
 

  



		

	 2	

 

Table of Contents  

	
Welcome	to	Casper	Colosimo	&	Son,	Inc.	.................................	6	
Introductory	Statement	............................................................	7	
Equal	Employment	Opportunity	...............................................	9	
Employment	at-will	.................................................................	10	
Harassment	Policy	..................................................................	11	
Anti-Workplace	Bullying	.........................................................	15	
Accommodations	for	Disabilities	............................................	17	
Accommodations	for	Religious	Observances	..........................	18	
Open	Communications	...........................................................	19	
Family	Medical	Leave	Act	.......................................................	20	
Uniformed	Service	Employment	&	Re-employment	Right	Act	30	
Military	Reserve	or	National	Guard	Leaves	............................	33	
Workers’	Compensation	.........................................................	35	
HIPPA	......................................................................................	36	
COBRA	.....................................................................................	38	
Getting	Started	.......................................................................	41	
Introductory	Period	for	New	Employees	................................	41	
Proof	of	Work	Authorization	..................................................	42	
Employment	Applications	.......................................................	43	
Employee	Background	and	Reference	Checks	........................	43	



		

	 3	

Workplace	Expectations	&	Procedures	...................................	47	
Code	of	Conduct	.....................................................................	47	
Attendance	and	Punctuality	...................................................	48	
Pay	Deductions	.......................................................................	50	
Timekeeping	Procedures	........................................................	51	
Work	Schedules	......................................................................	52	
Use	of	Computer,	Telephone	and	Mail	...................................	52	
Use	of	Social	Media	................................................................	53	
Company	Representation	.......................................................	61	
Confidentiality	........................................................................	61	
Personal	Records	and	Administration	....................................	65	
Personal	Property	...................................................................	66	
Personal	Appearance	..............................................................	66	
Problem-Solving	Procedure	....................................................	67	
Disciplinary	Procedure	............................................................	69	
Policies	and	Procedures	..........................................................	74	
Employment	Classification	......................................................	74	
Exempt	and	Non-Exempt	Status	.............................................	75	
Hours	of	Work	and	Time	Recording	Procedures	.....................	76	
Direct	Deposit*	.......................................................................	77	
Payday*	...................................................................................	77	
Break	and	Meal	Periods	..........................................................	78	
Probationary	Period	................................................................	78	
Benefits	...................................................................................	78	
Holidays	..................................................................................	80	
Layoff	&	Recalls	.......................................................................	80	



		

	 4	

Safety	in	the	Workplace	..........................................................	84	
General	Safety	Rules	...............................................................	84	
Zero	Tolerance	for	Violence	....................................................	85	
Drug	and	Alcohol	Abuse	Policy	...............................................	87	
Inspection	of	Property	..........................................................	114	
First	Aid	.................................................................................	115	
Fitness	for	Duty	.....................................................................	116	
Light	Duty	..............................................................................	117	
Use	of	Company	Vehicle	.......................................................	118	
Hands	Free	Cell	Phone	..........................................................	127	
Personal	Cell	Phone	Use	.......................................................	128	
Life-Threatening	Illnesses	in	the	Workplace	.........................	129	
Visitors	..................................................................................	130	
Inclement	Weather	...............................................................	131	
Leaving	the	Company	...........................................................	134	
Termination	of	Employment	.................................................	134	
Return	of	Company	Property	................................................	136	
Rehire	Policy	.........................................................................	137	
Acknowledgement	................................................................	139	
Employee	Policies	Acknowledgement	..................................	139	
Anti-Harassment	Policy	and	Acknowledgement	...................	141	
Family	Medical	Leave	Policy	Acknowledgement	..................	145	
Drug	Free	Workplace	Policy	..................................................	147	
Insubordination	....................................................................	149	
Employee	Conduct	and	Discipline	.........................................	153	

	



		

	 5	
 	



		

	 6	

 
 

Welcome to Casper Colosimo & Son, Inc. 
 
Casper Colosimo & Son, Inc. is a 3rd generation, family 
owned company that has been in business for over 70 years 
specializing in underground utility construction, including 
services for oil and gas, paving and landscaping restoration.  
 
With every project, Casper serves as the entrusted, full 
service partner with our clients, providing consistent quality 
work with a focus on the safety of our people and the 
satisfaction of the communities in which we service. 
 
Casper Colosimo & Son, Inc. was formed as a partnership in 
1948 by Frank Colosimo and Joseph Casilli and later 
proceeded by Frank Casilli. Now on our 3rd generation of 
owners the company has grown to more than 200 
employees with offices in Pennsylvania, Maryland and 
Virginia. 
 
Despite many changes in our industry since the company’s 
formation, our success largely comes from using a values 
driven, hands-on management approach, maintaining a 
culture that commits to excellence in every area. 
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Introductory Statement  
This handbook is designed to acquaint our employees with 

Casper Colosimo (hereinafter referred to as “the “Company”)  

and provide information about working conditions and some 

of the policies affecting employees. Employees should read, 

understand and comply with all provisions of the handbook.  

It describes many of your responsibilities and outlines the 

programs we’ve developed to benefit employees. One of our 

primary objectives is to provide a work environment that 

encourages both personal and professional growth.  

No employee handbook can anticipate every circumstances 

or questions about Company policy. Therefore, these 

guidelines should not be considered as the total and 

complete statement of policy for the Company. As the 

Company continues to grow, the need may arise, and the 

Company reserves the right to revise, supplement or rescind  
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any polices or portion of the handbook from time to time as it 

deems appropriate, in its sole and absolute discretion. 

Employee will, of course, be notified of such changes to the 

handbook as they occur. All policies in this handbook are 

effective upon issuance. Document control information 

(which includes the department who controls the information, 

the current revision date, page and total number of pages 

and document name) is noted on the bottom of each page.  

The provisions of the handbook have been developed at the 

discretion of management and, except for its policy of 

employment-at-will, may be amended or canceled at any 

time, at the Company’s sole discretion. These provisions 

supersede all existing policies and practices and may not be 

amended or added to without the express written approval of 

the Executive Vice President. The only exception to any 

change is our employment-at-will policy permitting an 

employee or the Company to end the employment 

relationship for any reason at any time. Nothing in this  
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employee handbook is intended, nor should be construed 

as, an express or implicit employment contract or guarantee.  

Equal Employment Opportunity  
At the Company, it is our policy to provide equal employment 

opportunities to all employees and applicants for 

employment based on qualifications, abilities and merit. 

Therefore, the Company prohibits any employment decisions 

that are made on the basis of race, color, religion, ancestry, 

national origin, age, gender, genetics, sexual orientation, 

marital, familial, or disability status as a covered veteran or 

any other legally protected group. This policy applies to all 

terms and conditions of employment, including, but not 

limited to hiring, placement, promotion, termination, layoff, 

recall, and transfer, leaves of absence, compensation, and 

training.  
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Questions or concerns about discrimination, or the fairness 

of an employment practice at your worksite, should be 

reported to your immediate supervisor or Human Resources 

without fear of retaliation. All complaints of discrimination will 

be investigated, and appropriate action taken.  

Employment at-will  
Employment with Company is voluntarily entered into, and 

the employee is free to resign at will at any time, with or 

without cause. Similarly, we may terminate the employment 

relationship at will at any time, with or without notice or 

cause, so long as there is no violation of applicable federal 

or state law. 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 

employees. No contract of employment exists unless it is 

contained in a separate written document that is expressly 

stated to be an employment contract.  
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Such contracts must be authorized in writing and signed by 

the Executive Vice President. 

 

The provisions of the handbook have been developed at the 

discretion of management and may be amended or canceled 

at any time, at the Company’s sole discretion. These 

provisions supersede all existing policies and practices and 

may not be amended or added to without the express written 

approval of the Executive Vice President of the Company.  

 

Harassment Policy  
It is the policy of the Company that harassment of applicants 

and employees, including sexual harassment, on the basis 

of race, color, religion, ancestry, national origin, age, gender, 

genetics, sexual orientation, gender identification, marital, 

familial or disability status or status as a covered veteran or 

any other legally protected group, is unacceptable and will 

not be tolerated.  
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This policy applies to all employees. It covers harassment by 

employees of the Company (including supervisors and 

management), customers, vendors or other third parties with 

whom the Company has business dealings. 

The Company will not tolerate offensive or otherwise 

unprofessional behavior which it determines is inappropriate 

in the workplace, even if it is not sufficiently severe or 

pervasive as to meet the legal definition of a hostile 

environment.  

Workplace harassment can take many forms. It may be, but 

is not limited to, words, signs, offensive jokes, cartoons, 

pictures, posters, e-mail jokes or statements, pranks, 

intimidation, physical assaults or contact or violence.  

The Company will not tolerate any form of harassment. 

Furthermore, we want to be very clear of our view of sexual 

harassment.  
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Sexual harassment may include unwelcome sexual 

advances, requests for sexual favors, or other unwelcome 

verbal or physical contact of a sexual nature when such 

conduct creates an offensive, hostile and intimidating work 

environment and prevents an individual from effectively 

performing the duties of their position.  

No employee or applicant should be subjected to unsolicited 

and unwelcome sexual overtures. Nor should any employee 

or applicant be led to believe that an employment 

opportunity or benefit would in any way depend upon 

“cooperation” of a sexual nature.  

Other prohibited forms of harassment include jokes, verbal 

abuse and epithets, degrading comments, the display of 

objects and pictures and other offensive conduct.  
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Report Harassment of Any Kind 

Any employee who feels that he or she has been the subject 

of harassment or who has reason to believe that someone 

else has been the subject of harassment, including sexual 

harassment, has the obligation to notify his or her supervisor 

or other member of management in oral or written form. The 

complainant is expected to provide information that the 

Company requests, including a detailed account of the 

incidents complained of, witness (if any), dates and other 

information considered relevant by the Company. A prompt 

investigation of the matter will be made. All employees-

whether complainant, witness or accused- are required to be 

truthful, accurate and cooperative during the Company 

investigation. Information obtained during the investigation 

will only be told to others on a need-to-know basis. As the 

reporting employee or a witness- employee, the Company 

will not retaliate against you for prompting or participating in 

the investigation.  
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Anyone who is found to have engaged in prohibited 

harassment will be subject to appropriate sanctions, which 

may include termination of employment, depending on the 

circumstances. No one should be presumed to be in 

violation because an investigation is being conducted.  It is 

the policy of the Company that no one will be retaliated 

against for making a complaint of harassment based upon 

an honest perception of the events or for cooperating in the 

investigation of a complaint.  

Anti-Workplace Bullying  
The Company considers workplace bullying unacceptable 

and will not tolerate it under any circumstances. The policy 

applies to all employees of the Company, including 

supervisors, managers, and executives. It applies during 

normal working hours, at work-related or sponsored 

functions and while traveling on work-related business. It 

includes treatment of fellow employees, clients, vendors and 

other third parties.  
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Bullying is any unwelcome or unreasonable behavior that 

demeans, intimates or humiliates people either as individuals 

or as a group. The following are examples of behavior that 

the Company will consider to be bullying behavior:  

• Abusive or offensive language, including being 

sworn at  

• Insults or personal attacks  

• Spreading rumors and innuendo 

• Staring, glaring or other nonverbal demonstrations 

of hostility  

• Encouraging others to turn against the targeted 

employee 

• Unwarranted or invalid criticism  

• Trivializing of work and achievements  

• Blame without factual justification  

• Isolating people from normal work interaction, 

including socially  

• Excessive demands 
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• Setting impossible deadlines  

• Unfairly blaming for mistakes 

• Excessive supervision or micro-managing  

• Practical jokes  

• Belittling or disregarding opinions or suggestions  

• Criticizing in public  

 

The Company encourages all employees to report any 

instances of bullying in the workplace to your supervisor or 

Human Resources without fear of retaliation. Any reports of 

this type will be investigated promptly. Employees found to 

be in violation of this policy will be disciplined up to and 

including termination 

Accommodations for Disabilities  
The Company is committed to complying fully with the 

Americans with Disabilities Act (“ADA”) and ensuring equal 

opportunity in employment for qualified persons with 

disabilities. All employment practices are conducted on a  
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non-discriminatory basis. It is the policy of the Company to 

provide a reasonable accommodation to qualified individuals 

with disabilities unless the accommodation would impose an 

undue hardship on the organization. The Company prohibits 

any harassment of, or discriminatory treatment of, 

employees on the basis of a disability or because an 

employee has requested a reasonable accommodation.  

In accordance with the ADA as amended, reasonable 

accommodations will be provided to qualified individuals with 

disabilities to enable them to perform the essential functions 

of their jobs or to enjoy the equal benefits and privileges of 

employment. This policy applies to all applicants for 

employment and all employees. If you would like to request 

an accommodation, please contact Human Resources.  

Accommodations for Religious Observances  
The Company encourages a diverse workforce and will 

make reasonable accommodations for religious observance. 

Safety and impact on customer service is paramount and will  
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therefore receive significant consideration when evaluating 

an accommodation request and identifying opportunities to 

meet the request. A determination as to whether a request 

for a religious accommodation will impose an undue 

hardship will be made on a case by case basis. Employees 

who wish to request an accommodation should contact 

Human Resources.  

Open Communications  
The Company encourages you to discuss any issues you 

may have with a co-worker directly with that person. If a 

resolution is not reached, arrange a meeting with your direct 

supervisor. Additionally, we encourage you to voice 

concerns over any work-related issue with your supervisor 

as soon as the issue arises. This will keep small problems 

from becoming big problems and will contribute to a healthy 

work atmosphere.  
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If the concern, problem or issue is not properly addressed, 

employees should submit a written description of the 

problem to the Executive Vice President. It should include 

the steps already taken to resolve the issue.  

Any information discussed in an Open Communication 

meeting is considered confidential, to the extent possible 

while still allowing management to respond to the problem. 

Retaliation against any employee for appropriate usage of 

Open Communication channels is unacceptable.  

Family Medical Leave Act  
Family Medical Leave Act (“FMLA”) allows employees to 

balance their work and family life by taking unpaid 

reasonable leave for certain family and medical reasons. In 

order to be eligible for an FMLA leave, you must have been 

employed by the Company for at least 12 months, have 

worked 1,250 hours during the past 12 months and if at least 

50 employees are employed by the employer within 75 miles 

of your work location.  
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Reason Maximum Duration of 
Unpaid, Job-Protected 

Leave 

Employee’s own serious 

health condition that makes 

employee unable to perform 

the essential functions of 

his/her job 

12 weeks 

Birth of a child and to care 

for the newborn child  

12 weeks 

Placement of a child with 

you for adoption or foster 

care  

12 weeks 

To care for an immediate 

family member with a 

serious health condition 

12 weeks 
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To respond to an urgent 

situation arising out of an 

immediate family member’s 

active duty or call to 

covered active duty 

(deployment to foreign 

country) in the National 

Guard, Reserves or Regular 

Armed Forces  ( qualifying 

exigencies)  

12 weeks 
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To care for an immediate 

family member who has 

incurred a serious injury or 

illness while on active duty 

in the Armed Forces, 

including a veteran 

discharged within past five  

years ( Military Caregiver 

Leave)  

 

26 weeks 

To attend to an immediate 

family member who is on 

“rest and recuperation” from 

military service  

15 days 
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Use of Leave by Husband and Wife Both Employed by the 
Company  

If a husband and wife both work for the Company and each 

wishes to take leave for the birth of a child, adoption or 

placement of a child in foster care or to care of a parent (but 

not a “parent in-law”) with a serious health condition, the 

husband and wife may only take a combined total of 12 

weeks of leave. If a husband and wife both work for the 

Company and each wishes to take leave to care for a 

covered injured or ill service member, the husband and wife 

may only take a combined total of 26 weeks of leave.  

Definition of Serious Health Condition 

A serious health condition is an illness, injury, impairment or 

physical or mental condition that involves either an overnight 

stay in a medical care facility or continuing treatment by a 

health care provider for a condition that either prevents the 

employee from performing the functions of the employee’s  
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job or prevents the qualified family member from 

participating in school or other daily activities.  

Subject to certain conditions, the continuing treatment 

requirement may be met by a period of incapacity of more 

than three (3) consecutive calendar days combined with at 

least two (2) visits to a health care provider or one (1) visit 

and a regimen of continuing treatment, or incapacity due to 

pregnancy or incapacity due to a chronic condition. Other 

conditions may meet the definition of continuing treatment.  

Benefits and Protections  

During FMLA leave, the employee maintains health 

coverage under any “group health plan” on the same terms 

as if the employee had continued to work. Upon return from 

FMLA leave, employees are returned to their original or 

equivalent positons with equivalent pay, benefits, and other 

employment terms.  
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Procedure to Request FMLA Leave  

Employees must provide 30 days advance notice to the 

Human Resource Department of the need to take FMLA 

leave when the need is foreseeable. When 30 days’ notice is 

not possible, the employees must provide notice as soon as 

practicable and generally must comply with an employer’s 

normal call-in procedures.  

Within five (5) business days after the employee has 

provided the employer with notice (“DOL”) Notice of Eligibility 

and Rights Form as well as the appropriate DOL medical 

certification form. The Employee is responsible for ensuring 

that the Employer receives a completed certification form for 

the Employer to determine if the request qualifies for FMLA 

leave. Completed certifications must be received by the 

Employer within 15 days of the request. Failure to provide 

the required certification for FMLA leave may result in the 

denial of leave or continuation of leave. 
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Intermittent Leave or Reduced Work Schedule 

An employee may take the leave continuously, intermittently 

or on a reduced work schedule basis when medically 

necessary. However, in all cases, the leave may not exceed 

a total of 12 weeks (or 26 weeks to care for an injured or ill 

service member). Employees must make reasonable efforts 

to schedule leave for planned medical treatment so as not to 

unduly disrupt the employer’s operations. Leave due to 

qualifying exigencies may also be taken on an intermittent 

basis.  

Recertification 

The Company may request recertification for the serious 

health condition of the employee or the employee’s family 

member when circumstances have changed significantly, or 

if the employer receives information casting doubt on the 

reason given for the absence or if the employee seeks an 

extension of his or her leave.  
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Otherwise, the Company may request recertification for the 

serious health condition of the employee of the employee’s 

family member every six months in connection with an FMLA 

absence.  

Intent to Return to Work from FMLA Leave   

The Company may require an employee on FMLA leave to 

report periodically on the employee’s status and intent to 

return to work.  

Substitution of Paid Leave for Unpaid Leave  

Employees’ absence due to a worker’s compensation injury 

will run concurrently with unpaid FMLA leave and may count 

toward an employee’s FMLA leave entitlement, provided that 

the absence is due to a qualifying “serious health condition” 

as defined under the FMLA. Please be aware that 

employees receiving worker’s compensation payment are 

not able to substitute paid vacation for any part of the leave 

of absence. Additionally, employers must use any available  
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paid time off while out on FMLA leave. In other words, any 

available paid time off will run concurrently with FMLA leave.  

Unlawful Acts by Employers  

FMLA makes it unlawful for any employer to:  

• Interfere with, restrain, or deny the exercise of any 

right provided under FMLA;  

• Discharge or discrimination against any person for 

opposing any practice made unlawful by FMLA or 

for involvement in any proceeding under or 

relating to FMLA leave. 

 

Enforcement   

An employee may file a complaint with the U.S. Department 

of Labor or may bring a private lawsuit against an employer.  
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FMLA does not affect any Federal or State law prohibiting 

discrimination or supersede any State or local law or 

collective bargaining agreement which provides greater 

family or medical leave rights. 

Additional Information 

For additional information about your rights and obligations, 

see the Family Medical Leave Act poster in your workplace, 

visit the U.S. Department of Labor’s website 

(www.wagehour.dol.gov) or contact the Human Resource 

Department.  

Uniformed Service Employment & Re-employment Right Act  

 

As an Equal Opportunity Employer, the Company is 

committed to providing the basic employment and 

reemployment services and support as set forth in the 

Uniformed Service Employment and Reemployment Rights 

Act of 1994 (“USERRA”). 
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If you take a leave of absence from employment with the 

Company because of military service, you may elect to 

continue coverage under the medical benefits plan to the 

extent required by USERRA for you and your covered 

Spouse or Dependents or you may extend benefits through 

COBRA.  

You have the following rights under USERRA: 

1. If your military leave period is for 30 days or less, 

you have the right to continue health coverage for 

yourself and dependents that were covered under 

the group health plan for up to 30 days, at a cost 

of not more than the cost for a similarly situated 

active employee.  

2. If the military leave period is for 31 days or more, 

you have the right to elect USERRA continuation 

coverage for yourself and your dependents that 

were covered under the health plan. The 

maximum period is 24 months.  
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You will be required to pay up to the 102% of the applicable 

premium whether you elect continuation coverage under 

USERRA or COBRA.  

If you extend your coverage through USERRA, such 

coverage will end on the earlier of: 1) the last day of the 24-

month period beginning on the date your absence begins; or 

2) the day after the date on which you fail to apply for or 

return to a position of employment with the Company. See 

the COBRA section of this handbook for more information on 

continuation of coverage through COBRA.  

If you elect USERRA continuation coverage, the Company is 

under no further obligation to offer COBRA election rights 

when the USERRA continuation coverage expires. However, 

if your Spouse or Dependent child would lose USERRA 

continuation coverage because of another qualifying event, 

such as your death or divorce, or because the Dependent 

ceases to be an eligible Dependent, then the Plan must offer 

your Spouse or Dependent child the right to continue  
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coverage for 36 months measured from the date you entered 

active military service.  

If you take military leave, but your coverage under the 

medical program is terminated – for instance, because you 

do not elect the extended coverage, when you return to 

work, you will be treated as if you had been actively 

employed during your leave when determining whether an 

exclusion or waiting period applies. Please contact the 

Human Resource Department if you have questions about 

coverage during periods of military services.  

Military Reserve or National Guard Leaves 

 

In accordance with the provisions of USERRA and the 

Pennsylvania Military Leave of Absence Act (PMLAA), 

employees serving in the Reserves or National Guard will be 

granted Military Leave to enable them to voluntarily or 

involuntarily leave employment positions to undertake  
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military services or certain types of services in the National 

Disaster Medical Systems.  

Employees called for active duty are requested to provide as 

much advance notice as possible to the Human Resources 

Department, along with a copy of their military orders. 

Employees will be granted military leave without pay for the 

period of military service, in accordance with applicable 

federal and state law. Health benefits will continue at no cost 

to the employees for the first 30 days of military leave.  After 

30 days, employees will have the option of paying the entire 

cost for continued coverage (including amounts normally 

paid by both the employee and the Company). Employees 

returning from military leave must notify the Human 

Resources Administrator in accordance with the current 

guidelines pursuant to USERRA and/or PMLAA. For 

additional information regarding your right under USERRA or 

PMLAA, please contact the Human Resource Administrator.  
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Workers’ Compensation  
The Company provides a comprehensive workers’ 

compensation insurance program to our employees. This 

program does not cost you anything.  

The workers’ compensation program covers injuries or 

illness that might happen during the course of your 

employment that requires medical, surgical, or hospital 

treatment. Subject to legal requirements, workers’ 

compensation insurance begins after a short waiting period, 

or if you are hospitalized, the benefits begin immediately.  

It is very important that you tell your supervisor immediately 

about any work-related injury or illness, regardless of how 

minor it might seem at the time. Prompt reporting helps to 

make sure that you qualify for coverage as quickly as 

possible and will allow us to investigate the matter promptly.  
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Workers’ compensation covers only work-related injuries and 

illnesses. Neither the Company nor its insurance carrier will 

pay workers’ compensation benefits for injuries that might 

happen if you voluntarily participate in an off-duty 

recreational, social, or athletic activity that we might sponsor.  

HIPPA  
The Health Insurance Portability and Accountability Act of 

1996 (“HIPPA”) limits exclusions for preexisting conditions; 

prohibits discrimination against employees and their 

dependents based on their health status; guarantees renew-

ability and availability of health coverage to certain 

employers and individuals; and protects many workers who 

lose health coverage by providing better access to individual 

health insurance.  

The special enrollment rights apply without regard to the 

dates on which an individual would otherwise be able to 

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

dependent (s), if you have a new dependent as a result of 

marriage, birth, adoption or the placement for adoption 

(qualifying event). Under these rules, a group health plan is 

required to provide the opportunity for special enrollment for 

these individuals should they make the request within 30 

days of the date the qualifying event occurred.  

If you decline enrollment under the Company’s plan for 

yourself or your dependents (including your spouse) and 

state in writing that you and/or your dependents have 

coverage under another group health plan or health 

insurance coverage as the reason for declining to enroll, you 

may also have special enrollment rights. Special enrollment 

rights may apply to you/or your dependents if you are no 

longer eligible for this other coverage.  
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Your plan may offer an Annual Open Enrollment giving you 

the opportunity to enroll yourself and/or your dependents if 

you have previously declined/waived coverage for you 

and/or dependents.  

COBRA 
The Federal Consolidated Omnibus Budget Reconciliation 

Act (COBRA) gives employees and their qualified 

dependents or beneficiaries the opportunity to continue 

health insurance coverage under the employer’s health plan 

when a qualifying event would normally result in the loss of 

eligibility. Some common qualifying events are: resignation, 

termination of employment, death of an employee, a 

reduction in an employee’s hours or a leave of absence, an 

employees divorce or separation and a dependent child no 

longer meeting eligibility requirements. Under COBRA, the 

employee or beneficiary pays the full cost of the coverage at 

the employee’s group rate plus an administration fee.  
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For further information please contact the Human Resource 

Department to obtain the COBRA Administrator’s contact 

information.   

 

 

 

 

 

 

 

 

 

 



		

	 40	
 



		

	 41	

 
 
Getting Started 
We understand that getting established in a new role can 

sometimes be overwhelming. To make your transition as 

smooth as possible, this section outlines what you can 

expect as a new employee.  

Introductory Period for New Employees  
The Company monitors and evaluates every new non-union 

employee’s performance during the first 90 days to 

determine whether further employment in a specific position 

or with the Company is appropriate. At the same time, new 

employees have the opportunity to decide if the Company is 

the right work environment for them. For new union 

employees, please refer to the trade union’s negotiated 

collective bargaining agreement for the applicable 

probationary rules and requirements.  
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Proof of Work Authorization 
All offers of employment are contingent on verification of the 

candidate’s legal right to work in the United States. U.S. 

Citizenship and Immigration Services require that the 

Company and new employee provide specific information for 

completion of the Form I-9, Employment Eligibility 

Verification within three (3) days of commencing 

employment. Employee must complete Section 1 of Form I-9 

no later than the end of their first day of work. Failure to 

provide the appropriate documentation for completion of the 

Form I-9 will result in suspension and/or termination.  
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Employment Applications  
We rely on the accuracy of information provided on the 

employment application and throughout the hiring process 

and employment. If you are dishonest when providing any of 

this information, you may be excluded from consideration for 

employment or terminated.  

Employee Background and Reference Checks  
To ensure that individuals who join the Company are well 

qualified and to ensure that the Company maintains a safe 

and productive work environment, it is our policy to conduct 

pre-employment background checks on all applicants who 

accept an offer of employment. Background checks may 

include verification of any information on the applicant’s 

resume or application form.  

If an applicant refuses to provide the information necessary 

for the Employer to conduct the necessary background 

checks or provides false information during the application 

process, the Employer will deny employment.  
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All offers of employment are contingent on receipt of a 

background check report that is acceptable to the Company. 

All background checks are conducted in conformity with the 

Federal Fair Credit Reporting Act, the Americans with 

Disabilities Act and state and federal privacy and 

antidiscrimination laws. Reports are kept confidential and are 

only viewed by individuals involved in the hiring process.  

Background checks will include a criminal record check, 

although a criminal conviction does not automatically bar an 

applicant from employment. Any applicant with a criminal 

conviction shall be evaluated on an individual basis to 

determine whether they should be excluded from 

consideration based on the conviction.  

Additional checks such as a driving record and or credit 

report may be made on applicants for particular job 

categories if appropriate and job related. The Company also 

receives the right to conduct a background check for current  
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employees to determine eligibility for promotion or 

reassignment in the same manner as described above.  
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Workplace Expectations & Procedures 
The Company wants you to have everything you need to do 

the best job possible in a safe, professional environment. 

This section outlines our mutual commitments and 

expectations.  

Code of Conduct  
We are responsible for providing the highest quality and best 

services to our customers and the community. We are also 

responsible for the safety of our employees. To meet our 

obligations and to create a safe and respectful environment 

for everyone, we have established a set of conduct, 

performance and attendance standards based on the duties 

of our organization, best practices for exceptional customer 

service and legal compliance.  
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• Work in a safe and orderly manner.  

• Report work-related injuries to your immediate 

supervisor as soon as they happen.  

• Follow Company rules, policies and operating 

procedures.  

• Discuss suggestions, criticisms and any aspects of 

the job with your supervisor.  

• Protect Company property, equipment and 

materials from damage, waste or loss.  

• Respect the property and rights of fellow workers.  

• Use all personal safety equipment required for 

your job.  

Attendance and Punctuality 
To maintain a productive work environment, the Company 

expects employees to be reliable and punctual in reporting 

for work. Absenteeism and tardiness place a burden on 

other employees and the Company.  
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Employees are expected to report to work as scheduled, on 

time and prepared to start work. Employees also are 

expected to remain at work for their entire work schedule. 

Late arrival, early departure or other absences from 

scheduled hours are disruptive and must be avoided. The 

purpose of this policy is to promote the efficient operation of 

the Company and minimize unscheduled absences. You are 

expected to report for work on time for your shift and when 

returning from breaks. You should not leave until your shift is 

completed or until the start of any scheduled break.  

If you are going to be absent or late for work, you must make 

every possible effort to notify your supervisor as soon as 

possible but to no less than one hour in advance of the start 

of your shift. Your supervisor may adjust you work hours, 

grant time off without pay or require you to use available 

vacation time, depending upon your employment category.  
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If you do not notify your supervisor of tardiness or absence 

at least one hour in advance of your work shift, the incident 

will be noted as unexcused and subject to corrective action. 

Poor attendance and excessive tardiness will lead to 

corrective action, up to and including termination of 

employment.  

Pay Deductions  
We are required by law to make deductions from employee 

paychecks for federal, state and local withholding taxes, 

Social Security taxes, State Unemployment Compensation 

Insurance and any other deductions and/or wage 

garnishments that are required by law and/or court order. 

These deductions will be itemized on your check stub. The 

amount of the deductions will depend on your earnings and 

on the information, you furnish on your W-4 form regarding 

the number of exemptions you claim. To change your marital 

status and/or number of exemptions you are claiming, 

request a new W-4 form from Human Resources.   
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With the exception of those deductions required by law, no 

deduction will be made unless you specifically authorize it in 

writing.  

The W-2 form you receive annually reflects how much of 

your earnings were deducted for these purposes.  

Timekeeping Procedures  
It is the policy of the Company to comply with applicable 

laws that require employees to maintain records of the hours 

they worked. It is the responsibility of all employees to 

accurately record their time. This includes the time when the 

employee begins and ends their work day, as well as the 

beginning and end of each meal period. Each employee 

shall also record the beginning and ending time of any 

departure from work for personal reasons. 

Please be certain that hours worked and used leave time is 

recorded accurately.  
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Falsification of a time sheet is a breach of Company policy 

and is grounds for disciplinary action, up to and including 

termination. Please discuss any questions you may have 

about your pay with your supervisor or the Human Resource 

Department.  

Work Schedules  
Work schedules vary throughout the company. Your 

supervisor will explain and review your work schedule with 

you. However, your start and end times, as well as your total 

daily and weekly hours, may change in response to 

operational demands. 

Use of Computer, Telephone and Mail  
The Company property, including computers, phones, 

electronic mail and voice mail should be used only for 

conducting Company business.  
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However, the Company does permit the reasonable use of 

Company phones in the office. Electronic media and 

services provided by the Company are Company property 

and their purpose is to facilitate Company business. They 

are not for personal use or personal entertainment.  

Employees are responsible for using the Internet in a 

manner that is ethical and lawful. Use of the internet must 

solely be for business purposes and must not interfere with 

employee productivity. To ensure proper use of these 

systems, the Company may monitor the use of these 

systems from time to time. Employees who violate this policy 

are subject to discipline, up to and including termination of 

employment.  

Use of Social Media  
At the Company, we understand that social media can be a 

fun and rewarding way to share your life and opinions with 

family, friends and co-workers around the world.  
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However, use of social media also presents certain risks and 

carries with it certain responsibilities. To assist you in making 

responsible decisions about your use of social media, we 

have established these guidelines for appropriate use of 

social media.   

This policy applies to all employees who work for the 

Company: 

Guidelines  

In the rapidly expanding world of electronic communication, 

social media can mean many things. Social media includes 

all means of communicating or posting information or 

content of any sort on the Internet, including to your own or 

someone else’s web log or blog, journal or diary, personal 

web site, social networking or affinity website, web bulletin 

board or a chat room, whether or not associated or affiliated 

with the Company, as well as any other form of electronic 

communication.  
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The same principles and guidelines found in the Company 

policies apply to your activities online. Ultimately, you are 

solely responsible for what you post online. Before creating 

online content, consider some of the risks and rewards that 

are involved.  Keep in mind that any of your conduct that 

adversely affects your job performance, the performance of 

fellow associates or otherwise adversely affects members, 

customers, suppliers, people who work on behalf of the 

Company or the Company’s legitimate business interests 

may result in disciplinary action, up to and including 

termination.  

Know and Follow the Rules  

Always be fair and courteous to fellow associates, 

customers, members, suppliers or people who work on 

behalf of the Company.  
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Also, keep in mind that you are more likely to resolved work-

related complaints by speaking directly with your co-workers 

or by utilizing our open communications policy than by 

posting complaints to a social media outlet. Nevertheless, if 

you decide to post complaints or criticism, avoid using 

statements, photographs, video or audio that reasonably 

could be viewed as malicious, obscene, threatening or 

intimidating, that disparage customers, members, associates 

or suppliers, or that might constitute harassment or bullying. 

Examples of such conduct might include offensive posts 

meant to intentionally harm someone’s reputation or posts 

that could contribute to a hostile work environment on the 

basis of race, sex, disability, religion or any other status 

protected by law or Company policy.  

 

 

 



		

	 57	

 

Be Honest and Accurate   

Make sure you are always honest and accurate when 

posting information or news, and if you make a mistake, 

correct it quickly. Be open about any previous posts you 

have altered. Remember that the Internet archives almost 

everything; therefore, even deleted postings can be 

searched. Never post any information or rumors that you 

know to be false about the Company, fellow associates, 

members, customers, suppliers, and people working on 

behalf of the Company or competitors. 

Post Only Appropriate and Respectful Content 

• Maintain the confidentiality of the Company trade 

secrets and private or confidential information. 

Trade secrets may include information regarding 

the development of systems, processes, products, 

know-how and technology.  
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• Do not post internal reports, policies, procedures 

or other business-related confidential 

communications.  

• Respect financial disclosure laws. It is illegal to 

communicate or give a “tip” on inside information 

to others so that they may buy or sell stocks or 

securities.  

• Do not create a link from your blog, website or 

other social networking site to the Company 

website. 

• Express only your personal opinions. Never 

represent yourself as a spokesperson for the 

Company. If the Company is a subject of the 

content you are creating, be clear and open about 

the fact that you are an employee and make it 

clear that your views do not represent those of the 

Company, fellow employees, members, 

customers, suppliers or people working on behalf 

of the Company.  
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• If you do publish a blog or post online related to 

the work you do, or subjects associated with the 

Company, make it clear that you are not speaking 

on behalf the Company. It is best to include a 

disclaimer such as “The posting on this site are my 

own and do not necessarily reflect the views of the 

Company.” 

• Use of social media that involves any kind of 

criminal activity or harms the rights of others may 

result in criminal prosecution or civil liability to 

those harmed, or both.  

 

Using Social Media at Work 

Refrain from using social media while on work time or 

on equipment we provide, unless it is work-related as 

authorized by your manager or consistent with the Use 

of Computer, Telephone and Mail Policy.  
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Do not use Company email addresses to register on 

social networks, blogs or other online tools utilized for 

personal use.  

Retaliation is prohibited  

The Company prohibits taking negative action against 

any associate for reporting a possible deviation from 

this policy or for cooperating in an investigation. Any 

associate who retaliates against another associate for 

reporting a possible deviation from this policy or for 

cooperating in an investigation will be subject to 

disciplinary action, up to and including termination.  

Media Contacts  

Associates should not speak to the media on the 

Company’s behalf without contacting Human 

Resources. All media inquiries should be directed to 

them.  
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Company Representation  
In nearly all cases, the Executive Vice President is the 

appropriate individual for making statements on behalf of the 

Company via public appearance, news release or public 

speech. Do not make such statements or act as a 

representative of the Company without the advance 

knowledge and express written approval of the Executive 

Vice President.  

Likewise, all corporate legal and financial documents, 

contracts and agreements must be authorized and/or signed 

by the Executive Vice President.  

The Company views any violation of this policy as very 

severe. A violation will subject the employee to corrective 

action, up to and including immediate termination.  

Confidentiality  
Protecting confidential business information and trade 

secrets is vital to our success.  
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If you share confidential information, do so only with those 

within the organization with a “need to know”. Do not 

disclose confidential information to any third party without 

the advance written consent of the Executive Vice President.  

In addition, be sure to safeguard confidential documents by 

locking it in cabinets and drawers and otherwise keeping it 

private. If you are unsure about the confidential nature of 

information to which you have access, discuss it with your 

direct supervisor.  
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Confidential information includes, but is not limited to:  

• Proprietary ideas 

• Patentable ideas  

• Copyrights  

• Trade Secrets 

• Existing and/or contemplated products and 

services  

• Software 

• Schematics 

• Research and Development  

• Operations  

• Costs  
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• Profit and margin information  

• Finances and financial projections  

• Customers  

• Marketing  

• Current or future business plans and models 

• Current or pending products or services  

• Personal and compensation information  

• Information related to employees, officers, and 

shareholders  

• Information maintained on the computer or other 

communication system 
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Employees who improperly use or disclose trade secrets or 

confidential business information will be subject to 

disciplinary action, including termination of employment and 

legal action, even if they did not actually benefit from the 

disclosed information.  

Personal Records and Administration 
Active employees may review and/or obtain a copy, but not 

remove documents from their own personnel and 

medical/confidential files upon written request to Human 

Resources.   

To ensure timely and accurate payroll processing, please 

notify the Company of any change in your personal status 

(beneficiary, marital status, dependents) or contact 

information.  
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Personal Property  
If you bring personal belongings to the workplace to 

decorate work spaces and common areas or to assist in your 

work, please be sure they are appropriate for the work 

environment.  We are not responsible for any damage to or 

loss of employees’ personal property on Company premises, 

including vehicles and contents in the Company parking lots. 

Personal Appearance  
Personal appearance means how you dress, how neat you 

are, and your personal cleanliness standards. Your personal 

appearance can influence what clients and visitors think 

about the Company. Personal appearance can also impact 

the morale of your co-workers.  

During business hours or whenever you represent the 

Company, you should be clean, well groomed, and wear 

appropriate clothes. This is particularly important if your job 

involves dealing with clients or visitors in person.  
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If your supervisor finds that your personal appearance is 

inappropriate, you will be asked to leave work and return 

properly dressed and groomed. If you are asked to leave, 

you will not be paid for the time you are away from work. 

See your supervisor if you are not sure about the correct 

clothing standards for your job.   

Where necessary, the Company may make a reasonable 

accommodation to this policy for a person with a disability.  

Problem-Solving Procedure  
Despite best intentions, mistakes are sometimes made, and 

misunderstandings may arise. To give prompt attention to 

matters relating to wages, benefits or working conditions, we 

have created a problem-solving procedure. Please feel free 

to take the following steps if you have concerns or believe 

you have been unfairly treated.  

1) Discuss the issue with your direct supervisor and/ 

or schedule a meeting with Human Resources.  
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2) If your direct supervisor is unable to solve the 

problem or complaint or to give satisfactory 

explanation, ask him or her to present it your 

department head. The department head will 

investigate the problem and, if necessary, meet 

with you to settle it, provide the answer you need 

or take whatever other action is needed. Usually, 

the department head’s decision in the matter will 

be final. If the problem is an unusual one, they 

may ask you to present it directly to the Executive 

Vice President of the Company before a final 

decision is made.  

 

All employees are encouraged to use this procedure in a 

timely manner when a problem or complaint arises. It is the 

policy of the Company that no one will be retaliated against 

for making a complaint of harassment based upon an honest 

perception of the events or for cooperating in the 

investigation of a complaint.  
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Disciplinary Procedure  
Our goal is to be fair when administering corrective action for 

unsatisfactory conduct. Corrective action may call for any of 

four steps – verbal warning, written warning, suspension 

without pay and termination of employment – depending on 

the severity of the problem and the number of occurrences.  

Our own best interest lies in making sure that corrective 

actions are prompt, uniform and impartial. Our goal is to 

correct the problem, prevent recurrence and prepare the 

employee for satisfactory services in the future.  

The following four (4) actions of discipline may be applied in 

an attempt to resolve the following: 

• Unacceptable conduct and/or poor 

performance; 

• Attendance concerns; 

• Serious infraction of workplace policies, 

rules and/or procedures. 
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1. Employee Counseling or Verbal Reminder 

(Documented) – Employee is counseled by the 

supervisor following a minor offense in an attempt 

to eliminate possible misunderstandings and to 

explain what constitutes proper conduct. The 

purpose of a documented verbal reminder is to 

make certain the employee is fully aware of the 

misconduct or performance problem and what the 

Company’s expectations are for elimination or 

improvement of the problem; thereby, enabling the 

employer to avoid recurrence of the incident.  

2. Written Notice –Employee receives a written 

notice following serious misconduct or 

continuation of repeated minor offense. The 

purpose of a written notice is to make certain the 

employee understands the severity of the situation 

and that further misconduct will most likely result 

in suspension or discharge.  
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3. A signed copy (by employee and supervisor) of 

the written notice will kept by the Human Resource 

Department for the employee’s personnel file.  

4. Suspension or Final Written Warning – A 

suspension without pay of up to five (5) days or a 

final written warning is used to address continuing 

problems where previous action has been 

ineffective or following serious misconduct. The 

purpose of the suspension is to make certain the 

employee understands the seriousness of the 

situation, and in the event of a serious infraction, 

to allow the Company time to investigate the 

situation. The Executive Vice President will review 

all suspensions. Human Resources will place a 

copy of the documentation in the employee’s 

personnel file.  

 

 

 



		

	 72	

 
 

5. Termination – Employee is discharged as the 

result of a serious offense or the final step in the 

accumulation of minor offenses of the same 

nature. Depending on the seriousness or severity 

of certain conduct, supervisors may recommend 

an immediate written notice, suspension or 

termination.  

 

Each step of the process may be documented and will 

become part of the employee’s personnel file. 

Depending on the nature and severity of the offense, 

the Company reserves the right to by-pass one or more 

steps, as some incidents may be grounds for immediate 

discharge. 
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Policies and Procedures  

This section pertains to Non-Union personnel policies and 

procedures, unless designated as applying to both Union 
and Non-Union personnel with an asterisk (*) next to the 
section heading. Union personnel must refer to their trade 

union’s negotiated collective bargaining agreement for 

additional information pertaining to workplace policies, 

procedures, wages, and benefits.  

Employment Classification  
All Company employees will be classified into one of the 

categories outlined below. Employees will be notified in 

writing at the time of hire their employment category.  In the 

event that an employee’s status changes, this will be 

documented and placed in the employee’s personnel file.  

After successful completion of the new-hire probationary 

period, you will be entitled to all benefits and pay rates 

afforded to other similarly assigned employees.  
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An employee is considered full time when the position they 

are assigned to is scheduled for thirty (30) hours per week. 

An employee whose position is scheduled for less than 30 

hours and/or less than 52 weeks per year is considered a 

part time employee and ineligible for benefits.  

Exempt and Non-Exempt Status  
Employees of the Company are classified as either “exempt” 

or “non-exempt.” This is necessary because, by law, 

employees in certain types of jobs (determined by the duties 

and responsibilities of the job) are entitled to overtime pay 

for hours worked in excess of forty (40) hours per workweek.  

• Non-exempt positions (also referred to as “hourly” 

positions) are covered by the overtime provisions 

of the Fair Labor Standards Act (“FLSA”) and 

require overtime payment of 1 ½ times a staff 

member’s hourly wage rate. The workweek at the 

Company begins at 12:01am on Sunday and ends 

the following Saturday.  
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Positions that are by law non-exempt and require 

overtime payment cannot be treated as exempt 

positions under any circumstances.  

• Exempt positions (also referred to as “salaried” 

positions) are excluded from overtime payment 

provisions. By law, the Company is not required to 

pay staff members in exempt positions any 

overtime. In some instances, due to practices 

within the industry or other market conditions, the 

Company may choose to treat certain exempt 

positions as non-exempt for purposes of paying 

overtime. Treating an exempt position as non-

exempt for the purpose of paying overtime is 

allowed under the FLSA.  

Hours of Work and Time Recording Procedures 

The normal workdays will generally consist of eight hours of 

work with an unpaid meal period. Rest or coffee breaks are 

considered as time worked.  
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Each department head will determine the schedule of hours 

for its employees. The field supervisor will inform employees 

of their daily schedule of hours of work, including meal 

periods and rest or coffee breaks, and of any change that 

are considered necessary or desirable by the Company.  

Direct Deposit*  
As a convenience to our employees, the Company will direct 

deposit your payroll check.   Contact Human Resources for 

details and the necessary authorization forms.  

Payday* 
Payday for employees is weekly by Fridays for services 

performed during the current pay period.   Efforts are made 

to avoid errors in your paycheck and earnings statement. If 

you believe an error has been made, notify your supervisor 

immediately. Your supervisor will take the necessary steps 

to research the problem and to assure that any necessary 

correction is made properly and promptly. 
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Break and Meal Periods  
Meal periods, which are unpaid, are generally 30 minutes 

long. If you are eligible for rest and meal breaks, the length 

of time for each will be established by your direct supervisor.  

Probationary Period 
Your first 90 days of employment are considered a 

probationary and training period. During this time, you are 

considered to be on probation to provide an opportunity to 

determine if the job placement is appropriate.  At any time, 

we may recommend continued employment, extended 

training or termination.  

Benefits  
When you are hired, you are classified as either full-time (30 

hours or more per week) or part-time (less than 30 hours per 

week) and you are advised if you qualify for overtime pay. 

Unless otherwise noted, the Company benefits package is 

available to full-time employees.  
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Human Resources will review the eligibility and effective 

date(s) of the benefit offerings with you.   If you are unsure of 

which job classification your position fits into, please ask 

your supervisor or Human Resources.  

The date you report to work for the first time is considered 

your hire date. Each subsequent year on that date shall be 

considered your anniversary date. Your anniversary date is 

used to compute various conditions and benefits described 

in this handbook.  

Human Resources will explain the benefits and limitations in 

greater detail at the time of eligibility. The Company reserves 

the right to change, modify or abolish and benefits with 

reasonable notice if possible.  
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Holidays 
Eligible employees will receive a day off on each of the 

holidays listed below. New Year’s Day, Memorial Day, 

Independence Day, Labor Day, Thanksgiving Day, 

Christmas Day  

Layoff & Recalls 
Layoffs are considered a break in active service. We reserve 

the right to reduce our work force, either permanently or 

indefinitely, at our sole discretion, when market conditions 

require.  

Selection for layoff will be based on the relative need for 

each position under consideration and the employee’s work 

history, in that order. Work history includes, but is not limited 

to, length of service, level of performance, attendance and 

corrective action record. 
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Unless superseded by an express, written contract signed by 

the Executive Vice President, group insurance benefits, will 

cease to be effective at the end of the month in which a 

layoff commences. You may be eligible to continue certain 

benefits through COBRA and/or conversion options. All other 

Company benefits, such as, but not limited to, holiday, paid 

vacation, etc., cease effective immediately on the date the 

layoff occurs.  

Laid off employees must make sure that the Company has 

the employee’s current address and phone number 

information on file, including out-of-town contact information. 

The Company generally recalls employees based on the 

Company’s operating requirements. In addition, 

qualifications for any available position and past work history 

are also taken into consideration.  

If a recall date is given to you at the time of layoff, you are 

expected to report to work on that day and must be available 

to return to work at any time before any pre-established  
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recall date. Failure to return to work from layoff at the time of 

official recall is considered a voluntary resignation of 

employment or as an administration separation of 

employment.  
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Safety in the Workplace  
The safety and health of employees is top priority. The 

Company strives to provide a clean, hazard-free, and safe 

environment in accordance with the Occupational Safety and 

Health Act of 1970.  

General Safety Rules 
As an employee, you are expected to take part in 

maintaining a safe environment. You should observe all 

posted safety rules; adhere to all safety instructions provided 

by your supervisor and use safety equipment when required.  

It is your responsibility to learn the location of all safety and 

emergency equipment, as well as the safety and /or 

emergency phone numbers. Each employee is expected to 

exercise caution and common sense in all work activities.  

Any problems with Company-provided safety equipment 

should be reported to your immediate supervisor. If it is not 

safe to work for any reason, report the problem to your 

supervisor immediately.  
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All work-related accidents are covered by Worker’s 

Compensation insurance pursuant to the laws of the state(s) 

in which we operate.  

Zero Tolerance for Violence 
Violence is strictly prohibited in the workplace. Workplace 

violence is defined as any physical assault, threatening 

behavior or verbal abuse occurring in the workplace by 

employees or third parties. Employees are prohibited from 

engaging in violence or the threat of violence, in any form, 

while on Company property or engaged in Company 

business, whether on or off Company property.  Violence 

and threats of violence are prohibited when directed at an 

employee, a customer or anyone else with whom the 

employee has met through the Company, whether the 

prohibited conduct occurs during working time or at any 

other time.   
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Prohibited conduct included, but is not limited to:  

• Injuring another person physically; 

• Engaging in behavior that creates a reasonable 

fear of injury to another person; 

• Engaging in behavior that subjects another 

individual to extreme emotional distress; 

• Intentionally damaging property; 

• Threatening to injure an individual or to damage 

property;  

• Committing injurious acts motivated by, or related 

to, domestic violence or sexual harassment; 

• Retaliating against any employee who, in good 

faith, reports a violation of this policy.  
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Employees who violate this policy will be subject to 

disciplinary action, up to and including termination. If you feel 

that you are a victim of workplace violence or suspect or 

witness an act or violence, you must report it immediately to 

your Manager or the owner.  

Drug and Alcohol Abuse Policy 
The Company is concerned with the health and well-being of 

all employees.  Behaviors related to substance use can 

endanger all employees, not just substance users.  We 

cannot condone and will not tolerate behaviors on the part of 

employees that relate to substance use, such as: 

1. Use of illegal drugs; 

2. Misuse of alcohol; 

3. Sale, purchase, transfer, trafficking, use 

of possession of any illegal drugs; 
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4. Arrival or return to work under the 

influence of any drug (legal or illegal) or 

alcohol; to the extent that job 

performance is affected. 

 

Management is fully committed to our Drug-Free Workplace 

Policy which establishes clear guidelines for acceptable and 

unacceptable employee behavior for everyone in the 

workplace.  We will not tolerate substance use in violation of 

this Policy and intend to hold everyone reasonably 

responsible for supporting this Policy. 

 

This document (Policy) describes our Company’s Drug-Free 

Workplace Program, and every employee is expected to 

read and understand it.  The Policy applies to every 

employee including management and applies to contractors 

and subcontractors we may use.  The consequences stated 

in this Drug-Free Policy will apply to anyone who violates the 

Policy. 
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The Company holds all employees accountable in terms of 

substance use but also supports getting help for employees.  

Employees who come forward voluntarily to identify that they 

have a substance problem will receive Company support 

and assistance.  However, if an employee has a substance 

problem and does not come forward, and the employee then 

tests positive for drug or alcohol use in violation of this 

Policy, the Company may terminate employment for violation 

of this work rule.  Employees whose jobs are subject to any 

special law or regulation may face additional requirements in 

terms of substance use.  Other consequences that apply to 

all employees who violate this Policy are spelled out within 

this document. 

 

This program will go into effect within 30 days of the 

announcement of our Drug-Free Program and this new 

Policy that describes our Drug-Free Program.  Our Policy 

covers five key parts of the Company’s program.  The five 

parts are: 
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• A written policy that clearly spells out the program 

rules and how everyone benefits. 

• Annual substance awareness education for all 

employees via handouts, paycheck stuffers or 

training. 

• Training for supervisors regarding their roles and 

responsibilities. 

• Drug and alcohol testing, the most effective way to 

change harmful behaviors related to substance 

use. 

• Employee assistance. 

 

Employees will have the opportunity to receive information 

about how substance use is a problem affecting the 

workplace.  You will learn the signs and symptoms, dangers 

of use, and how and where to get help for yourselves and 

your families. Human Resources will be the Drug-Free 

Workplace Program Administrator, so everyone knows who 

to go to for information or help.   
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The Administrator will be responsible for arranging drug and 

alcohol testing, as needed, and will have a list of places that 

employees can turn to for help for themselves and/or their 

families.  The Administrator will also arrange to utilize 

knowledgeable presenters to educate our employees about 

substance use. 

 

Protection for Employees 

This program is designed to protect employees from the 

behaviors of substance users.  Some of the protections built 

into the program are: 

• Employee records like testing results and referrals 

for help will be kept confidential.  Information will 

be on a need-to-know basis.  Any violation of 

confidentiality rights is subject to disciplinary 

action up to and including termination of 

employment. 

• We’re committed to employees who have a 

substance problem getting help.   
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• Each situation will be reviewed individually.  

Employee assistance is available for employees 

and their families.  A list of resources is available 

through our Drug-Free Workplace Program 

Administrator.  We want you to come forward it 

you have a substance problem and not wait.  If 

you test positive, you’re risking losing your job.  

We don’t want that to happen. 

• All supervisors will be trained in their duties related 

to testing before this program begins.  

• All employees will receive awareness education 

periodically to help identify problems and learn 

where they can go for help. 

• Collection of urine specimens and breath testing 

will be done at a local clinic, and urine drug test 

specimens will be analyzed by a laboratory 

certified by the federal government.  
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• These labs use the highest level of care in 

ensuring that results are accurate, and the 

process that’s used is 100% accurate in detecting 

that the substances that the Company is 

concerned about are present in the employee in 

sufficient quantity to lead to behaviors that may 

hurt the person or other employees.  The lab will 

work closely with our local clinic to ensure fairness 

and accuracy of every test, and we also have a 

Medical Review Officer (called an MRO), a trained 

physician responsible for checking whether there’s 

a valid reason for the presence of the substance in 

the employee’s system.  The MRO is an expert in 

drugs and alcohol.  When the MRO receives 

positive test results, the MRO will contact the 

employee and any appropriate health care 

provider to determine whether there is a valid 

reason for the presence of the drug in the person’s 

system.   



		

	 94	

 
 

• The testing program consists of an initial 

screening test.  If the initial results are positive, 

then a second test is used.  Cut-off levels for each 

drug and for alcohol are established for what will 

be considered a positive test.  These levels show 

that the employee didn’t just have a little of the 

substance in his or her system but enough to 

affect workplace safety and the ability to do the 

job.  These cut-off levels come from federal 

guidelines and are fair for all employees. 

 

Employee Awareness Education 

 

Every employee will receive a copy of our written Policy, and 

everyone will be expected to sign that they received it.  

Periodically, we will have a qualified person explain why and 

how substance use is a workplace problem, the effects, 

signs/symptoms of use, effects of commonly used drugs in 

the workplace, and how to get help.   
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New employees will hear about the program during 

orientation and will receive a copy of the written policy. 

 

Supervisor Training 

 

Supervisors will be trained to recognize substance problems 

that may endanger the employee and others as well as 

violate this Policy.  Supervisors will be trained about testing 

responsibilities, how to recognize behaviors that 

demonstrate an alcohol/drug problem and how to make 

referrals for help. 
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Drug and Alcohol Testing 

 

Testing will be used to detect problems, get employees not 

to use substances in a way that they violate our Policy and 

then allow us to take appropriate action to correct the 

situation.  In addition to alcohol, the drugs that we are testing 

for include: 

 

Amphetamines 

(speed, uppers) 

Phencyclidine 

(PCP, “angel 

dust” 

Cocaine (including 

crack cocaine) 

Marijuana Opiates MDMA 

Heroin Barbiturates Benzodiazepines 

Oxycodone Propoxyphene Methadone 
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Employee Assistance 

 

The Company believes in offering assistance to employees 

with a substance problem.  We don’t have a rehabilitation 

program and can’t afford to pay for someone to attend a 

program, but we are supportive of employees taking action 

on their own behalf to address a substance problem.  We 

have a list of local community resources to give to 

employees who come forward voluntarily to seek help.  The 

Unions and Health Insurance carriers also provide 

information regarding resources. The list provides places to 

go for an assessment and for treatment.  When an employee 

has a substance problem, we’ll meet with the employee to 

discuss the problem and any violation of this Policy.  The 

Company reserves the right to terminate based on a second 

positive test. 
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Employees will be tested for the presence of drugs in the 

urine and/or alcohol on the breath under any and/or all of the 

conditions outlined below: 

 

Post-Offer, Pre-Employment  

Medical Examination & Drug Testing 

 

As part of the Company’s employment procedures, all 

applicants will be required to undergo a post-offer, pre-

employment drug screen/test that is conducted by a 

contractor designated by the Company.  Any offer of 

employment is dependent upon satisfactory completion of 

this screening, and the determination by the Company and 

its Medical Review Officer that the person is capable of 

performing the responsibilities of the position that has been 

offered. 
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Reasonable Suspicion Testing 

 

Reasonable suspicion testing will occur when management 

has reason to suspect that an employee may be in violation 

of this Policy.  The suspicion will be documented in writing 

prior to the release of the test findings.  Reasonable 

suspicion testing will only occur with the concurrence of 

another Manager or Supervisor.  A reasonable suspicion test 

may occur based on: 

1. Observed behavior, such as direct observation of 

drug/alcohol use or possession and/or physical 

symptoms of drug and/or alcohol use; 

2. A pattern of abnormal conduct or erratic behavior; 

3. Arrest or conviction for drug-related offense, or 

identification of an employee as the focus of a criminal 

investigation into illegal drug possession, use, or 

trafficking.  The employee is responsible for notification 

of the Company, within five (5) working days, of any 

drug-related conviction; 
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4. Information provided either by reliable and credible 

sources or independently corroborated regarding an 

employee’s substance use; or 

5. Newly discovered evidence that the employee has 

tampered with a previous drug or alcohol test. 

 

Reasonable suspicion testing does not require certainty but 

mere “hunches” are not sufficient to justify testing.  To 

prevent this, all managers/supervisors will be trained to 

recognized drug and alcohol-related signs and symptoms.  

Testing may be for drugs or alcohol or both. 

 

Post-Accident Testing 

 

Post-accident testing will be conducted whenever an 

accident occurs, regardless of whether there’s an injury.   
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We consider an accident an unplanned, unexpected or 

unintended event that occurs on our property, during the 

conduct of our business, or during working hours, or which 

involves one of our motor vehicles or motor vehicles that are 

used in conducting company business, or is within the scope 

of employment, and which results in any of the following: 

1. A fatality of anyone involved in the accident; 

2. Bodily injury to the employee and/or another person 

that requires off-site urgent care medical attention away 

from the Company’s place of employment; 

3. Vehicular or fork lift damage in apparent excess of 

$2000.00; or 

4. Non-vehicular damage in apparent excess of $2000.00. 

When such an accident results in one of the situations 

above, any employee who may have contributed to the 

accident will be tested for drugs or alcohol use or both. 
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Drug and/or Alcohol Testing after an Accident 

 

Urine specimen collection (for drugs) or breath/saliva (for 

alcohol) is to occur as quickly as possible after a need to test 

has been determined.  At no time will a urine specimen be 

collected after 32 hours from the time of an employment-

related incident.  Breath or saliva alcohol testing will be 

performed as quickly as possible, but no later than eight 

hours after the incident, or it will be documented but not 

performed.  If the employee responsible for an employment-

related accident is injured, it is a condition of employment 

that the employee grants the company the right to request 

that attending medical personnel obtain appropriate 

specimens (breath, urine and/or blood) for the purpose of 

conducting alcohol and/or drug testing.   
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Further, all employees grant the Company access to any 

and all other medical information that may be relevant in 

conducting a complete and thorough investigation of the 

work-related accident including a full medical report from the 

examining physician(s) or other health care providers.  A 

signed consent to testing form is considered a condition of 

employment.  Management reserves the right to determine 

who may have caused or contributed to a work-related 

accident and may choose not to test after minor accidents if 

there is no violation of a safety or work rule, minor damage 

and/or injuries and no reasonable suspicion. 

 

Follow up Testing After  

Return-to-Duty from Assessment or Treatment 

 

This testing will occur during or after an employee has 

successfully completed treatment.  A negative return-to-duty 

test is required before the employee will be allowed to return 

to work.   
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If the employee fails this test, this will lead to termination of 

employment. Once an employee passes the drug and/or 

alcohol test and returns to work, management may choose 

to do additional unannounced tests for as long as we deem 

necessary. Any employee with a second positive test result 

will be terminated. 

 

Random Drug Testing 

 

Random drug testing is not currently a part of the Casper 

Colosimo & Son, Inc. drug/alcohol testing program for 

employees. However, CDL drivers are required by D.O.T. 

regulations to be screened randomly.  A non-company 

testing organization uses computer software that ensures a 

truly random selection process in which all employees in the 

testing pool have an equal statistical likelihood of being 

selected for testing.   
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When the next random draw is conducted, all employees are 

again included in the pool with an equal chance of selection, 

regardless of whether an employee was previously selected.  

Random testing is designed to deter drug use in violation of 

the Policy and ensure that we maintain confidence in our 

employees’ abilities to perform their duties.  The Company 

has contracted with an outside vendor to perform the 

periodic selection of employees for inclusion in the random 

testing pools.  The contractor selects employees at random 

for drug testing at any time during each calendar year.  The 

Company will provide employee identification numbers to be 

used in the random selection drawings.  The contractor will, 

in turn, furnish the Company with a list of individuals to be 

tested at the beginning of each selection period.  It shall be 

the responsibility of the individual employee to provide a 

urine specimen for drug testing.  An employee’s failure to 

comply with the request for a specimen for random testing 

will result in termination of employment. 
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Substances to be Tested for and Methods of Testing 

  

The procedure that we’re relying on is called systems 

presence testing.  This is how qualified testing professionals 

identify the presence of one or more of prohibited controlled 

substances or alcohol that may be present in the employee.  

There is an initial screening test.  If it is negative, then a 

negative test is declared.  It the initial test is positive (comes 

in at or higher than the cut-off level), a second test called a 

“confirmatory” test is done.  This is a different test and is 

considered 100% accurate by experts and in court.  Cut-off 

levels are standards that have been established for each of 

the tested drugs after years of research.  These levels will be 

used to interpret all drug screens/tests, whether for a pre-

employment examination, reasonable suspicion test, post-

accident test or follow up test. 
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Breath alcohol testing will be conducted by a medical clinic 

that uses only certified equipment and personnel.  Breath 

alcohol concentrations exceeding .04 will be considered a 

verified positive result.  In the event of an accident where 

“whole blood” alcohol drawn at a medical treatment facility, a 

result equal to or greater than .04 shall be considered to be 

a verified positive result.  An Evidentiary Breath Test (EBT) 

will typically be used to confirm any initial positive test result.  

The Company also reserves the right to add or delete 

substances on the list mentioned, especially if mandated by 

changes in existing Federal, State or local regulations or law. 

 

An employee who adulterates, attempts to adulterate or 

substitutes a specimen or otherwise manipulates the testing 

process will be terminated.  A refusal to produce/provide a 

specimen is considered a positive test unless there’s a 

verifiable medical reason that the specimen could not be 

produced. 
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Specimen Collection Procedure 

 

Urine specimens and breath testing will be conducted by 

trained collection personnel who meet standards for urine 

collection and breath alcohol testing.  Confidentiality is 

required from our collection sites and labs.  Employees are 

permitted to provide urine specimens in private, but subject 

to strict scrutiny by collection personnel so as to avoid any 

alteration or substitution of the specimen. 

 

Breath alcohol testing will likewise be done in an area that 

affords the individual privacy.  In all cases there will only be 

one individual tested at a time.  Failure to appear for testing 

when scheduled shall be considered refusal to participate in 

testing and will subject employee to the range of disciplinary 

actions, including dismissal, and an applicant to the 

cancellation of an offer of employment.  A monitored urine 

collection will only occur if there are grounds for suspecting 

manipulation of the testing process. 
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Review of Test Results  

 

To ensure that every employee who is tested is treated fairly, 

we have hired a Medical Review Officer (“MRO”), Dr. 
Mathews Mueller of On Demand Drug Testing and Work 
Solutions.  The MRO is a doctor with a specialized 

knowledge of substance abuse disorders and will be able to 

determine whether there are any valid reasons for the 

presence in the employee’s system of the substance that 

was tested positive. 
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Employee’s Rights When There’s a Positive Test Result 

 

An employee who tests positive under this Policy will be 

given an opportunity to explain the findings to the MRO prior 

to the issuance of a positive test result to the Company.  

Upon receipt of a confirmed positive finding, the MRO will 

attempt to contact the employee by telephone or in person.  

If contact is made by the MRO, the employee will be 

informed of the positive finding and given an opportunity to 

rebut or explain the findings.  The MRO can request 

information on recent medical history and on medications 

taken within the last thirty days by the employee.   
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If the MRO finds support in the explanation offered by the 

employee, the employee may be asked to provide 

documentary evidence to support the employee’s position 

(for example, the names of treating physicians, pharmacies 

where prescriptions have been filled, etc.).  A failure on the 

part of the employee to provide such documentary evidence 

will result in the issuance of a positive report by the MRO 

with no attendant medical explanation. 

 

Report of Results 

 

All test results will be reported to the MRO prior to the results 

being issued to the company.  The MRO will receive a 

detailed report of the findings of the analysis from the testing 

laboratory.  Each substance tested for will be listed along 

with the results of the testing.  The company will receive a 

summary report, and this report will indicate that the 

employee passed or failed the test.   
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All of these procedures are intended to be consistent with 

the most current guidelines for Medical Review Officers, 

published by the Federal Department of Health and Human 

Services. 

 

Storage of Test Results and Right to Review Test Results 

 

All records of drug/alcohol testing will be stored separately 

and apart from the employee’s general personnel 

documents.  These records shall be maintained under lock 

and key at all times.  Access is limited to designated 

company officials.  The information contained in these files 

shall be utilized only to properly administer this Policy and to 

provide to certifying agencies for review as required by law.  

Designated company employees that shall have access to 

these records are charged with the responsibility of 

maintaining the confidentiality of these records.  Any breach 

of confidentiality with regard to these records may be an 

offense resulting in termination of employment.   
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Any employees tested under this Policy have the right to 

review and/or receive a copy of their own test results.  Any 

employee may request, by means of a written request 

signed by the employee, a copy of the test results.  The 

company will use its best efforts to promptly comply with this 

request and will issue to the employee a copy of the results 

personally or by U.S. Certified Mail, Return Receipt 

Requested. 

 
Positive Test Results  

 

Employees who are found to have a confirmed positive drug 

or alcohol test will be immediately taken off safety-sensitive 

duties and are subject to discipline but will be afforded a 

one- time chance for rehabilitation provided by the 

employee’s medical insurance plan. 
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Termination Notice  

 

In those cases where substance testing results in the 

termination of employment, all termination notices will list 

“misconduct” as the reason.  Termination shall be deemed 

“for cause”. 

 

Inspection of Property  
Packages or bags you carry into or out of work may be 

inspected by any supervisor at any time. You are 

discouraged from bringing large or valuable personal items 

to work. The Company is not responsible for any loss or theft 

of personal items. You are also advised to place any 

personal items in the trunk of your vehicle during work hours.  
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As part of a Company investigation of possible violations of a 

policy, it may be necessary for Company vehicle, work 

areas, lockers, desks or cabinets to be searched on 

occasion. These are the property of the Company and, as 

such, we reserve the right to search them with or without 

advance notice. You should have no expectation of privacy.  

First Aid  
In the event of a life threatening emergency, call 911. If an 

accident or illness should occur, no matter how slight, notify 

your manager or supervisor immediately so that appropriate 

medical treatment can be administered. With the number of 

reported cases of blood borne pathogens continuing to rise, 

it is imperative that employees take extreme care in case of 

an accident, both on and off the job.   
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The transfer of any body fluid (blood, saliva, urine, etc.) may 

pass on a blood borne pathogen. Use caution to avoid 

contact with these body fluids. Each first aid kit contains 

plastic gloves, please be sure to use them. If this is not 

possible, use a strong disinfectant to clean up afterwards.  

On the job injuries will be handled in accordance with 

Workers’ Compensation laws. Any employee who is injured 

while on the job must notify the Human Resource 

Department immediately to be eligible for coverage provided 

under our Workers’ Compensation policy. As part of our 

Drug Free Work Place program, you may also be required to 

submit to drug testing if you are injured on the job.  

Fitness for Duty  
All employees are expected to be physically and mentally fit 

to perform their jobs in a safe manner at all times. If you are 

not able to perform your job or you are taking any medication 

that might affect your ability to do your job, you are to inform 

you supervisor immediately.  
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If a supervisor believes you are not fit to perform your duties, 

you may be sent home, relieved of certain duties, assigned 

to different duties, assigned to light duty, requested to take a 

medical examination (which may include a drug/alcohol test), 

or asked for an explanation.  

Any employee who refuses to cooperate with a 

determination of whether he or she is fit for duty will be 

subject to corrective action, up to and including termination.  

This policy will be interpreted and applied so as to conform 

to applicable law, including the American with Disabilities 

Act.  

Light Duty  
When you return to work after an injury, you may be offered 

light duty status during a limited temporary physical 

impairment.  
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Your supervisor will work with Human Resources to create a 

“Task & Duty List” of activities you may perform within 

capabilities and the restrictions documented by your 

physician. We reserve the right to approve each employee 

for light duty status and to determine how many employees 

may work at this level at one time.  

Use of Company Vehicle  
The company provides company-owned vehicles to those 

employees requiring transportation in the course of their 

normal workday. This policy has been developed in 

accordance with insurance industry practice to protect the 

safety of our employees and the general public. The 

following guidelines must be followed at all times by all 

employees operating company-owned vehicles.  
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An employee’s failure to abide by any of the following 

requirements will lead to disciplinary action, up to and 

including termination: 

Driver Guidelines and Reporting Requirements  

• Personal use of any Company vehicle or 

equipment is expressly prohibited unless you 

receive advanced permission from a Company 

officer.  

• Employees may not drive company-owned 

vehicles without the express permission of 

management. Additionally, an employee who has 

been authorized to drive a Company owned-

vehicle is not permitted to ride another individual, 

including another employee (unless for business-

related purposes), a friend or a family member in 

their assigned vehicle.  
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• Further, an employee who has been authorized to 

drive a company-owned vehicle is never permitted 

to “loan” their company-assigned vehicle to 

another driver, including another employee, a 

friend or a family member.  

• Employees whose positions require driving for 

business as a condition of employment must be 

able to meet the driver approval standards set 

forth in this Policy. Together with our insurance 

provider, we routinely obtain Motor Vehicle 

Reports on our employees. Decisions regarding 

insurance coverage of an employee are made 

based on the information contained in these 

reports.  
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• Should information contained in an employee’s 

Motor Vehicle Report indicate what the Company 

and/or our insurance provider consider to be 

“excessive” violations, this employee will not be 

permitted to operate Company vehicles. Motor 

Vehicle Reports will be reviewed periodically, and 

employees will be notified of changing affecting 

their coverage.  

• Employees must have a valid and current driver’s 

license to operate a Company vehicle or a 

personal vehicle with current auto insurance used 

on a Company business. Any employee assigned 

a Company vehicle who has a driver’s license 

revoked or suspended shall immediately notify 

their supervisor by 9:00 am eastern time the next 

business day and immediately discontinue 

operation of the Company vehicle.  
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Drivers must also report all ticket violations 

received during the operation of a Company 

vehicle or while driving a personal vehicle on 

Company business.  

• All employees with CDLs must comply with all 

necessary requirements, notifications and medical 

status.  

• Employees assigned a specific vehicle are 

responsible for the safe operation and cleanliness 

of the vehicle. Damages to a Company vehicle by 

theft, breakdown or mechanical problem must be 

reported to your supervisor. Drivers are 

responsible for assuring that their assigned 

vehicles meet all legal standards for insurance, 

maintenance and safety. Company-assigned 

vehicles are subject to unannounced, random 

inspections by management.  
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• Employees must report any accident involving 

their assigned vehicle to their supervisor 

immediately. This includes all accidents whether 

or not another vehicle was involved and 

regardless of the extent of damage or lack of 

injuries. Accidents in personal vehicles while on 

Company business must follow these same 

accident procedures. A Vehicle Accident Report 

must be completed immediately (from the scene, 

during the same day, or as soon as practicable if 

immediate or same-day reporting is not possible). 

The completed Form should be given to your 

supervisor within 24 hours of the accident.  Once 

the accident is reported, the employee will be 

advised by his or her supervisor what steps must 

be taken to have the Company vehicle repaired.  

The employee will then be responsible for seeing 

that the Company vehicle is repaired within sixty 

(60) days.   
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Employees are expected to cooperate fully with 

authorities in the event of an accident without 

making any statements other than replying to the 

questions of investigating officers.  Accidents 

involving the employee’s personal injury must be 

reported to the supervisor for workers’ 

compensation purposes.  

• The Company is not responsible for any damage 

to employee’s personal cars while on Company 

business. We are also not liable for any property 

damage or personal injuries incurred by third 

parties as a result of your operation of a motor 

vehicle. 
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Driver Safety Rules 

• The use of Company vehicles or personal vehicles 

for Company business while under the influence of 

alcohol, intoxicants, illegal drugs, or other drugs 

(which could impair driving ability) is forbidden and 

is sufficient cause for discipline, up to and 

including termination of employment.  

• With the exception listed in the Hands-Free Cell 

Phone Section of this handbook, cellular phones, 

including texting, are never to be used while 

driving. If an employee receives a motor vehicle 

citation and fine for using a cell phone while 

driving, the employee is solely responsible for the 

payment of the fine.  

• Because motor vehicle accidents represent one of 

the largest groups of occupational fatalities, 

employees driving company-owned vehicles must 

exercise due diligence to drive safely by:  
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a) following all traffic laws and b) avoiding  

distractions while driving (such as eating or 

drinking; adjusting radio or temperature controls; 

focusing attention towards objects, persons or 

events outside the vehicle; putting on makeup; 

etc.)  

• Employees are not permitted under any 

circumstances to operate a Company vehicle 

when a physical or mental impairment may cause 

the employee to drive unsafely. This prohibition 

includes circumstances in which the employee is 

temporarily unable to operate a vehicle safely or 

legally because of illness or injury, medication, 

fatigue, intoxication or while under the influence of 

illegal drugs.  

• Seat belts must be worn at all times, even if air 

bags are available.  
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• Drivers are responsible for the security of 

Company vehicles assigned to them. The vehicle 

engine must be shut off, ignition key removed, and 

vehicle doors locked whenever the vehicle is left 

unattended.  

• All federal, state, and local laws, including speed 

limits, must be obeyed at all times. 

 

Hands Free Cell Phone  
Drivers of CMVs are prohibited by federal law from using 

handheld cell phones while operating a CMV. CMV drivers 

who violate this law face civil penalties and loss of their CMV 

license. In addition, it is a safety hazard for an employee 

operating any motor vehicle to do so while using a hand held 

cell phone. Therefore, all employees, including employees 

who are not CMV drivers, are specifically prohibited from 

using a hand-held cell phone while driving any vehicle for the 

Company.  
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Employees are only permitted to use hands free cell phones 

devices while operating a motor vehicle. Examples of hands 

free cell phones are: 1) a wireless earpiece (Bluetooth); 2) 

the speakerphone function of a mobile telephone; or 3) a 

wireless connection of the mobile telephone to the vehicle 

for hand-free operation which would allow the use of the 

single-button controls on the steering wheel or dashboard.  

Drivers are not permitted to reach more than an arm’s length 

for a mobile telephone even if he or she intends to use the 

hands-free function. If the mobile phone is not close to the 

driver and operable while the driver is restrained by the 

properly installed and adjusted seatbelt, then the driver is 

considered to be reaching for the mobile phone.  

Personal Cell Phone Use  
All personal cell phone use should be limited to break times.  
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This includes phone calls and messaging such as texting. In 

the event of an emergency, notify your supervisor to get 

permission to leave the work area to address the 

emergency.  

Under no circumstances are employees to use a mobile 

phone or other communication device while operating any 

Company vehicle or while on Company business in your 

personal vehicle.  

Life-Threatening Illnesses in the Workplace  
Employees with life-threatening illnesses, such as cancer 

and heart disease, often wish to continue their normal 

pursuits, including work, to the extent allowed by their 

condition. The Company supports these endeavors as long 

as employees are able to meet acceptable performance 

standards.  
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Medical information on individual employees is treated 

confidentially. The Company will take reasonable 

precautions to protect such information from inappropriate 

disclosure. Managers and other employees have a 

responsibility to respect and maintain the confidentiality of 

employee medical information. Anyone inappropriately 

disclosing such information is subject to disciplinary action, 

up to and including termination of employment.  

Employees with questions or concerns about life-threatening 

illnesses are encouraged to contact the Human Resource 

Department for information and referral to appropriate 

service and resources.   

Visitors  
All visitors, including family and friends of an employee, must 

enter the building through the main entrance, check in at the 

receptionist desk and be escorted by an authorized 

Company representative.  
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Inclement Weather  
The Company is committed to opening our operations each 

business day to provide quality service and products to our 

customers. Unfortunately, snow, ice, flood, storm or other 

emergencies can make the commute to work more difficult 

and time-consuming. During bad weather, please plan 

ahead and allow sufficient time for a safe trip to work.  

In rare instances, under severe conditions, it may be 

impossible to get to our facilities and/or job sites. If we 

decide to open later than normal or close operations for the 

entire day, you will be contacted. Decisions do not apply to 

all locations. If you elect not to report to work when the 

Company is open for business on days of severe weather, 

you must apply any earned but unused vacation time.  

If we close operations early on any business day, 

management will communicate this to all employees. 

Payment for such lost time will be made at the sole 

discretion of the Company for non-exempt employees. 
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Exempt employees pay in such circumstances will be as 

permitted under the Fair Labor Standard Act and at the 

discretion of Company management.  
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Leaving the Company 
We hope that you enjoy ongoing success and satisfaction as 

an employee of the Company. However, this section outlines 

what to expect if you have to leave the Company.  

Termination of Employment  
At the Company, we strive to hire the best employees. It 

takes the organization time to review applications, interview 

candidates and to identify the best applicants for the job. 

Employees desiring to terminate their employment 

relationship with the Company are expected to notify the 

Company at least two weeks in advance of their intended 

termination. Such notice should be given in writing to the 

employee’s supervisor. Not providing at least two weeks 

written notice will have an impact on certain benefits that 

may have been due to the employee upon separation.  
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The most common reasons for termination include:  

Resignation – an employee chooses to leave the Company 

voluntarily.  

Discharge- employment termination is initiated by the 

Company. 

Layoff – involuntary employment termination initiated by the 

Company for non-disciplinary reasons.  

Medical Termination – employment termination initiated by 

the employee or the Company when he or she is unable, for 

health reasons, to continue working.  

Retirement- voluntary retirement from active employment 

status initiated by the employee. 
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We provide an exit interview form to employees when they 

terminate. This form gives the employee an opportunity to 

discuss issues such as employee benefits, conversion 

privileges, the repayment of outstanding debts and returning 

Company property. Suggestions, complaints and questions 

can also be voiced.  

Return of Company Property  
Any Company property issued to employees, such as cell 

phones, computer equipment, keys, and Company credit 

cards must be returned to the Company on or before the last 

day of work. Additionally, any outstanding loans or accounts 

receivable balances must be paid before the last day of 

work. Employees will be responsible for any lost or damaged 

items.  
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Rehire Policy 
Depending on the circumstances, the Company may 

consider a former employee for re-employment.  The 

Company’s Executive Vice President must approve all re-

employment decisions.  Such applicants are subject to the 

usual pre-employment procedures.  To be considered, an 

applicant must have been in good standing at the time of his 

or her previous termination of employment.  
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Acknowledgement   

Employee Policies Acknowledgement  

I acknowledge that I have received a copy of the Company’s 

Employment Policies and I do commit to read and follow 

these polices.  

I am aware that if, at any time, I have questions regarding 

the Company policies, I should direct them to my manager or 

the Human Resource Department.  

I know that Company policies and other related documents 

do not form a contract of employment and are not a 

guarantee by the Company of the conditions and benefits 

that are described within them. Nevertheless, the provisions 

of such Company policies are incorporated into the 

acknowledgement, and I agree that I shall abide by its 

provisions.  
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I also am aware that the Company, at any time, may on 

reasonable notice, change, add, to, or delete from the 

provisions of the Company policies.  

 

_________________________________ 

Employee’s Printed Name  

_________________________________ 

Employee’s Signature 

_________________________________ 

Date  
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Anti-Harassment Policy and Acknowledgement  
The Company does not tolerate any form of unlawful 

harassment, including sexual harassment. Sexual 

harassment may include unwelcome sexual advances, 

requests for sexual favors or other unwelcome verbal or 

physical contact of a sexual nature when such conduct 

creates an offensive, hostile and intimidating working 

environment and prevents an individual from effectively 

performing the duties of their position. No employee or 

applicant should be subjected to unsolicited and unwelcome 

sexual overtures. Nor should any employee or applicant be 

led to believe that an employment opportunity or benefit 

would in any way depend upon “cooperation” of a sexual 

nature.  
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Other prohibited forms of harassment include jokes, verbal 

abuse and epithets, degrading comments, the display of 

objects and pictures and other offensive conduct relating to 

an individual’s race, religion, color, national origin, ancestry, 

handicap, mental condition, disability, marital status or age, 

all as defined and protected by applicable law.  

Any employee who feels that he or she has been the subject 

of harassment (or who has reason to believe that someone 

else has been the subject of harassment) has the obligation 

to notify his or her supervisor or Casper in oral or written 

form. The complainant is expected to provide information 

that the Company requests, including a detailed account of 

the incidents complained of, witness (if any), dates and other 

information considered relevant by the Company.   
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A prompt investigation of the matter will be made. All 

employees- whether complainant, witness or accused- are 

required to be truthful, accurate and cooperative during the 

Company investigations. Information obtained during the 

investigation will only be told to another on a need-to-know 

basis. As the reporting employee or a witness employee, the 

Company will not retaliate against you for prompting or 

participating in the investigation.  

Anyone who is found to have engaged in prohibited 

harassment will be subject to appropriate sanctions, which 

may include termination of employment, depending on the 

circumstances. No one should be presumed to be in 

violation because an investigation is being conducted. The 

Company will make its findings at the conclusion of the 

investigation.  
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It is the policy of the Company that no one will be retaliated 

against for making a complaint of harassment based upon 

an honest perception of the events of for cooperating in the 

investigation of a complaint. I acknowledge that I have 

received a copy of the Company Anti-Harassment Policy, 

that I understand the policy and do commit to follow it.  

 

_________________________________ 

Employee’s Printed Name 

________________________________   

      

Employee’s Signature  

________________________________   

Date  
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Family Medical Leave Policy Acknowledgement  
I acknowledge that I have received a copy of the Company 

Family Medical Leave Policy, in keeping with the Family 

Medical Leave Act (FMLA). 

I understand that, in order to be eligible for an FMLA leave, I 

must have been employed by the Company at least 12 

months, have worked 1,250 hours during the past 12 

months, and if at least 50 employees are employed by the 

employer within 75 miles of my work location. 

I understand that I must give the Company at least 30 days 

advance notice of the need to take FMLA leave when I know 

about the need for the leave in advance and it is possible 

and practical to do so. If 30 days’ notice is not possible or 

practical, I understand that I must provide notice as soon as 

possible and practical.  
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I am aware that if, at any time, I have questions regarding 

the FMLA policy I should direct them to my manager or the 

Human Resource Department or visit the U.S. Department of 

Labor’s website (www.wagehour.dol.gov)  

I also am aware that the Company at any time, may on 

reasonable notice, change, add to, or delete from the 

provision of the FMLA policy.  

 

_________________________________ 

Employee’s Printed Name  

_________________________________ 

Employee’s Signature  

_________________________________ 

Date  
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Drug Free Workplace Policy  
Signing this form acknowledges that the employee has 

received a copy of the Company’s Drug-Free Policy, has had 

the opportunity to discuss the Policy and have questions 

answered, and understands all of the provisions in the 

Policy.   

 

Although it reflects the Company’s current Policy regarding 

substance use, it may be necessary to make changes from 

time to time to best serve the needs of our organization.  

However, any changes deemed necessary will be made in 

writing, and the modified Policy will be shared with every 

employee. 

 

 

 

 

 

 



		

	 148	

 
 
By my signature below, I acknowledge that I have received a 

copy of the Drug-Free Policy of the Company.  I understand 

that it is my obligation to read, understand and comply with 

the procedures and provisions contained within this Policy. 

 

 

_________________________________ 

Employee’s Printed Name  

_________________________________ 

Employee’s Signature  

_________________________________ 

Date  
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Insubordination  
Insubordination is broadly defined as an unwillingness to 

submit to authority, either through an open refusal to obey 

an order, failure to carry out an order, or an attempt to 

undermine managerial authority. Insubordination is against 

Company policy and a violation of this policy can result in 

disciplinary action up to and including termination.  
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In the workplace, insubordination comes in many forms, 

such as:  

o Outright refusal to carry out an order 

o Actively challenging or criticizing a supervisor’s 

order 

o Interfering with management  

o Showing open disrespect towards a supervisor 

o Making threats 

o Using coercion or physical violence 

o Using abusive language 

o Making malicious statements 

o Ignoring instructions  

 

The Company believes that discipline is the appropriate 

response to insubordination. However, there are varying 

reasons for, and degrees of, rebellious or disrespectful 

behavior.  
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Before disciplinary action is taken, the Company will 

consider a number of factors for each individual case in 

order to decide upon a response or action that is appropriate 

to that particular situation. For example, if an order is 

inappropriate, or out of bounds, or if the employee has a 

legitimate reason for refusing to carry out an order, there 

may be some flexibility in interpreting the employee’s 

response.  

Even though employees are expected to adhere to direction 

from managers/supervisors/etc., there are some instances in 

which such a refusal is justified, including but not limited to 

the following:  

o Carrying out the order would endanger the health, 

welfare, or safety of the employee and/or other 

employees in the workplace.  

o Carrying out the order involves an illegal act 

o The order is accompanied by religious, racist, or 

sexist slurs 
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If an employee has a complaint about management 

behavior, they should follow the appropriate employee 

grievance process.  

By my signature below, I acknowledge that I have received a 

copy of the insubordination policy of the Company. I 

understand that is my obligation to read, understand and 

comply with the procedures and provisions contained within 

this policy.  

_________________________________ 

Employee’s Printed Name  

_________________________________ 

Employee’s Signature  

_________________________________ 

Date  
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Employee Conduct and Discipline  
All employees of the organization are required to adhere to 

the rules of conduct necessary for the organization’s 

operation. As in any organization, a code of conduct is 

necessary to establish and maintain a productive and 

respectful working atmosphere. Any employee conduct that 

interferes with the effective operation of the organization’s 

business is strictly prohibited. The performance standards 

listed below, and others that may be established from time to 

time, are not all-inclusive. Rather, they are published to 

provide a general understanding of what the organization 

considers to be unacceptable conduct. These performance 

standards are merely examples of types of misconduct for 

which employees may be disciplined or dismissed. The 

organization may impose disciplinary action in those 

instances where management decides such action is 

appropriate.  
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Disciplinary actions include, but are not limited to, oral 

warnings, written warnings, suspension, and discharge. The 

organization retains the right to determine what discipline will 

be imposed in each individual situation.  

Violations of any of the following performance standards 

may result in disciplinary action and/or immediate discharge.  

o Failure to refuse to follow the written or oral 

instructions of a supervisor or manager 

o Insubordination 

o Neglecting job duties and responsibilities  

o Engaging in unauthorized personal business 

during work hours  

o Falsifying or misrepresenting company or 

employment records 

o Discourtesy or rudeness in dealing with 

employees of the organization and/or 

representatives of our clients or prospects 
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o Failure to give proper notice when unable to report 

for or continue work as scheduled 

o Unexcused or excessive absenteeism  

o Theft, abuse, or misuse of company property, 

materials, or supplies 

o Unauthorized use of company properly, 

equipment, or supplies 

o Threatening, harassing, or inflicting bodily harm to 

fellow employees 

o Making false and malicious statements concerning 

employees of the organization  

o Intentionally discriminating against employees in 

violation of applicable laws and/or engaging in 

harassment of any employee 
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o Possession, use purchase, consumption, transfer, 

or sale of alcoholic beverages, controlled 

substances, or illegal drugs at any time during 

working hours, on company premises, or while 

representing the organization or reporting to work 

under the influence of alcohol, controlled 

substances, or illegal drugs.  

o Violating any company polices, rules, regulations, 

or practices.  
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By my signature below, I acknowledge that I have received a 

copy of the Employee Conduct and Discipline Policy of the 

Company. I understand that is my obligation to read, 

understand and comply with the procedures and provisions 

contained within this policy.  

 

_________________________________ 

Employee’s Printed Name  

_________________________________ 

Employee’s Signature  

_________________________________ 

Date  

 

 


