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WELCOME 

Whether you are a new employee with Eagle Infrastructure Services, Inc. (“Eagle 
Infrastructure” or the “Company”) or a current employee, we are pleased to provide you 
with this handbook.   
 
We are also pleased you are part of the Eagle Infrastructure team. As a service 
organization, we consider our employees to be our greatest asset and we look forward to 
what we will accomplish together.  We believe that each employee contributes to the 
growth and success of our business and hope that you will take pride in being an 
important member of our team.  
 
We want your working at Eagle Infrastructure to be a rewarding experience for you.  Your 
job is important to you and to us and carries with it a great deal of responsibility.  As an 
Eagle Infrastructure employee, we expect you always to do what is right and to strive to 
be your best all the time.  In doing so, you will receive the satisfaction of a job well done 
and the recognition your work deserves. 
 
We look forward to your success and continued growth with Eagle Infrastructure.  
Welcome! 
 
Randy Byers 
Executive Chairman & CEO 
 
 

ABOUT THE HANDBOOK 

We know you have a lot of questions about the Company and we have prepared this 
handbook to answer some of those questions.  If you have questions about matters 
discussed in this handbook, you should contact your supervisor or manager who will get 
you in touch with the person who can answer your concerns.  You can also contact your 
Human Resources representative should you have any questions regarding the content 
of this handbook.    This handbook does not cover every aspect of employment with the 
Company and is not intended to provide details of all policies, procedures, programs and 
benefits available to Company employees.   
 
Because the Company has employees working in many states, it is possible that a state 
law in a state where you work might provide certain rights that are different from the ones 
discussed in this handbook.  If that is the case, you will be afforded all the rights provided 
under the state law which applies to you. 
 
This handbook applies to all companies belonging to the Eagle Infrastructure family of 
companies.  The business for which you work may have more specific policies that 
supplement this handbook.  This Eagle Infrastructure handbook should be read in 
conjunction with any supplemental policies and/or procedure provided to you by the 
business for which you work.   Eagle Infrastructure is a holding company and parent 



 

2 
 

company of the business for which you work.  This handbook is intended to provide 
guidelines to all employees working for any subsidiary of Eagle Infrastructure.  Your 
employment relationship is solely with the subsidiary that employs you.   
 
Nothing contained in this handbook creates an employment contract between you and 
the Company or gives you any guarantee of continued employment with the Company for 
a specific period of time. The Company reserves the right to amend, modify or terminate 
any of its employee benefit plans, programs, policies or arrangements.  The Company 
also reserves the right to change the policies and procedures contained in this handbook 
at any time, without advance notice.   
     
 
With respect to Company benefits, the summary plan description or any other current 
insurance plan document in effect from time to time for your particular business provides 
detailed information regarding benefits plans in effect for the business that employs you.    
 

NOTICE TO EMPLOYEES WHO SPEAK A NATIVE LANGUAGE  
OTHER THAN ENGLISH 

 
The Company desires that all employees understand and comply with the policies in this 
handbook.  Employees who have difficulty understanding this handbook due to an inability 
to read or understand English should contact Human Resources.   The Company will 
provide assistance to help employees understand the policies and what is expected of 
them.  The Company will assume that any employee who does not seek assistance 
understands and agrees to comply with all aspects of the employee handbook, as 
amended or updated from time to time.   
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YOUR EMPLOYMENT AND COMPANY POLICIES 

Your Employment 

You are designated as an “at will” employee.  This means that you have not been hired 
for a guaranteed period of time and you can resign from your job at any time for any 
reason or no reason and the Company can terminate your employment at any time for no 
reason or any reason that is not otherwise prohibited by law.   The only way you can be 
guaranteed employment for a specific period of time is if the Executive Chairman & CEO 
of Eagle Infrastructure Services, Inc. has signed a written employment contract with you.  
Your “at-will” employment relationship with the Company may not be modified by any 
verbal or implied agreements.  These statements about the “at-will” nature of your 

employment are the complete understanding between the Company and you. Only the 

Executive Chairman and CEO of Eagle Infrastructure Services, Inc. has the authority to 
change an employee’s “at will” employment status.  Any indication that your status has 
been changed from an “at will” employee is void and of no effect unless signed by the 
Executive Chairman and CEO of Eagle Infrastructure Services, Inc. 
 
 

Open-Door Communications 

We want you to resolve any problems or issues you have while working at the Company.  
For this reason, the Company has an "open door" policy.  If you have a concern or 
question in connection with your job, you are encouraged to ask about it as soon as 
possible.  You should first talk to your supervisor or manager.  If you do not want to start 
with your supervisor or manager, you can talk to any member of management, any 
member of the Legal Department or any member of the Human Resources Department.  
We have found that often questions and problems can be answered or resolved quickly 
when raised when employees first encounter them.  
 

Equal Employment Opportunity 

Eagle Infrastructure and its subsidiaries are equal opportunity employers and make 
employment decisions on the basis of merit.  The Company and each of its affiliates and 
subsidiaries  does not discriminate against any applicant or employee on the basis of their 
race, color, religion, creed, national origin, ancestry, sex (including pregnancy), sexual 
orientation, gender (including gender nonconformity and status as a transgender or 
transsexual individual), marital status, age, physical or mental disability, citizenship, 
service in the uniformed services, genetic information, or any other characteristic 
protected under applicable laws.  This non-discrimination policy applies to all terms and 
conditions of employment, including, but not limited to, hiring, training, promotion, 
discipline, compensation, benefits, and termination of employment.  This non-
discrimination policy includes a perception that anyone may have any of these 
characteristics or is associated with a person who has or is perceived as having any of 
these characteristics.  
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If you think you have been discriminated against based on any of the grounds listed 
above, you must immediately contact your supervisor, manager, a member of the senior 
management team, a member of the Human Resources Department or a member of the 
Legal Department to discuss your concern.  The Company will investigate your concern 
promptly, impartially, and as confidentially as possible.  The Company will not take any 
action against you for providing truthful information regarding your concern.  At the 
completion of the investigation, the Company will take action if it finds this policy has been 
violated. 
 

Accommodations – Disability  

The Company recognizes that some individuals with physical or mental disabilities may 
require reasonable accommodations in the application process or to do the essential 
functions of their jobs. Under the American Disabilities Act (“ADA”) and applicable state 
laws, a qualified individual with a disability is an individual who, with or without reasonable 
accommodation, can perform the essential functions of the employment position for which 
the individual holds or desires.   
 
If you feel you need a reasonable accommodation, you should contact a member of 
management or a member of the Human Resources Department.  Members of 
management are to forward all requests for an accommodation to human resources. 
 
Requests are voluntary.  The Company may ask for information from your medical 
provider to provide documentation showing your ADA disability, functional limitations and 
need for an accommodation. Employees who fail or refuse to provide this information are 
not entitled to accommodation.  Reasonable accommodations will be made unless doing 
so would create an undue hardship, in accordance with applicable laws.  
 
Information regarding an employee’s request for accommodation and related 
documentation will be kept separate from the employee’s file.  
 

Accommodations – Religious Beliefs or Practices 

The Company respects your religious beliefs and practices and will work to make a 
reasonable accommodation to allow you to observe sincerely held religious beliefs.  Just 
like in cases of accommodations due to an ADA disability, the Company will provide a 
reasonable accommodation unless doing so would create an undue hardship, in 
accordance with applicable law.   
 
To request an accommodation, you should contact your supervisor, manager, or a 
member of the Human Resources Department. Supervisors and managers are to forward 
all requests for an accommodation to the Human Resources Department.  
 

Harassment-Free Workplace 

The Company wants you to work here without harassment based on your race, religion, 



 

5 
 

creed, national origin, ancestry, sex (including pregnancy), sexual orientation, gender 
(including gender nonconformity and status as a transgender or transsexual individual), 
age, physical or mental disability, citizenship, service in the uniformed services, genetic 
information, or any other characteristic protected under applicable law (including, but not 
limited to, advising management of a concern of discrimination or harassment or 
participating in an investigation into possible discrimination or harassment).  This policy 
prohibits harassment by fellow employees, supervisors or managers, or by someone not 
employed by the Company such as outside vendors, consultants or customers. 
 
This prohibition includes sexual harassment.  Sexual harassment can consist of a wide 
range of unwanted, sexually-directed behaviors which are made a condition of 
employment or promotion, interfere with work performance, or create a hostile work 
environment.  Sexual harassment can occur through conduct on the work site as well as 
outside the work site.  Sexual harassment can occur as the result of pornographic or 
sexually suggestive material in the workplace.  To prevent such harassment, the 
Company prohibits pornographic or sexually suggestive material in the workplace.   
 
Other types of harassment include verbal or physical conduct which puts down or shows 
hostility or aversion toward an individual based on any of the grounds mentioned above.  
Harassment includes conduct which interferes with work performance, adversely affects 
an individual’s employment opportunities, or creates a hostile work environment.   
 
If you feel you have been harassed based on any of the grounds mentioned in this policy, 
you must report it immediately to any one of the following: (1) your supervisor; (2) your 
manager; (3) a member of the Human Resources Department; (4) a member of the Legal 
Department; (5) the Executive Chairman & CEO of the Company; OR (6) any other 
member of Company management.  The contact information for the Executive Chairman 
& CEO of the Company, the members of the Human Resources Department and the 
Legal Department are listed in Appendix A.  If you are a supervisor or member of 
management and you are approached by an employee regarding possible harassment or 
you observe possible harassment, you are required to immediately bring the matter to the 
attention of a member of the Human Resources Department or Legal Department.   
 
The Company will investigate your report promptly, impartially, and as confidentially as 
possible.  At the completion of the investigation, the Company will take action if it finds 
that this policy has been violated.   
 
The Company prohibits any retaliation against an employee who in good faith reports 
alleged harassment or participates in an investigation into such reports.  Retaliation 
against an employee for reporting alleged harassment or participating in an investigation 
of alleged harassment is a serious violation of this policy and may subject the person to 
discipline, up to and including termination of employment. 
 

IMMIGRATION LAW COMPLIANCE  

The Company is committed to employing only United States citizens and non-citizens 
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who are authorized to work in the United States, and does not discriminate on the basis 
of citizenship or national origin.  In compliance with the Immigration Reform and Control 
Act, each new employee, as a condition of employment, must complete the Employment 
Eligibility Verification Form (I-9) and present documentation establishing identity and 
employment eligibility no later than three days following date of hire.  If appropriate 
documentation is not received within this time, the employment relationship will be 
terminated.   
 
 

Code of Ethics/Conflict of Interest 

Eagle Infrastructure is committed to achieving the highest standards of professionalism 
and ethical conduct in its operations and activities.  The Company expects all employees 
to perform their work using the highest ethical standards of conduct and not to permit 
outside interests to interfere or conflict with their job duties.  Employees must avoid 
entering into transactions where it may appear that they are improperly benefiting from 
their employment relationship with the Company.  In general, a conflict of interest 
describes any situation in which the employee’s own interest may influence the way 
he/she handles Company business.  Employees must not engage in any conduct that 
would create an actual or potential conflict of interest or create the appearance of such a 
conflict.  While it is impossible to list every circumstance that may create a possible 
conflict of interest, the following should serve as a guide to the types of activities that may 
cause such a conflict:  
 
Business Relationships with Suppliers and Vendors - Purchasing decisions must be made 
on the basis of factors such as quality, service, price, delivery, and best value.  Care must 
be taken to avoid conflict and the appearance of partiality regarding all business 
transactions with suppliers.  Kickbacks are prohibited.  Employees must protect the 
Company’s and our customers’ proprietary or sensitive information.  
 
Payments to Governmental Personnel - The Company prohibits any employee from 
making or receiving illegal payments to government officials of any country.  The promise, 
offer or delivery to an official or employee of any government of a gift, favor or other 
gratuity would be in violation of this policy and may also be a criminal offense depending 
on geographic location.  Every employee must adhere to any and all applicable local, 
state, federal, and international laws and regulations.  
 
Business Courtesies - A business courtesy is a present, gift, gratuity, hospitality or favor 
for which the recipient does not pay fair market value.  It may be a tangible or intangible 
benefit such as meals, drinks, tickets, door prizes, discounts, promotional items or use of 
time, materials, facilities or equipment. 
 
Any employee who offers or approves the offer of a business courtesy must make sure it 
is proper and the business courtesy could not reasonably be interpreted as an attempt to 
gain an unfair competitive advantage or otherwise reflect negatively on the Company’s 
reputation or of the recipient. 
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In deciding whether to accept a business courtesy, employees are expected to use good 
business judgment and to ask questions when in doubt.  
 
Reporting Violations - If you become aware of any potential conflict of interest or ethical 
concern regarding your employment or have such concerns about another employee at 
Eagle Infrastructure, you must promptly contact your supervisor, manager or you may 
contact any member of the human resources or Legal Department. The Company will 
investigate all concerns regarding possible conflicts of interest and/or ethical concerns 
and take any necessary action.  
 
Eagle Infrastructure prohibits any form of discipline, reprisal, intimidation or retaliation for 
reporting in good faith a potential conflict of interest, ethical concern, a violation of this 
policy, or for cooperating in related investigations.  Failure to cooperate in an investigation 
or failure to provide truthful information as requested by the Company during an 
investigation may subject you to discipline up to and including termination.  
 

Confidential Information 

As an employee of the Company, you will have access to the Company’s confidential 
information. Confidential information includes, but is not limited to: 
 

• Information about the Company’s customers, such as customer names, 
addresses, telephone numbers, and other customer data. 

• Information regarding the Company’s suppliers, vendors, consultants and 
service providers, including the terms of the agreements with such third parties.  

• Information about the Company’s employees, whether past, current or 
potential.  

• Bidding information such as bid lists, bid estimates, bid spreadsheets, 
subcontractor quotes, vendor quotes.  

• Information about the Company’s sales and potential sales, such as prospects, 
plans, estimates, bids, and pricing lists. 

• Information regarding the Company’s marketing, sales, development and 
related strategies.  

• Human resources information.  

• Information regarding pending or potential acquisitions, joint ventures, 
divestitures of part of the Company’s business.  

• Technical information developed by the Company, including formulas, 
methods, processes, drawings, sketches, diagrams, mock-ups, methods and 
procedures of operations, product research, and development plans. 

• Information regarding the Company’s legal matters, such as contracts, legal 
claims, actual or threatened litigation and litigation strategy. 

• Investigations, whether past, present or anticipated.  

• Financial information such as costs, margins, revenue, earnings and/or 
financial strategies, budgets, projections, forecasts, cost sheets or any other 
accounting and/or financial information.  
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• Proprietary information that is not in the public domain. 

• Trade Secrets such as concepts, ideas, materials or information related to the 
business, products or services of the Company.  

 
You must keep all confidential information and matters in strict confidence.  You must not 
discuss confidential matters or release confidential information whether orally or in writing 
or in any form of communication to any outside party, including family and friends.   If 
business discussions require the disclosure of confidential information in order to conduct 
business, such confidential information shall not be disclosed until a non-disclosure 
agreement is in place with the third party as approved by a member of the Legal 
Department, CFO or CEO.  Any disclosures of confidential information made to third 
parties pursuant to a non-disclosure agreement should be limited to the information that 
is essential to conduct business on behalf of the Company.  If you have any questions 
about whether the information is confidential, treat the information as confidential and do 
not disclose the information to third parties until further clarification is obtained from a 
member of the Legal Department or the Company’s CEO or CFO. You understand that 
you shall not be held criminally or civilly liable under any federal or state trade secret law 
for the disclosure of a trade secret that: (a) is made (i) in confidence to a federal, state, 
or local government official, either directly or indirectly, or to an attorney; and (ii) solely 
for the purpose of reporting or investigating a suspected violation of law; or (b) is made in 
a complaint or other document filed in a lawsuit or other proceeding, if such filing is made 
under seal.  Nothing in this handbook shall be construed to prohibit you from reporting 
alleged improper or unlawful conduct to, or participating in any investigation or proceeding 
conducted by, any federal or state government agency or self-regulatory agency 

 
 
 

YOUR CLASSIFICATIONS, SCHEDULE, AND PAY 

Your Classifications 

The classifications below relate to the hours you work, your schedule, and how you are 
paid.  These classifications may also impact your eligibility for benefits.  Please reference 
the benefits information provided to you at time of hire and the Summary Plan 
Descriptions for further information regarding benefits eligibility.   
Full-time or Part-time Employee: 
 
You will be designated as either a full-time or part-time employee. 
 

• Full-time employees are those employees who are regularly scheduled to work 
30 or more hours per workweek.     

 

• Part-time employees are those who are regularly scheduled to work fewer than 
30 hours per workweek.   
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Exempt or Non-Exempt Employee: 
 
You will also be classified as either a non-exempt or exempt employee pursuant to the 
definitions and guidelines of the federal Fair Labor Standards Act (“FLSA”).   
 

• Non-exempt employees are those covered by the overtime provisions of the 
FLSA.  Under the FLSA, a non-exempt employee is entitled to overtime pay for 
hours worked in excess of 40 hours in a workweek.  Non-exempt employees 
may also be entitled to overtime pay in other situations under applicable state 
law. 

 

• Exempt employees are those who are exempt from the overtime provisions of 
the FLSA and are not entitled to overtime pay under the FLSA.  Exempt 
employees do not receive overtime pay, even though they may work more than 
40 hours in a week. 

 
Anyone having questions regarding the exempt or non-exempt status of employment 
should contact a member of the Human Resources Department.  

 
Inside/Office Employee and Field Employee: 
 
Additionally, you may be classified as an Inside/Office Employee or a Field Employee. 
 

• An inside/office employee is an employee whose primary place of work is in a 
permanent office that is primarily used by Company employees.  
 

• A field employee is an employee whose place of work is primarily at a 
client/customer site or location.  

 
Classifications for Employee Benefits: 
 
For purposes of determining eligibility for employee benefits and Company contribution, 
different classification rules may apply.  You should consult this handbook, the terms of 
your offer of employment and the applicable plans, programs, and policy documents and 
the related Summary Plan Descriptions in effect from time to time to find out if you are 
eligible for certain employee benefits.  Please note that eligibility may change in different 
benefit plan years.  Plans and eligibility rules may be different among the different 
subsidiaries of the Company. If you have any questions about your classification, you 
should contact a member of the Human Resources Department.  
 

Business Hours 

Inside/Office Employees: 
 
The Company’s normal business hours are from 8:00 a.m. to 5 p.m. Monday through 
Friday for inside/office employees.  Full-time employees are expected to normally work 8 
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hours per workday, five days per workweek unless other arrangements are made in 
writing.   
 
However, full-time employees may be required to come in early, work late or work 
overtime from time to time, depending on various factors, such as workloads, staffing 
needs, and special projects.  You will receive your specific work schedule from your 
supervisor. 
   
Field Employees: 
 
Field employees’ work hours will vary depending on their work assignment.  You will 
receive your specific work schedule from the site supervisor at which you work. 
 

Timekeeping for Non-Exempt Employees 

If you are a non-exempt employee, it is your responsibility to accurately record the time 
you work.  You will be told the method you should use to record your time.  If corrections 
or modifications need to be made on your time record, both you and your supervisor will 
need to verify the accuracy of the changes as applicable within your timekeeping system.    
 
Altering, falsifying, or tampering with time records or recording time on another 
employee’s time record may result in disciplinary action, up to and including termination 
of employment.   
 

Overtime for Non-Exempt Employees 

When operating requirements or other needs cannot be met, non-exempt employees may 
be scheduled to work overtime hours.  We do not want to inconvenience you, so when 
possible, we will give you advance notice if you are needed to work overtime hours.   
 
You will receive overtime pay at the rate of 1 ½ times your hourly rate based on actual 
hours you work in excess of 40 hours in a workweek (unless otherwise specified by 
applicable law).  You will be informed of your designated workweek for purposes of 
submitting your timesheets and for the Company’s calculation of overtime. Holiday time, 
military duty, jury duty, vacation time, sick leave, bereavement time, and other equivalent 
unworked time off do not count as hours worked for purposes of calculating overtime.   
 
All overtime work must receive your supervisor’s prior authorization.  Failure to work 
scheduled overtime or overtime worked without prior authorization from your supervisor 
may result in disciplinary action, up to and including termination of employment.  
Employees receiving overtime pay must take their scheduled meal time and cannot count 
it as hours worked. 
 

Exempt Employees' Salary 

Exempt employees are expected to put in the hours necessary to complete their 
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assignments in a timely fashion.  Exempt employees are paid on a salary basis. 
Reductions in an exempt employee’s salary may be taken when the employee is absent 
from work for one or more full days for personal reasons other than sickness or disability; 
to offset amounts employees receive as jury or witness fees, or for military pay during 
absences for those events; for penalties imposed in good faith for infractions of safety 
rules of major significance; or for unpaid disciplinary suspensions of one or more full days 
imposed in good faith for workplace conduct rule infractions.   
 
The Company is not required to pay the full salary in the initial or terminal week of 
employment, or for weeks in which an employee takes unpaid leave under the FMLA.  If 
an exempt employee has a question about any salary deduction, the employee should 
contact a member of the payroll or Human Resources Department for an explanation and 
a correction if the deduction was improperly made.  
 

Paydays and Administrative Pay Corrections 

The Company pays employees via direct deposit.    You will be informed of the frequency 
of your pay.  If your payday is different, you will be informed of when you will be paid.  A 
payday may be affected by a weekend or holiday, in which case your direct deposit may 
take effect either immediately before or immediately after the weekend or holiday.     

We want to make sure you receive the correct amount of pay in each paycheck.  Please 
review your paychecks for errors.  If you find an error whereby you have been overpaid 
or underpaid or have any questions, contact the Payroll Department immediately.  Any 
corrections that need to be made will be done as quickly as possible. 
 

Your Personnel Records 

You are responsible at all times for updating your personnel records. Any change in your 
address, telephone number, dependent status, marital status, insurance beneficiary, 
emergency notification choices, or other pertinent information should be reported 
immediately to the Human Resources Department with the appropriate paperwork. 
 
Any employment related inquiries received by an employee, supervisor or manager must 
be directed to a member of the Human Resources Department.  In the event someone 
inquires about your employment, it is the Company’s policy not to release any information 
other than your dates of employment and present or last position held. Wage information 
is provided for current employees only in the event a signed and dated release by the 
employee and is given to the Human Resources Department. 
 
All records maintained by the Human Resources Department are the property of the 
Company.  You may view your personnel file in the presence of a Human Resources 
representative or a designee with reasonable notice and at reasonable intervals and 
times.  You may not remove or copy or alter, add or remove any material from your file 
without the consent of HR.  Copies of personnel files will not be released to any current 
or former Company employees unless required by applicable law or pursuant to a valid 
subpoena.   
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Outside Employment 

We recognize that some employees may seek outside employment, including second 
jobs, consulting engagements, and self-employment.  While we do not require that you 
obtain prior approval to engage in outside employment, you may not engage in any 
outside employment that competes with the Company or that interferes with your work 
performance or work schedule at the Company.  You are not permitted to provide services 
for compensation to a vendor, supplier or customer of the Company.  
 
If you engage in outside employment, you must keep the Company’s confidential 
information, trade secrets, and other business interests confidential.  Additionally, you 
may not use the Company’s property, facilities, equipment, supplies, or IT systems (such 
as computers, networks, email, telephones or voicemail), in connection with any outside 
employment. 
 

THE WORKDAY 

Dress Code & Grooming 

We do not have a detailed dress code of what you must wear to work because we rely on 
you to exercise common sense and good judgment regarding your clothing and 
appearance in the workplace.  Generally, you should maintain a clean and neat 
appearance and dress according to the requirements of your job, which may include 
concerns about safety, interactions with customers, and accurately representing the 
Company’s image to the public. 
 
Although the Company does not want to tell you what to wear when working, there are 
some items that are simply inappropriate to use or wear while working. 
 

• No jewelry which can be caught in machinery, including without limitation, 
necklaces, bracelets, and rings. 

 

• Makeup, perfume and cologne should be used with restraint.  Please be 
considerate of the fact that some employees or individuals that you may come 
in contact with during working hours may be allergic to chemicals in perfumes 
and make-up, so please wear these substances with restraint. 

 

• Short, tight skirts or short skorts are inappropriate.  Spaghetti-strap dresses are 
also inappropriate. 

 

• Tank tops, midriff tops, shirts with potentially offensive words, terms, logos, 
pictures, cartoons, or slogans are also inappropriate. 

 
If you are not dressed in a manner consistent with this policy, you may be asked to go 
home and return to work appropriately dressed.  In such a case, a non-exempt employee 
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will not be paid for the time spent away from work.  You may also be subject to discipline. 
 
If you have any questions about what is appropriate workplace attire, ask your supervisor, 
manager or a member of the Human Resources Department.  
 

When You Are Late or Absent 

If you are going to be late or absent from work, notify your supervisor or manager as far 
in advance as possible before the beginning of your work day.  If your supervisor or 
manager is not available, leave a message of when you expect to be able to report to 
work and the telephone number where you can be reached.  Your supervisor or manager 
will return your call if necessary. If you cannot call your supervisor or manager, have 
another person make the call.  This will allow the Company to make appropriate 
reassignments of your work. If you call in to report that you will be late and then for some 
reason you cannot come to work at all that day, you must call back and provide further 
information. 
 
This procedure should be followed every day you are either late or absent, unless you 
are on a leave of absence or have been excused by your supervisor or manager from 
calling in every day.   
 

No Call/No Show 

If you are absent for three consecutive work days and you have not notified your 
supervisor or manager, you will be considered a "No Call/No Show."  A “No Call/No Show” 
is considered by the Company as a voluntary abandonment of your job and your 
employment may be terminated. 
 

Drug and Alcohol-Free Workplace 

The Company is committed to maintaining a drug and alcohol-free workplace.  Under this 
policy, the following conduct is prohibited: 
 

• Use, possession, sale, purchase or transfer of illegal drugs while on the job or 
while on Company owned or leased property. 

• Use or possession of alcohol or illegal drugs while operating Company owned 
or leased vehicles or personal vehicles for business purposes. 

• Consumption, possession or sale of alcoholic beverages on Company owned 
or leased property. 

• Being under the influence of alcohol or illegal drugs while on the job or while 
on Company owned or leased property. 

• Working while under the influence of alcohol or illegal drugs while on the job or 
while on Company owned or leased property. 

• Abuse of legal drugs while on the job, including, but not limited to, distribution, 
abusive use or selling. 
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Illegal drugs are those classified as illegal under applicable federal, state, or local laws 
and Company drug and alcohol policies. 
 
From time to time, the Company may sponsor social or business-related events at which 
alcohol is served.  This policy does not prohibit the use or consumption of alcohol at such 
events.  However, if employees choose to consume alcohol at such events, they must do 
so responsibly and maintain their obligation to conduct themselves properly and 
professionally at all times with colleagues and/or current or prospective clients and may 
not drive under the influence.  Any employee who feels his/her ability to drive may be 
impaired, even a little, should not drive.  The behavior of all employees and their guests 
at social events must comply with the letter and spirit of this handbook.   
 
The Company maintains separate drug and alcohol policies which should be reviewed, 
understood and complied with by all employees.  
 
A copy of the drug and alcohol policy specific to your employment will be given to you, if 
applicable, and you may be required to sign an acknowledgment form indicating that you 
received the policy.  Each policy requires drug and/or alcohol testing under certain 
circumstances.   
 
If you violate this drug and alcohol policy or any of the other policies above that are 
applicable to you, you may be subject to discipline, up to and including the termination of 
your employment.   
 

THE WORKPLACE 

Workplace Violence 

The Company prohibits and will not tolerate any form of workplace violence by an 
employee, supervisor or third party, including vendors, customers, clients, independent 
contractors and visitors, both at your workplace and at Company-sponsored events.   
 
Workplace violence includes: 

 

• Making threatening remarks (written or verbal). 

• Aggressive or hostile acts such as shouting, using profanity, throwing objects 
at another person, fighting, or intentionally damaging a co-worker’s property or 
threatening to do any of the foregoing. 

• Bullying, intimidating, or harassing another person (for example, making 
obscene phone calls or using threatening body language or gestures, such as 
standing close to someone or shaking your fist at them). 

• Behavior that creates a reasonable fear of injury, such as stalking. 

• Assault.     
 
This list provides examples only and does not include all forms of workplace violence.  No 
form of workplace violence will be tolerated. 
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The effectiveness of our efforts to provide a workplace free of violence depends largely 
on employees telling us about incidents of workplace violence, including threats.  If you 
witness any workplace violence, you should report it immediately.  In addition, if you feel 
that you or someone else may been subjected to conduct that violates this policy, you 
should report it immediately.  If employees do not report workplace violence incidents, the 
Company may not become aware of a possible violation of this policy and may not be 
able to take appropriate corrective action. 
 
Reports should be made as soon as possible to your supervisor, manager, a member of 
the Human Resources Department, the Executive Chairman & CEO, or another member 
of management.   When reporting a threat of violence, you should be as specific and 
detailed as possible.  You should also report all suspicious individuals or activities as soon 
as possible.       
 
In cases of immediate danger which warrants police intervention, you should report the 
circumstances to the police through the 911 emergency network and notify a supervisor 
or member of management.  You are not encouraged to intervene on behalf of the police 
or other emergency personnel.  Do not place yourself in peril. 
 
The Company will promptly and thoroughly investigate all reports of violence or threats of 
violence and of suspicious individuals or activities.  Anyone determined to be responsible 
for threats of violence or actual violence or other conduct that is in violation of these 
guidelines will be subject to disciplinary action, up to and including termination of 
employment.   
 

Safety 

The Company is committed to maintaining a safe workplace and has issued safety rules 
and guidelines.  You are required to comply with all of the Company’s rules and guidelines 
that apply to you, as well as any applicable federal, state, and local laws regarding 
workplace safety.  In addition, you must keep your work area organized and free of any 
potential hazards.  Failure to follow the Company’s safety rules and guidelines that apply 
to you may result in discipline, up to and including termination of employment. 
 
Some employees, depending on the type of work they perform, will be issued an 
Employee Safety Handbook.  If you are issued an Employee Safety Handbook, you must 
comply with the rules and procedures in the handbook. 
 
Personal Protective Equipment:  Personal protective equipment such as hearing 
protection, safety shoes, fire resistant clothing, steel-toed boots and/or safety glasses will 
be required under certain circumstances.   
 
 
Reporting Unsafe Conditions or Potential Hazards.   If you witness any unsafe conditions 
or potential hazards (such as wet floors, broken equipment, defective appliances), you 
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must report them to your supervisor or manager immediately or if your supervisor or 
manager is unavailable, to any member of management as soon as possible. You should 
not take unnecessary risks under any circumstances.   
 

Inspection of Premises 

To assist in providing a workplace free of violence, free of the use of illegal drugs and/or 
alcohol, and a safe workplace, the Company reserves the right to inspect any part of its 
premises, equipment, machinery, off-premises work sites, vehicles, and personal 
vehicles used for Company business.  The Company may also search desks, lockers, 
tool boxes, file cabinets, lunch boxes and any other personal property on Company 
owned or leased property, including rental vehicles. Any employee who wishes to avoid 
inspection of personal items should not bring such items onto the Company’s premises, 
off-premises work sites, Company owned, leased, or rented vehicles or personal vehicles 
used for Company business.    
 
Entry upon the Company's premises or off-premises work sites or use of Company 
owned, leased, or rented vehicles or personal vehicles used for Company business 
constitutes consent to and recognition of the right of the Company or any authorized 
representative to conduct searches.  No person who enters on the Company’s premises 
or off-premises work sites or uses Company owned, leased, or rented vehicles or 
personal vehicles for Company business has an expectation of privacy.  Refusal to 
consent to a search or inspection or any violation of this policy may result in disciplinary 
action, up to and including termination of employment. 
 

On-the-Job Injuries 

You are required to report any job-related injury or illness to your supervisor, manager or 
Director of Safety and OQ immediately.  You will be provided with First Aid or medical 
attention as needed.  
 
The Company complies with state workers’ compensation laws.  Therefore, prompt 
reporting of an injury or illness is most important.  Failure to immediately report a work-
related injury or illness may result in the denial of benefits, disciplinary action, up to and 
including termination of employment, or both.  Injury and illness claims will be 
administered according to local requirements for workers’ compensation benefits. 
 

ELECTRONIC COMMUNICATIONS 

Communication Systems 

The Company’s Communication Systems include, but are not limited to the Company's 
computers, electronic and telephone communications systems, and all communications 
and stored information which is or has been transmitted, received, or contained in the 
Company's information systems (including, email, Internet, voice mail, facsimiles, and 
information stored on computer hard drives and Company provided diskettes).  These 
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Communication Systems are Company property and are to be used for business 
purposes and only in a professional manner. Nothing in this handbook prohibits you from 
using Communication Systems for communications protected by Section 7 of the National 
Labor Relations Act.  

 
The Company's Communication Systems may not be used for transmitting, retrieving or 
storage of any obscene, discriminatory or harassing communications.  No messages with 
derogatory, inflammatory, or otherwise unwelcome remarks regarding race, religion, 
color, sex, national origin, age, disability, or other grounds protected by the Company's 
Equal Employment Opportunity or Harassment-Free Workplace policies, may be 
transmitted. Similarly, no abusive, profane or offensive language may be transmitted 
through the Company's Communication Systems.  Further, the Company's 
Communication Systems may not be used for any illegal purpose or in any way that 
violates Company policy or is contrary to the Company's best interests.  Solicitation of 
non-Company business or any use of Company Communication Systems for personal 
gain is also prohibited.   
 
The Company allows you to occasionally use the Company’s Communication Systems 
for your personal use so long as your use does not involve unprofessional or inappropriate 
content and does not interfere with your employment responsibilities or productivity. 
 
The Company intends to prevent computer viruses and unauthorized use of copyrighted 
materials belonging to entities other than the Company.  You should obtain prior approval 
before downloading any software.  You are not permitted to copy, transfer, rename, add 
or delete information or programs belonging to other users unless given express 
permission to do so by the owner.  Failure to observe copyright or license agreements 
may result in disciplinary action, up to and including termination of employment, or legal 
action by the copyright owner. 
 
To ensure the proper use of the Company's Communication Systems, the Company has 
the right to monitor the use of these Communication Systems. Therefore, you are on 
notice that all email messages, voice mail messages, facsimiles, mail sent to the 
Company's address, and information stored on computer hard drives and Company-
provided storage devices are subject to monitoring or inspection by the Company at any 
time, with or without advance notice. Employees are not entitled to any expectation of 
privacy with respect to the use of the Company's Communication Systems. 
 

Your Own Personal Device 

The Company permits you to use your own personal mobile device, including but not 
limited to, tablets, smartphones, handheld computers, and wearable technology 
(“personal devices”) for Company business.  If you decide to use your personal device 
for Company business, you are responsible for using the personal device in a sensible, 
productive, ethical and lawful manner.  All personal devices used for business purposes 
must be registered with and authorized by the Chief Accounting Officer.  Your use of your 
personal device must comply with the Company's Communication Systems policy. 
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If you use your personal device for Company business, the Company retains the right to 
do the following: 
 

• To monitor the content of your personal device, without notice to you, whether 
the device is in your possession or the Company’s possession. 

• To copy and store copies of the content of your personal device (including 
personal content). 

• To disclose copies of the content of the entire personal device (including 
personal content) for litigation or investigations. 

• To erase or remotely wipe the entire personal device (including any personal 
content). 

 
By using your personal device for Company business, you have no expectation of privacy 
whatsoever in any content created on, transmitted to, received or printed from, or stored 
or recorded on your personal device. 
 
By using your personal device for Company business, you will be doing so at your own 
risk and the Company will not be responsible for any losses, damages or liability arising 
out of the use of your personal device for Company business, including the loss, 
corruption or use of any content or loss of access to or use of any device, its software or 
its functionally. 
 
To protect the Company’s confidential business information from being lost or becoming 
public, you must immediately report any personal device used for Company business that 
is lost, stolen, accessed by unauthorized persons or otherwise compromised so the 
Company can assess the risk and, if necessary, remotely erase the entire device.  You 
must also promptly provide the Company with access to the personal device when 
requested or required for the Company’s legitimate business purposes, including in the 
event of any security incident or investigation. 
 
The Company does not provide technological support for personal devices.  You are 
responsible for any repairs, maintenance or replacement costs and services.  You are 
also responsible for the cost of the device, including but not limited to, voice and data 
usage charges and costs for device acquisition and repair, even if these costs may 
increase due to your decision to use your device for Company business. 
 

Passwords 

Employees must follow IT security guidelines, including but not limited to, the creation, 
format and scheduled changes of passwords.  All user names, passcodes, passwords, 
and information used or stored on the Company's Communication Systems are Company 
property.   
 
No employee shall share user names, passcodes or passwords with any other person.  If 
you know or suspect that any user name, passcode or password has been improperly 
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shared or used, or that IT security has been violated in any way, contact the Chief 
Accounting Officer immediately. 
 

Use of Social Media 

Social media refers to sites including, but not limited to, Facebook, Instagram, LinkedIn, 
Twitter, YouTube, etc., as well as blog postings.  Social media can include written 
information, photos, drawings, videos, or other graphic or audio content, Internet 
message boards, chat rooms, web pages or any similar form of communication. 
 
All employees are expected to follow these guidelines when using social media: 
 

• Maintain the confidentiality of Company's trade secrets and private, proprietary 
or confidential information.  Trade secrets may include information regarding 
the development of systems, processes, products, know-how and technology. 
Do not post internal reports, policies, procedures or other internal business-
related confidential communications. 

• Do not make any reference to the Company's clients, suppliers, vendors or 
customers without their express written consent. 

• You are not authorized to represent the Company in online communications 
unless assigned as part of your responsibilities or given express permission in 
writing by an officer of the Company. 

• Do not post things such as discriminatory remarks, harassment and threats of 
violence, bullying, retaliation or similar inappropriate or unlawful conduct.  The 
Company's Equal Employment Opportunity and Harassment-Free Workplace 
policies apply to all social media communication. 

 
If you use social media outside of the work environment, we suggest the following 
guidelines: 
 

• Respect copyright laws and reference or cite sources appropriately.  Plagiarism 
applies online as well.  If you are unsure about whether a message would 
violate Company policy, speak with your manager or supervisor before posting 
it. 

• If the Company is a subject of the content you are creating, clearly and 
conspicuously disclose your relationship with the Company and clarify that you 
are not authorized to make statements on behalf of the Company. 

• Make sure you are always honest and accurate when posting information or 
news pertaining to the Company.  If you make a mistake, correct it quickly.  
Never post any information or rumors that may be false about the Company, 
co-workers, or customers. 

• Do not use the Company's email addresses to register on social networks, 
blogs or other online tools utilized for personal use.  The Company requires all 
employees who participate in such activities to comply with all Company 
guidelines and policies, including, but not limited to, the Harassment-Free 
Workplace policy. 
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While on work time or while using Company-provided equipment or your personal device 
for Company business, only use social media for work-related activities as authorized by 
your manager or consistent with the Communication Systems policy. 
 
Nothing in this policy or in any other Company guideline and/or policy is intended to 
prohibit any employee from receiving a communication or engaging in activities that are 
protected by law.   
 

DISCIPLINE 

Employee Conduct and Discipline 

When people work together, common sense requires certain standards of conduct be 
maintained in the interest of the rights, safety, and welfare of the whole group.  The 
following list will help you understand some of the Company’s rules of unacceptable 
conduct.  Providing an exhaustive list would be impossible.  Therefore, the list represents 
only examples of unacceptable conduct.  These examples were not selected or listed 
because of, or according to, their severity.  Other forms of unacceptable conduct, which 
may be equally or more severe in their nature, are not in this list. 
 
Unacceptable conduct may result in disciplinary action, up to and including termination of 
employment.  The Company does not follow any formal system of corrective action and 
management’s right to terminate employment is absolute, with or without any prior 
corrective action. 
 
Examples of unacceptable conduct include, but are not limited to:   
 

• Substantiated complaints by co-workers, supervisors or customers concerning 
an employee’s misconduct or performance. 

• Abuse or inconsiderate treatment of employees, vendors, independent 
contractors or customers, or inability to cooperate with co-workers, supervisors 
or managers. 

• Intoxication during work hours or while on Company owned or leased premises. 

• Violation of the Company’s policies relating to the use of drugs and/or alcohol 
during work hours or while on Company owned or leased premises. 

• Gambling of any form on Company owned or leased premises or at any time 
during working hours. 

• Sleeping on the job. 

• Unauthorized possession, removal, lending, or selling of Company owned or 
leased property or the property of fellow employees.  

• Mistreatment of Company owned or leased property, or unauthorized use of 
any Company owned or leased vehicle, equipment or machinery. 

• Falsification or omission of records, including but not limited to, time records, 
accounts payable, accounts receivable, pricing, and inventory. 

• Failure to follow work schedules or absences without permission; loafing; 



 

21 
 

unauthorized use of time; or use of work time for personal business. 

• Excessive absenteeism or tardiness. 

• Insufficient, careless work performance, neglect of duties, substandard work 
performance or frequent errors. 

• Violation of the Company’s Equal Employment Opportunity or Harassment-
Free Workplace policies. 

• Violation of safety and environmental standards or risking the safety of oneself 
or other individuals. 

• Use of profane, abusive or threatening language to fellow workers, supervisors, 
managers, Company officials or customers. 

• Refusal to perform work as assigned (unless such assignment is illegal or 
dangerous). 

• Inability or unwillingness to cooperate with co-workers. 

• Causing or contributing to unsanitary work conditions. 

• Unauthorized posting of materials on the bulletin board; defacement or 
alteration of any posting on the bulletin board. 

• Deliberately delaying or restricting productivity or inciting others to delay or 
restrict productivity. 

• Horseplay or mischief, such as damaging or hiding property of another 
employee or of the Company. 

• Fighting or the use of physical force against any person. 

• Failure to comply with Company rules. 
 

The Company will deal with each situation individually and nothing in this handbook 
should be construed as a promise of specific treatment in a given situation.  
 

Termination of Employment 

Termination of employment may occur due to an employee’s resignation, discharge, or 
retirement.  Employees are requested to give at least two weeks written notice to their 
supervisor of their intentions to resign.  Failure to give a two-week notice may result in 
ineligibility for rehire.  
 
Employees will receive their final pay on the next scheduled payday after the termination 
date or as otherwise required by applicable law.   
 

Return of Company Property 

You are responsible for all items issued to you by the Company in your possession or 
control, such as the following: 
 
  Vehicles    Equipment                               
  Keys                       Manuals                                          
  Laptop or computer     Written materials 
  Credit cards             
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This also includes confidential or proprietary business information and trade secrets. 
 
You must return all Company property immediately upon request or upon termination of 
employment.  Where permitted by applicable laws, the Company may withhold from your 
check(s) or final paycheck the cost of any items that are not returned when requested or 
upon termination of employment.  If your final paycheck is insufficient to cover the full 
amount, you are obligated to pay the balance to the Company within 10 days of your last 
day of employment.  The Company may also take all action deemed appropriate to 
recover or protect its property.  
 

REIMBURSABLE ITEMS 

Company-Issued Credit Cards 

The Company may, in its sole discretion, issue Company credit cards to certain 
employees for business-related purposes.  These employees may only use their 
Company credit card to incur business expenses that are reimbursable under these 
policies.  Employees may not incur personal expenses on Company credit cards.  Use of 
a Company credit card is a privilege and may be withdrawn by the Company at any time 
in its sole discretion.  
 

Use of Company Car and Personal Vehicle 

The Company permits certain individuals to drive vehicles owned, leased, or rented by 
the Company (“Company Car”) for Company business.  Personal use of a Company Car 
is permitted, including commuting between the employee’s residence and work.  
Employees who have received permission from the Company to drive Company Cars are 
required to sign and return the Company’s applicable policy (which is a document 
separate from this handbook).   
 
The Company also permits certain individuals to drive their personal vehicles for work-
related driving.  Employees who have received permission from the Company to drive 
their personal cars for business purposes are required to sign and return the Company’s 
applicable policy (which is a document separate from this handbook). 
 

Travel and Business Expenses Policy 

Under the following Travel and Business Expenses Policy (the “TBE Policy”), the 
Company will reimburse you for reasonable expenses in connection with travel and other 
business on behalf of the Company, subject to the guidelines and procedures set out in 
this TBE Policy.   
 
You must provide receipts or other appropriate substantiating documentation for all travel 
and other business expenses incurred. 
 
This TBE Policy is intended to qualify as an “accountable plan” under the Internal 
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Revenue Code and relevant regulations, so that reimbursements are not taxable to you. 
 
Reimbursable Expenses 
 
Expenses that may be reimbursed under this TBE Policy are: 
 

• Business travel expenses, including transportation, lodging and meals. 

• Business meals and entertainment, including tips. 

• Miscellaneous business expenses, including baggage and shipping costs, dry 
cleaning and laundry and tips as long as there exists a real business purpose 
for the expense. 

 
Expenses not specifically addressed as reimbursable above, such as child or pet care 
costs and personal entertainment, are not reimbursable under this policy. 
 
Travel Expenses 
 
You should always use the lowest-priced transportation option that is reasonably 
available. 
 
Air Transportation.  You should travel on the lowest-priced airfare available, taking into 
consideration preferred airports, preferred arrival and departure times, connection times 
and other restrictions, including cancellation and change fees.  
 
 
Frequent Flyer Plans.  You may personally retain frequent flyer awards that accrue from 
business travel.  However, participation in these programs must not influence flight or 
supplier selection.  You will not be reimbursed for tickets purchased with frequent flyer 
miles. 
 
Changes and Cancellations.   The Company reserves the right to determine whether to 
reimburse you for penalties and other charges for flight cancellations or changes, taking 
the particular circumstances into account. 
 
Automobile Transportation and Parking.  If you have permission to use your personal 
vehicle for business purposes under the Company’s Vehicle Use Policy, you will be 
reimbursed at the mileage rate set annually by the Internal Revenue Service.  Tolls and 
parking fees are also reimbursable.  However, the Company will not reimburse you for 
expenses, which are deemed not to be necessary for business purposes, such as: 
  

• Parking tickets. 

• Vehicle repairs and maintenance. 

• Fines for moving violations. 

• Vehicle towing charges. 
 
If you are approved to use your personal vehicle for business purposes, you must provide 
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evidence to your manager that your automobile insurance covers business travel. 
 
Rental Cars.  If you use a rental car for business purposes, the Company will reimburse 
you for the reasonable cost of the rental car, gasoline, tolls and parking fees.  You must 
reserve an economy or standard-sized vehicle.  Upgrades to full-size vehicles are 
permissible only if required due to the number of passengers or the materials being 
transported on behalf of the Company. 
 
The Company’s insurance will cover both you and the vehicle when a vehicle is rented 
for business purposes.  For this reason, you should not purchase additional insurance 
coverage from the rental car company. 
 
Ground Transportation 
 
You will be reimbursed for ordinary and reasonably-priced ground transportation, 
including buses, shuttles, taxis and car services to and from airports or railroad stations 
and between your hotel and other business-related locations. 
 
 
 
Rail Transportation 
 
You may use rail travel when it is less costly than air travel.  You are expected to choose 
the lowest, most reasonable fare available, taking into account preferred arrival and 
departure times, applicable connection times and other restrictions, including cancellation 
and change fees.  Reimbursement of penalties and other charges for cancellations or 
changes is governed by the rules applicable to air transportation, as set out above. 
 
Hotels and Lodging 
 
The Company will reimburse you for the cost of standard accommodations in a 
reasonably-priced hotel for overnight stays during business trips. If you have any 
questions about whether the hotel rates are reasonable, please consult with your 
manager.  You must submit an itemized hotel receipt or statement which indicates that 
full payment has been made and contains: 
 

• The name and location of the hotel or other lodging; 

• The date or dates of your stay; and 

• Separately stated charges for lodging, meals, telephone and other expenses. 
 

The Company will pay room cancellation fees for guaranteed room reservations only in 
extenuating circumstances, as determined by the Company in its sole discretion. 
 
Meals  
 
The Company will reimburse you for the reasonable cost of your own meals while on 
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overnight travel or where you are away from your normal work location for an entire day 
up to a maximum of $75.00 per day.  However, the Company will not reimburse you for 
meals that the Company, in its sole discretion, determines are lavish or extravagant. 
 
You must provide receipts or other appropriate substantiating documentation for each 
meal.  You may include the expense of tips up to a maximum of 20%. 
 
Business Meals and Entertainment 
 
The Company will generally reimburse you for the costs of business meals and 
entertainment as set out below. 
 
Business Meals with Clients, Customers and Business Affiliates 
 
The Company will reimburse you for the ordinary and necessary costs of meals with 
clients, customers and other business affiliates if the purpose of the meal is business 
related.  However, the Company will not reimburse you for meals that the Company, in 
its sole discretion, determines are lavish or extravagant. 
 
When submitting expense reimbursement forms for business meals, you must submit 
receipts specifying the names of the attendees and the business purpose served by the 
meal.  For business meals in excess of $200.00 per person, you must get advance written 
approval from the Executive Chairman and CEO. 
 
Business Entertainment 
 
Meals and functions are considered business entertainment if they are intended to 
provide hospitality to non-employees of Company customers which, although partly social 
in nature, are necessary and customary in furtherance of the Company’s business.  
Expenses for business entertainment should be reasonable in relation to the nature of the 
meal or function and the resulting business benefit that is anticipated.  For meals and 
functions in excess of $200.00 per person, you must get advance written approval from 
the Executive Chairman and CEO. 
 
Documentation for reimbursement should include the following: 
 

• The date of the event; 

• The name and location of the venue; 

• The names of each attendee; 

• An itemized list of expenditures; 

• The business purpose served by the entertainment; and 

• The nature of the business discussions before, during or after the 
entertainment. 

 
Communications 
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The Company will reimburse you while traveling on business for the reasonable costs of 
business-related: 
 

• Phone calls. 

• Internet service fees. 

• Faxes. 
 
You must present receipts and other substantiating documentation itemizing costs and 
identifying the parties contacted. 
 

Expense Reimbursement Procedures for all Policies 

All requests for reimbursements must be made by completing an expense reimbursement 
form, obtaining written approval from your manager and submitting the completed form, 
including all receipts and appropriate substantiating documentation, to the Accounting 
Department.   
 
All expense reimbursement forms must be signed and verified by both you and your 
manager.   
 
Expense reimbursement forms must include original receipts or other appropriate 
substantiating document for each expense documenting: 
 

• The amount paid; 

• The date the expense was incurred and paid; 

• The vendor or provider name and location; 

• The nature of the expense; and 

• Other information required by applicable policies. 
 
If a receipt or other substantiating documentation is not available, you must submit a 
written explanation of why the documentation cannot be provided.  The Company, in its 
sole discretion, will determine whether the expense is reimbursable.   
 
You must submit completed and substantiated expense reimbursement forms to the 
Accounting Department within 75 days of incurring the expense.  The Company will not 
reimburse you for any expenses submitted after this deadline. 
 
The Accounting Department will verify that expenses are permissible under the applicable 
policy and that documentation is adequate and accurate.  The Company reserves the 
right to refuse any expense reimbursement request that is inaccurate, does not include 
the appropriate substantiating documentation, is submitted late or otherwise fails to fully 
comply with the Company’s applicable policy, as determined by the Company in its sole 
discretion. Submission of false or fraudulent reimbursements requests is grounds for 
termination of employment. 
 
If you receive an excess reimbursement, you must immediately report and return any 



 

27 
 

excess amounts to the Accounting Department. Failure to return any excess 
reimbursement is grounds for termination of employment. 
 
Payment Date 
 
The Company will reimburse you for reimbursable expenses on a biweekly basis, after 
submission of complete, substantiated documentation.  In any event, you will be 
reimbursed for reimbursable expenses no later than December 31 of the calendar year 
following the calendar year in which the expense is incurred. 
 

YOUR BENEFITS 

Holidays 

At the beginning of each calendar year, the Company will post a notice indicating the date 
on which recognized holidays will be observed.   For field employees, the holiday calendar 
will be established by the customer.  
 
The Company occasionally may alter the holiday schedule to fit the workload and time 
requirements within the business.  To be entitled to holiday pay, you must be scheduled 
to work on the day that the Company recognizes the holiday and must work the regularly 
scheduled hours on the workday preceding and following the day that the holiday is 
recognized.  Holiday pay is based on your regularly scheduled hours. 
 

Military Leave 

The Company provides military leave and reemployment rights to eligible persons as 
required by applicable state and federal laws, including USERRA.  Please note that the 
employee has certain obligations to be eligible for military leave and reemployment rights 
and should familiarize himself/herself with such rules and regulations to ensure 
compliance and in order to receive the privileges as required by law.  
 

Family and Medical Leave (FMLA) 

Federal law, known as the Family and Medical Leave Act of 1993 (“FMLA”), provides that 
under certain conditions an “eligible” employee may have the right to take unpaid leave 
or substitute paid leave for unpaid leave.  This FMLA policy is provided to you under the 
federal FMLA law and will be interpreted in accordance with the federal law and the 
regulations implementing it.   
 
This policy does not attempt to cover all aspects of FMLA leave.  We have attached the 
federal FMLA poster at Appendix B to this handbook, which poster provides additional 
information.  You should contact a member of the Human Resources Department to 
request leave under the FMLA.  You should also contact a member of the Human 
Resources Department if you have any questions about FMLA leave or requirements for 
FMLA leave. 
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Eligibility:  If you have worked for the Company for at least 12 months, have worked a 
minimum of 1,250 hours for the Company during the previous 12-month period, and work 
at a work location where 50 or more employees are located at that work location or within 
75 miles of that work location, you may be eligible for FMLA leave. 
 
Non-Military Related FMLA Leave:  FMLA leave may be granted for up to 12 workweeks 
in a 12-month period to eligible employees for the following non-military related reasons: 
 

• The birth of the employee’s child, and to care for the newborn child; 

• The placement with the employee of a child for adoption or foster care, and to 
care for the newly placed child; 

• To care for the employee’s spouse, child or parent who has a serious health 
condition; or 

• The employee’s serious health condition, which may include a “work related” 
illness or injury, which makes the employee unable to perform the functions of 
the employee’s job. 
 

Military-Related FMLA Leave:   FMLA leave may also be granted to eligible employees 
for the following military-related reasons: 

 

• Qualifying Exigency Leave - Up to 12 workweeks in a 12-month period for any 
“qualifying exigency” when an employee’s spouse, child or parent is on covered 
active duty or has been notified of an impending call or order to covered active 
duty in the Armed Forces.  “Covered active duty” generally requires the 
deployment of the member to a foreign country.  A “qualifying exigency” means 
one of the following as defined by the FMLA:  (1) short-notice deployment, (2) 
military events and related activities, (3) childcare and school activities, (4) 
financial and legal arrangements, (5) counseling, (6) rest and recuperation, (7) 
post-deployment activities, (8) parental care; and (9) additional activities to 
address other events arising out of the military member’s covered active duty 
or call to covered active duty status if the employee and the Company agree 
that such leave shall qualify as an exigency, and agree to both the timing and 
duration of such leave. 
 

• Covered Servicemember Leave - Up to 26 workweeks during a single 12-month 
period to care for a Covered Servicemember with a serious injury or illness if 
the employee is the spouse, child, parent, or next of kin of the Covered 
Servicemember.  A Covered Servicemember is a current member of the Armed 
Forces, including a member of the National Guard or Reserves, who is 
undergoing medical treatment, recuperation, or therapy, is otherwise in 
outpatient status, or is otherwise on the temporary disability retired list, for a 
serious injury or illness, or a covered veteran who is undergoing medical 
treatment, recuperation, or therapy for a serious injury or illness.   

 
Determining the 12-Month Period:  With the exception of FMLA Covered Servicemember 
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Leave, the 12-month period for measuring the maximum leave an eligible employee may 
take is based on a “rolling 12-month period.”  The rolling 12-month period will be the 
preceding 12 months prior to the commencement of a requested leave.  For FMLA-
Covered Servicemember Leave, the single 12-month period for measuring the maximum 
leave an eligible employee may take begins on the first day the eligible employee takes 
FMLA leave to care for a covered servicemember and ends 12 months after that date.   
 
Employee Responsibilities:   Employees have responsibilities under the FMLA, including 
but not limited to, providing notice, sufficient information for the leave, and certifications 
supporting the request for leave.  Failure to provide required information may impact the 
employee’s eligibility to receive or continue FMLA leave.  
  
Company Responsibilities:  The Company will provide a Notice of Eligibility to the 
employee requesting leave under the FMLA.  If the employee is eligible, the notice will 
provide any additional information required as well as the employee’s rights and 
responsibilities.  If the employee is not eligible, the Company will provide a reason for the 
ineligibility.  The Company will provide the employee with a Designation Notice to inform 
the employee if the leave will be designated or not as FMLA-protected.  If the leave is 
designated as FMLA-protected, the Designation Notice will inform the employee 
regarding the amount of leave counted against the employee’s leave entitlement.  If the 
Company determines that the leave is not FMLA-protected, the employee will be notified. 
 
Non-requested FMLA Leave:  The Company reserves the right, pursuant to the FMLA, to 
consider an employee on FMLA leave in the absence of a request by the employee when 
the employee otherwise meets the requirements of the FMLA.   
 

Welfare Benefits 

The Company offers certain benefits to its employees from time to time.  Please contact 
a member of your local human resources team to obtain information regarding 
Company provided benefits.   
 
Eligibility for participation in Company benefits is set forth in the terms of the applicable 
Plan, program and policy documents and related Summary Plan Descriptions.  You will 
receive Summary Plan Descriptions which describe these benefits as well as applicable 
limitations and exclusions.  You should review the Summary Plan Descriptions to 
understand your rights and obligations as an employee under the Company’s employee 
benefit Plans, programs and policies. 
 
Employees share the cost of some of these benefits with the Company, while the 
Company pays the full cost of others.  A full description of the current plans and costs can 
be obtained from a member of the Human Resources Department. 
 
The Company has reserved the right to amend, modify, or terminate any of its employee 
benefit plans, programs and policies at any time, without prior notice (except as required 
by law). 



 

30 
 

 
If you have any questions concerning these employee benefits, you should contact a 
member of the Human Resources Department.   
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APPENDIX A - 

 
To report a violation or concern regarding a company policy or procedure or 
regarding the information in this employee handbook, you may contact:  
 
Your supervisor 
 
Your manager 
 
Any member of the Human Resources Department 
 
Any member of the Legal Department 
 
Randy Byers 
Executive Chairman 
Eagle Infrastructure Services, Inc. 
CEO 
Cleveland Integrity Services, Inc. 
Perennial Environmental Services, LLC. 
Cleveland Asset Integrity Services  
Encompass Energy Services, LLC. 
Applied Consultants, Inc. 
Central NDT, Inc. 
Cleveland Asset Integrity Services 
918-358-5735 Office 
918-850-5927 Cell 
rbyers@eagle-infra.com 
 

Louis Berezovsky 
Chief Financial Officer  
Eagle Infrastructure Services, Inc.  
(651) 303-5565 Cell 
lberezovsky@eagle-infra.com 
 
Jenny Lacy 
Corporate Director of HR 
Eagle Infrastructure Services, Inc.  
903-643-0956 Office 
903-261-5990 Cell 
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jlacy@eagle-infra.com 
 
Laura Villa 
General Counsel and Chief Compliance Officer  
Eagle Infrastructure Services, Inc.   
(314) 605-9298 Cell  
lvilla@eagle-infra.com 
 
You may also make a call to the ethics hotline at (844) 673-5507.   You may 
choose to keep your identity anonymous when calling the hotline which is 
staffed by an unrelated third party.  You may also go to the website to report 
an ethics concern.  Like the hotline, the website is maintained through a third 
party and you may choose to remain anonymous when making a report 
through the website.   
 
The website address is:   eagleinfrastructure.ethicspoint.com. 
 
[Please note the hotline and website will be in operation on or about 
December 15, 2018].  
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APPENDIX B - FMLA POSTER 
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EAGLE INFRASTRUCTURE SERVICES, INC. 
 

ACKNOWLEDGMENT OF RECEIPT OF EMPLOYEE HANDBOOK 

 

I have received a copy of the Employee Handbook for Eagle Infrastructure Services, Inc. 
(“Company”) effective October 31, 2018.  I acknowledge and understand that my 
employment with the Company is “at-will” which means that both the Company and I have 
the right to terminate my employment at any time for any reason or no reason, with or 
without cause, and with or without notice.  I further understand that this “at-will” 
employment relationship will remain in effect throughout my employment unless it is 
specifically modified by a written agreement for a specified period of time signed by the 
Chairman and CEO of Eagle Infrastructure Services, Inc. and me. I further acknowledge 
that this “at-will” employment relationship may not be modified by any oral or implied 
agreement. 
 
I acknowledge that this Employee Handbook is only an outline and is not intended to be 
a contract, expressed or implied, between the Company and me. 
 
This acknowledgement will serve as authorization for the Company to deduct from any of 
my paychecks, including my final paycheck: (1) the cost of any Company property that I 
have not returned to the Company upon request by the Company or upon my separation 
from employment; (2) the amount of personal purchases that I made on a Company credit 
card issued to me; and (3) any used credited vacation time that had not been earned.  I 
understand and agree that such deductions will continue until the full amount is recovered 
by the Company and I understand and agree that if my paycheck(s) is insufficient to cover 
the full amount, I will pay the balance to the Company within 10 days of my last day of 
employment. 
 
I agree to comply with the letter and spirit of this employee handbook as well as other 
Company policies or procedures provided to me, as in effect from time to time.  
Supplemental policies may be provided by Eagle Infrastructure Services, Inc. or the 
business that employs you.  I acknowledge my responsibility to report any violations of 
Company policy as set forth in this employee handbook.  
 
 
Employee's Signature:         
      
 
Employee's Printed Name:        
  
 
Date:        

 

 
 


