	
	





Section 6 – Standards of Conduct and Corrective Action
Company|variable=Company requires its employees to conduct themselves with integrity, show respect for their fellow employees and comply with Company policies. The standards discussed in the policy are not all inclusive. Check with your supervisor|variable=supervisor for safety and conduct policies specific to your department. In any event, the company reserves the right to discipline any employee, up to and including termination, for any act or omission that the company deems in its sole discretion to be contrary to the company’s interests. Nothing is intended to or does alter an employee’s “at-will” employment status.
Attendance
Company|variable=Company expects regular and timely attendance from all employees, including those on Restricted Duty due to an on-the-job injury. Excessive absences and tardiness burden your co-workers and will be a significant factor in your continued employment, performance appraisals, salary reviews, and in evaluating advancement opportunities.
Absence is the failure to report for work or to remain at work as scheduled. It includes late arrivals and early departures as well as absence for an entire day.
The company recognizes there may be justifiable causes for absence on occasion and, therefore, adopts a system of progressive discipline. Absenteeism will result in a series of warnings and ultimately termination from employment if there is no improvement as follows:
	2 Accumulated Occurrences
	Verbal Counseling

	3 Accumulated Occurrences
	Written Counseling

	4 Accumulated Occurrences
	Final Written Warning

	5 Accumulated Occurrences
	Termination from Employment



Occurrences will be counted over a twelve-month rolling period of time. Absences, which count as occurrences, accumulate as follows:
	Absence with notice and approval by the employee’s supervisor|variable=supervisor prior to the date of the absence
	0 Occurrences

	Absence with notice but no approval
	

	On a Friday, Monday, or the day preceding or after a holiday, unless a physician’s note is provided to document the illness
	2 Occurrences

	All other absences with notice to the employee’s supervisor|variable=supervisor, but no approval
	1 Occurrence

	Absence without notice to the employee’s supervisor|variable=supervisor or approval
	2 Occurrences

	Late arrival or early departure with notice to the employee’s supervisor|variable=supervisor and approval
	0 Occurrences

	Late arrival or early departure with notice to the employee’s supervisor|variable=supervisor, but no approval
	

	Less than one hour
	1/2 Occurrence

	One hour or more
	1 Occurrence

	Late more than one hour without notice to the employee’s supervisor|variable=supervisor or approval
	2 Occurrences



An employee who will be absent for more than one day is expected to contact his or her supervisor|variable=supervisor daily unless other arrangements have been made. A doctor’s statement may be required for documentation. For unapproved absences, late arrivals, or early departures for reasons other than a medical condition, the employee will continue to accrue occurrences in accordance with the list above for each day the employee is absent, arrives late, or leaves early from a shift.
All absences for reasons other than unexpected illness, injury, or other emergency must be scheduled and approved in advance with your supervisor|variable=supervisor and will be counted as a vacation day. On those occasions when you are unable to report to work due to unexpected illness, injury, or other emergency, you must personally notify your supervisor|variable=supervisor two (2) hours before your scheduled starting time. If your supervisor|variable=supervisor is not available, notify the supervisor|variable=supervisor on duty.
Employees are expected to obtain approval from his or her supervisor|variable=supervisor to leave their work locations for reasons other than lunch, breaks, or conducting department business.
Two consecutive scheduled workdays of absence without proper notification will be treated as a voluntary resignation. Employees who receive two final written warnings or two no call/no shows within a twelve month period or two occurrences within their first ninety days of employment will be subject to termination.
Inclement Weather
At times, emergencies such as severe weather, fires, or power failures can disrupt company operations. The decision to close the office will be made by the Management. When the decision is made to close the office, employees will receive official notification from their supervisor|variable=supervisor.
Employees are expected to report to work during severe weather conditions if Company|variable=Company does not declare an emergency closure. During inclement weather periods, employees are responsible for contacting the company regarding opening or closing hours. Nonexempt employees who are unable to report because of weather conditions will be granted an authorized unpaid absence. Nonexempt employees who are late due to weather conditions will be provided a chance to make up their missed time, if work schedules and conditions permit.
Dress Code
Company|variable=Company reserves the right to determine appropriate dress at all times and in all circumstances and may send employees home to change clothes should it be determined their dress is not appropriate. Employees will not be compensated for this time away from work.
Clothing must not constitute a safety hazard. All employees should practice common sense rules of neatness, good taste, and comfort. Provocative clothing is prohibited. Employees must avoid extremes in dress and behavior. Flashy, skimpy, or revealing outfits and other non-business-like clothing are unacceptable.
All employees must wear appropriate clothing for their job position and maintain a clean and professional appearance. P&D drivers who have frequent contact with customers are provided with uniforms by the company.
Housekeeping
Employees are responsible for maintaining their work place and equipment in a clean and orderly fashion.
Company Property Policy
You are provided desks, cabinets, computers, computer memory, office supplies, and other equipment for your use during work. These and other furniture remain Company's|variable=Company sole property. Prohibited materials, including weapons, dangerous materials, alcohol, and non-prescribed drugs or medications, may not be stored on company premises. The company is not responsible for any personal articles that are lost, stolen, or destroyed while on company premises.
The company reserves the right to open and inspect desks, cabinets, other furniture, and office equipment as well as any contents, effects, or articles they contain. This includes all computers (including all files, whether or not password protected), and other data-retrieval equipment, voicemail, and e-mail.
The company can conduct an inspection of all such items including furnishings, voicemail, e-mail, computers, or computer files at any time, with or without advance notice or consent, and without the employee present. An inspection can be conducted during, before, or after working hours by any supervisor or other personnel designated by the company. Employees who fail to cooperate in any inspection will be subject to disciplinary action, up to and including suspension or termination.
Use of Computers
E-Mail and the Internet
Access to computers, E-mail and the Internet has been provided to some employees for the benefit of Company|variable=Company and its customers. Every employee who uses these systems is responsible for seeing that they are used in a responsible and productive way. The company’s computers, e-mail and Internet access is part of the company’s business equipment and should not be used for personal business, personal gain, or the advancement of personal views. Additionally, employees are to be mindful that all documents created on company equipment, including e-mail messages sent within the company, constitute business records.
Employees do not have privacy rights in any matter created, received, or sent via the company’s equipment. The company reserves the right to monitor and access any message created, received, or sent on our systems, to ensure superior service to our customers and to enforce this policy.
Employees should take special care when downloading large files of any type, downloading executable files, and using Web services that continually send data to our network. These activities have the capability of involving the company in controversial, non-business matters or reflecting poorly on the company, and/or negatively impacting our network and response time, and should be avoided. All access to the Internet is through the company-provided proxy server, which allows the company to monitor bandwidth usage and to log and report on all Internet usage by individuals at the company’s discretion.
The company must know any passwords you use, as your mailbox may need to be accessed in your absence. Your passwords should not be disclosed to unauthorized personnel to protect the security of the system for all users. All messages you create must be transmitted under your name, rather than an assumed name or an obscured name.
Creating, sending, or forwarding messages which are offensive, intimidating, or hostile, on the basis of race, gender, color, religion, national origin, age, disability, or any other protected status is grounds for disciplinary action, up to and including immediate termination from employment. The same prohibition applies to messages that solicit for personal business, religious, political, or other matters unrelated to the company’s business.
The e-mail system may not be used to send, receive, or forward copyrighted materials, trade secrets, proprietary financial information, or other confidential information without proper authorization.
The company will access files for circumstances such as but not limited to:
Retrieving missing business data in an employee’s absence.
Investigating possible employee theft or espionage.
Ensuring that the company’s systems are not used to transmit discriminatory, offensive, or illegal messages.
Ensuring that illegal software is not installed on any computer assigned to an employee.
Ensuring that the company’s systems are not used for the benefit of or to develop business unrelated to the company’s business.

While some of these systems may have procedures by which the employee can prevent unauthorized access, the company reserves the right to override these procedures and access the system at any time.
Users should not alter or copy a file belonging to another user without first obtaining permission from the owner of the file. The ability to read, alter, or copy a file belonging to another user does not imply permission to read, alter, or copy that file.
A user’s ability to connect to other systems through the network does not imply a right to connect to those systems unless specifically authorized in writing by the operators of those systems.
Without prior written authorization, the company’s computer system may not be used for storage of commercial or personal advertisements, solicitations, promotions, destructive programs (viruses and/or self-replicating code), political material, outside employment, or any other unauthorized or personal use. You are not allowed to load peer-to-peer or other information sharing software on company systems unless approved by your supervisor.
Any employee, who becomes aware of misuse of computers, e-mail, or Internet access should promptly notify Human Resources|variable=human resources.
Software Code of Ethics
Unauthorized duplication of copyrighted computer software violates the law and is contrary to our organization’s standards of conduct. We disapprove of such copying and recognize the following principles as a basis for preventing its occurrences:
We will neither engage in nor tolerate the making or using of unauthorized software copies under any circumstances.
We will provide legally acquired software to meet the legitimate software needs in a timely fashion and in sufficient quantities for all our computers.
We will comply with all license or purchase terms regulating the use of any software we acquire or use.
We will enforce strong internal controls to prevent the making or using of unauthorized software copies, including effective measures to verify compliance with these standards and appropriate disciplinary measures for violation of these standards. Users may not install software onto their individual computers or the network without first receiving written authorization to do so from an Officer of Company|variable=Company.

Internet users should take the necessary antivirus precautions before downloading or copying any file from the Internet. All downloaded files are to be checked for viruses. All compressed files are to be checked before and after decompression.
Telephone
Employees do not have a right of privacy regarding telephone calls made using company equipment. In order to ensure that the telephone is available for customers’ business purposes, the frequency and length of personal telephone calls must be limited. Employees may make personal phone calls from designated phones or their personal cellular phones during lunch and break times. The privilege of making outgoing phone calls during working hours, including calls made on a personal cellular phone, is not to be abused. Long distance calls may not be made from company phones without permission.
For purposes of this policy, communications through two-way radios will be treated the same as cellular telephone calls. No employee is to engage in the use of a cellular phone for business or personal purposes while operating a commercial motor vehicle, unless the phone is equipped and used with a hands-free device, and even in those instances, the driver should find a “safe haven” to stop the commercial motor vehicle as soon as possible for the duration of the phone conversation. Calls should be made by the driver when the commercial motor vehicle being operated by him or her is not in motion.
Mail
The use of company-paid postage for personal correspondence is permitted only if the employee repays Company|variable=Company for the postage immediately. The postage due should be given to the secretary at the time the letter is sent.
Facsimile (Fax)
Transmissions using Company’s|variable=Company facsimile machine are to be made for business purposes only. All company policies apply to the material transmitted from this office. Improper use of company communication services will subject the employee to disciplinary action, up to and including termination.
Cellular Phones
Company|variable=Company may issue cellular telephones to employees if necessary for the efficient conduct of company business. Use of the cellular telephones must be restricted to company business. Employees should provide cellular telephone numbers only to persons with whom the company is conducting business.
Voice Mail
Our voice mail system is designed to increase productivity. You should always treat employees with respect when leaving messages. Do not leave curt or last-minute messages for anyone. Do not use the voice mail system to hide from co-workers or customers. If you are at your desk, you are generally expected to answer your telephone.
The voice mail system is not to be used for personal messages such as soliciting contributions for your favorite charity, arranging for after work get-togethers, or the like.
Messages may be randomly monitored to determine whether any outsiders are using the system, or whether any violations of company policy have occurred.
Supplies, Expenditures, and Obligating the Company
Only authorized persons may purchase supplies in the name of Company|variable=Company. No employee whose regular duties do not include purchasing shall incur any expense on behalf of the company or bind the company by any promise or representation without written approval.
Expenses incurred by an employee must have prior approval by a supervisor. Reimbursements under $25.00 will be included in the employee’s next regular paycheck. An example of such an expense would include mileage. If the amount is more than $25.00, the reimbursement request will be processed like an invoice. All completed reimbursement request forms should be turned in to the Accounts Payable/Payroll Department.
Solicitation and Distribution
In order to avoid disruption of work, no employee shall be permitted to engage in solicitation for any purpose or distribution of any material during his or her working time and in working areas without authorization from his or her supervisor. Literature, notices, or other material of any kind may not be posted or distributed in the working areas of any employees at any time. Persons who are not employees of the company will not be permitted to come upon company premises for the purposes of making solicitations of any kind to employees or posting or distributing literature, notices, messages, or material of any kind.
Working areas include all offices, conference rooms, reception areas, docks, shops, supply and printing areas, warehouse facilities, etc. Employee break rooms, rest rooms, lunchrooms, rest areas, exterior seating areas, and parking lots are ordinarily not working areas. Working time includes all times from the beginning to the end of the work shift, excluding meal and break times. If an employee is working extended hours, it includes all time while the employee is performing work outside the regular work shift. It also includes all time on duty in jobs regulated by the Department of Transportation.
Solicitation by employees may be authorized only in accordance with the following conditions:
All on-site solicitations must have written prior approval of Human Resources|variable=human resources.
Solicitation and distribution of literature or materials is prohibited during “work time” of either the employee making the solicitation or distribution or the targeted employee. The term “work time” does not include an employee’s authorized meal/break.
Distribution of unauthorized literature is prohibited in work areas (offices, workstations, etc.) at all times.
The distribution of unauthorized literature or materials in such a manner as to cause litter on company property is prohibited.
Company|variable=Company maintains bulletin boards to communicate company information to employees and to post notices required by law. These bulletin boards are to be used only for the posting of company information and company approved notices.
Non-Union Status
Company|variable=Company is a non-union company. It prefers to deal directly with its employees, without the need of a third party. The company believes that its employees can better convey and address any issues that may arise with the company better than a union could. The involvement of unions creates delays in addressing issues as they arise and unnecessary expenses, including union dues paid by the employee. All employees are free to deal directly with the company without any outside party coming between them.
Harassment
Company|variable=Company will not tolerate harassment of its employees, whether committed by a fellow employee, a member of management, or a visitor to our workplace, such as a vendor, or customer. Due to the company’s commitment to creating a positive working environment for its employees, all supervisors undergo diversity and anti-harassment training. All employees are responsible for ensuring that the workplace is free from harassment, especially when such conduct is based upon gender, race, age, religion, national origin or ancestry, disability, or other protected categories. This includes sexual harassment, gender harassment, and harassment due to pregnancy, childbirth, or related medical conditions. Other harassment includes harassment due to physical or mental disability, marital status, age, sexual orientation, veteran, current, or future military status, or any other basis protected by federal, state, or local law or ordinance or regulation. All employees, including supervisors, will be subject to disciplinary action for any act of harassment they commit, up to and including termination from employment.
Harassment is defined as verbal, visual, or physical conduct that belittles, demeans, or shows hostility or aversion toward an individual for reasons including, but not limited to his/her gender, race, religion, color, national origin, age, sexual preference, or disability, or that of his/her relatives, friends, or associates, and that:
Has the purpose or effect of creating an intimidating, hostile, or offensive work environment.
Has the purpose or effect of unreasonably interfering with an individual’s work performance.
Otherwise adversely affects an individual’s employment opportunities.

Examples of prohibited unlawful harassment include, but are not limited to, any of the following when they relate to any of the protected characteristics listed above:
Verbal conduct such as derogatory jokes, comments, or slurs.
Visual conduct, such as derogatory and/or sexually oriented posters, photography, cartoons, drawings, or gestures.
Physical conduct, such as unwanted touching, blocking normal movement, interfering with work, or assault.
Unwanted sexual advances or invitations, threats or demands to submit to sexual requests as a condition of continued employment, or to avoid some other loss, and offers of employment benefits in return for sexual favors.
Retaliation for having reported or threatened to report harassment.

If you believe you have been the subject of harassment or if you have knowledge of harassment of a co-worker, you should let the other person know that their behavior is unwelcome. You are free to try to resolve the problem with the other person or persons. Otherwise, immediately bring it to the attention of your supervisor. If for any reason you do not feel comfortable discussing the matter with your supervisor, contact Human Resources|variable=human resources or any member of management whom you feel comfortable in approaching. All reports will be promptly investigated in as confidential a manner as possible. Based upon the findings of the investigation, the company will take prompt and appropriate action to remedy any violations of this policy. Offenses by vendors, clients, or customers will be handled through the offender and his or her company, if appropriate.
No employee who brings a good faith report of harassment to the attention of the company will suffer retaliation or other adverse employment action as a consequence. Any employee, including supervisors, who is found to have retaliated against an employee who reported a violation of this policy in good faith will be subject to discipline up to and including termination from employment. It is important for employees to report incidents of harassment, because without your assistance, violations could go undetected and unremedied.
You are encouraged to use the company’s procedure as outlined above for reporting any incidents of harassment so that complaints can be quickly and fairly resolved. However, you should also be aware that the Federal Equal Employment Opportunity Commission and the State Department of Fair Employment and Housing investigate and prosecute complaints of prohibited harassment in employment. If you think you have been harassed or that you have been retaliated against for making a complaint, you may file a complaint with the appropriate agency. You may contact Human Resources for further information.
Violence in the Workplace
Company|variable=Company has developed this policy for workplace violence because we recognize workplace violence as a growing national problem that needs to be addressed by all employers. In accordance with this policy, acts or threats of physical violence, including intimidation, harassment, and coercion that involve or affect the company, anyone involved in the company’s operations, or occur on company property will not be tolerated.
Acts or threats of violence include conduct, which is severe, offensive, or intimidating enough to alter the employment conditions at the company or to create a hostile, abusive, or intimidating work environment for one or more employees. Examples of workplace violence include but are not limited to:
Threats or acts of violence occurring on company premises, regardless of the relationship between the company and the parties involved in the incident.
Threats or acts of violence occurring off company premises involving someone who is acting as a representative of the company.
Threats or acts of violence occurring off company premises involving an employee of the company if the threats or acts affect the company's legitimate interests.
Threats or acts resulting in the conviction of an employee, an agent of the company, or an individual performing services for the company on a contract or temporary basis under any criminal code provision relating to violence or threats of violence that adversely affect the company's legitimate interests and goals.

Examples of conduct, which may be considered threats or acts of violence include, but are not limited to:
Hitting or shoving an individual.
Threatening an individual or his/her family, friends, associates, or property with harm.
The intentional destruction or threat of destruction of company property.
Harassing or threatening phone calls.
Harassing surveillance or stalking.
The suggestion or insinuation that violence is appropriate.

Violation of this policy by any individual on company property, by an individual acting as a representative of the company while off company property, or by an individual acting off company property when his/her actions affect company business interests, will lead to disciplinary action up to and including termination, and/or legal action, as appropriate. No provision of this policy shall alter the at-will nature of the employment relationship at the company.
Theft
Internal theft is a serious problem for many businesses. Although taking small items of company property may seem inconsequential, the cumulative effect can be very large. Losses from theft immediately affect our ability to increase salaries and can jeopardize the profitability of the company.
Company|variable=Company will not tolerate property theft of any type. We consider property theft to include the unauthorized use of company services or facilities or the taking of any company property for personal use.
Violators of this policy will be subjected to disciplinary action, up to and including termination.
[bookmark: _Ref497901020]Drugs and Alcohol
Company|variable=Company has a viable interest in maintaining safe, healthy, and productive working conditions for its employees. Being at work under the influence of a controlled substance/illegal drug or alcohol poses serious safety and health risks, not only to the user, but also to all those who work with the user. Moreover, the unauthorized use, possession, distribution, or sale of such substances is not only unlawful; it poses unacceptable risks to the efficient operations and reputation of Company|variable=Company. These substances also results in increased injuries on the job, absenteeism, health care and benefit costs, theft, decreased morale and productivity, as well as a decline in the quality of the products and services provided. With these basic concerns, Company|variable=Company has adopted a zero tolerance policy with regard to the violation of its Drug and Alcohol policy. Any employee in violation of this policy is subject to disciplinary action, up to and including termination from employment. Employees in the P&D, Line, Freight, and Maintenance Groups are subject to random alcohol and drug testing. The company hereby further establishes the following guidelines:
Alcohol and Controlled Substances/Illegal Drugs
Possession, sale, manufacture, distribution, or being under the influence of controlled substances/illegal drugs (including inhalants) or being under the influence of alcohol while performing company business and/or on company premises is prohibited. For purposes of this policy, the misuse of illegal drugs/controlled substances or alcohol during an employee’s normal workday (which includes reporting for duty, the employee’s normal work shift, meal hour, or any required overtime) constitutes violation of this policy. Possession means within the physical possession of the employee, including the employee’s personal effects or vehicle.
For drivers of commercial vehicles, the prohibition extends to include all time and duties listed in 49 CFR § 382.107 of the Federal Motor Carrier Safety Administration Regulations and the Company Driver Information Packet on Alcohol and Drug Abuse. The company’s policy prohibits a driver from consuming any amount of alcohol within eight (8) hours of performing a safety-sensitive function.
Voluntary Drug Treatment
Regardless of whether you violated the company’s drug free work place policy, if you believe you have a problem with drugs and/or alcohol, you are encouraged to voluntarily seek diagnoses and treatment by a qualified professional. You may also request to be referred to the Employee Assistance Program (EAP).
Definitions
Legal Drugs. Prescribed drugs and over-the-counter drugs that have been legally obtained, are being maintained in their original container, and are used for the purpose for which they were prescribed or manufactured. Such drugs are excluded from the definition of controlled substances or illegal drugs under the terms of this policy. An employee who is prescribed or using legal drugs may continue to work as long as it has been determined that the employee does not pose a threat to his or her own safety, or the safety of co-workers or others, including vendors, customers, and the public, and that the employee’s job performance is not significantly affected by the legal drug. Otherwise, the employee may be required to take a leave of absence. It is clearly understood that legal drugs are permissible only if such drugs are being used/consumed for the purpose intended and in the amount prescribed. Drivers who are taking prescription drugs or over-the-counter medications must adhere to the requirements expressed in the Driver Information Packet on Alcohol and Drug Abuse.
Controlled Substances/Illegal Drugs. Any drug or controlled substance, the sale, possession, or consumption of which is illegal, or a prescribed or over-the-counter drug that is legally obtained, but not being used for its intended purpose or by the person to whom it was prescribed.
Company Premises. All company-owned or leased real estate, buildings and surrounding areas, such as sidewalks, walkways, driveways, and parking lots under the company’s ownership or control. Company vehicles or leased vehicles are covered by this policy at all times regardless of whether they are on company property at the time.
Drug Testing/Screening. Testing for a controlled substance/illegal drug. The substances tested shall be for drugs and alcohol as defined in the Standards for Workplace Drug and Alcohol Testing Act, including controlled substances approved for testing by rule by the State Commissioner of Health.
All applicants for employment shall be required to submit to and pass a controlled substance/illegal drug screening as a prerequisite to employment. All offers of employment will be contingent upon a negative result to the test. Employees returning from leaves of absence of thirty days or longer may be subject to testing.
The company will require drug/alcohol testing of any employee for reasonable cause, which may include an employee who demonstrates reduced ability to perform work in a safe and productive manner such as unusual behavior, impairment of physical or mental abilities, slurred speech, difficulty maintaining balance, any detectable level of alcohol or controlled substances/illegal drugs, or the discovery of drug paraphernalia in the workplace. The company may require drug/alcohol testing following an accident that results in bodily injury requiring medical attention or significant property damages. Additionally, testing will be required following on-the-job injury accidents (vehicular or otherwise) where an employee’s actions or failure to act caused or contributed to the accident and may require testing for a non-injury accident. Testing may also be performed on a periodic basis.
An employee returning to work following voluntary participation in a drug or alcohol rehabilitation program will be subject to initial and periodic follow-up testing.
All employees who operate a commercial motor vehicle and/or perform safety-sensitive functions, as that term is defined by the Federal Motor Carrier Safety Administration (FMCSA) regulations, are subject to Department of Transportation (DOT) controlled substance and alcohol testing. As a result, these employees will be subject to pre‑employment testing, random testing, post-accident testing, reasonable cause testing, return to duty testing, and follow-up testing allowed under DOT, FMCSA, and any other applicable federal or state regulations.
Testing procedures comply with Department of Transportation regulations, as well as applicable federal and state regulations, to ensure the integrity of the processes, the validity of the test results and that results are attributed to the correct employee.
All sample collection and testing for drugs will be conducted by a qualified testing facility in accordance with applicable laws and regulations. Confirmation of a positive drug test result will be by use of a different chemical process than was used in the initial test.
The company will pay the costs of the testing required under this policy, including any confirmation test that may be required by state law. Any employee or applicant for employment who requests a retest of a sample in order to challenge the results of a positive test shall pay all costs of the retest, unless the retest reverses the findings of the challenged positive test. In such case, the company will reimburse the employee or applicant for employment for the costs of the retest.
Test results. Results of all testing for a controlled substance/illegal drug. All test results and related information will be kept confidential within reasonable limits as required by applicable state and federal law. Positive confirmed test results will be reported in writing to the employee or applicant for employment within five (5) working days after the company’s receipt of the results. These records and related information are the property of the company.
An employee or applicant for employment will, upon request, be permitted to inspect and copy such test results and related information maintained by the company regarding that applicant’s test. All employees or applicants for employment have the right to explain, in writing, a test result in confidence within ten (10) working days of notification of a test result.
Any employee or applicant for employment who, as a result of testing, is found to have detectable levels or identifiable trace quantities of a prohibited drug or substance in his or her system, regardless of when or where the drug or substance entered that person’s system, without an explanation satisfactory to the company, will be considered in violation of this policy, and the conditional job offer may be withdrawn to an applicant for employment or may subject the employee to disciplinary action, up to and including termination.
Negative Dilute Policy. Employees that receive a negative dilute drug screen result during a pre‑employment or random drug screen test will be immediately retested. A negative dilute test result on the second random test may result in immediate termination or further testing. A second negative dilute test result on a pre‑employment test will disqualify the applicant from employment.
Violation of Drug and Alcohol Policy. An employee who receives a positive drug or alcohol test indicating the presence of controlled/illegal substances or alcohol in his or her body. An employee with a violation during working hours will be subject to disciplinary action up to and including termination from employment. An employee, who distributes, is in possession of, or uses unauthorized controlled illegal drugs or alcohol on company property or while conducting company business will be terminated. The company will notify local law enforcement officials of any illegal drug or drug paraphernalia found on the premises, surrender these items to the custody of these officials, and cooperate fully in the prosecution of the individuals involved.
Drug Paraphernalia includes, but is not limited to:
Blenders, bowls, containers, spoons, and mixing devices used or intended for use in compounding controlled substances.
Capsules, balloons, envelopes, jeweler’s zip-lock baggies, and other containers used or intended for use of concealing or packaging small quantities of controlled substances, including scales for weighing or measuring quantities of controlled substances.
Hypodermic syringes, needles, or other objects designed or intended for injecting controlled substances into the human body.
Objects used, intended for use, or designed for use in ingesting, inhaling, or otherwise introducing marijuana, cocaine, hashish, hashish oil, etc., into the human body such as: pipes (metal, wooden, glass, acrylic, stone, plastic, or ceramic, with or without screens), water pipes, carburetion tubes and devices, smoking and carburetion masks, roach clips or other objects used to hold smoking materials: chamber pipes, electric pipes, air/driver pipes, bongs, ice pipes, and rolling papers (e.g. Zig-Zag, E-Z Wider, Job, Joker, etc.) not associated specifically with tobacco products.

Commercial motor vehicle operators found to be in violation of this policy will be relieved of duties immediately and will be subject to the processes outlined in the Company Driver Information Packet on Alcohol and Drug Abuse.
Searches. In connection with this policy, the company and/or authorized agents may search any area on the premises or in company-owned or leased commercial motor vehicles at any time, for the presence of alcohol, drugs, and drug paraphernalia prohibited under this policy. Applicants and current employees agree, as a condition of continuing employment, to consent to searches, including but not limited to (1) searches of their person and personal belongings, including but not limited to, purses, briefcases, backpacks, toolboxes, and lunch boxes; (2) searches of work areas, including but not limited to, desks, cabinets, lockers, storage areas, and closets; and (3) vehicles on the premises of the company of which the company has reasonable suspicion that the contraband items are inside the vehicle or any part thereof. The company may take into custody any illegal, unauthorized, or prohibited items or substances and may turn them over to the proper law enforcement agencies.
Searches of an employee’s person or clothing will be conducted privately by a company representative of the same sex as the employee being searched. An employee who refuses to consent to a search will be subject to disciplinary action, up to and including immediate termination.
Substance Abuse Evaluations. Any employee who engages in prohibited conduct shall be provided with the names, addresses, and telephone numbers of qualified substance abuse professionals. If the person desires to become requalified for employment, then he/she must be evaluated by a substance abuse professional and submit to any treatment the substance abuse professional prescribes. The costs of any evaluation by a substance abuse professional or the prescribed treatment shall be paid by the individual and not the company. The company does not guarantee or promise re-employment.
Refusal to Test. Refusal to submit to the drug test required by the company may result in the withdrawal of a conditional offer of employment to an applicant for employment and may subject an employee to disciplinary action, up to an including termination. A “refusal to test” is defined to be conduct that would obstruct the proper administration of a test. A delay in providing a urine, breath, or saliva specimen may be considered a refusal. If an employee or applicant for employment cannot provide a sufficient quantity of urine or breath, he or she will be evaluated by a physician of the company’s choice. If the physician cannot find a legitimate medical explanation for the inability to provide a specimen, it will be considered a refusal to test.
Off-the-Job Substance Use and Activity. Employees who use drugs, alcohol, or chemical substances off the job run the risk of jeopardizing the safety of themselves, their families, the public, and the company. Whenever such usage adversely affects public trust in the company or otherwise interferes with the company’s ability to carry out its responsibilities, or increases potential liability for the company, the company may be forced to take disciplinary action against the offending employee, up to and including termination.
Employees who are arrested, convicted, or plead guilty or no contest because of off-the-job activities (drug or alcohol related) may be considered in violation of this policy. Upon arrest of a crime related to or involving drugs and alcohol, the employee has a duty to disclose the arrest. Failure to disclose the arrest may be considered in violation of this policy. In deciding what action to take, the company will consider the nature of the charges and other factors relative to the impact of the employee’s conviction or plea upon the conduct of the company’s business.
Coordination with Other Laws and Regulations. This policy is applicable to all employees and applicants for employment. Some employees may be subject to other laws and regulations because of the job duties those employees perform. In the event there is any inconsistency between this policy and other applicable laws and regulations, those laws and regulations will control.
Laws and regulations governing the matters addressed in this policy may change from time to time. In the event of such changes, this policy will be deemed to have been amended or modified by the company on the effective date of the law or regulation. The company will use its best efforts to disclose and disseminate such changes to all affected employees and applicants for employment.
If any part of this policy is held invalid by a competent authority, such part may be reformed to the maximum restrictions which are allowed by law. The remainder of the policy will continue in full force and effect.
Drug and Alcohol-Free Workplace and Testing Policy Acknowledgement Form
I hereby state that I have received a copy of the Drug and Alcohol-Free Workplace and Testing Policy, dated Month day, year. I understand it is my responsibility to read and comply with the policy, and I agree to follow the policy. I have been given an opportunity to ask any questions I have about the policy.
I hereby agree to submit to a test and to furnish a sample of my urine, breath, hair, and/or blood for analysis. I understand and agree that if I at any time refuse to submit to a test under Company|variable=Company policy, or if I otherwise fail to cooperate with the testing procedures, or if I violate the policy, I may be subject to immediate termination or the withdrawal of a conditional job offer. I further authorize and give full permission to have the company and/or its physician send the specimen or specimens collected to a laboratory for a screening test for the presence of any prohibited substances, and for the laboratory or other testing facility to release any and all documentation relating to such test to the company and/or to any governmental entity involved in a legal proceeding or investigation connected with the test. Finally, I authorize the company to disclose any documentation relating to such test to any governmental entity involved in a legal proceeding or investigation connected with the test.
I agree to hold harmless the company, its supervisor|variable=supervisors, employees, officers, directors, shareholders, and physicians. I agree not sue or hold responsible such parties for any alleged harm to me that might result from such testing, including loss of employment or any other kind of adverse job action that might arise as a result of the test. I will further hold harmless the company, its supervisors|variable=supervisor, employees, officers, directors, shareholders, and physicians for any alleged harm to me that might result from the inadvertent release or use of information or documentation relating to the test.
In addition to random and periodic testing, I understand that the company may require a test under this policy whenever I am involved in an on-the-job accident or injury under circumstances that suggest possible involvement or influence of drugs or alcohol in the accident or injury event.


Signature ________________________________________ Date __________________


Name (Printed) ___________________________________

Conflict of Interest Policy
Employees of Company|variable=Company are expected to conduct the business of Company|variable=Company with total objectivity. A conflict of interest may exist where an individual stands to gain or lose personally from a Company|variable=Company business decision; or where an employee or member of his or her immediate family has an interest, direct or indirect, in an entity dealing with Company|variable=Company, and the interest is of such an extent or nature that his or her decision might be affected or determined by it; or an employee serves in an advisory, consulting, technical, or management capacity for any non-affiliated business organization that does significant business with or is a competitor of the company. If a conflict of interest or appearance of conflict is unavoidable, an employee should inform his or her supervisor|variable=supervisor immediately.
To minimize the possibility of a conflict of interest, each employee is required to inform his or her supervisor|variable=supervisor of all other jobs the employee has while working at Company|variable=Company and the hours worked for his or her other employers. The appearance of a conflict of interest may be just as damaging to the company’s reputation as a real conflict. All employees are expected to take an objective look at their actions from time to time to determine whether a reasonable observer would have any grounds to believe a conflict of interest exists.
Conflicts of interests or unethical behavior may take many forms including, but not limited to, the acceptance of gifts or compensation from competitors, vendors, potential vendors, or customers of Company|variable=Company. Gifts may only be accepted if they have a nominal retail value, but employees are not to accept any form of compensation.
Employees are prohibited from engaging in financial participation, outside employment, or any other business undertaking that is competitive with, or prejudicial to, the best interests of Company|variable=Company. Employees may not use proprietary and/or confidential information for personal gain or to the company’s detriment, nor may they use the company’s assets or labor for personal use.
Other employment in and of itself is allowed unless the employee’s work with company is adversely affected. However, employment or any involvement with a competitor is considered a conflict of interest and is prohibited.
If an employee or someone with whom the employee has a close personal relationship has a financial or employment relationship with a competitor, vendor, potential vendor, or customer of Company|variable=Company, the employee must disclose this fact in writing to Human Resources|variable=human resources. Company|variable=Company will determine what course of action must be taken to resolve any conflict it believes may exist, up to and including requesting the employee to tender his/her resignation. Company|variable=Company has sole discretion to determine whether such a conflict of interest exists.
Employees are encouraged to seek assistance from their supervisor|variable=supervisor with any legal or ethical concerns. However, the company realizes this may not always be possible. As a result, employees may Human Resources to report anything that they feel they cannot discuss with their supervisor|variable=supervisor.
Confidential Information
From time to time, you may work with, or have access to, information that is confidential. All Company|variable=Company employees are expected to maintain the confidentiality of proprietary information. Employees with access to such confidential information are responsible for its security and are required to sign confidentiality agreements upon employment. The company’s business plans, sales and marketing activities, pricing information, financial information, and customer lists are examples of proprietary information. Upon termination, employees are expected to return to the company any documents or items containing business information about the company.
Depending upon the nature of your job, you may have access to personal information about employees of the company. This may include, but is not limited to, financial and medical information. You may have access to confidential information of a business nature involving employees of the company. This may include, but is not limited to, anticipated employment decisions. You are expected to maintain the confidentiality of all such information and any documents or records containing such information. Any medical information is to be maintained in a separate confidential file, segregated from safety, personnel, and other administrative files.
Personnel files and medical information will not be produced or disclosed to third parties without a subpoena or other appropriate court order or legal requirement.
Please note that, should your employment be terminated, whether voluntarily or involuntarily, you are still under an obligation to maintain the confidentiality of information obtained through the course of your employment and are required to return to your supervisor|variable=supervisor all company documents, including but not limited to documents that contain information that is confidential or not otherwise made available to the public.
Employees are prohibited from using any information from the employee’s former employer in the course of their employment at Company|variable=Company, which was considered confidential by or trade secrets of such employer.
Even within Company|variable=Company, confidential information should be discussed only on a “need-to-know” basis. Employees should refrain from responding to questions relating to Company|variable=Company from newspapers, magazines, radio, television talk shows, or any type of journalists, unless first clearing your response through an officer of Company|variable=Company.
Everyone in Company|variable=Company shares the responsibility of preserving the confidentiality of information. Therefore, as a condition of employment, you are required to sign and submit a Proprietary Information and Inventions Agreement (PI&I) when you are hired. Should you leave Company|variable=Company, you are not permitted to take any material which concerns or relates to the affairs of Company|variable=Company or its business contracts. Reports, files, correspondence, memoranda, visual aids, manuals, and other material are the property of Company|variable=Company.
The failure to comply with this policy by an employee may result in immediate termination and legal action to prevent the disclosure or use of the confidential information. Access to confidential information is restricted and any employee attempting to access such information for which he or she is not authorized, may be subject to disciplinary action up to and including immediate termination.
Personnel File Contents and Inspection
Company|variable=Company is required by law to maintain certain information on each employee. A personnel file for each employee is kept in Human Resources. The personnel file is a collection of only the most essential documents such as applications, payroll information, performance reviews, and disciplinary records.
An employee may make an appointment to inspect his or her personnel file. A Human Resources representative (or designee) will monitor the inspection to ensure the integrity of the file is maintained. Employees are entitled to a copy of documents they have signed within a reasonable time period of a making a request.
Standards of Conduct/Prohibited Conduct
To ensure orderly operations and provide the best possible work environment, Company|variable=Company expects employees to follow rules of conduct that will protect the interests and safety of all employees and the company. There are many employees working together at the company, and we need to safeguard our security, personal safety, welfare, and company operations. While it is not possible to list all forms of conduct that are considered unacceptable in the workplace, the following examples are provided to demonstrate what conduct will not be tolerated and can result in disciplinary action, up to and including immediate termination. Other types of conduct detrimental to security, personal safety, employee welfare, and the company’s interests may also be prohibited:
1. Driving under the influence of alcohol and/or intoxicants, illegal drugs, controlled substances, or narcotics while operating a company commercial motor vehicle.
Improper completion, misrepresentation, omission, or falsification of employment application, expense reports, timecards, trip sheets, or any other company records or reports.
The destruction, abuse, misuse, theft, or unauthorized removal, use, or possession of property belonging to the company, another employee, or a company account or customer. An employee in violation of this policy may also be subject to criminal prosecution.
Gambling, lottery, or any other games of chance on company or customer property (including tractor or trailer), on company time or while representing the company.
Threatening or intimidating conduct, including fighting, horseplay, and practical jokes which adversely affect operations, damage company property or endanger persons on the company’s premises.
Threats, coercion, or use of insulting, offensive or abusive language or conduct toward others, including employees, supervisor|variable=supervisors, or customers. An employee in violation of this policy may also be subject to criminal prosecution.
Insubordination, including refusal or failure to perform work in accordance with instruction.
Use of company material, time, or equipment for the manufacture or production of an article for unauthorized purposes or personal use.
Immoral or indecent conduct in the workplace or any involvement in illegal activities.
Performance which does not meet the requirements of the job.
Possessing, distributing, selling, transferring, using, or being under the influence of an illegal drug or controlled substance while on company time, business, or property, or while representing the company, including the possession of empty containers used to contain the items listed here in violation of the company’s Drugs and Alcohol Policy. An employee in violation of this policy may also be subject to criminal prosecution.
Deviation from assigned work schedule, leaving the job or work area without supervisor|variable=supervisor’s approval, or sleeping on duty.
Refusal to take, failure to cooperate in taking, falsification of, altering or tampering with the substance abuse or alcohol test, specimen, or results.
Failure to report to the employee’s supervisor by the next business day, and no more than 72 hours after the loss, revocation, or suspension of driver’s license or any other license or certification required to drive a company vehicle, including a commercial motor vehicle or rental car for company business.
Failure to report an incident or collision regardless of its severity while driving a company vehicle or rental car on company business.
Tampering with company equipment.
Destruction of company equipment or property. An employee in violation of this policy may also be subject to criminal prosecution.
Committing an unsafe act that results in, or may result in, serious injury of one’s self or other employees or destruction of company property.
Dishonesty.
Refusal to work required hours, including overtime, as scheduled.
Failure to cooperate in a company investigation.
Offering to sell, selling, offering to buy, or buying while in the course and scope of employment, what a “reasonable person” would believe to be stolen or misappropriated merchandise; or attempting to remove or removing, attempting to accept or accepting any such product being transported. An employee in violation of this policy may also be subject to criminal prosecution.
Disclosure of trade secrets or other confidential information.
Performing other work, whether or not it is self-employment or the employee’s own business enterprise, while on any leave of absence (except military duty while on military leave of absence) or during scheduled work hours.
Unauthorized physical contact with a company employee, customer, vendor, or a member of the motoring public; or assault, battery, violence, or threats of violence. An employee in violation of this policy may also be subject to criminal prosecution.

This statement of prohibited conduct does not alter the company’s policy of employment at-will. Either you or the company may terminate the employment relationship at any time, for any reason, with or without cause or with or without prior notice.
Tobacco Use
Tobacco use of any kind may not be used in a manner that interferes with productivity or otherwise creates an unprofessional atmosphere. In the interest of everyone’s safety, health, and comfort, smoking has been restricted to specified areas. Smoking is not permitted in the break and lunchrooms, conference rooms, hallways, offices, docks, shops, guardhouses, trailers/bobtails, restrooms, dispatch and dock offices, flammable areas, dorms, and company vehicles designated as non-smoking. Smoking breaks that are excessive in frequency or length will be treated as an attendance issue. Smokeless tobacco users must utilize nontransparent containers that will not spill if accidentally knocked over. Smokeless tobacco may not be spit into or on any other surface, including but not limited to trash cans, sinks, or trailers.
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Company|variable=Company prohibits all persons who enter company premises from carrying a handgun, firearm, or prohibited weapon of any kind, regardless of whether the person is licensed to carry the weapon or not. This policy applies to all company employees, contract and temporary employees, visitors on company property, and customers on company property, regardless of whether they are licensed to carry a concealed weapon. The only exceptions to this policy are police officers, security guards, or other persons who have been given consent by the company to carry a weapon on the premises. Additionally, employees may not transport weapons in company-owned or leased commercial motor vehicles or vehicles used to perform work at a terminal.
Prohibited weapons include any form of weapon or explosive restricted under local, state, or federal regulation. This includes all firearms, knives with blades over three inches in length, or other weapons covered by law. Legal chemical dispensing devices, such as pepper sprays, which are sold for personal protection, are not covered by this policy. Company property covered by this policy includes, without limitation, all company-owned or leased buildings and surrounding areas, such as sidewalks, walkways, driveways, and parking lots under the company’s ownership or control. company-owned or leased commercial motor vehicles and vehicles used to perform work at a terminal are covered by this policy at all times regardless of whether they are on company property at the time.
The company reserves the right to conduct searches of any person, vehicle, or object that enters onto company property in order to enforce this policy. Items that may be searched include, but are not limited to, lockers, desks, purses, briefcases, baggage, toolboxes, lunch sacks, clothing, vehicles parked on company property, and any other item in which a weapon may be hidden. Company management or local authorities may conduct searches. To the extent the search is requested by company management and the employee is present, the employee may refuse the search. However, such refusal can result in termination from employment for refusal to cooperate.
If an employee is unsure whether an item is covered by this policy, please contact your supervisor. Employees are responsible for making sure that any item they possess is not prohibited by this policy.
Noise Control (Radios, Etc.)
At Company’s|variable=Company discretion, the use of radios, tape/CD players, and headphones may be prohibited or restricted in the dock, shop, and any other areas where heavy equipment or activities require safety-sensitive procedures. Additionally, use of radios and tape/CD players may be restricted where either the volume or content of the music or broadcast interferes with productivity or otherwise creates an unprofessional atmosphere. Any issues raised regarding noise control should be directed to the employee’s supervisor.
Pets
The presence of pets at the workplace can create a potential hazard or distraction that interferes with the operation of Company|variable=Company business and the productivity of employees. Unless used by a disabled person as a guide or service dog, pets or other animals are not permitted in company buildings.
Security
Company|variable=Company is committed to providing a safe and secure work environment for all employees and visitors. The company provides security coverage at many facilities and a security committee regularly assesses the need for both short-term and full-time security coverage at all facilities. Each employee is also responsible for supporting the security program by taking reasonable precautions which include, but are not limited to:
Keeping valuable items and documents secure.
Reporting any unusual incidents.
Questioning any unusual activity or unknown visitors.
Controlling access to oﬃce areas.
Securing oﬃces when not occupied.
Avoiding isolated areas when alone.
Knowing what to do and where to go in an emergency.
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Many departments provide security awareness training throughout the year.
The last employee, or a designated employee, who leaves the office at the end of the business day assumes the responsibility to ensure that all doors are securely locked, the alarm system is armed, thermostats are set on appropriate evening and/or weekend setting, and all appliances and lights are turned off, with exception of the lights normally left on for security purposes. Employees are not allowed on company property after hours without prior authorization from a supervisor.
ID Cards
Company|variable=Company identiﬁcation cards are issued to all employees. To have a card made, you must have proof of identiﬁcation and a Request for Employee Identiﬁcation Card form completed by your supervisor. Check with your payroll contact for schedule and location to be photographed for the card.
Visitors
To provide for the safety and security of employees, visitors, and the facilities at Company|variable=Company, only authorized visitors are allowed in the workplace. Restricting unauthorized visitors helps ensure security, decreases insurance liability, protects confidential information, safeguards employee welfare, and avoids potential distractions and disturbances. Therefore, all visitors should be requested to check in at the terminal reception area or front office. Non-employee visitors must have approved business reasons to be permitted on company premises and must be escorted by a designated company representative.
Visitors must sign in with the receptionist. Visitors, including employees’ family members, must be escorted at all times while on company property. Children are not allowed onto docks or other locations outside the terminal office areas. Anyone not accompanied should be assisted to their company contact. Unaccompanied strangers should be immediately reported to the Terminal Manager or security personnel. All visitors are subject to being searched for weapons, drugs, drug paraphernalia, or other contraband.
Where visitor identification badges are issued, visitors are required to wear them at all times. Anyone not wearing a badge should be asked to wait in the reception area or front office and should be escorted to that location. All visitors must enter through the main entrance.
The company cooperates with law enforcement agencies, including Customs Agents. Direct any such individuals to your supervisor. The company does not allow private process servers onto company premises to serve papers on employees.
Unauthorized use, removal of, and/or destruction of any property (i.e., tools, equipment, personal property, records, and confidential information) is prohibited.
Personal Property
Company|variable=Company assumes no risk for any loss or damage to personal property. All employees should be sure that their own personal insurance policies cover the loss of anything occasionally left at the office.
Parking
Employees must park their cars in areas indicated and provided by Company|variable=Company.
Driving on the Job
Certain employees operate company vehicles to perform their jobs, or while representing Company|variable=Company on oﬃcial business. You must hold a valid driver’s license to drive a company vehicle. If you operate a company vehicle on a regular basis as part of your job, you must sign a release authorizing the company to obtain your driving record transcript from the Department of Motor Vehicles.
While driving, you are required to obey all traﬃc laws and drive defensively. The driver and the front seat passengers of a vehicle are required by law to use safety lap belts and shoulder harnesses. For a complete listing of driver safety requirement please contact the Risk Management Division.
There is an Accident Report Kit in the glove compartment of each company vehicle. The kit includes forms and procedures to be followed if an accident occurs.
Company|variable=Company does not insure employees’ personal vehicles for damages sustained while used for company business. As a result, when possible, it is strongly encouraged that vehicles from the company’s pool be used to conduct business. In the event of an accident, contact your own insurance company. You are covered under a company liability policy, but only for auto liability in excess of your own policy coverage. Fill out the company Vehicle Accident Report form and submit all copies to the company claims manager in the Risk Management Division|variable=Risk Management Division. The use of motorcycles for company business travel, with the exception of security oﬃcers in the performance of their duties, is strongly discouraged.
Commercial Motor Vehicle Safety Act (Government Only)
The Commercial Motor Vehicle Safety Act (CMVSA) applies to all employees who operate Company vehicles that: have a gross weight rating of 26,001 or more pounds; are designated to transport 16 or more people; or are used to transport hazardous materials. Drivers of ﬁre-ﬁghting equipment and emergency vehicles are exempt while performing emergency service duties.
All employees who drive commercial motor vehicles for Company|variable=Company will be required to obtain a Medical Examiner’s Certiﬁcate (medical card). All employees must successfully undergo a physical examination to obtain the medical card. The medical card is to be carried at all times by the employee when driving a commercial motor vehicle.
Employees who drive these types of commercial vehicles, including auto mechanics that test drive such vehicles and individuals who load them, must meet the requirements for a Commercial Driver’s License (CDL). Such employees are also subject to the drug/alcohol testing requirements outlined in this manual. Further information is available from your supervisor.
Alcohol/Drug Testing for Commercial Drivers’ License Holders
Under federal regulations, Company|variable=Company is mandated to perform drug/alcohol testing for employees who are required to have a commercial driver’s license (CDL) and who perform safety-sensitive functions for the company. Requirements include pre‑employment, random, reasonable suspicion, return to duty, and follow-up tests (following a positive test result).
The company provides written information on testing requirements and an opportunity to ask questions at the time of employment to employees who must be tested. Questions on drug/alcohol testing for CDL holders should be directed to your supervisor or the Risk Management Division|variable=Risk Management Division. Positive tests will result in disciplinary action up to and including termination. The disciplinary action taken will be determined by the department.
Transporting Personal Items in Commercial Motor Vehicle
Employees are prohibited from transporting any personal items in the load area of any trailer or truck without the written authorization of the employee’s supervisor. This authorization must be obtained prior to transportation of goods. The authorization applies both when the employee is working on the clock and during off-duty hours.
Employees are allowed to transport small personal items in the cab of the tractor or truck as long as no safety issue arises with regard to operation of the equipment.
In addition, during normal business hours, employees are prohibited from buying or transporting goods, which are intended to be resold.
Corrective Action
Company|variable=Company holds each of its employees to certain work rules and standards of conduct. When an employee deviates from these rules and standards, the company expects the employee’s supervisor to take corrective action.
Corrective action at the company is progressive. That means that the action taken in response to a rule infraction or violation of standards typically follows a pattern increasing in seriousness until the infraction or violation is corrected.
The usual sequence of corrective actions includes an oral warning, a written warning, probation, and finally termination. In deciding which initial corrective action would be appropriate, the supervisor will consider the seriousness of the infraction, the circumstances surrounding the matter, and the employee’s previous record.
The company considers certain rule infractions and violations of standards as grounds for immediate termination. These include but are not limited to theft in any form, insubordinate behavior, vandalism or destruction of company property, being on company property during nonbusiness hours, the use of company equipment and/or company vehicles without prior authorization, untruthfulness about personal work history, skills, or training, divulging company business practices, and misrepresentations of the company to a customer, a prospective customer, the general public, or an employee.
All discipline is documented in your personnel file.
Grievances
If you encounter a problem concerning a condition of employment or treatment by management or other employees, bring the matter to the attention of your supervisor. If you are unable to resolve the matter to your satisfaction after informal discussion, you may investigate the possibility of using the company’s grievance procedure. Access to the grievance procedure (except for discrimination complaints) is limited to merit employees who have completed their initial 12-month probationary period.
The grievance procedure consists of a series of meetings with various levels of management in an attempt to resolve the complaint. Grievances that are not handled to your satisfaction within your department can go to the Civil Service Commission for hearing.
Not all matters are covered by the grievance procedure. Some nongrievable issues include the contents of personnel regulations and ordinances and the setting of wages, salaries, and beneﬁts.
Timeliness of ﬁling complaints is critical. In most cases, the grievance must be initiated within 20 business days of the event. Instructions on the grievance procedure, as well as the appropriate forms, are available online and from the Employee Relations Division of Human Resources or the Oﬃce of Equity Programs.
Discrimination complaints are ﬁled with the Oﬃce of Equity Programs. Merit employees, including those who are probationary, are eligible to grieve discrimination based on age, sex, sexual harassment, race, color, religion, national origin, disability, marital status, and political or union aﬃliation. These complaints may also be ﬁled with the U. S. Equal Employment Opportunity Commission (EEOC).
Alternative Dispute Resolution
Conﬂicts naturally arise in the workplace. They may stem from diﬀerences in communication styles, work styles, cultural frames of reference or values, preferences regarding the work environment, supervisory styles, or misunderstandings related to roles and responsibilities.
To oﬀer support in maintaining eﬀective, collaborative relationships among co-workers, to promote positive and productive workplace behaviors, and to encourage the use of conﬂict resolution techniques, Company has established the Alternative Dispute Resolution Program (ADR). The program oﬀers Company|variable=Company employees an alternative means of addressing and resolving workplace complaints. “Workplace complaints” include complaints covered by the company’s grievance procedure as well as disputes or disagreements not covered by the grievance procedure. Mediation is the primary dispute resolution process used. It is a conﬁdential and voluntary process in which the parties in conﬂict mutually agree to meet face to face to discuss their situation and look for a solution with the assistance of a trained, impartial third party.
During mediation, all parties agree to discuss issues openly, honestly, and conﬁdentially in a courteous and respectful environment. Trained mediators guide the discussion and help the parties develop the solution themselves. Requests for mediation must be processed through the ADR Program Coordinator who will determine the appropriateness of the issues for mediation and the willingness of the parties to explore a resolution to their conﬂict. To request mediation or to obtain more information, contact the oﬃce of the Alternative Dispute Resolution Program at 555-555-5555.
Employees Advisory Council and Employee Organizations
The Employees Advisory Council (EAC) is the oﬃcial voice of Company|variable=Company employees. The EAC was established by the company to provide a continuing medium through which employees may contribute their advice and suggestions for the improvement of the career merit system and other aspects of the company. Members of the EAC represent designated groups of employees and serve to assist with employee issues.
The council serves as a link between employees and company oﬃcials and meets regularly with the Human Resources director and the company executive. In an eﬀort to contribute to employee well-being and morale, the EAC may sponsor voluntary recreational or other activities.
Other employee associations, operating in an unoﬃcial capacity, represent personnel in various agencies. The organizations’ activities range from charitable, community, and social functions to assisting members with job- related concerns. You have the right to join or refrain from membership in these organizations.



