
 

 

 

 
 
 
 
 

EMPLOYEE HANDBOOK 
 

OF 
 

FOX ENTERPRISES, INC. 
 

 
Starting a new job is exciting, but at times it can be overwhelming. This Employee 

Handbook has been developed to help you get acquainted and answer many of your initial 
questions about how we do thing the Fox Way. 

 
As an employee of Fox Enterprises, Inc. (the “Company”), the importance of your 

contribution cannot be overstated. The Company's goal is to provide the finest quality 
services to customers and to do this more efficiently and economically than its 
competitors. By satisfying customers' needs they will continue to do business with the 
Company and will recommend the Company to others. 

 
You are an important part of this process; your work directly influences the 

Company's reputation. 
 
This Employee Handbook explains the Company's personnel policies. In an effort 

to be responsive to the needs of a growing organization, changes or additions to this 
Employee Handbook will be made when deemed necessary by the Company in its sole 
discretion. The Company will keep you informed when these changes are made. 

 
We are glad you have joined us, and we hope you will find your work to be both 

challenging and rewarding. 
 
 

Sincerely, 
 
 
 
Ed Chenault 



 

 

 

2 

TABLE OF CONTENTS 
 

 
 Page 
PURPOSE/PREFACE 4 
 
1. BEGINNING EMPLOYMENT    4-5 
 1.1 Personal Status Changes    4 
 1.2 Personal Appearance    5 
 1.3 Company Expectations    5 
 1.4 Employment At Will     6 
 
2. COMPENSATION      6-8 
 2.1 Working Hours     6-7 
 2.2 Lunch Break      7 
 2.3 Overtime Calculation    7-8 
 2.4 Pay Periods      8 
 2.5 Errors in Compensation    8 
 2.6 Scale Paid Jobs     8 
 
3. BENEFITS       9-14 
 3.1 Benefits      8 
 3.2 Other Benefits     8 
 3.3 Vacation      10-12 
  3.3.1 Statement of Policy    10 
  3.3.2 Eligibility     11 
  3.3.3 Procedures     11-12 
  3.3.4 Pay for Vacation Time   12 
  3.3.5 Vacation Scheduling   12 
 3.4 Part Time Employees    12 
 3.5 Holidays      13 
 3.6 Jury Duty      13 
 3.7 Bereavement Days     13 
 3.8 Military Leave     13 
 3.9 Workers Compensation    14 
 
4. GIFTS AND ENTERTAINMENT    14 
 
5. REQUIREMENTS OF EMPLOYMENT   14-29 
 5.1 General Rules of Conduct    14-15 
 5.2 General Rules     15-17 
 5.3 Discipline      17 
 5.4 Harassment and Discrimination Policy  18 
  5.4.1 Equal Employment Policy   18 
  5.4.2 Harassment     18 
  5.4.3 Sexual Harassment    19 
  5.4.4 Americans with Disabilities Act  19-20 



 

 

 

3 

  5.4.5 Pregnancy Accommodations  20 
  5.4.6 Confidentiality and Non-Retaliation 20 
  5.4.7 Affirmative Action Policy   21  
 5.5 Confidentiality     21-22 
 5.6 Social Media      22 
 5.7 Substance Abuse Policy    22-25 
 5.8 Non-fraternization     25 
 5.9 Family and Medical Leave Act   26-29 
 
6. HOUSEKEEPING       29 
 
7. ENDING EMPLOYMENT     29 

7.1 Termination      29 
           7.2 Exit Interview      29 
 
8. GENERAL INFORMATION    29-34 

8.1 Concealed Deadly Weapons Policy  29 
8.2 Time clock      29-30 
8.3 Punctuality and Attendance   30-31 
8.4 Media Contact and Inquiries   31 
8.5 Monitoring of Computer, Email, Internet  
 And Phone Usage     31-32 
8.6 Visitors      32 
8.7 Miscellaneous     32 

8.7.1 Amendments     32 
8.7.2 Security Inspections    32-33 
8.7.3 Care of Equipment    33 
8.7.4 Correspondence    33 
8.7.5 Telephone Procedures   33-34 
8.7.6 Outside Employment   34 
8.7.7 Customer and Public Relations  34 
8.7.8 Safety Statement/Policy (PPE)  34 
8.7.9 Section and Other Headings  35 
 

9.        ADDENDUM       35 
                     9.1    Drive Time Policy                                       35 
                     9.2    Miscellaneous Policies   35 
 
HANDBOOK ACKNOWLEDGMENT    36 

 
 
 
 
 
 
 
 



 

 

 

4 

 
PURPOSE/PREFACE 

 
This Employee Handbook is a general information booklet for employees working 

for Fox Enterprises, Inc. (the "Company"). It is written to help you understand the policies 
and procedures that affect you as an employee. It is the employee’s obligation to read 
through it carefully.  Employees who do not comply with the Employee policies and 
procedures set forth in this Employee Handbook may be subject to disciplinary action up 
to and including termination of employment.   

 
THIS HANDBOOK DOES NOT CONFER ANY CONTRACTUAL RIGHT 

EXPRESS OR IMPLIED, REGARDING YOUR CONTINUED EMPLOYMENT WITH THE 
COMPANY, NOR DOES THIS EMPLOYEE HANDBOOK CREATE ANY CONTRACT 
RELATED TO ANY POLICY, PROCEDURE OR BENEFIT BETWEEN YOU AND THE 
COMPANY. YOUR EMPLOYMENT IS "AT-WILL"; this means that both the Company 
and the employee have the right to terminate employment at any time with or without 
cause. Nothing in this Employee Handbook or any oral or written representation by any 
employee, official, manager, or foreman, of the Company shall be construed as a contract 
of employment, unless the Company's management and owners sign a written contract 
of employment. Although this Employee Handbook is intended to standardize most 
policies and procedures that affect employees, there may be individual circumstances in 
which, in the Company’s discretion, will cause the company to deviate from stated policy.  

 
The information provided in this Employee Handbook is general in nature; it is 

obviously not possible to anticipate all situations that could arise or provide information 
that answers every possible question and it does not represent the entire policies of the 
Company but is designed to give guidance to many essential Company personnel 
policies. It is possible that interpretations may change from time to time. This Employee 
Handbook should be used as a guide, and the Company reserves the right to amend, 
discontinue, or supplement any policy, practice, or benefit plan when deemed necessary 
in whole or in part, at any time, with or without notice. Final decisions regarding the 
interpretation and administration of policies summarized in this Employee Handbook are 
solely the right and responsibility of the Company. 

 
1. BEGINNING EMPLOYMENT 

 
1.1 PERSONAL STATUS CHANGES  

 
The accuracy of personnel records is essential for the proper handling of several 

things. The Company relies on these records to give us correct personal information about 
you, such as emergency notifications to your family, income tax deductions, coverage by 
insurance, etc. Therefore, you must promptly report any changes in address, dependents, 
marital status, or military status to a manager of the Company. 
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1.2 PERSONAL APPEARANCE  
 

The Company expects its employees to dress appropriately to reflect favorably on 
the Company's image. If you work in the Company's office, you are expected to wear 
attire that is generally acceptable in a business and professional environment. For 
employees in direct contact with customers, personal appearance is of the utmost 
importance in portraying the professional image desired by the Company. Management 
reserves the right to monitor and determine the appropriateness of employees' attire. If 
the Company determines an employee's dress attire is unsuitable, he or she will be asked 
to leave work and return with suitable attire. Non-exempt employees' pay will be docked 
for time away from work to change to suitable attire. 

 
Managers, foremen, and employees that are working outside must dress 

appropriately for the weather and work conditions while maintaining a professional 
appearance.  Solid color shirts in company colors and khaki pants are recommended for 
project managers.  Field laborers are to wear safety vests and t-shirts provided by the 
company.  No jeans or t-shirts with holes or any logo’s, messages, pictures or other writing 
are permitted.  All shirts should be tucked in.  Belts are required and no underwear may 
show.  No jewelry other than wedding rings may be worn.  All hats/caps require approval 
of the owners or project manager and may not bear any offensive messages or pictures. 

 
1.3 COMPANY EXPECTATIONS  

 
Each employee has certain responsibilities to the Company and his or her fellow 

employees. It is the responsibility of all employees to do their job to the best of their ability. 
The managers of the Company have the responsibility of helping their employees in their 
performance, progress, and growth. 

 
In order to perform your job effectively, there are other obligations required of 

each employee. These include: 
 
 Good safety practice and performance 
 Quality work 
 Cooperation with fellow employees 
 Regular attendance 
 
The Company expects all employees to use a commonsense approach to their 

jobs. The Company's policies are set up with employee safety and protection in mind. In 
areas such as safety, health precautions, security, production, waste control, etc., the 
Company expects to have full support and respect from each employee. 
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1.4  EMPLOYMENT AT WILL 
 

THE EMPLOYEE'S EMPLOYMENT WITH THE COMPANY IS AT WILL, 
VOLUNTARILY ENTERED INTO, AND THE EMPLOYEE IS FREE TO RESIGN AT ANY 
TIME, WITH OR WITHOUT CAUSE. SIMILARLY, THE COMPANY MAY TERMINATE 
THE EMPLOYMENT RELATIONSHIP AT WILL AT ANY TIME, WITH OR WITHOUT 
NOTICE OR CAUSE. 

 

2. COMPENSATION 
 
 2.1 WORKING HOURS 
 

For office staff, the general, normal workday and workweek are eight hours and 
40 hours, respectively.  The workday begins at 8:00 a.m. and the workday ends at 5:00 
p.m.; for all other employees, the starting times, ending times and hours will vary 
depending upon the job site and shall be set by the Company.   

 
For project managers, foremen, shop coordinator and mechanics from March 

through December (“in season”) the workday begins at 6:00 a.m. and continues until work 
is completed for that day, as determined by the project manager or owners.  During in 
season, crew leaders and field laborers shall be on-site and ready to work at 6:30 a.m. 
and continue until work is completed for that day, as determined by the project manager 
or owners.  No employee is authorized to begin work and clock in prior to their start time 
without permission from the project manager.  During in season, all foremen and field 
employees should expect to work Saturdays and be willing to travel.  Overnight travel will 
be posted on the Company’s weekly schedule.  If an employee is scheduled for an 
overnight, and for his or her own convenience declines the overnight stay, travel time, 
gas and mileage will not be paid.  Work between January and March is typically reserved 
for full-time, year-round employees. During that time, all remaining employees shall be 
on-site and ready to work when the project manager specifies. 

 
For all employees, the payroll week begins at 12:01 a.m. on Monday and ends at 

midnight on the following Sunday; however, said week may be adjusted by the Company 
and may therefore vary accordingly. Payroll checks are distributed during the week 
following the end of the pay period.  All employees will receive their checks by direct 
deposit.  The aforesaid are the general policies, and employees may be assigned to work 
hours that differ from the stated schedule and there also may be changes in the stated 
starting time, ending time, hours and payroll week in order to accommodate customers 
or business requirements. When practical, the Company will attempt to provide advance 
notice about any such changes in order to ensure that these needs are met. 

 
Saturdays are mandatory working days for all foremen, leads and field employees 

unless the day off is given by the project manager.  Any employee expected to work on a 
Saturday who does not show for work is considered a “no call, no show.” 

 
Employees must arrive on time and leave when scheduled to leave. No employee 

shall arrive for work or clock in prior to the scheduled start time unless requested to do 
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so by a Company manager. Also, no employee shall work later than the scheduled ending 
time or more than 40 hours unless specifically requested to do so by a Company manager 
or unless prior approval has been obtained from a Company manager. 

 
Payroll Corrections: All employees must notify their manager in writing of any 

errors in payroll.  (See the Company organizational chart to determine your manager). 
 
Payroll Daily Logs:   All project managers and foremen are responsible for filling 

out daily logs, our primary source for this will be the timesheet on your IPAD.  You may 
keep a paper log for backup purposes only. Project Managers and Foremen must record 
all time correctly on their IPAD and all field crew members will note their agreement with 
the hours recorded by signing on the IPAD.  The hours recorded should include the start 
time, drive time, lunch time, end time and per diem. 

  
Time Entry by iPad:  Effective 2018, Fox Enterprises will use electronic logs for 

timekeeping with iPad that are given to each crew, with the foremen being the primary 
operators. No customer, outside vendor or other employee may look at the foreman’s 
IPAD. It is the responsibility of the employee to make sure his time is recorded accurately 
each day. *See IPAD agreement in the addendum. 

 
Shop Time:  Employees must first obtain permission from the Shop Manager for 

work in the shop.  The Shop manager will oversee and approve all time and work 
completed.  No project manager, foreman, or lead is allowed to direct shop staff to run 
errands for the crews without permission from the VP of Operations or the owner. 
 

 2.2 LUNCH BREAK 
 

Office employees, project managers and shop employees receive one hour for 
lunch (between the hours of 11:00 a.m. and 1:00 p.m.), but time off for lunch must be 
coordinated so that the office is open at all times.  All office personnel are to clock in and 
out on Fieldease. If you fail to clock in and out you must have your foreman sign your time 
card.   

 
Office staff are not required to stay on site for lunch but kitchen area facilities are 

provided for employees who choose to do so. Employees may not eat at their desks and 
are not permitted to return from their lunch break with their lunch and eat at their desk. 
 

Foremen and field employees are required to take a daily 30 minute lunch break.  
The foremen must ensure all employees have their thirty minute break.  If a particular 
work crew is on a concrete pour day, the foremen must notify the crew in advance so that 
everyone on the crew can pack a lunch on that day.  Lunch breaks on concrete pour days 
will be taken by employees one to two at a time until everyone has received their required 
thirty minute break.  

 
2.3 OVERTIME CALCULATIONS 
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Overtime and Weighted average time   Overtime is any time over 40 hours in work 
week.  Once an employee has worked 40 hours then they are paid overtime pay.  Over 
time pay is 1 ½ times base pay.    Weighted average is time that is paid for over 40 hours 
when the employee has worked on multiple jobs during the same workweek with different 
rates of pay.  The Company’s computer system will average out the correct weighted 
average based upon all the time on each job and calculate your correct overtime rate. In 
most, but not all, cases these are scaled paid wages and the overtime rate is higher than 
your normal rate. 

  
As stated above, employees shall arrive on time and leave when scheduled to 

leave. No employee shall arrive for work or clock in prior to the scheduled start time or 
work later than the scheduled ending time unless specifically requested to do so by a 
Company manager or unless prior approval is obtained from a Company manager.  
In addition, office and shop personnel must get approval from the owners prior to 
working any hours that qualify for overtime pay.   An employee's hours worked which 
exceed 8 hours in one day are paid at the employee's base pay until the employee's hours 
worked for that workweek exceed 40 hours in that workweek. Once an employee's hours 
worked exceed 40 hours in one workweek, the employee will receive overtime pay as 
described herein. 

 
All approved overtime will be paid at 1 ½ times base pay.  
 

 2.4 PAY PERIODS  
 

Employees will be paid the week following the end of the pay period, however, the 
pay day may vary. If the pay day is a holiday, then the Company will make any necessary 
adjustments. 

 
 2.5 ERRORS IN COMPENSATION  
 

All employees must report any and all errors in compensation to their foreman and 
project manager immediately and in writing. Errors will be corrected on following pay 
week. 
 

Who to notify if payroll error:   *Field crew members shall report payroll errors to the 
foremen. Foremen, shop employees and mechanics shall report payroll errors to their 
project managers. Office personnel shall report errors to the payroll department.   
*Employees shall not come to the office for payroll corrections without an appointment 
from the payroll department.  
 

2.6           SCALE PAID JOBS 
 
  Scale paid jobs typically have a higher rate of pay than most field crew member’s 

hourly pay and may also permit an employee to accrue more sick leave hours for the 
duration of work performed on the scale job. Work performance, attitude and customer 
preference are significant factors in assignments for these positions, which are made at 
the sole discretion of the owners and management team.      
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3. BENEFITS 
 
 3.1    BENEFITS  

 
The Company provides certain benefits for its full-time employees. These include: 
 

 Health Insurance:  The Company will pay $_____ toward the health 
insurance plan.  Open enrollment forms are due in December of each year. 
 Dental Insurance:  The Company will pay the entire cost of the dental 
insurance plan for the employee.  Employees will be responsible for any 
premium associated with adding family members. 
 Life Insurance:  The Company will pay for a $20,000 policy for each 
employee for accidental death and basic life insurance.  Employees will be 
responsible for any additional coverage. 
 401k:  Open enrollment is in January or July of each year.  To be eligible, 
the employee must have worked 12 months of 1000 hours. 
 

A full-time employee becomes eligible for these benefits after having been with the 
Company for sixty (60) consecutive days after the date of hire. For additional information, 
employees should read the group insurance plan or talk with the Company's Manager. 

 
3.2  OTHER BENEFITS  

 
 The Company also offers full time employees up to 48 hours of personal/sick time 
per year, based upon their accrual of this time as follows:  

 
Personal/sick time is accrued in increments of four (4) hours per month. 

Employees must complete their ninety (90) day probationary period before being eligible 
for any accrual of personal/sick time.  Accrued personal/sick time does not roll over to the 
following calendar year.  Beginning January 1, 2020, the Company will pay the employee 
for any accrued, but unused personal/sick time remaining unused at the end of each 
calendar year but not upon termination of employment for any reason. If, for any reason, 
an employee uses more personal/sick time than they have accrued and their employment 
is terminated (for any reason) before the employee can accrue enough time to make up 
for the overuse, the Company will deduct from the employee’s last paycheck the value of 
the personal/sick time that was not yet earned. Personal/sick time does not count as time 
worked when calculating overtime.  

 
Note: For scale-paid jobs, employees may accrue more paid sick leave than the 

company’s above policy for the duration of the job. The Company will track such sick paid 
leave benefits separately and can provide accrued sick leave information and how it is 
calculated upon request. 
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3.3  VACATION  
 

3.3.1 STATEMENT OF POLICY 
 
A vacation is a period of time in which full time employees are authorized to be 

absent from work with pay. Employees begin to accrue vacation hours after their first full 
year of employment.  Beginning at that time, vacation hours will accrue on a pro-rated 
basis for each month of the calendar year based on length of service, as follows: 

 
Length of Continuous Service Vacation Days (Jan-Dec) 
1st 12 months No Vacation Earned 
2nd Year but less than 5 years 5 Working Days1 
5 Years but less than 15 years 10 Working Days 
15 Years and over 15 Working Days 

 
Other than calculating a new employee’s accrued vacation, vacation time accrues 

based strictly on each calendar year.  Thus, vacation accrues from January 1 through 
December 31 for each year.  Vacation must be taken within the applicable anniversary 
year. (Example:  You began work on 08/01/13.  On 08/01/14 you would immediately 
be eligible for 17 hours of vacation time based on the understanding that you will 
continue to work for the Company for the remainder of 2014, accruing vacation 
time pro rata for the remaining months of 2014.  Beginning 01/01/15, you are eligible 
for 40 hours of vacation (that still must be earned by your continuing to work for 
the Company through the end of 2015.  However, if you take 40 hours of vacation 
during a year in which you do not work the entire remainder of that year, the 
Company would calculate the pro rata portion of vacation time that was not earned 
by you for that calendar year and would deduct that amount from your final 
paycheck as unearned vacation already taken.) 

   

Vacation days cannot be carried forward beyond December 31 for each 
calendar year. 

 
Employees shall not receive compensation for unused vacation days upon 

termination of employment for any reason and will be expected to pay back to the 
Company any used but unearned vacation days previously taken. 

 
Under no circumstances shall an employee be allowed to use vacation, 

personal or sick time after giving notice of resignation. 
 
No manager is to schedule any vacation without prior written approval from 

the VP of Operations or owner. 
 

  

 

 1  In calendar year that employee first accrues vacation, pro rata accrual (5 days x y/12 when 

y= months Remaining in calendar year). 
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3.3.2 ELIGIBILITY 
 

An employee's vacation time does not become an actual benefit until the vacation 
is taken. 

 
A. An employee is not eligible for vacation until he or she has completed 

one (1) continuous full year of employment. 
 

B. An employee must give a manager of the Company thirty (30) days’ 
notice of his or her requested use of vacation time in writing and must 
fill out the appropriate Time Off Request form. The Company should 
consider an employee's request for vacation and will respond to the 
employee within a reasonable time.  The approval of any specific 
request to use vacation time is within the discretion of the Company 
based upon the business needs of the Company at that time. 

 
If an employee is terminated for any reason and then rehired within the same year, 

he or she will begin accruing vacation on the date of rehire (not the original hire date). 
 

3.3.3  PROCEDURES 
 

It is the Company's intention to give employees their choice of dates when  
scheduling vacation time. The Company's management is responsible for making sure  
that vacation times do not conflict with or interfere with the operations of the Company. 

 
A. All vacation must be taken within that calendar year. No accrued vacation 

time may be carried over into the next year; all unused vacation time will 
be forfeited, except as follows: 
 

B. If due to business matters, Company management requests that an 
employee cancel a previously scheduled vacation or forego taking a 
vacation before December 31, the days comprising the cancelled 
vacation will be carried over to the following year, provided that said 
days must be taken before April 1 of said following year, or those days 
shall be forfeited. 
 

C. Any vacation that is carried over must be submitted in writing on the 
Time-Off Request form, and requires the approval of a Company 
manager and owner. 
 

D. If a holiday falls during any employee's pre-approved, scheduled 
vacation time, the holiday does not count as part of the vacation. The 
employee will be paid for the holiday and will retain the vacation day that 
occurred on the holiday. 
 

E. Vacation days shall not count as time worked when calculating overtime. 
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F. The Company's managers, along with the needs of the Company, will 
determine an employee's vacation eligibility. 
 

G. Terminated employees, regardless of the reason for termination, will 
not be allowed to use vacation time in lieu of giving notice. All accrued 
vacation benefits are lost upon termination of employment. 
 

3.3.4 PAY FOR VACATION 
 

A. Pay for vacation time is the same as an employee's base pay rate for 
eight (8) hours per day of vacation, forty (40) hours a week. 
 

B. Employees will receive vacation pay with their regular paycheck for 
the workweek in which the vacation is taken. 
 

3.3.5 VACATION SCHEDULING 
 

A. The Company's managers are responsible for instituting a limit on the 
number of employees that can be permitted to schedule vacation for 
the same time. 
 

B. This limit can be changed at any time, depending on the needs or 
schedule of the Company. If the number of employees requesting 
vacation exceeds the limit set by the Company's managers, the 
employee with the most seniority will receive his or her preferences. 

 
C. Employees can schedule vacation in weekly increments only, depending  

on the amount of vacation for which they are eligible. Employees cannot 
take vacation on a single day or on half day basis. A Company manager 
or owners must approve all requests prior to the vacation being taken. 
No employee may take more than one week of vacation at a time, in one 
quarter. 
 

D. Call-in vacation requests are not allowed. All vacation requests must be 
in writing. 
 

E. If the Company must determine vacation times according to the  
Company's operational needs, employee notification will be given as 
early as possible in the calendar year. 
 

F. All project managers, foremen, leads and field employees are ineligible 
for vacation during the summer through the end of the season (typically 
November or December).   
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3.4  PART TIME EMPLOYEES 
 

For Part Time Employees, the Company does not provide any paid time off 
whatsoever. 

 
3.5  HOLIDAYS  

 
The Company normally observes the following holidays each calendar year:  
 
New Year's Day 
Memorial Day 
Independence Day 
Labor Day 
Thanksgiving Day 
Christmas Day 
 

To be eligible for holiday pay, an employee must be full time, have been employed 
for more than ninety (90) consecutive days, and either have worked the employee's 
scheduled day before and after the holiday, or have a pre-approved, scheduled vacation 
day. Holiday pay does not count as time worked when calculating overtime.  

 
3.6  JURY DUTY  

 
The Company realizes that its employees have an obligation of citizenship, and 

when an employee is called for jury duty, it is the Company's policy to cooperate fully by 
continuing to pay the employee. Employees who are called to jury duty will be paid the 
difference between their regular pay and their jury duty pay. In order to receive this pay 
benefit, if an employee is called to jury duty, the employee must provide a copy of the jury 
summons to the Company and complete proper paperwork to get any further information.  
Employees who are relieved from jury duty for any portion of a day are expected to notify 
their foreman to determine if they should return to work. 

 
Any employee falsifying jury duty or the time spent in jury duty will be subject to 

disciplinary action up to and including the termination of employment. 
 

3.7  BEREAVEMENT DAYS  
 

 Bereavement days are available for full-time employees who have suffered a 
loss in his or her immediate family. Immediate family includes the following persons: 
Spouse, children, grandchildren, parents, siblings, parents-in-law, grandparents 
(employee side), brothers and sisters. 

 
Employees may take the following days off: The day before the funeral, the day 

of the funeral, and the day following the funeral. Should an employee need more time 
off, the employee may request to use personal/sick days, vacation days, or be on unpaid 
leave. This time is subject to approval from Company management. 
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3.8  MILITARY LEAVE 
 

Military Leave of Absence for training, duty or reserve service is granted in 
compliance with federal and state law. 

 
3.9 WORKERS COMPENSATION  

 
The Company provides and pays the entire cost of Worker's Compensation 

insurance to provide needed benefits for work-related injuries/illnesses. The benefits of 
this program are prescribed by Kentucky laws. 

 
Any and all work related injuries MUST be reported as soon as possible to a 

Company manager. It is imperative that accidents are reported to the office within 24 
hours. Delays in reporting may create delays in getting medical bills paid timely. 

 
All accidents should be reported to a Company manager, even if they are minor. 

This protects the employee in the event the injury or illness becomes worse and requires 
medical treatment in the future. 

 
Employees shall be required to submit to a drug and/or alcohol exam after a work-

related injury either on site or at a testing facility. 
 

No Employee will be retaliated against for filing or pursuing a Workers’ 
Compensation claim. 

 

4. GIFTS AND ENTERTAINMENT 
 

It is the Company's policy that employees may not give or accept any gift which 
might indicate intent to influence improperly the normal business relationship between the 
Company and any supplier, customer or competitor. If an employee receives any gift or 
favor, it must be reported to and approved by the Company's management and owner 
immediately. 

 

5. REQUIREMENTS OF EMPLOYMENT 
 

The Company expects every employee to maintain high standards of personal 
conduct and to promote a feeling of pride in being associated with the Company. The 
Company's policy of rules of conduct include, but are not limited to, the following 
General Rules of Conduct and General Rules. Any violations of the Company's policy 
of rules of conduct may result in disciplinary action up to and including termination of 
employment. 

 
5.1  GENERAL RULES OF CONDUCT – The Fox Way  

 
The following General Rules of Conduct contains a list of behaviors that are 

prohibited:  
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1. Failure to follow safety rules and regulations. 
2. Collecting funds or solicitation of any kind on working time 

unless approved by a Company manager and owner. 
3. Disorderly conduct on Company premises including, but not limited 

to, fighting, shouting, abusive language or threats. 
4. Possessing, drinking, consuming, selling or being under the influence 

of alcohol, narcotics or any other mind-altering agent, chemical or 
drug on Company property or in Company vehicles. 

5. Theft or conviction of a crime or any other similar conduct. 
6. Failure to maintain proper standards of productivity or careless 

or inefficient performance of duties. 
7. Engaging in outside activities that are prejudicial to Company interests. 
8. Using or asking others to use Company materials, telephones or 

other facilities or labor for personal benefit or gain. 
9. Removing Company property or records without written authorization 

from the Company, sharing via email, flash drive, text messages, etc., 
any portion of the safety manual, employee handbook or other company 
documents/policies without permission. 

10. Using foul or abusive language, fighting, threatening violence or 
boisterous or disruptive activity in the workplace. 

11. Any act which involves theft, fraud, embezzlement, misappropriation or 
wrongful conversion of any property including that of the Company, 
regardless of whether or not such act could result in criminal prosecution. 
This prohibition includes unauthorized use of company equipment, 
communications equipment, computers and related facilities or assets, 
including proprietary information and trade secrets. 

12. Falsification of time keeping records. 
13. Unauthorized disclosure of business "secrets" or confidential and 

proprietary information. 
14. Inappropriate use of the internet for either transmittal or retrieval of 

personal and/or pornographic or obscene material or information. 
15.      Personal use of the Internet during work hours. 
16.     Violation of personnel policies. 

 
5.2  GENERAL RULES  

 
The following is a general code of conduct to be followed by employees: 
                                          
1. All questions, complaints and concerns need to be addressed 

to a Project Manager. You should not have to call the owner at 
home.  You must follow the organizational chart when 
requesting time off, filing a complaint or questions about 
scheduling.  Field employees, leads or foremen should not call 
the owners with these issues, except as specifically authorized 
herein. 
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2. If an emergency occurs that will prevent an employee from being on 
time for work or present for work, the employee shall immediately 
contact a Company manager and/or send a text message or email.   

3. All communications between you and the Company should be kept 
personal and confidential by you. 

4. Keep personal phone calls to a minimum. No personal long distance 
calls may be made by an employee on a Company phone. 

5. Personal cell phones are to be used by the employee at breaks and 
lunch only. 

6. Employees must submit all time off request forms to a Company 
manager 5 working days in advance and must also provide appropriate 
notice for vacation requests as required by the vacation policy. The 
foreman will collect all time off requests for leads and field employees 
and submit the requests. The foreman will also submit receipts and any 
other paperwork required to be turned into the home office each day 
and put them in the bin to be picked up by office personnel. Although 
we are switching to electronic devices, if you have any paper plans or 
work orders that have been completed, you must roll these up rubber 
band and put in your bin to be returned to the office. 

7. Giving false information when ordering supplies for a job or purchase 
order through the Company's vendors or office is strictly prohibited and 
may result in termination of employment.  

8. Making any charges on any of the Company's accounts with vendors 
that have not been pre-approved by a company manager is strictly 
prohibited.  When charging fuel, only fuel costs may be charged to the 
Company. No personal items can be charged to the Company. This 
includes charges made to fuel card or credit cards. 

9. Employees shall refer all questions from General Contractors to a Project 
Manager.  On site, the foreman are authorized to discuss issues with the 
General Contractor. 

10. Employees shall not use a Company vehicle for private use at any time. 
11. All business shall be conducted in an ethical and lawful manner. 

12. When vendors, family friends, or others visit the office, use time 
efficiently. Visitors should not go beyond the lobby area. It is important 
that personal visitors be limited due to the confidential nature of our 
business.  At no time shall anyone be in the shop or shop offices without 
prior approval from the VP of Operations or owner. 

13. Respect for other’s workspace should always be of utmost importance. 
14. Never change filing systems, etc. without first obtaining permission from 

management.  
15. Owners and Managers' desks, computer and files are private.  
16. Company time should be spent doing company business. 
17. Security is important; always be certain your door, desks and personal 

workspace are secure before leaving your work area.  
18. Cleanliness is extremely important. It is your responsibility to maintain the 

cleanliness and orderliness of your office. Your office is a reflection on 
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you; if your office appears dirty and unorganized it may be difficult for a 
customer or manager to put trust in you.  

19. Garbage must never remain on sight overnight. At the end of each day 
every employee should be certain their garbage is emptied, and that 
desks are neat, clean and organized; there should be no empty cups, 
mugs or bottles left on your desk or in your trash.  

20. You are encouraged to personalize your workspace. Just remember to 
add items that will not be offensive to others and will not violate any 
Company policy.  

21. The office is a non-smoking environment; please do not smoke outside 
the front entrance. A can is provided at the back entrance for smokers to 
use. Be clean and never throw cigarette butts on the ground.  

22. Company business is confidential.  Employees should never talk in public 
about the Company’s business, customers, job sites or schedules. 

23. Company facilities and equipment shall not be used for personal gain or 
benefit unless approved by an owner. 

24.     Set a good example for all other employees. 
    25.      No employees are allowed in the Foremen area of the shop. 
    26.      * NO VISITORS ARE PERMITED AT THE SHOP* This would apply 

to any vendor, friend, or family member, etc. 
    27.      No working on personal vehicles at the shop and No tools can be 

removed or borrowed from the shop for personal use. 
               28.       Only a Foreman or Lead is permitted to pump Diesel fuel.  

    29.       Foremen and shop personnel were given an alarm code, this is never 
to be shared and the last person to leave the shop must set the alarm 
each day and lock the gate.  NEVER SHARE ALARM CODES WITH 
ANYONE.  No one is allowed to tamper with any of the security 
cameras. 

            
5.3 DISCIPLINE  

 
Any violation of the above stated rules brings inconvenience and sometimes harm 

to the Company or your co-workers and affects our ability to provide the best service 
possible to our customers. In the event that a rule infraction occurs, or if an employee's 
performance is of concern, the Company will respond to the situation in a reasonable 
time. Generally, the Company may utilize the following progressive steps of discipline: 

 
1. Incident Report with or without Verbal Warning 
2. Written Warning 
3. Final Written Warning 
4. Termination 
 

Provided, however, that the specific discipline sequence will depend upon 
circumstances surrounding the violation. The Company retains the right, in its sole 
discretion, to determine the appropriate action to be taken in response to the level and 
nature of the infraction, and if appropriate may omit some or all of the steps of discipline, 
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based on the severity of the infraction, and may immediately terminate your employment, 
as solely determined by the Company. 

 
5.4  HARASSMENT AND DISCRIMINATION POLICY 

 
5.4.1 EQUAL EMPLOYMENT OPPORTUNITY 

 
The Company is an equal opportunity employer.  It is the policy of the Company to 

select, place, train, and promote the best qualified individuals based upon relevant factors 
such as work, quality, attitude and experience, so as to afford equal employment 
opportunities to Employees and applicants, without regard to race, color religion, gender, 
gender identity, sex, sexual orientation, nationality, age, disability, marital status, veteran 
status or any other status protected by applicable federal, state or local laws.  The 
Company will conform to the spirit as well as the letter of all applicable laws and 
regulations.  
 

To ensure compliance with the Equal Employment Opportunity (EEO) Policy, the 
Company maintains an Open Door Policy for the reporting of discrimination and 
harassment.  This Open Door Policy is described in this Manual.  Any employee who 
believes that he or she has been the subject of discrimination or harassment or who 
believes that the treatment of a fellow employee violates this EEO Policy should 
immediately report the conduct.  There will be no retaliation against any employee who 
reports possible discrimination or harassment. 
 

5.4.2 HARASSMENT 
 
Harassment or discrimination of any kind is strictly prohibited.  This includes, but 

is not limited to, harassment or discrimination based on race, color, religion, age, sex, 
sexual orientation, gender, gender identity, national origin, citizenship, disability, genetic 
information, veteran status, or any other characteristic protected by federal, state, or local 
law.  Any form of harassment or discrimination is extremely serious misconduct and may 
result in discipline, up to and including termination of employment.  Harassment and 
discrimination can occur in many forms, including but not limited to, in-person interaction, 
telephone, written communication, pictures, or email or text messages. 
 

Any employee who believes he or she has been subjected to harassment or 
discrimination or who has observed such behavior of another employee is required to 
immediately report the conduct to his or her immediate foreman, a manager, the owners 
or the Human Resources Department President (859-623-9963).  Employees should not 
attempt to resolve incidents observed or reported to them by others, but are expected first 
to report the matter promptly. 
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5.4.3 SEXUAL HARASSMENT 
 

Sexual harassment is defined as unwelcome sexual advances, requests for sexual 
favors, and other verbal or physical conduct of a sexual nature when: 

 
1. submission to such conduct is explicitly or implicitly made a term or 
condition of employment; 
 
2. submission or rejection of such conduct by an individual is used as a 
basis for employment decisions affecting the individual; or 
 
3. such conduct has the purpose or effect of unreasonably interfering 
with an individual's work performance or creates an intimidating, hostile, or 
offensive working environment. 
 
Sexual harassment can occur in many forms, including but not limited to, in-person 

interaction, telephone, written communication, pictures, or email or text messages.  
Sexual harassment occurs when submission to or rejection of unwanted sexual conduct 
is made, explicitly or implicitly, a term of an individual’s employment, or used as the basis 
for employment decisions; or when sexual conduct has the purpose or effect of 
substantially interfering with an individual’s work performance or creating an intimidating, 
hostile, or offensive working environment.  Sexual harassment constitutes discrimination 
and is illegal under federal, state and local laws.  Sexual harassment may include a range 
of subtle and not-so-subtle behaviors and may involve individuals of the same or different 
gender. Depending on the circumstances, these behaviors may include unwanted sexual 
advances or requests for sexual favors; sexual jokes and innuendo; verbal abuse of a 
sexual nature; commentary about an individual's body, sexual prowess or sexual 
deficiencies; leering, whistling or touching; insulting or obscene comments or gestures; 
display in the workplace of sexually suggestive objects or pictures; and other physical, 
verbal or visual conduct of a sexual nature.  
 

Any employee who believes he or she has been subjected to sexual harassment 
or who has observed sexual harassment of another employee (whether by an employee 
or a third party) is required to immediately report the incident in writing to the owners or 
the Human Resources Department (859-623-9963).  Employees should not attempt to 
resolve incidents observed or reported to them by others, but are expected first to report 
the matter promptly. 
 

5.4.4 AMERICANS WITH DISABILITIES ACT 
 

The Americans with Disabilities Act (“ADA”) requires employers to reasonably 
accommodate qualified individuals with disabilities.  It is the policy of the Company to 
comply with all federal and state laws concerning the employment of persons with 
disabilities, including the Americans with Disabilities Act.  
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It is the Company policy not to discriminate against qualified individuals with 
disabilities regarding application procedures, hiring, advancement, discharge, 
compensation, training or other terms, conditions and privileges of employment. 
 

The Company will reasonably accommodate qualified individuals with a disability 
so that they can perform the essential functions of a job.  An individual who can be 
reasonably accommodated for a job without undue hardship will be given the same 
consideration for that position as any other applicant.  
 

If an Employee has a disability which the Employee believes limits the Employee’s 
ability to perform the Employee’s employment duties, the Employee must report the 
disability to Human Resources, and request an accommodation. 
 

All Employees are required to comply with safety standards.  The Company will 
comply with the ADA in evaluating whether an Employee poses a direct threat to the 
health or safety of other individuals in the workplace  and how such may affect his or her 
employment.   

 
5.4.5 PREGNANCY ACCOMMODATIONS 

 
The Kentucky Pregnant Workers Act requires the Company to provide a 

reasonable accommodation for pregnancy-related conditions, absent an undue hardship 
on the part of the Company.   Such accommodations can include, but are not limited to:  
additional breaks, time off to recover from child birth, modification of equipment, 
appropriate seating, light duty assignments, job restructuring, modification of work 
schedules, and a private space for expressing breastmilk.  If any Employee is limited by 
pregnancy-related conditions, Employee must request an accommodation.  The request 
should be directed to Human Resources. 
 

5.4.6 CONFIDENTIALITY AND NON-RETALIATION 
 

The Company promptly investigates complaints of harassment and discrimination, 
and if harassment or discrimination in violation of this policy is found, the Company will 
take remedial and corrective action to stop the harassment or discrimination and to 
prevent it from continuing. 
 

To the extent possible, investigations of possible harassment or discrimination will 
be conducted confidentially.  However, the Company may need to reveal certain 
information in order to investigate complaints appropriately. 
 

The Company will not tolerate retaliation against any individual because the 
individual has made a complaint of harassment or discrimination or participated in an 
investigation.  If an employee has any questions concerning the sexual harassment, 
harassment, or discrimination guidelines, the employee is responsible for contacting 
his/her foreman, a manager, the owners or the Human Resources Department for 
clarification. 
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 5.4.7 AFFIRMATIVE ACTION POLICY 
 

Fox Enterprises, Inc. is an equal opportunity employer. No person is unlawfully 
excluded from consideration for employment because of race, color, religious creed, 
national origin, ancestry, sex, gender, age, veteran status, marital status or disability. The 
policy applies not only to recruitment and hiring practices, but also includes affirmative 
action in the area of placement, promotion, transfer, rate of pay and termination as called 
for by all applicable laws and Executive Orders to ensure that all minority groups are 
introduced to the workforce and considered for promotional opportunities.  

 
Executive, management and supervisory levels have the responsibility to further 

the implementation of this policy, ensure conformance by subordinates and prevent 
retaliation.  

 

5.5  CONFIDENTIALITY 
 

  Any documents or information contained in your personnel file are the sole 
property of the Company.  No employee has a right to see or obtain any such documents 
or information that the Company determines should not be released, in the Company’s 
sole discretion.  

 
It is the Company's policy not to copy employee files. Employees are to refer all 

requests from outside the Company for personnel information concerning applicants, 
employees, and past employees to a Company manager. If the Company, in its sole 
discretion, determines to release any documents or other personnel information, it will 
typically request the written consent of the individual involved. Exceptions may be made 
to cooperate with legal, safety, and medical officials who have a need to know specific 
employee information. In addition, exceptions may be made to release limited general 
information, such as the following: (a) employment dates; (b) position held; and (c) 
location of job site. 

 
Protecting the Company's information is the responsibility of every employee 

and the employee and the Company shares a common interest in making sure it is not 
improperly or accidentally disclosed. Do not discuss the Company's confidential 
business with anyone who does not work for the Company. 

 
In the normal course of business, there will be instances in which employees 

may be entrusted with confidential or privileged information. This information will most 
often involve facts, plans or other aspects of your business which are not made known 
publicly, and will, on occasion, involve information which has been entrusted to the 
Company by customers, suppliers or others with whom we may have a business 
relationship. The disclosure of such information would be detrimental to the interests of 
our Company and therefore it is the duty of all employees possessing information of a 
confidential nature to: 

 
1. Respect and protect such information. 
2. Avoid without exception, the use of such information for personal gain. 



 

 

 

22 

3. Refrain from disclosing such information to those outside as well as to 
other employees who do not have a need to know. 
 

 5.6  SOCIAL MEDIA 
 

NO EMPLOYEE shall post company photos taken in non-public areas or internal 
meetings, including photos taken in break rooms, conference rooms, equipment rooms, 
or any other area that is not open to the public, or any company presentations, meetings, 
documents, notices or computer screens on Social Media.   NO EMPLOYEE shall post 
any photo that he or she does not have the right to use. 
 

Employees are not allowed to use of social media while working. 
 

Employees may not post in Social Media the Confidential and Proprietary 
Information of the Company including financial, confidential, sensitive or proprietary 
information about the Company, the Company officers, employees, owners, directors, or 
customers.  Confidential Information also includes the identity of the Company’s 
customers or vendors.   
 

Employees are expected to abide by all policies outlined in this Manual when 
posting in Social Media, including, but not limited to, the anti-harassment and 
discrimination policies.  
 

No Employee is allowed to act on behalf of the Company in Social Media unless 
specifically authorized to do so.  You should never represent that you are acting on behalf 
of the Company in Social Media without authorization to do so.  All information contained 
on any of the Company’s Social Media accounts belongs to the Company and the 
Employee has no right to any such information.  This includes any Company Social Media 
account for which the Employee is authorized to use throughout his or her employment. 
 

Please note that abuse of this policy will result in disciplinary action and or 
termination of employment. 
 

Questions about what is or is not confidential or privileged information should be 
directed to a Company manager.  

 
5.7  SUBSTANCE ABUSE POLICY 

 
 The Company strives to provide a safe and drug-free work environment for our 
clients and our employees. With this goal in mind and because of the serious drug abuse 
problem in today's workplace, we are establishing the following policy for existing and 
future employees of Fox Enterprises. 
  



 

 

 

23 

 
 

  The Company explicitly prohibits: 
 
 The use, possession, solicitation for, or sale of narcotics or other illegal drugs, 

alcohol, or prescription medication without a prescription on Company or 
customer premises or while performing an assignment. 
 

 Consuming drugs or alcohol away from work if such impairment or influence 
adversely affects the employee's work performance when they arrive at work, 
affects the safety of the employee or of others, and puts the Company's 
reputation at risk. 
 

 The presence of any detectable amount of prohibited substances in the 
employee's system while at work, while on the premises of the company or its 
customers, or while on company business. "Prohibited substances" include illegal 
drugs, alcohol, or prescription drugs not taken in accordance with a prescription 
given to the employee. 

 
 The Company will conduct drug testing on site or at a testing facility under any of 
the following circumstances: 

 
 Random Selection 

The Company will randomly drug-test and breath alcohol test employees for 
compliance with its drug-free workplace policy every 30-90 days. Random testing means 
employees will be selected for testing using a computer-based random-number 
generator. This will result in an equal probability that any employee from the entire group 
of employees will be tested.  
Each month, the human resources department will be notified of the employees selected 
for testing.   
 

The Company has no discretion to waive the selection of an employee selected at 
random.  

 
Reasonable Suspicion 
This Policy also allows for the Company to test employees based upon a 

reasonable suspicion that the employee is using or has used drugs or alcohol in violation 
of this Policy.  A reasonable suspicion may be based upon:  (1) the observation of drug 
or alcohol use or the physical symptoms or manifestation of being under the influence of 
drugs or alcohol; (2) abnormal conduct, erratic behavior, or a significant deterioration in 
work performance; (3) a report of drug or alcohol use provided by a reliable and credible 
source; (4) evidence that an individual has tampered with a drug or alcohol test during 
employment; (5) information that an employee has caused, contributed to, or been 
involved in an accident while at work; or (6) evidence that an employee has used, 
possessed, sold, solicited, or transferred illegal or illicit drugs or used alcohol while on 
company premises, or while operating a company vehicle, machinery or equipment. 
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Post-Accident Testing 
Any employee involved in an on-the-job accident or injury may be asked to submit 

to a drug and/or alcohol test either on site or at a testing facility. "Involved in an on-the-
job accident or injury" means not only the one who was injured, but also any employee 
who potentially contributed to the accident or injury event in any way. 

 
Substances Covered by Drug and Alcohol Testing 
Employees will be tested for their use of commonly abused controlled substances, 

which include alcohol, amphetamines, barbiturates, benzodiazepines, opiates, 
cannabinoids/THC, cocaine, methadone, methaqualone, phencyclidine (PCP), 
propoxyphene, synthetic narcotics, illicit substances, and chemical derivatives of these 
substances.  In addition, testing will include any volatile substances such as glue, cement, 
paint or other substances containing a solvent or chemical having the property of 
releasing toxic vapors or fumes which when inhaled may cause a condition of intoxication, 
inebriation or other disturbance of the auditory, visual or mental processes as set forth by 
law.  Employees must advise the testing lab of all prescription drugs taken in the past 
month before the test and must be prepared to show proof of such prescriptions upon 
request. 
  

Training 
Employees shall receive one (1) hour of initial training on this Policy, and each 

year thereafter be provided with a thirty (30) minute refresher training.  The training will 
consist of at least the following information: (1) alcohol and drug testing; (2) the effects of 
alcohol and drug use on an individual’s health, work and personal life; (3) the disease of 
alcohol or drug addiction; (4)signs and symptoms of an alcohol or drug problem; (5) the 
role of co-workers and foremen in addressing alcohol or substance abuse; and (6) 
referrals to an employee assistance program. 
 

Foremen shall receive an additional thirty (30) minute training annually on alcohol 
and substance abuse awareness.  The training shall consist of at least the following 
information:  (1) recognizing the signs of alcohol and substance abuse in the workplace; 
(2) how to document signs of employee alcohol or substance abuse; (3) how to refer 
employees to an employee assistance program or other alcohol and substance abuse 
treatment; and (4) legal and practical aspects of reasonable suspicion testing for the 
presence of drugs and alcohol. 
 

Testing Methods and Procedures 
All testing will be conducted on-site by a licensed independent medical laboratory 

or at a testing facility, which will follow testing standards established by the state or federal 
government. Testing will be conducted on a urine sample provided by the employee to 
the testing laboratory under procedures established by the laboratory to ensure the 
privacy of the employee, while also protecting against tampering with or alteration of the 
test results. 
 

Employees will be considered to be engaged at work during the time spent taking 
a drug test and will be compensated for such time at their regular rate of pay, with the 
exception of retesting at the request of the employee. 
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The Company will pay for the cost of the initial testing, including the confirmation 

of any positive test. The testing lab will retain samples in accordance with state law, so 
that an employee may request a retest of the sample at his or her own expense if the 
employee disagrees with the test result. 
 

Refusal to Test 
Employees who refuse to submit to a test or who adulterate, dilute or otherwise 

tamper with a test specimen will be subject to immediate discharge.  
 
 Effect of Positive Test 
 If an employee is tested for drugs or alcohol and the results indicate a violation of 
this policy, the employee may be subject to appropriate disciplinary action, up to and 
possibly including discharge from employment. In such a case, the employee will be given 
an opportunity to explain the circumstances prior to any final employment action 
becoming effective.  
 

Retesting 
Employees may request a retest of their positive test results after notification of a 

positive test result. This retest is at the expense of the individual, unless the original test 
result is called into question by the retest. 
 

Where the employee believes that the positive test result was affected by taking 
lawful or prescribed substances not in violation of company policy, the employee may be 
suspended without pay pending substantiation of the employee’s claims. Employees will 
be provided no more than five business days in which to produce this additional 
information.  
 

Recordkeeping  
All records concerning test results will be kept by HR in medical files that are 

maintained separately from employee personnel files. Employees have a right to obtain 
copies of all test results from the testing laboratory or from the Company.   

 
5.8  NON-FRATERNIZATION  

 
  Consensual relationships between a foreman, project manager or other 

member of management and subordinate tend to create compromising conflicts of 
interest or the appearance of such conflicts.  Anyone in a leadership, foreman or 
supervisory position is discouraged from having a romantic relationship with anyone on 
his or her staff.  If such a relationship develops, management or the owners must be 
alerted immediately.  The Company will act to resolve this issue as quickly as possible 
(e.g. possibly through reassignment).  Failure to report the relationship to a member of 
management or the owners may result in corrective action, up to and including 
termination. 
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5.9  FAMILY AND MEDICAL LEAVE ACT 
 
Upon hire (or at any other time as requested by an employee), the Company 

provides notices required by the U.S. Department of Labor on employee rights and 
responsibilities under the Family and Medical Leave Act (“FMLA”)   

 
The function of this policy is to provide employees with a general description of 

their FMLA rights.  In the event of any conflict between this policy and the applicable 
law, employees will be afforded all rights provided by law. 

 
Under the Family and Medical Leave Act (“FMLA”), eligible Employees are entitled 

to take Medical Leave and Family Care Leave up to a combined total of twelve (12) weeks 
for any 12-month period for one of the reasons listed below.  To qualify for a Medical 
Leave or Family Care Leave, an Employee must have worked for the Company for at 
least twelve (12) months and must have provided at least 1,250 hours of service during 
the 12-month period prior to beginning each leave. 

Allowable Reasons – Eligible Employees may take Medical Leave or Family Care Leave 
for the following reasons: 

 For the birth of a child or the permanent placement of a child with the Employee 
for adoption or foster care; 

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

 For the Employee’s own serious health condition if the Employee is unable to 
perform the essential functions of his or her job; 

 For reason of a qualifying exigency arising out of the fact that the Employee’s 
spouse, son, daughter or parent is a covered military member of “covered active 
duty”; or 

 To care for a covered service member with a serious injury or illness who is the 
spouse, son, daughter, parent, or next of kin to the Employee (Military Caregiver 
Leave). 

A “serious health condition” means an illness, injury, impairment, or physical or mental 
condition that involves: (1) inpatient care in a hospital, hospice, or residential health care 
facility; or (2) continuing treatment or continuing supervision by a health care provider that 
also requires an absence from work, school or other regular daily activities of more than 
three (3) days. 

Duration of Leave – The Company utilizes a “rolling” 12 month period 
measured backward from the date an employee uses any FMLA leave to calculate the 
employee’s remaining available leave under the FMLA.  Under the “rolling” 12 month 
calculation, each time an employee takes FMLA leave, the remaining leave entitlement 
would be the balance of the 12 week leave time that has not been used during the 
immediately preceding 12 month period. 
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Eligible Employees are entitled to take family care and medical leave of absence 

up to a combined total of twelve (12) weeks in a 12-month period.  Computation of the 
leave period starts with the first date covered after the leave begins.  Leave for the birth, 
adoption or foster placement of a child must conclude within one (1) calendar year of the 
actual birth, adoption or placement.  If both parents work for the Company, the parents’ 
combined leave for the birth or placement of a child may not exceed twelve (12) weeks 
during any 12-month period.  An eligible Employee may take intermittent leave or may 
work a reduced work schedule for a serious health condition of the Employee’s child, 
parent, spouse or of the Employee when medically necessary and if certified by a health 
care provider.   

Eligible Employees are entitled to take family care and medical leave of absence 
up to a combined total of twenty-six (26) weeks in a 12-month period to care for a covered 
service member with a serious injury or illness who is the spouse, son, daughter, parent, 
or next of kin to the Employee.  The twenty-six (26) weeks includes any time the Employee 
has taken for the other allowable reasons set forth above, and is not in addition thereto.  
For example, if an Employee has a baby and takes twelve (12) weeks of leave under the 
FMLA, and she finds it necessary to take additional leave to care for her husband who is 
a seriously injured service member, she is entitled to an additional fourteen (14) weeks 
of leave under the FMLA.   

If an Employee requests an extension of leave beyond the time originally estimated 
by the health care provider, the Company will require recertification of the Employee’s or 
the family member’s serious condition.  The Company also requires Employees taking 
leave for their own serious health condition to present a fitness-for-duty 
certification before returning to work.  In no event, however, will FMLA leave be 
extended beyond the maximum time allowed under the FMLA.   

Required Notice and Documentation – Employees who need to take family or medical 
leave should contact their foreman and Human Resources as soon as they learn of the 
need for leave, even when they do not know the precise date that leave will begin.  If 
leave is foreseeable, at least thirty (30) days’ notice is required.  For events that are not 
foreseeable thirty (30) days in advance, but are not emergencies, the Employee must 
give notice within two (2) working days of learning the need for the leave. 

If the Company determines that the notice was inadequate and that the Employee 
knew of the need for the leave in advance of the request, it may require the Employee to 
delay his or her leave.  If circumstances of the leave change and the Employee is able to 
return to work earlier than indicated, the Employee is required to notify the Director of 
Human Resources at least two (2) working days prior to the date he or she intends to 
return to work.  Similarly, if an Employee learns he or she will be unable to return to work 
on the date previously indicated, the Employee is responsible for applying for an 
extension and furnishing a medical certification for an extension, prior to the date the 
leave expires. 

An Employee taking leave for a serious health condition of a family member or for 
his or her own serious health condition must provide the Company with certification from 
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a health care provider, within fifteen (15) calendar days of the Company’s request for 
same.  Failure to provide a satisfactory medical certification may result in the denial of 
leave. 

In cases of a leave for a serious health condition of an Employee, the Company 
may require the medical opinion of a second health care provider at its own expense, 
chosen by it to substantiate a medical certification.  If the second opinion is different from 
the first, the Company may require the opinion of a third health care provider (also at its 
own expense) jointly approved by both the Company and the Employee.  The opinion of 
the third health care provider will be binding on both the Company and the Employee. 

Pay and Benefits During Leave –Family and medical leaves are unpaid.  An Employee 
who is granted a family or medical leave of absence must utilize any accrued but unused 
paid time off benefits during the period of leave.  Any portion of a leave that occurs after 
all paid time off benefits have been exhausted will be without pay.    

Employees on family care or medical leave do not continue to accrue seniority or 
benefits, including sick days and holiday pay, while on unpaid leave.  This may also affect 
how long it will take an Employee to receive an increased number of vacation days.  An 
Employee who takes a family or medical care leave of absence, however, will not lose 
any seniority earned prior to the commencement of family care or medical leave. 

Group health insurance coverage will continue for eligible Employees taking family 
care or medical leave under this policy under the same terms and conditions that applied 
before the leave commenced.  To continue health insurance coverage, the Employee 
must continue to make any premium contributions that he or she was required to make 
prior to taking leave.  Premium payments are due on the 1st day of each month, and 
should be made payable to the Company and delivered to the Human Resources 
representative.  If an Employee fails to pay his or her portion within 30 days of the due 
date of the premium, his or her health insurance coverage may be canceled.  In such 
cases, Employees will be notified at least fifteen (15) days before coverage terminates.  
If an Employee fails to return following a family or medical leave, the Company retains 
the right to recover from the Employee any amount that the Company has paid to maintain 
insurance coverage benefits for that Employee during his or her leave. 

Outside Employment – An Employee may not be employed with any employer, other 
than the Company, during your leave of absence.  Any Employee who participates in 
outside employment during family and medical leave will be considered to have voluntarily 
terminated his or her employment with the Company.   

Reinstatement –When an Employee is able to return to work, he or she should give the 
Company adequate notice to allow his or her return to work to be properly scheduled. 

Under most circumstances, the Company will reinstate the Employee to his or her 
former or equivalent position if he or she returns from leave within twelve (12) weeks.  
Exceptions, however, may occur as permitted by law.  Please see the Human Resources 
representative for a complete description of exceptions. 
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If an employee fails to return to work on the agreed work date or when the 
circumstances of their serious illness or injury have sufficiently resolved, and has 
otherwise failed to communicate with the Company, the Company  will assume that the 
employee has resigned. 

 
If you have any questions or concerns regarding the application of the FMLA 

under this policy, please contact the Human Rights Department to discuss. 
 

6. HOUSEKEEPING 
 

Having a clean, neat, office, shop or vehicle reduces accidents, improves health 
conditions and adds to the efficiency of the Company's entire organization. All 
employees should want to be proud of their workplace and vehicles. Therefore, the 
Company requires your cooperation in practicing good housekeeping. A little thought 
and effort on the part of the entire staff will result in a neat and orderly, office, shop or 
vehicle. Each employee is responsible for keeping his or her office, shop or vehicle 
clean. 
 

7.  ENDING EMPLOYMENT 
 

7.1  TERMINATION  
 

If an employee decides to resign, the employee should give the Company at least 
two weeks prior written notice. This will assist the Company in finding a replacement. 
Employees are responsible for all property, materials, and written information issued to 
them or in their possession or control. Employees on or before their last day of work 
must return all Company property. The Company may take all action deemed 
appropriate to recover its property. 

 
7.2  EXIT INTERVIEW 

 
If an employee decides to leave the Company, he or she will be encouraged to 

discuss the decision with a Company manager prior to leaving. The Company is eager 
to know the reasons that have prompted the decision so that the Company may better 
evaluate the effectiveness of our personnel policies and practices. 

 

8.  GENERAL INFORMATION 
 

8.1  CONCEALED DEADLY WEAPONS POLICY  
 

Employees are prohibited from possessing firearms or other concealed weapons 
on their person on Company premises or in Company vehicles at any time. 

 
8.2.  TIME CLOCK 

 
Accurately reporting time is the responsibility of every Employee of the Company 

in order to properly calculate Employee pay and benefits.  Time worked is used to 
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calculate pay, including eligibility for overtime pay, for non-exempt Employees, as well 
as to track vacation and sick and personal leave.  The Company is required by law to 
keep a complete, accurate and up-to-date record of all hours worked by non-exempt 
personnel.  All employees should clock in and out on Fieldease. If that isn’t working and 
a time clock is provided, all hourly employees shall utilize it. This will allow the Company 
to maintain accurate payroll records. If you do not clock in/out you may not receive the 
proper pay. Employees shall not pencil or write in starting times or ending times as it 
defeats the purpose of a time clock and should be avoided whenever possible. A written 
in time should be the exception and not the rule and should be signed off by a Company 
manager. If you forget to clock in, tell a Company manager as soon as possible and have 
he or she sign off to verify that you reported to work on time. 

 
Never clock another employee IN or OUT. You are responsible for your own 

timecard and only yours. Clocking another employee in or out is grounds for disciplinary 
action, up to and including termination. 

 
Employees are responsible for the accurate reporting of all time.  The Company 

may check clock in times against the GPS.  Any intentional or reckless errors in time-
keeping may subject an employee to disciplinary action up to and including the 
termination of employment. 

 
8.3.  PUNCTUALITY AND ATTENDANCE  

 
In order for the Company to provide quality services to its customers, it is 

imperative that every Employee be present when scheduled so that the Company may 
maintain a productive workforce.  For this reason, the Company expects every Employee 
to be reliable, in attendance, and punctual when he or she is scheduled to work. The 
foremen are not authorized to make changes to the crew without the approval of the 
project manager  
 

Schedules will vary depending upon your job and workload.  Your specific hours 
will be scheduled by your project manager.  It is your responsibility to know the schedule.  
Employees are prohibited from clocking in more than five minutes prior to their scheduled 
work time unless necessary to prepare for the start of the work day and approved by a 
foreman.   
 

Employees who do not report to work on time, or who leave early without 
permission, will be subject to discipline, up to and including termination.   
  

In the event that you cannot work due to illness, injury or emergency, you must 
notify your manager (pursuant to the organizational chart) as soon as possible, and if 
practicable, within one hour of your scheduled start time.  If you are a field employee and 
you ride to the jobsite with the foreman or lead and you are not present when the crew is 
scheduled to depart, or if you are more than fifteen minutes late, you will need to have 
your own transportation.  If you do not show up to the jobsite because you were late and 
did not ride with the crew, you will be considered a no-call/no-show.  Unless you are on 
an approved leave of absence (as described in this Manual), you should inform your 
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foreman if the absence will exceed one day.  Unless on approved leave of absence, your 
foreman may request a written doctor’s statement for absences exceeding two days. 
 

The Employee’s foreman monitors Employee absences and tardiness.  Continual 
or excessive absences or tardiness shall subject the Employee to disciplinary action, up 
to and including the termination of employment.  The failure of an Employee to call in 
or report to work for two (2) consecutive days in violation of the attendance policies 
set forth herein will be considered to constitute the Employee’s voluntary 
resignation from the Employee’s employment with the Company.   
 

When an Employee cannot avoid being late to work or must be away from work 
for part of the day, the Employee shall notify his/her foreman as soon as possible, but 
within one hour of his or her scheduled reporting time.  If an Employee is required to leave 
work for any personal reason, the Employee must immediately or as soon as possible 
notify his or her manager before leaving the Company’s premises.  If a field employee or 
lead must arrive at a jobsite later or leave earlier, he must have prior approval and their 
own transportation.  If the Employee can’t speak to the foreman before leaving, they must 
call, text, and email the foreman to let them know that they had to leave, with the reason 
for leaving. 

 
8.4 MEDIA CONTACT AND INQUIRIES 

 
No Employee of the Company, except for the President & CEO, or his designee, 

is authorized to communicate or provide information or documentation concerning the 
Company in any way to the media.  An Employee not specifically authorized in writing by 
the President, to communicate or provide information or documentation concerning the 
Company that receives any inquiry from the media is required to immediately report the 
media inquiry to Human Resources,  If anyone is contacted by a member of the media, 
contact Human Resources, immediately. 

 
8.5 MONITORING OF COMPUTER, E-MAIL, INTERNET AND PHONE 

USAGE  
 

At any time and without prior notice, the Company reserves the right to examine 
e-mail, personal file directories, and other information stored on the Company’s 
computers, servers and other devices.  This examination helps to ensure compliance with 
internal policies, supports the performance of internal investigations, and assists the 
management of information systems.  As such, the Company may monitor access to the 
Internet.  Use of the Internet constitutes acceptance of such monitoring. 
 

At all times, information stored in or on the Company computers, telephones, or 
other devices is subject to inspection, deletion, copying, or disclosure at any time without 
notice.  Employees have no right of privacy in anything created, received, or sent through 
the Internet or e-mail system at or from the Company premises, or via any computer or 
device owned by the Company.  By accessing or using the computer, Internet or e-mail 
system of the Company, an Employee expressly waives any right of privacy in any item 
created, sent or received through the system and consents to allowing the Company to 
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access, delete, copy, or disclose all such material for any purpose.  Further, the Company 
records are subject to disclosure to law enforcement and other governmental agencies, 
as well as to other third parties, through subpoena or other legal processes.  Any 
electronic communication is subject to being intercepted by a third party.  Employees 
authorized to utilize a computer, the Internet, and/or e-mail shall at all times ensure that 
the business information contained in electronic communications is accurate, appropriate, 
and lawful.  Employees understand that they are at all times required to safeguard the 
Company’s Confidential Information. 
 

Internet use at, from, or while such individual is on the premises of the Company, 
by unauthorized users, is strictly prohibited and may result in disciplinary action up to and 
including termination.  Violations of this or any other the Company policy subjects the 
Employee to immediate revocation of system privileges and may result in further 
disciplinary action, up to and including termination.  Excessive use of the Internet at or 
from the premises of the Company, at any time, for any unauthorized/personal purpose 
is subject to disciplinary action. 

 
8.6 VISITORS 

 
Absolutely no visitors are allowed on any jobsite or facility, including family 

members, friends and significant others.  A visitor does not include someone who has a 
business-related purpose for being on the jobsite, who is also authorized by management 
to be present, and equipped with the appropriate personal safety equipment for presence 
on a jobsite or facility (if applicable).  Anyone who has invited or allowed a visitor on the 
jobsite will be subject to discipline, up to and including the termination of employment.   

 
8.7 MISCELLANEOUS 

 
8.7.1 AMENDMENTS 

 
The information outlined in this Employee Handbook should be regarded as 

guidelines, which in a growing business will require changes and amendments from time 
to time. The Company retains the right to make decisions involving employment as 
needed in order to conduct its work in a manner that is beneficial to the employees and 
Company, including, but not limited to making changes to this Employee Handbook as 
the Company shall determine, in its sole discretion. The Company reserves the right to 
amend, discontinue, or supplement any policy, practice, or benefit plan when deemed 
necessary in whole or in part, at any time, with or without notice. Final decisions regarding 
the interpretation and administration of policies summarized in this Employee Handbook 
are solely the right and responsibility of the Company. It is possible that interpretations 
of this Employee Handbook may change from time to time. Although this Employee 
Handbook is intended to standardize most policies and procedures which affect 
employees, there may be individual circumstances which deviate from stated policy, 
which right the Company reserves.  

 
8.7.2 SECURITY INSPECTIONS 
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The Company wishes to maintain a work environment that is free of illegal drugs, 
alcohol, explosives, or other improper materials. To this end, the Company prohibits the 
possessions, transfer, sale, or use of such materials on its premises. The Company 
requires the cooperation of all employees in administering this policy. 

 
Desks, lockers and other storage devices may be provided by the Company for 

the convenience of employees; however, these items remain the sole property of the 
Company. Accordingly, any agent or representative of the Company can inspect them, 
as well as any articles found within them, at any time, either with or without prior notice. 

 
8.7.3 CARE OF EQUIPMENT 

 
All employees are expected to use proper care when using the Company's 

property and equipment. No property may be removed from the premises without the 
prior authorization of management. If you lose, break or damage any property, report it 
to senior management at once. Please refer to the Safety Manual for equipment forms 
for servicing of machines and trucks. 

 
8.7.4 CORRESPONDENCE 

 
Correspondence is extremely important. It covers the Company from a legal 

standpoint and serves to prove the Company did what it said it would do. Reasons for 
correspondence might be: 

 
 In response to a complaint 
 To address a problem or concern 
 In response to a request 
 In response to letters received 
 To follow up on complaint or problem 
 Invoice issues 
 To follow up on phone request 
 Mandatory responses for compliance purposes 
 

 All correspondence should be on the Company's letterhead. The Company wants to 
project a good and professional image so of course content is important. Employees must 
seek approval from a Company manager or foreman before mailing correspondence. 
Always keep a copy of any/all correspondence. 
 

8.7.5 TELEPHONE PROCEDURES 
 

Office personnel should answer calls promptly; the phone should never ring more 
than twice. Screen each call to find out to whom the call should be directed. Document 
all calls on a PHONE MESSAGE pad, make sure to give complete information (name, 
phone number, date, time, who call is for, phone number for caller, brief message or 
what the call is regarding if possible). Keep all phone log books; date the front with 
month and year. These are archived and can be accessed if needed. 
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Employees should be aware of their surroundings and use diplomacy when 
answering questions in front of customers, visitors or other employees. ALWAYS 
consider privacy and confidentiality. All office personnel should be cost conscience and 
do their part to reduce unnecessary calls, especially long distance charges. 

 
CELL PHONES…Effective, November 16, 2011 No personal cell phone use or texting on 
company time. Exceptions will be made for Company Business.  
 

Employees may not utilize any cell phone or mobile device for phone calls, text 
messaging, Internet browsing or reading, or any other use, while operating a motor 
vehicle on the Company business.  The use of a cell phone or mobile device while 
connected to a hands-free device is also prohibited.  In the event it becomes necessary 
for an Employee to use such cell phone or mobile device, the Employee must lawfully pull 
the motor vehicle over to a safe location, park the vehicle, and then use the cell phone or 
mobile device.   Further, Employees who are required to use cell phones for their position 
are required to know and obey all state and local laws regarding the use of cell phones 
while operating a motor vehicle.  If a ticket or fine is issued for illegal use of a cell phone 
or other electronic devices while driving, the employee is responsible for the citation and 
any other penalties or liabilities. 

 
8.7.6 OUTSIDE EMPLOYMENT 

 
The Company hopes that you will not find it necessary to seek additional outside 

employment. However, if you are planning to accept an outside position, you must notify 
a Company manager in writing. 

 
Outside employment must not conflict in any way with your responsibilities within 

the Company.  
 

8.7.7 CUSTOMER AND PUBLIC RELATIONS 
 

The Company's reputation is built on excellent service and quality work. To 
maintain this reputation requires that active participation of every employee. 

 
The opinions and attitudes that customers have toward the Company may be 

determined by the actions of one employee. Each employee must be sensitive to the 
importance of providing courteous treatment in all working relationships. 

 
8.7.8 SAFETY STATEMENT/POLICY 

 
The safety and health of the Company's employees continues to be a first 

consideration in the operation of the Company. Safety without question is every 
employee’s responsibility at all levels. It is the intent of this Company to comply with all 
laws. To do this the Company and its employees must constantly be aware of conditions 
in all work areas that can produce injuries. No employee is required to work at a job he 
or she knows is not safe or healthful. Your cooperation in detecting hazards and, in 
turn, controlling them is a condition of your employment. Inform your foreman or a 
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Company manager immediately of any situation beyond your ability or authority to 
correct. 
 

Personal Protection Equipment (“PPE”) will be provided by the Company at the 
beginning of the work year.   If the PPE becomes damaged, the foreman will allow the 
replacement.  All crew truck will have two of each item of PPE and will be responsible 
for the inventory.  If the PPE inventory is not kept, or collected properly, the foreman 
will be responsible for all missing PPE.  A replacement form will be filled out at the shop 
by the foreman.  The shop manager will collect the damaged PPE and acknowledge 
the damaged goods and sign off on the form and turn it into the home office.  Any 
employee who loses their PPE or claims that it was stolen is required to pay the 
replacement cost.  At no time shall the foreman, project manager or lead purchase PPE 
without written permission from the project manager.  Foremen shall keep extra PPE 
inventory in each crew truck. It is the employee’s responsibility to maintain and 
immediately notify the Shop Manger if needs to be replaced. 

 
8.7.9  SECTIONS AND OTHER HEADINGS. 

 
The section headings contained in this Employee Handbook are for reference 

purposes only and shall not affect the interpretation of this Employee Handbook. 
 

         9.0    ADDENDUM 
 
  9.1  Drive Time 
 

See Travel Time Policy. 
 
  9.2 Miscellaneous Policies 
 

Please see the following attached policies, if applicable:  (a) iPad Agreement; (b) 
Credit Card Policy; (c) Tool Policy; (d) Opening and Closing Procedures for Shop and 
Office; and (e) Fuel Card Policy. 
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ACKNOWLEDGMENT OF RECEIPT AND UNDERSTANDING OF 
 EMPLOYEE HANDBOOK 

 

Each Employee MUST Read the Employee Handbook and sign this 
Acknowledgment 

 
I understand that the Company Employee Handbook is a summary of policies and rules 
that guide my employer in its relationship with its Employees.  It is not a contract of 
employment and I do not construe it as such.  I understand that the Company has the 
right to terminate my employment at any time, with or without cause, and with or without 
advance notice.  I understand that the Company may add to, modify or delete policies or 
provisions of the Company’s Employee Policies and Procedures Manual, in whole or in 
part at any time and in its sole discretion, with or without notice. 
 
I specifically acknowledge that I have read and understand the provisions of the 
Company’s Employee Handbook relating to discrimination and harassment, substance 
abuse, drug and alcohol testing and legal compliance and agree, without reservation, to 
follow these policies.   
 
Print Full Name:           
Signature:             
Date:        
Location:              
Witness:            
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