.  Associates will not be paid for the time involved, and must provide 

their own transportation.   

 

V. LEAVES OF ABSENCE 

 

BEREAVEMENT LEAVE 

 

All regular status full time and part time associates will be granted up to three days of paid leave. Part time 

associates will receive a prorated amount of paid time based on their regular weekly schedule.  Bereavement 

leave will be granted for the death of the associate’s relative according to the following schedule:   

• Spouse, child, father, mother, brother, sister, grandchild, father-in-law, mother-in-law, son-in-

law, daughter-in-law.  

 

To be eligible for paid bereavement leave, the associate generally must attend the funeral of the deceased 

relative.  

 

All regular full time and part time associates are allowed one day off from regular scheduled duty with 

regular pay in the event of death of the associate’s relative according to the following schedule: 

• Grandparent, or spouse’s grandparent. Spouse’s brother, sister.  

 

To be eligible for paid bereavement leave, the associate generally must attend the funeral of the deceased 

relative.   

 

Associates may be granted up to four hours of bereavement leave to attend the funeral of a fellow FEC 

associate or retiree of the company, provided such absence from duty will not interfere with normal 

operations of the company. 

 

FAMILY AND MEDICAL LEAVE (FMLA) 

 

Basic Leave Entitlement 

Under the Family and Medical Leave Act of 1993 (“FMLA”), employees may be eligible for up to 12 weeks 

of unpaid leave for the reasons set forth herein, or up to 26 weeks of unpaid leave in the case of 

servicemember family leave.   

 

To be eligible for leave under the FMLA, an employee must: (1) have been employed by the Company for 

at least 12 months; (2) have worked at least 1,250 hours during the 12 months immediately preceding 

commencement of the leave; and (3) be employed at a location where 50 or more employees are employed 

or a location where there are 50 or more employees within 75 miles of your location.   

 

The basic FMLA leave entitlement consists of up to 12 weeks of unpaid leave during a 12-month period 

for any of the following reasons: 

 

1. The birth of a son or daughter and in order to care for such son or daughter. 

2. The placement of a son or daughter with you for adoption or foster care. 

3. To care for a spouse, son, daughter or parent with a serious health condition. 

4. Your own serious health condition which makes you unable to perform your job. 
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5. To handle various non-medical “qualifying exigencies” arising out of the fact that your 

spouse, son, daughter or parent is a “military member” on “covered active duty” or on call 

to “covered active duty status.”   

 

Examples of “qualifying exigencies” arising out of the covered active duty, which may 

qualify for this type of FMLA leave include, but are not necessarily limited to: (a) short-

notice deployment (seven calendar days or less); (b) military events and related activities; 

(c) childcare and school activities; (d) making financial and legal arrangements; (e) 

counseling sessions for you, the covered military member or for a child or dependent; (f) 

up to fifteen days of leave to spend time with the covered military member who is on short-

term, temporary rest and relaxation leave during the period of deployment; (g) post-

deployment activities; (h) parental care leave to care for a military member’s parent who 

is incapable of self-care when the care is necessitated by the member’s covered active duty 

(including arranging for alternative care, providing care on an immediate need basis, 

admitting or transferring the parent to a care facility, or attending meetings with staff at a 

care facility); and (i) other events and additional activities that arise out of the military duty 

if we agree these qualify. 

 

Additional restrictions apply where married couples are employed by the same employer. 

 

Servicemember Family Leave 

Additional leave time may be provided for the spouse, son, daughter, parent, or next of kin of an injured or 

ill “covered servicemember” or “covered veteran” who is undergoing medical treatment, recuperation, or 

therapy, is otherwise on outpatient status, or is otherwise on the temporary disability retired list, for a 

“serious injury or illness.”   

 

An eligible employee who is the spouse, son, daughter, parent, or next of kin of a covered servicemember 

or covered veteran may be entitled to a total of 26 workweeks of leave during a single 12-month period to 

care for the injured or ill servicemember or veteran.  Leave to care for an injured or ill covered 

servicemember, when combined with other FMLA–qualifying leave, may not exceed 26 weeks in a single 

12-month period. 

 

For Servicemember Family Leave, the 12-month period begins on the first day of the leave. 

 

The 12-Month Period 

In calculating entitlement to FMLA leave, the 12-month period is determined on a “rolling” basis, measured 

backward from the date an employee uses any FMLA leave.  Under this method, each time an employee 

takes FMLA leave, the remaining leave entitlement would be any balance of the 12 weeks (or 26 weeks in 

the case of servicemember family leave) which has not been used during the immediately preceding 12 

months. 

 

For example, if you use four weeks of basic leave beginning February 1, 2016, four weeks beginning June 

1, 2016, and four weeks beginning December 1, 2016, you would not be entitled to any additional FMLA 

leave until February 1, 2017.  However, on February 1, 2017, you would be entitled to four weeks of leave; 

on June 1, 2017 you would be entitled to an additional four weeks, etc. 

 

Use and Accrual of Paid Leave 

You will be required to take any available Paid Leave (Vacation Time, Personal Time, etc.) as part of your 

FMLA leave that would otherwise be unpaid.  Thus, where paid leave is available, it must be used 

concurrently with the FMLA leave, until it is exhausted.  Likewise, employees on leave for a condition or 

injury covered by Worker’s Compensation will be required to take FMLA leave concurrently with that 

Worker’s Compensation leave.   

 

Employees will not continue to accrue Vacation Time, Personal Time, or Holiday Benefits during such 

leave. 
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Notice and Certification 

In the case of foreseeable leave, you must provide 30 days advance notice, if possible.  If 30 days notice is 

not possible, notice must be provided as soon as possible.  If it is necessary for you to take leave to obtain 

planned medical treatment, you must make a reasonable effort to schedule the treatment so it does not 

disrupt our operations.  In some cases, you may need leave on only an intermittent basis.  In those cases, 

you may be assigned to an alternative position which better accommodates your intermittent absences. 

 

In the case of leave due to the serious health condition of you or your spouse, child or parent, you will be 

required to provide appropriate medical certification.  This certification must include information such as 

the date the serious health condition commenced; the probable duration of the condition; the appropriate 

medical facts within the knowledge of the health care provider regarding the condition; and, in the case of 

your own serious health condition, a statement from a health care provider that you are unable to perform 

your job duties.  In addition, if your leave is to care for a family member, the health care provider must 

indicate that you are needed to care for the family member and provide an estimate of the time you will be 

needed. 

 

In the case of servicemember family leave, you must provide appropriate certification to confirm the family 

member is a “covered servicemember” or “covered veteran.”  This certification must include information 

such as the date the serious injury or illness commenced, the probable duration of the serious injury or 

illness, and the appropriate medical facts within the knowledge of the health care provider regarding the 

condition.  In addition, the health care provider must indicate that you are needed to care for the covered 

servicemember and provide an estimate of the time you will be needed, and if the individual is a covered 

veteran, confirmation that the military member is a veteran, the date of separation, and whether the 

separation was other than dishonorable. 

 

In the case of military “qualifying exigency” leave, you  will be required to provide appropriate 

documentation and certification of the need for leave and certain details related to the leave, including but 

not limited to, where applicable, a copy of the military member’s Rest and Recuperation leave orders, or 

other documentation issued by the military setting forth the dates of the military member’s leave. 

 

Benefits 

Your seniority and benefits will not continue accruing during any unpaid period of your leave.   

 

Any group insurance you had prior to leave, if any, will continue during the term of your leave on the same 

basis as if you were not absent from work, including your obligation to pay your normal portion of the 

premium.  Please note that if you fail to return from your leave, we may recover from you the cost of any 

premiums paid on your behalf to continue insurance coverage, as allowed by law. 

 

Return to Work 

Upon return from your leave, we will reinstate you to your former position or to an equivalent position.  If 

you are returning from a leave due to your own serious health condition, you must provide a note from your 

health care provider releasing you to work. 

 

So that your return to work can be properly scheduled, please provide the Company with as much advanced 

notice as possible of your availability to return work. If you fail to return to work on the agreed upon return 

date and do not otherwise contact the Company, the Company will assume that you have voluntarily 

resigned. 

 

Questions? 

It is impossible to cover all aspects of family and medical leave in this policy.  Therefore, when you 

determine that you will need to take leave under this policy, please contact Human Resources for additional 

details.  For further information, you may also refer to the Federal Department of Labor's "Employee Rights 

and Responsibilities" notice, which is set forth below. 
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MILITARY LEAVE OF ABSENCE 

 

A military leave of absence will be granted to associates who are absent from work because of service in 

the U.S. uniformed services in accordance with the Uniformed Services Employment and Re-employment 

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

such notice or it is otherwise impossible or unreasonable. 

 

Continuation of health insurance benefits is available as required by USERRA based on the length of the 

leave and subject to the terms, conditions and limitations of the applicable plans for which the associate is 

otherwise eligible. The associate will continue to pay the associate's portion of all applicable company 

insurance premiums. 

 

Associates returning from military leave will accrue benefits, be required to return to work or apply for 

reinstatement, and be placed in the position they would have attained had they remained continuously 

employed or a comparable one depending on the length of military service in accordance with USERRA. 

Associates will be treated as though they were continuously employed for purposes of determining benefits 
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based on length of service. 

 

Contact the Human Resources Director for more information or questions about military leave. 

 

MEDICAL LEAVES OF ABSENCE 

 

The Company complies with all requirements of the Americans with Disabilities Act of 1990 (ADA) and 

all amendments thereto. Accordingly, where a medical leave of absence (“Medical Leave of Absence”) is 

a reasonable accommodation which could be provided to an otherwise qualified individual with a disability, 

without undue hardship to the Company, the Medical Leave of Absence will be considered among other 

reasonable accommodations and will be provided as required by law. Terms and conditions of Medical 

Leaves of Absence are governed by applicable law. 

 

UNPAID PERSONAL LEAVES OF ABSENCE: 

 

In very special circumstances, and at the Company's sole discretion, personal unpaid leaves, which are not 

otherwise required by applicable law, may be granted to associates with over one year of service (“Personal 

Leave of Absence”). Personal Leaves of Absence should be kept to an absolute minimum, and must not 

interfere with the operations of your department or the Company. All Personal Leaves of Absence must be 

approved by the immediate supervisor location Vice President of Operations and the human resources 

department. A Personal Leave of Absence will not be granted where you have available vacation and/or 

personal time or where you otherwise qualify for leave under other applicable law, such as the FMLA 

and/or the ADA. If properly approved prior to expiration of any FMLA leave, a Personal Leave of Absence 

may be taken after expiration of such FMLA leave. 

 

There is no entitlement to Personal Leave of Absence under this policy, which may be granted or denied, 

in the sole discretion of the Company. 

 

In most circumstances, a Personal Leave of Absence may be granted for up to a maximum of 30 days. 

During a Personal Leave of Absence, vacation time, personal time, and holiday benefits will not continue 

to accrue.  Your insurance benefits will continue during a Personal Leave of Absence, but you will be 

responsible to pay the full cost (including the Company’s portion) of such benefits, if any. Please consult 

human resources with benefits questions. 

 

If a Personal Leave of Absence is taken for medical reasons, you may be required to submit to the Company 

a medical certification of your illness at the time of approval of your unpaid personal leave and/or a medical 

certification of your ability to return to work. A second opinion from a designated Company doctor may be 

required. 

 

VI. WORK CONDITIONS & HOURS 

 

ABSENCES 

 

In the event of an absence, you must report your intention to be absent by telephone directly to your 

supervisor as early as possible prior to the beginning of your work shift. If your supervisor is not available, 

contact the appropriate Supervisory Personnel.  Leaving a message with a co-worker is not proper 

notification. 

 

Subject to contrary treatment required by law, unreported absence of three consecutive days will be 

considered a voluntary resignation and associates will be terminated from employment effective the third 

day of absence. Medical, dental and vision benefits will terminate on the last day of the month employed. 

 

Excessive absences disrupt work scheduling and service to our customers and cannot be tolerated.  

Excessive absenteeism will result in disciplinary action, which could result in termination.  
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HOURS OF WORK 

 

The number of hours in the normal work week and daily office hours are established by the Company for 

each department and/or office separately. 

 

Associates will normally complete their normal weekly hours in five working days, but the hours worked 

each day will be determined by your immediate supervisor.  The work week begins at 12:01 AM Sunday 

ending at 12:00 PM on Saturday. 

 

OVERTIME WORK 

 

Overtime work (work during times other than the normal schedule) occurs periodically, whenever schedules 

make the extra work necessary. When this happens, you may be asked to work overtime in assisting the 

Company to meet these demands. Refusal to work reasonable overtime may result in disciplinary action up 

to and including termination. 

 

OVERTIME PAY (Non-exempt) 

 

All hours of work in excess of 40 in one pay week shall be paid to non-exempt associates at the rate of one 

and one-half times your regular hourly rate. All overtime must be approved in advance by your supervisor.   

 

Non-exempt associates who are required to work a designated holiday shall be paid their regular holiday 

pay plus their regular hourly rate of pay for actual hours worked on such company designated holidays. 

 

REST PERIODS 

 

Office personnel are authorized one 15 minute rest period in the morning and another in the afternoon at 

the time and location specified by the Company.  Leaving the office during rest periods on personal business 

may be done only with the specific approval of the associate’s supervisor. 

 

The application of rest periods of a definite length of time at a certain time each day is not practical for field 

work.  The determination as to how rest periods shall apply to field work shall be made by the person in 

charge, except that field associates shall not leave the site of their work for rest periods. 

 

Where lunch periods are required, a minimum of one-half hour is allowed.  Special conditions may preclude 

rigid adherence to this policy and any modification to this policy allowed by law may only be done with 

the approval of the Department Manager. 

 

Only under unusual circumstances, and then only for short periods of time, may a supervisor permit lost 

time to be made up during meal break periods. 

 

VII.     YOUR PAY 

 

PERFORMANCE & COMPENSATION REVIEWS 

 

Associates and their managers are strongly encouraged to discuss job performance and goals on an informal, 

day-to-day basis. A written performance review may be conducted shortly after the associate's initial hire. 

Additional formal performance reviews are conducted on at least an annual basis. Under certain 

circumstances, and at the discretion of the Company, associates may be reviewed more frequently than on 

an annual basis. The date of an associate annual formal performance review may be changed if during the 

preceding twelve (12) months, the associate is on approved leave for more than 60 days. In that event, the 

date of the annual formal performance review will be adjusted commensurate with the period of the taken 

approved leave. 

 

At or about the time of an associate's formal annual performance review, compensation will be reviewed as 

well. Wage and salary increases, if any, are merit-based, and are within the sole discretion of the Company. 
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Having compensation reviewed does not necessarily mean that an associate will be given an increase. 

Rather, the decision to award any adjustment is dependent upon numerous factors, including the 

information documented by this formal performance appraisal process, and is at the discretion of the 

Company. 

 

YOUR PAYCHECK 

 

Associates will be paid for a two week period on every other Friday. 

 

HOURS WORKED REPORTING 

 

Associates keep their own time record in our Enterprise Resource Planning system, Atlas.  Time must be 

entered on a daily basis and submitted for approval by midnight every Saturday.  Additionally, associates 

are required to submit time by midnight on the last day of the month.  Failure to do so may result in 

corrective action up to and including termination. Do not ever agree to work without reporting the time, 

regardless of who asks you. This is a violation of the Federal Wage and Hour Law.   

 

All time must be reported on the day worked to the nearest one-tenth hour. When extra time is worked to 

make up for time short a previous day (or week), the time should be reported exactly as worked. The same 

principle applies to time taken off because of prior extra time worked. The Company has no provisions for 

delayed special payments for overtime hours or for "banking" of overtime hours for reporting later. Such 

practices are a violation of the Federal Wage and Hour Law. 

 

Generally, participation in a company-sponsored voluntary educational activity outside normal office hours 

(such as attending night college courses, taking programmed instruction, listening to taped lectures, reading 

company publications, or reading reference material from the Company library) is not considered work and 

should therefore not be reported as time worked. 

 

EXPENSE REPORTING 

 

All associates are responsible and accountable for the timely and accurate submission of their expenses on 

a weekly basis into Atlas.  All expenses including company or personal credit card or cash expenses will 

be submitted by Saturday night at midnight of the week in which they have occurred.  For expenses during 

the month end time period, these expenses must be submitted by midnight of the last day of the month. 

 

Legible receipts are required on all purchases.  

 

Exceptions include the following items which are negotiated as part of an employment agreement: 

Daily meal allowances Monthly mobile phone allowance   Monthly internet allowance  

Personal ATV use. 

 

If an associate normally has expenses during the week and they have a week in which they do not have 

expenses they should email the office manager notifying the office manager that there are no expenses for 

that week. Failure to submit expenses in a timely manner may result in corrective action up to and including 

termination. 

 

PAYROLL CALCULATION/DEDUCTIONS 

 

Payroll calculations are computed on an hourly rate for all non-exempt associates. Always confirm the 

distribution of hours (regular, overtime, personal, holiday, vacation, etc.) shown on your paycheck stub 

with that entered on your time card to insure that there is no error in payment. If an error has been made by 

the Company, either by underpayment or overpayment, a correction will be made immediately on the next 

paycheck. You should also check your state withholding if you move from state to state on your job so your 

tax is reported to the correct state. 

 

If you have been overpaid for any reason, the Accounting Department will make arrangements with you 
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for a mutually agreed upon amount to be deducted from future paychecks to reduce any untimely impact 

on your current pay period. If you receive an overpayment and do not report it to the Company, you will be 

subject to disciplinary action, up to and including termination.  

 

It should also be noted that the Company is required by law to make certain deductions from your paycheck 

each time one is prepared. Among these are your federal, state and local income taxes and your contribution 

to Social Security and Medicare as required by law. These deductions will be itemized on your check stub. 

The amount of the deductions may depend on your earnings and on the information you furnish on your 

W-4 form regarding the number of dependents/exemptions you claim. Any change in name, address, 

telephone number, marital status or number of exemptions must be reported to the Human Resources 

Department immediately, to ensure proper credit for tax purposes. The W-2 form you receive each year 

indicates precisely how much of your earnings were deducted for these purposes. 

 

Any other mandatory deductions to be made from your paycheck will be explained whenever the Company 

is obligated to make such deductions. Associates are responsible for monitoring accurate withholding for 

local and state entities. Any change in residency should be reported to the payroll department as soon as 

possible. 

 

In addition the Company offers programs and benefits beyond those required by law. Eligible associates 

may voluntarily authorize deductions from their paychecks to cover the costs of participating in these 

programs. 

 

VIII. YOUR RESPONSIBILITIES 

 

"AS OTHERS SEE US" 

 

In any industry, appearance is more than a matter of taste. Cleanliness and orderliness indicate to outside 

personnel that the facility has high standards in all aspects of its work. 

 

The Company expends substantial effort and money to maintain our facilities and keep them as attractive 

as possible for our associates and the many people who visit our facility every year. You can help by using 

good personal grooming habits and by keeping an orderly work area. On the personal side, you are requested 

to dress in good taste, avoid extreme styles, excessive jewelry, etc. 

 

In your work area you are expected to report promptly any damage to or excessive wear of equipment so 

that repairs can be made. You are requested not to use temporary signs or other makeshift physical 

arrangements or to display commercial material. 

 

HOUSEKEEPING 

 

The Company attempts to provide a clean, well-cared-for facility for you. However, it can't be done without 

your cooperation. Please don't be a litterbug; help keep the Company attractive at all times. 

 

TELEPHONE CALLS 

 

The way you answer the telephone immediately conveys an image of yourself to the caller. Please observe 

these simple rules of telephone courtesy: 

 

• Use a pleasant and helpful voice at all times. 

• Identify yourself by name. 

• Give the caller your attention--speak directly and distinctly. 

• Give a choice as to whether the caller prefers to hold the line, call back, or leave a message. 

• If you can't help the caller, transfer the call to a department that might be able to help. 

• In closing the call, remember "thank you" and "goodbye" hanging up gently. 

 

We ask all associates to keep personal calls to a minimum and that personal calls be made during breaks 
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and lunch times. 

 

PERSONAL MAIL 

 

The Company is neither staffed nor equipped to handle associates' mail. You should have your mail and 

packages addressed to your home. 

 

LUNCH ROOM 

 

Lunchrooms are for the convenience of all associates.  This area is for associates' use during break periods 

and lunch periods. We expect those associates who use the room to clean up after their own use. 

 

CONSERVATION 

 

It is requested that all associates make a conscious effort to conserve resources. Please turn off equipment 

and lights when not in use and do not waste water. It is also requested that you try to conserve supplies.  

Our efforts help not only to cut costs at the Company, but also benefit all of us personally. 

 

SAFETY 

 

Safety is everybody's business. For that reason, safety is to be given primary importance in every aspect of 

planning and performing all Company activities. Below are some general safety rules, but also remember 

to use common sense. 

 

1. It is your duty as an associate to report any unsafe conditions or potential safety hazards in your 

area or elsewhere to your supervisor. 

 

2. Learn the right way to do your job; that will be the safe way. If you are not sure you thoroughly 

understand the job, ask your supervisor for further instructions. 

 

3. Park in designated areas only. 

 

4. Know where first aid locations are in your area. 

 

5. Avoid practical jokes and horseplay.  Such acts lead to accidents. 

 

6. Always use the handrails on stairs and never jump from platforms, scaffolds, loading docks or other 

elevations. 

 

7. Keep aisles and work places clear.  

 

8. Store waste and other flammable materials in appropriate receptacles. 

 

9. Keep exits clear at all times. Do not obstruct fire extinguishers, emergency cut-off valves, or 

electrical boxes at any time. 

 

10. Hand tools may not be carried in the pockets of your clothing.  When carrying  

X-acto type cutting knives, the blade must be retracted when not in use. 

 

11. Use the right equipment for the job; use it correctly and safely. 

 

12.  When lifting or carrying items is part of your job, it is your responsibility to use the following 

guidelines: 

 

(a)    Make sure there are no nails or other items protruding which may cause injury in the lifting 

and carrying procedure. 
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(b) When lifting, crouch as close to the object as practical, get a good grip on it, keep your feet 

apart and bend your knees, then lift slowly by straightening your legs. 

 

(c) Keep your back relatively straight. Your leg muscles, not your back, should do all the work. 

 

13. Always obey smoking and eating regulations; they are made for your protection. 

 

14. It is your responsibility to cooperate in keeping washroom, toilets and drinking fountains neat and 

sanitary. This is for your own protection and comfort. 

 

15. Report immediately for first aid regardless of how slight the injury. 

 

16. Follow your supervisor's instructions and do not take unnecessary chances. 

 

17.  Protective equipment shall be worn at all times, in all areas and on all jobs designated by 

management. 

 

18. Do not tie down, remove or otherwise tamper with guards or other safety devices. 

 

19.     All two-wheeled and four-wheeled hand trucks must be operated in compliance with safe practice 

procedures. If you have any questions about the proper use of this equipment you should 

immediately request assistance or training from your supervisor. 

 

These rules are a part of the Company Safety Policy.  In addition, each department may have safety issues 

and Safety Manuals unique to that department which will be explained to you by your supervisor at the 

time of hiring.  It is the responsibility of the associate to familiarize themselves with all issues regarding 

safety as established in this handbook, and any applicable safety manual.  Failure to adhere to these and 

other posted or explained safety rules may be considered serious infractions of safety rules and may result 

in disciplinary action, up to and including termination.   

 

REPORTING ACCIDENTS 

 

To insure that proper attention or action has been taken for accidents occurring within the Company 

premises, the following procedure has been established: 

 

If an accident occurs, report it to your supervisor immediately. If your supervisor is not immediately 

available, report to your department manager. If neither is available, report to any supervisory personnel. 

An accident report form must be completed and signed for any on-the-job accident.  

 

If you are involved in or are witness to an accident, you should provide information in order for the 

appropriate report to be completed. Please be aware of the importance of immediate action in recording all 

details of the accidents. The more serious the accident would appear to be, the more important it is that you 

provide information related to it in detail. 

 

RIGHT-TO-KNOW (CHEMICALS) 

 

The Company has a hazardous communication program to provide the information and training for 

associates who will be working in areas where chemicals may be used. This program was developed from 

the guidelines set forth by the Occupational Safety and Health Administration (OSHA). Copies of the 

program guidelines as well as MSDS's (Material Safety Data Sheets) are available in each area where an 

associate is exposed to chemicals. If you have any questions about the chemicals contact your supervisor 

or the Human Resources Department immediately. 
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PERSONAL PROTECTIVE EQUIPMENT 

 

Where protective equipment is required in any department, such equipment will be furnished by the 

Company at no expense to you. Your supervisor will make the necessary arrangements for supplying such 

equipment. 

 

SECURITY 

 

Associates should immediately report to their supervisor the presence of unauthorized or suspicious persons 

loitering in or around the premises. 

 

VEHICLES 

 

Associates that are required to drive as a performance of his Company duties may be provided with a 

Company vehicle and will be required to carry a valid driver’s license.  This vehicle may be driven for 

personal use for a mileage charge that is adjusted annually.  Driving company vehicles from home to office 

is considered personal mileage.  All FEC associates are subject to a mandatory check of his/her driving 

record. 

 

Office associates needing occasional transportation for company business are expected to drive their 

personal vehicles.  The associate will be reimbursed for the use of the vehicle on a per mile basis. 

 

In some cases when a contract field associate needs a vehicle full time, reimbursement for the use of an 

associate’s personal vehicle will be defined in the contract.  In case of a motor vehicle accident please refer 

to the process outlined in the “Reporting Accidents” guidelines outlined above. Specific guidelines covering 

operating a company vehicle or the use of a personal vehicle on company time are outlined in the following 

section.  

 

VEHICLE SAFETY PROGRAM 

 

Organization and Responsibilities 

 

Management will implement the fleet safety program, establish measurement objectives to ensure 

compliance with the program, and provide assistance and the resources necessary to implement and 

maintain the program. 

 

Supervisors will investigate and report all accidents involving a motor vehicle uses in performing company 

business, and forward all accident reports to the safety committee chairperson. They also will be responsible 

to take appropriate action to manage Company Associates as provided by this program. 

 

Company Safety Committee is made up of one member from each department and the human resource 

representatives. They will meet quarterly to review all accidents which are not subject to review by law 

enforcement authorities, courts and/or insurance companies and determine the preventability of each 

accident. They will report to the managers their recommendation from the accident reports if the Associate’s 

accident was preventable or non-preventable. The minutes from the meeting will be sent to the managers 

for review with the recommendations made. 

 

Associates and Permitted Users (see Permitted User definition below) will always operate a motor vehicle 

in a safe manner, maintain a valid driver’s license and minimum insurance requirements on personal 

vehicles used in company business, and maintain assigned company vehicles according to the established 

maintenance standards in this policy.  

 

Driver Performance: A formal review of an Associate’s or Permitted User’s MVR will be conducted prior 

to permission being granted for driving a company vehicle. If an Associate or Permitted User is driving a 

Company vehicle on personal business and is involved in an accident, the Associate or Permitted User will 

be responsible to pay up to $400 for repairs to the vehicle. If the safety committee finds an Associate or 
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Permitted User at fault for an accident in a Company vehicle while performing work duties the committee 

may recommend the associate pay up to $400 for the cost of the repairs to the vehicle. The location Vice 

President has final approval of safety committee recommendation. 

 

General Company Rules and Policies 

 

Required Compliance with State/Traffic Laws: 

Associates and Permitted Users must abide by the Federal, State and local motor vehicle regulations, laws 

and ordinances. 

 

Prohibited Actions: 

The following actions are prohibited and may result in the immediate revocation of driving privileges for 

Associates or Permitted Users: 

• Violation of any Federal, State and local motor vehicle regulation, law or ordinance. 

• Transport hitchhikers in Company vehicles. 

• Requesting or accepting payment for carrying passengers or materials in Company vehicles. 

• Using any radar detector, laser detector or similar device in a Company vehicle. 

• Unless authorized, towing, pushing or pulling another vehicle or trailer with a Company vehicle. 

• Transport any hazardous materials in a Company vehicle. 

 

Offering Assistance: 

Associates and Permitted Users driving Company vehicles must not assist disabled motorists or accident 

victims beyond their level of medical expertise.  If a driver is unable to provide the proper medical care, 

he/she must restrict his/her assistance to the notification of proper authorities. 

 

Required Reporting of Accidents and Violations: 

Associates and Permitted Users must meet the following accident, license suspension and violation 

reporting criteria: 

• Company vehicle accidents – Must be reported immediately or as soon as reasonably possible. 

• License Suspension or Revocation of Driving Privileges – Must be reported next business day. 

• Serious Moving Violations – For personal and company vehicle must be reported within one 

business day 

• of citation issuance.  Serious moving violations include: 

• Driving while impaired/intoxicated 

• Reckless driving 

• Leaving the scene of an accident 

• Speeding that is equal to or greater than 15mph over the posted speed limit 

 

Required Cooperation with Company Management and Enforcement Agencies: 

Associates and Permitted Users must cooperate with Company officials and/or law enforcement agencies 

in matters such as violation of Company policies and/or accident investigation. 

 

Required Use of Seat Belts: 

Associates, Permitted Users and all occupants of a Company Vehicle are required to wear safety belts when 

the vehicle is in motion.  The driver (whether an Associate or Permitted User) is responsible for ensuring 

passengers wear their safety belts.  Associates and Permitted Users must comply with the applicable local, 

State and Federal Child Safety Seat requirements.  Additional information can be located at 

http://www.nhtsa.dot.gov/CPS/. 

 

Use of Cellular Telephones, Pagers and Two-Way Radios: 

The use of cellular devices may be governed by the state statute in which the vehicle is being operated. 

Communications devices, such as cell phones, or blackberry type devices may only be used if hands-free 

technology is available in the vehicle and state law in the state of operation allows such use. The use of 

these devices, including the sending or reading text messages or e-mails, viewing television, videos or 

DVD's and inputting data into laptop computers, personal digital assistants or navigation systems is 

otherwise expressly prohibited while driving on work time or on Company business. Associates are 
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prohibited from using headphone devices while operating a motor vehicle. 

 

Motorcycles: 

Associates are prohibited from operating motorcycles, motor scooters, or motor bikes when traveling on 

Company business. 

 

Company Property in Vehicles: 

Associates are expected to ensure “reasonable care” of Company property such as computers, work papers 

and equipment under their control.  The Company will not reimburse the Associate for the theft of personal 

property from Company Vehicles. 

 

Permitted Use Policy 

 

Permitted Use: 

Company vehicles are provided as a benefit to our Associates.  Provided all applicable laws are followed, 

Associates are permitted to drive vehicles for personal use with appropriate management approval as well 

as Company business. Associates will be charged for personal mileage at the company directed rate.  

Vehicles may not be modified to tow trailers unless approved by their location Vice President of Operations.  

Associates must obtain approval before using the Company vehicle to make a personal trip of over 1,000 

miles.  Child car seats may not be installed in the front seat of Company owned vehicles. 

 

Permitted Users: 

Only Authorized Company associates and their spouses may drive Company vehicles, provided that they 

meet the Minimum Driver Eligibility Criteria contained in this document. Spouses must authorize and pass 

a MVR check prior to driving a company vehicle and an annual MVR check will be conducted. Associates 

under 18 are not allowed to drive company vehicles.  In some circumstances contract employees may drive 

company vehicles if pre-approved by the location Vice President of Operations or Fleet Manager and after 

a MVR is passed. 

 

Personal Vehicles on Company Business 

 

An Associate who drives their personal vehicle on company business is subject to the requirements of this 

program including: Maintaining auto liability insurance with the minimum limits of $300,000 combined 

single limit or $250,000/$500,000 for bodily injury.  If the associate is working on a RUS associated project 

higher liability limits of a minimum of $1 million each occurrence, limits for property damage of not less 

than $1 million each occurrence, and $1 million aggregate for accidents during the policy period.  A single 

limit of $1 million of bodily injury and property damage is acceptable. An Associate who drives their 

personal vehicle on company business must maintain his/her vehicle in a safe operating condition when 

driven on Company business, and maintain state vehicle inspections when required. Local offices are 

responsible for collecting this information and submitting copies of this information to corporate human 

resources within 14 days of employment for new associates. 

 

Rental Vehicles 

 

Rental vehicles will be leased from a registered rental company and collision damage will be refused. The 

company is covered by our general liability carrier. 

 

Minimum Driver Eligibility Criteria 

 

The Company has established criteria to minimize accidents, injuries and property damage.  Each Associate 

or Permitted User must meet the following standards to qualify for and maintain his/her Company vehicle 

driving privileges. 

 

Pre-employment MVR Evaluation:  If the following issues are identified in the MVR check prior to 

employment the applicant/new associate WILL NOT BE ALLOWED TO DRIVE FOR WORK-

RELATED PURPOSES. Capital Violations: 
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The MVR check indicates, or it is otherwise determined, that the applicant/new associate has one or more 

of the following within the last 7 years: 

1. Driving while intoxicated or impaired or under the influence of drugs. 

2. Criminal conviction with a motor vehicle (e.g. felony, hit and run, negligent homicide). 

2. Driving with a suspension, revocation or administrative restriction; 

3. Leaving the scene of an accident as defined by state 

 

The following sections provide accident scene and accident review procedures and include classification of 

accident types. 

 

Accident Scene Procedures: 

Associates will take the following actions when there are injuries to persons and/or damage to other vehicles 

or property: 

 

1. Don’t Let It Get Worse: 

• Protect the scene of the accident 

• Stop immediately and determine the damage. Call authorities immediately. 

• Avoid obstructing traffic or creating a greater hazard 

• Place emergency reflectors, flares, lanterns or flags if available. 

2. Aid the Injured: 

• Check on the other party to determine if they need medical attention.  As a reminder, general 

Company guidelines on offering assistance.  

• Associates and Permitted Users driving Company vehicles must not assist disabled motorists or 

accident victims beyond their level of medical expertise. If a driver is unable to provide the proper 

medical care, he/she must restrict his/her assistance to the notification of proper 

authorities. 

 

3. Notify the Company and Police: 

• Contact the police and emergency services. 

• Contact your Company representative. 

 

4. Collect Information: 

• If possible, exchange insurance and other information from the other party involved but don’t talk  

about what happened. 

• Get witness information 

• Take scene photographs if it is safe to do. 

 

5. Make No Statements: 

• Do not make any statements (other than to police, Company officials, and Company insurance 

representatives), admit fault, or sign anything. 

• You need to check with the other people, but do not talk about what you think happened until the 

police or Company officials arrive on-scene. 

• If a witness talks to you, that is fine but do not volunteer information to them about the facts of 

the accident. 

 

Important Driver’s Note: Accident reporting kits are contained in the glove box or console of each Company 

vehicle.  The accident kit has a witness card and Drivers report form to be completed at the time of the 

accident. 

 

Accident Review: 

All accidents which are not subject to review by law enforcement authorities, courts and/or insurance 

companies will be reviewed by the Associate’s immediate supervisor and Safety Committee.  The review 

will be based on the Associate’s and police reports and available witness accounts.  The purposes of the 

review are to collect the necessary information to defend the Company in any litigation proceedings, 

determine accident preventability and to consider improvements to avoid such future occurrences.  All other 

accidents will be classified by the relevant law enforcement, courts and/or insurance companies 
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determination. 

 

Accident Classifications: 

 

1. Non-preventable accident – Accidents that occurred despite the fact that the driver exercised every 

reasonable precaution to avoid the incident.  Examples of non-preventable accidents include, but are not 

limited to: 

 

• Animal strikes 

• Struck while legally parked 

• Struck by other vehicle while stopped in traffic 

 

2. Preventable accidents – An accident, as ruled by the review committee, where the driver failed to exercise 

every reasonable precaution to avoid the incident. 

 

3. Major preventable accident – A preventable accident (see above) arising from a lane change, rear end 

collision or intersection incident, which resulted in a fatality, injury requiring treatment away from the scene 

or disabling damage (tow away) to any vehicle(s). 

 

Maintenance and Garaging 

 

Unless it is the functional responsibility of an Associate, Associates and Permitted Users are not expected 

to perform maintenance tasks.  However, it is the responsibility of Associates and Permitted Users to 

become familiar with established vehicle maintenance and garaging practices. 

 

Maintenance and Inspection: 

First, the driver must ensure that the vehicle is well maintained and safe to operate.  Next, the driver should 

be cognizant of the appearance of the vehicle, including the condition of the upholstery, body, paint, decals, 

windows and overall general condition.  

The driver should be having the preventive maintenance (PM) performed on a mileage basis.  

Maintenance expenses are required to be approved by immediate supervisor prior to incurring any 

expense. 

Typical PM includes: 

• Fluid levels and scheduled oil changes (oil level, brake fluid, transmission fluid, window washer 

fluid and  

• cooling system fluid 

• Oil or grease leaks in, around or under the vehicle 

• Belts and hoses (cracks, swells, wear and tear) 

• Tires (inflation and tread wear) 

• Wheels, rims and fasteners 

• Lights, reflectors and mirrors 

• Wipers and washers, A/C, heater, defroster(s) 

• Brakes (servicing, parking, emergency) 

 

In the event of a defect, the driver must take action to get the repairs scheduled to be completed. Associates 

and Permitted Users will forward all vehicle maintenance records performed to their office or recorded on 

the monthly car report log.  Repairs outside the scope of routine maintenance and normal wear and tear 

must be authorized by the fleet manager or your supervisor and performed at facilities approved by the 

Company. 

 

Special Policies Regarding “Pool Vehicles”: 

 

Inspection reports must be completed upon receipt and return of vehicle.  All noted defects shall be reported 

to the fleet manager and he/she shall be responsible for the appropriate maintenance and repair. 

 

Emergency repairs necessary for safe operation of the vehicle must be reported to your immediate 
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supervisor or the fleet manager.  Reasonable attempts to obtain this authorization must be made prior to 

“on-road’ repair.  Reimbursement of expenses will require submission of receipts and authorization of the 

fleet manager or his/her immediate supervisor. 

 

Pool vehicles shall be parked in designated areas. 

 

Garaging, Storage and Parking: 

 

Associates not able to provide overnight off street parking should use good judgment when parking the 

company vehicle by parking the vehicle in a location which will minimize the opportunity for damage to 

the vehicle. Vehicles garaged on Company property will be parked in designated areas.  Parking violations 

will be the responsibility of the authorized driver. 

 

IX.      HUMAN RESOURCES 

 

EMPLOYMENT VERIFICATION 

 

Frequently telephone calls, letters, and other forms of inquiry are made to the Human Resources Department 

for information concerning associates who may be making application for credit, mortgages/loans, etc. It is 

our policy that all written inquiries must have the written consent of the affected associate. In response to 

telephone inquiries, we will only verify information consented to by the associate. 

 

REFERENCE INQUIRIES 

 

Letters of recommendation are not provided for associates who terminate employment with the Company. 

Reference inquiries and requests for letters for recommendation for former associates will be accepted only 

from prospective employers and will be handled solely by the Human Resources Department. In response 

to such inquiries and requests, it is our policy to verify only job title and dates of employment. The 

disclosure of additional information to prospective employers will require written authorization by the 

associate, and such additional information will only be provided upon authorization by the Department 

Manager. 

 

PERSONAL INFORMATION  

 

If there are changes in your address, telephone number, marital status, number of dependents, insurance 

beneficiaries, name of person to be notified in case of emergency, etc. immediately inform your Supervisor. 

 

ACCESS TO PERSONNEL RECORDS 

 

The Company keeps a personnel file on each associate. The associate's job application, resume, records of 

training, documentation of performance appraisals, salary increases and other employment records and 

information are kept in the associate's personnel file. 

 

Personnel files are the property of the Company, and access to the information they contain is restricted. 

Active associates who wish to review their own personnel file should contact the Human Resources 

Department. With reasonable advance notice, associates may review their own personnel files in the 

Company's offices and in the presence of the individual(s) appointed by the Company to maintain the 

personnel files. Further, while an individual will be allowed to inspect his or her records, there may be 

information pertaining to other associates in the same record, which information will be blocked out prior 

to allowing the requested review. 

 

RESIGNATION 

 

If for any reason you plan to leave the Company, please discuss your plans with your supervisor before 

making your final decision. Associates who do resign are asked to submit their resignation in writing to 

their immediate supervisor at least two weeks prior to the last workday. 
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Once accepted, a letter of resignation cannot be withdrawn unless expressly authorized by the Department 

Manager.  

 

RETURN OF COMPANY PROPERTY 

 

Any Company property issued to you, or purchased for you by the Company, in addition to any confidential 

proprietary/trade secret or other Company, vendor, customer or supplier information must be returned to 

the Company at the time of your dismissal or resignation, or whenever it is requested by your manager or 

a member of management. Such information could include, but not be limited to, manuals, pricing and 

costing information, written documentation or promotional materials, documents, relating to sales 

information regarding particular customers, company credit cards, and computers or other equipment 

 

In the event you are unable to return Company property to the Company, the Company may take any and 

all avenues available to it, including seeking appropriate judicial and/or equitable relief. 
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