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THE XYZ PROPERTIES, INC.

The XYZ Properties, Inc. (hereinafter throughout  this handbook referred to as "XYZ or Company") Employee Handbook 
establishes policies, procedures, benefits, and rules that shall be followed  by all XYZ employees as a condition of their 

employment. This XYZ Employee Handbook is not a contract of employment nor is it intended to create any contractual 
obligations whatsoever.

No provision in this employee handbook can be waived without written permission from the Company's President. Such a 
waiver,if granted, applies only to the employee for whom the waiver was granted at the time of the waiver.

XYZ strives to provide an employee-friendly environment in which goal-oriented individuals thrive as they achieve
ever more demanding challenges. XYZ is committed to customer service, safety and to challenge their employees to strive for 
exceptional performance. These policies, procedures, benefits and rules provide a work environment in which both customer 

interests and employee interests are served.

The policies and procedures outlined  in this handbook  will be applied at the discretion of the Company. XYZ reserves the  
right  to  deviate  from  the  policies, procedures, benefits, and rules  described in  this  handbook. Furthermore, the Company 

reserves the right to withdraw, supplement, modify or change the policies, procedures, benefits and rules described in this 
handbook at any time, for any reason, and without  prior notice. The Company will make every effort  to notify  employees 

when an official change in policy or procedure has been made, but employees are responsible for their own up-to-date knowl-
edge about Company policies, procedures, benefits, and rules.

XYZ provides an Open Door Policy in which employees are encouraged to take problems  to  the next level of management if 
they are unable to resolve a situation with their direct supervisor.

XYZ is an equal opportunity  employer. Religion, age, gender, national origin, sexual orientation, race, or color does not affect 
hiring, promotion,  development  opportunities,  pay, or benefits. XYZ provides for  fair treatment  of employees based on 

merit. The Company complies with all applicable federal, state, and local labor laws.

Employment at XYZ is on an "at will" basis, which means that either you, the employee or XYZ may terminate the employ-
ment relationship at any time, for any reason, with or without cause. Only a written  agreement, signed by and between the 

President of XYZ and the employee can change the "at will" nature of the employment.

Please review the policies, procedures, benefits, and rules described in this handbook. You will be asked to affirm that you 
have read, understand, agree to abide by, and acknowledge your receipt of this employee handbook.

Regards,

Jane Smith 
President
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ACKNOWLEDGMENT

I, _____________________________ ,  have received a  copy of  XYZ Employee Handbook  dated ________________.  I under-
stand  that  this handbook replaces any and all prior verbal and written  communications regarding XYZ policies, procedures, 
benefits, and rules.

I understand that the policies, procedures, benefits, and rules described in this handbook are confidential and may not be 
distributed in any way nor discussed with anyone who is not an employee of XYZ.

I have read and understand  the contents of this handbook  and will  act in accord with  all these policies and procedures as a 
condition of my employment with XYZ.

I understand that if I have questions or concerns at any time about the handbook, I will consult my immediate supervisor, the 
Project Manager, a Construction Manager, or the President for clarification.

I also acknowledge that the handbook contains an employment-at-will provision that states:

 •Either XYZ or I can terminate my employment relationship at any time, with or without  cause, and with or
   without notice;

 •That this  employment-at-will relationship  is in  effect  regardless of  any other  written   statements or policies    
    contained in this handbook, any other  XYZ documents, or in any verbal statements to the contrary; and

 •That no one except the  President can enter  into  any differing  employment  relationship,  contract, or agreement.  
    To be enforceable, any such out-of-the-ordinary relationship, contract, or agreement must be in writing, signed by  
    the President,notarized, and in the employee file.

Finally, I understand  that  the  contents  of  this employee  handbook  are simply policies and guidelines, not a contract or 
implied contract with employees. The contents of the employee handbook may change at any time.
Please read this handbook carefully to understand these conditions of employment before you sign this document. 

EMPLOYEE'S SIGNATURE:________________________________________________

EMPLOYEE'S PRINTED NAME:_____________________________________________DATE: _________________________



Golden Nugget 5

4seilertucker.comGolden Nugget 5 Seiler Tucker Inc.

SUPERVISORS AND DESIGNEES

1. Jane Smith, President  712-7922

2. Tom, Project Manager  415-3185

3. Don, Construction Coordinator 202-3315

4. Steve, Construction Supervisor 628-5385

5. Josh, Construction Foreman 610-9966

6. Keith, Truck Dispatcher  296-0493

7. Lydia, Office Manager  712-7922

8. Brandon, Project Manager 289-7644

9. Evan , Construction Foreman 818-8492

10. Patrick, Chief Estimator  712-7922

11. Nick, Construction Coordinator 818-8487

12.          Warren, Construction Supervisor                                                                   382-4225                                                                     
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401(K) PLAN

A 401(k) is a plan offered by an employer to its employees, which allows employees to set aside tax-deferred income for 
retirement purposes.

Plan Eligibility Requirements:

 1. Minimum Age: Twenty-One (21) years old; and
 2. Minimum Service: One (1) year (1000 hours of service).

Plan Entry Dates: January 1st and July 1st

Why should I join: 401(k) plan contributions are made with "pre-tax" dollars. Pre-tax savings put extra money in your pocket 
when compared to traditional "after-tax" savings. The reason is the amount you elect to save, you pay less taxes and have 
higher current take-home wages.

How to enroll: If you meet the plan eligibility requirements, you will need to fill out the Plan Enrollment Package. These forms 
notify the Company of the amount you would like to contribute to the plan, authorizes the payroll deduction, specifies the 
funds into which you want your contributions to be invested and finally names your beneficiary.

Once you enroll, the payroll deduction for your 401(k)  savings will begin the first full pay period coinciding with or next 
following a plan entry date.

For more information on this plan, please contact our office directly at:  (504) 123-4567.
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CODE OF  CONDUCT

XYZ  is excited to have you as an employee.  Additionally,  XYZ  is proud of  our   professional   and  businesslike   reputation   
in  the  community. Although  all  employment  at  the  XYZ   is  "at-will," the  following   are examples of conduct prohibited  
by XYZ  while working and for which an employee shall be subject to discipline, up to and including termination:

 1. Making false, malicious or derogatory statements  that may damage the integrity or reputation of the company.

 2. Rude  or  discourteous  conduct towards  supervisors, fellow employees, office  management,  customers, etc.

 3. Fighting  or  provoking  a fight or interfering  with  others’  performance of their jobs.

 4. Irregular attendance, unexcused  or excessive  absences, or abuse of any company policies.
 

 5. Insubordination, failure or refusal to perform assigned duties.

 6. Failure to comply with any of the company rules.
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DEDUCTIONS LEGALLY ENFORCED

In accordance with the applicable state laws, XYZ  will charge an amount not to exceed $5.00 fee per check for any garnish-
ments ($3.00), child support ($5.00), spousal support ($5.00), etc.

                                                                       



Golden Nugget 5

9seilertucker.comGolden Nugget 5 Seiler Tucker Inc.

DISCIPLINE POLICY

An employee shall be terminated if they are written up three times. An employee is required to sign the reprimand.
Failure to sign his/her reprimand paperwork shall result in an additional reprimand.

All necessary paperwork will be kept on file and upon request you may review any of the reports documenting the details of 
your respective offense(s).
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EQUAL OPPORTUNITY EMPLOYER STATEMENT

XYZ goal is to achieve and maintain equal employment opportunities. It is the responsibility of all of us to conform to the 
applicable Civil Rights Laws.

XYZ is an Equal Opportunity Employer and is in compliance with Title VII of the Civil Rights Act of 1964 as amended, Age 
Discrimination in Employment Act of 1967, and the Rehabilitation Act of 1973, and employs without regard to sex, race, color, 

national origin, religion, age, handicap or status as a disabled or Vietnam era veteran.

XYZ  encourages vendors, contractors, subcontractors and others doing business with XYZ, to observe the principles of Equal 
Employment Opportunity.

XYZ shall maintain a work environment free from discrimination based on   race,   color,   religious   creed,   national   origin,   
gender,   sexual orientation, age, disability, genetic information, veteran/military status, marital status or other status protect-

ed by federal or state law, with regard to any term or condition of employment.
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FAMILY AND MEDICAL LEAVE ACT
(FMLA)

The Family and Medical Leave Act (FMLA) provides certain employees with up to twelve weeks of unpaid, job-protected 
leave per year. It also requires that their group health benefits be maintained during the leave.

FMLA is designed to help employees balance their work and family responsibilities by allowing them to take reasonable 
unpaid leave for certain family and medical reasons. It also seeks to accommodate the legitimate interests of employers and 

promote equal employment opportunity for men and women.

FMLA applies to all public agencies, all public and private elementary and secondary schools, and companies with 50 or more 
employees. These employers must provide an eligible employee with up to twelve weeks of unpaid leave each year for any of 

the following reasons:

 (1) for the birth and care of the newborn child of an employee;
 (2) for placement with the employee of a child for adoption or foster care;
 (3) to care for an immediate family member (spouse, child, or parent) with a serious health condition; or
 (4) to take medical leave when the employee is unable to work because of a serious health condition.

Employees are eligible for leave if they have worked for their employer at least twelve months, at least 1,250 hours over the 
past twelve months, and work at a location where the company employs fifty or more employees within seventy-five miles.

Time taken off work due to pregnancy complications can be counted against the twelve weeks of family and medical leave.
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HOLIDAYS

New Year's Day

 Mardi Gras Day 

Memorial Day

 Fourth of July 

Labor Day 

Thanksgiving Day 

Christmas Day
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LUNCH

XYZ wants to encourage taking a lunch break in order to increase productivity and give employees the opportunity to step 
away from their work for a brief time.

According to the law, lunch is not considered working time and therefore, not compensable.

Employees are required to take a thirty (30) minute lunch break every day and will not be paid for such breaks. 

The employee will not be required to clock out and in, that time will be factored in and handled internally since this is
 mandatory for all employees.
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MEDICAL AND OTHER EXAMINATIONS, LA. R.S. 23:897

An employer can not require an applicant to pay the cost of a pre employment medical examination or drug test; however, the 
employer is entitled to reimbursement for these costs if: the applicant who becomes an employee or an employee quits sooner 
than ninety (90) working days after his first day of work or never reports to work, unless such termination is  attributable  to   

a  substantial  change  made to  the employment by the employer. Also, the employee has to be paid more than $1.00 per hour 
over the existing federal minimum wage and can not be a part-time or seasonal worker.
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NOTICE REQUIREMENTS TO TERMINATE EMPLOYMENT RELATIONSHIP

A two (2) week written notice is required to terminate the employment relationship with XYZ.

If you quit without giving TWO WEEKS WRITTEN notice or only give verbal notice, your final paycheck may be withheld for 
forty-eight (48) hours or the time period allowed by law in order to verify all financial obligations to the company have been 

satisfied.

Any existing financial obligations shall be debited from the employee's final paycheck.

A final paycheck shall be issued in the form of a check only.

Form LWC 77 will be completed and sent to the Louisiana Workforce
Commission upon separation from the company.
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PAY PERIODS AND OVERTIME

Pay checks are issued on a weekly basis, every Friday, which covers the prior week's work.

No overtime hours are permitted for employees without a supervisor's consent and approval.

Please be advised that XYZ  time clocks are the primary source for time collection and payroll. If you do not clock in and out, 
you will not be paid for those days unless we have received notice from you on the day of the occurrence. Special checks will 

not be created for employees who fail to follow the proper procedures in order to get paid.
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PERSONAL CELLPHONE

If you bring your personal cell phone with you to the job site, please limit phone usage to your lunch hour with the exception 
of any emergency situations.

XYZ shall not be held responsible for any lost or damaged personal cell phones brought to the job site.
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PERSONAL PROTECTIVE EQUIPMENT
<PPE)

All personal protective wear shall be worn on the construction job site. You will receive one complete set of this protective 
gear free of charge.

Personal protective wear includes, but is not limited to, safety glasses, safety vest and hard hat.

Please be aware that in the event you report to the job without this equipment, you have the option of either going home and 
retrieving your gear (you will be off the clock at this time) or in lieu of going home, you can purchase the required safety item 

from the Company. You agree that the respective amount will be debited from your paycheck that particular pay period.
Below is a list detailing the charge for each item: Hard Hat ($9.00)

Safety Vest ($8.00)
Safety Glasses ($4.00)

At  the  Company's  discretion,  subsequent  PPE  may  be  issued  at  no charge if the employee can show the gear deteriorated 
by no fault of the employee.
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SAFETY MANUAL, HURRICANE EVACUATION
PLANS AND RULES

In addition to the policies set forth in this handbook, as an employee, you are also required to read and comply with all safety 
manuals, hurricane evacuation plans and rules of the company.
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SEXUAL HARRASSMENT

XYZ is committed to providing a workplace that is free from sexual harassment. Sexual harassment in the workplace is 
against the law and will not be tolerated. When XYZ determines that an allegation of sexual harassment is credible, it will take 

prompt and appropriate corrective action.

If XYZ management receives an allegation of sexual harassment, or has reason to believe sexual harassment is occurring, it 
will take the necessary steps to ensure that the matter is promptly investigated and addressed. If the allegation is determined 

to be credible, XYZ will take immediate and effective measures to end the unwelcome behavior. XYZ is committed to take 
action if it learns of possible sexual harassment, even if the individual does not wish to file a formal complaint.

What Is Sexual Harassment? Unwelcomed sexual advances, requests for sexual favors, and other verbal or physical conduct of 
a sexual nature constitute sexual harassment when: 1) an employment decision affecting that individual is made because the 
individual submitted to or rejected the unwelcomed conduct; or 2) the unwelcomed conduct unreasonably interferes with an 

individual's work performance or creates an intimidating, hostile, or abusive work environment.

Unwelcomed actions such as the following are inappropriate and, depending on the circumstances, may in and of themselves 
meet the definition of sexual harassment or contribute to a hostile work environment: Sexual pranks, or repeated sexual 

teasing, jokes, or innuendo, in person or via e-mail; verbal abuse of a sexual nature; touching or grabbing of a sexual nature; or 
repeatedly making sexually suggestive gestures.

A victim of sexual harassment can be a man or a woman. The victim can be of the same sex as the harasser. The harasser can 
be a supervisor, co-worker, other XYZ employee, or a non-employee who has a business relationship with XYZ.           
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SUPERVISORS,  FOREMEN, PROJECT MANAGERS, ESTIMATORS AND ANY 
UPPER MANAGEMENT ADDITIONAL POLICIES

CELL PHONE  PLAN & RETURN POLICY

If you incur extra charges due to going over the minutes on your plan, it will be debited from your paycheck. Please check 
with the office regularly to confirm your cell phone plan.

Upon termination of the employment relationship, you are expected to return the phone  in  working  condition  and  all  
accessories. If the  cell  phone  and  all accessories are not returned by the time the employee's final paycheck is issued, a 
deduction in the amount of current retail value to replace the item shall be assessed to cover the cost of the unreturned 

property.

LAPTOP RETURN POLICY

Upon termination of the employment relationship, you are expected to return the laptop and all accessories in working 
condition. If the laptop is not returned by the time the employee's final paycheck is issued a deduction in the amount of 

current retail value to replace the item shall be assessed to cover the cost of the unreturned property.

CAMERA USE & RETURN POLICY

Supervisors who are issued a camera shall use it to evidence his/her crew's activities on the job site. Failure to take photo-
graphs of any alleged incidents or open trenches shall subject the supervisor to discipline, up to and including termination.

Upon termination of the employment relationship, you are expected to return the camera in a working condition and the case. 
If the camera and case is not returned by the time the employee's final paycheck is issued a deduction in the amount of current 

retail value to replace the item shall be assessed to cover the cost of the unreturned property.

This "Return Policy" applies to any of XYZ property issued to the employee.
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INCIDENT RESPONSIBILITIES

If an incident occurs on your jobsite or is alleged to have occurred on your jobsite be sure to document all aspects (including, 
but not limited to - taking pictures, even if the property does not look damaged in your opinion; completing  an incident 

report; calling the police and contacting office management).

Look for a witness to corroborate all the facts you will mention in your Incident
Report. If it is not a XYZ employee, get that person's contact information.

Use  your  best  judgment  at  all  times.  For  example,  if  the  incident  involves a possible   safety  issue,   take   pictures   of   
the   surrounding   areas   documenting barricades, cones, etc. Another example, if the incident involves  an automobile, take a 

picture of the entire car, not just the visibly damaged portion.
Be aware of what is going on and the persons who are involved in the incident. Contact  the  police  if  the  incident  involves  

death,  personal  injury,  automobile
damages or any other situation that requires police presence. If the police are on

the scene, be sure to get an Item Number or a Police Report Number. Take note if any citations are issued to the other person 
involved in the incident.

Take notes at the time of the occurrence which can assist you in writing up the
Incident Report to be turned into the office.

Be sure to reprimand any employees that have caused this incident by their own fault or negligence. Have them sign the 
written reprimand.

If the other person involved in the incident continues to ask questions and harasses you at the scene, give them a "Claims 
Form" to complete and tum into the office.

For more information on Incident Reporting, please refer to the Safety Manual. This is not an exhaustive list; just guidelines to 
help you better protect yourself and

the Company.
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Theft Policy 

If you are caught stealing from XYZ you will be immediately reprimanded and required to return the item in its original 
condition or reimburse the company for the amount stolen.

"Amount stolen" shall be determined based on the following: The employee shall be responsible for the amount XYZ  paid for 
the item subject to XYZ providing a receipt for the item or if no receipt on file, then the current retail value of the item.

At XYZ discretion, it will be decided if the employee is to be written up and suspended or terminated depending on the 
infraction.

If you are only suspended and then caught stealing a second time, you will be immediately terminated and the local police 
shall be contacted.
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Time Keeping 

As an employee of XYZ  you are required to clock in and out on a daily basis.

You will be issued one set of time keys which allows you to clock in and out. These keys are deemed the property of the 
Company and shall be treated as such. You will receive one set free of charge; however, if you misplace your time key a $35.00 

charge will be debited from your paycheck in order to cover the costs of obtaining additional time keys for the employee.

Upon termination of the work relationship, you are expected to return the time keys. If the keys are not returned by the time 
the employee's final paycheck is issued a deduction in the amount of $35.00 (value to replace the item) shall be assessed to 

cover the cost of the unreturned property.
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TRUCK DRIVER ADDITIONAL POLICIES, RULES, AND SAFETY

1.   All paperwork must be completely filled out by the drivers. (a) Trip sheets must be signed daily; and
(b) Tickets must be signed, plus include job number, brief description offload hauled, number offloads hauled, add the 

number of tons for materials and list and the customer's name.

Failure to properly complete the paperwork may result in less pay because if the customer does not pay us for your loads, 
then in turn we can not pay you.

2.   Do not alter tickets after being signed by a supervisor on the job.

3.   Write out a CF ticket for every load you do and have it signed.

4.   Turn in all hauling tickets and fuel receipts daily along with your trip sheet in your envelope located in the mailbox. 
Remember to put your beginning and ending mileage every day.

5.   Your trucks must be clean inside and out, including  your truck bed. Trucks  need to be washed weekly (preferably  on a 
Friday). Try  to keep the inside of the truck  clean  at all times. Dump bodies need to be dug out daily.  If any of these tasks are 
not performed, we will have it done and you shall be responsible for reimbursing the Company. You will receive notice when 

this will be done. Additionally, if a load is lost as a result of a dirty bed, you shall be responsible for the cost of that load.

6.   You must be aware and pay close attention to your truck, the jobsite and your surroundings at all times. When off loading 
barges, you must be able to determine  if you are overloaded or not. If you are, then Tom or Keith needs to be contacted 

immediately.

7.   If you determine that the jobsite is unsafe or unsuitable for your truck, then contact Tom or Keith immediately.

8.   Overload tickets will be the responsibility of the driver, unless specific instructions were given by
Tom or Keith before the truck was loaded.

9.   Drivers are responsible for confirming with the dispatcher the address and/or instructions as to where the load is to be 
brought. If you fail to do this and the load is brought to a wrong location, then you will only get paid what we are able to 

charge that particular customer. See the Safety Manual for any further details on Incident Reporting.

10. Report any damage to the truck immediately  to Tom or Keith. If you fail to report any damage to the truck immediately,  
even if it is not caused by your fault, the driver shall be responsible for the cost of the repair in accordance with the Equipment 

Repair, Replacement Parts and/or Property Damage Policy set forth in this handbook. At the company  owners'  discretion, 
you may be terminated for failure to report damage immediately.
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11. A  driver  should  not  communicate  on  a  hand-held  cell  phone  while  operating  a  commercial vehicle   in   intrastate   
commerce   (an   offense   in  interstate   commerce),   limit   your   calls  to emergencies  only. Work related calls should only 
be conducted  when the vehicle is in an area where it can safely remain stationary. Additionally,  if you are on a job site and 
receive a phone call, do not answer your phone until the truck is an area where it can safely remain stationary. If we receive 

any complaints  about our drivers being on the phone while on a job site this will be an immediate cause for termination.  
Please refer to the Safety Manual for any other policies.

12. It is an offense to text message and operate any motor vehicle. Text messaging  should only be
done  when the vehicle  is in an area where it can  safely remain stationary.  Please  refer to the

Safety Manual for any other policies.

13. Only one driver will be able to be off at a time; therefore,  it will operate on a first-come, first
served basis. See the Notice Requirements for Vacation Policy set forth in this handbook.

14. You will be required to work on Saturdays, if necessary, unless you notify us at the beginning of the work week that you 
are unavailable. In order to be eligible for year end bonuses, you have to work 50% of the Saturdays actually worked.

15. Year-end bonuses are based on truck earnings performance and compliance with all the guidelines set forth in this corre-
spondence and any supplemental company policies in place for that year.

16. If you knock off of a job early, check with Tom or Keith before returning to the office/yard in case there might be other 
work to be done; do not take it upon yourself to decide that your day is finished.

17. The following  driving  violations  are unacceptable.  If you are found in violation  of any of the below-listed, the first 
offense will result in a suspension (the amount of time for that suspension shall be based on the magnitude of that particular 

violation) and a second offense shall result in a termination of employment.

being under the influence of alcohol as 
prescribed by state law 

being under the influence of a controlled 
substance 

having an alcohol concentration of .04 or 
greater while operating a CMV 

refusing  to   take   an   alcohol   test   as 
required by law 

leaving the scene of an accident using the vehic1e to commit a felony 
other than a felony described in the box 
below 

driving a CMV when the driver's CDL is 
revoked, suspended, or canceled, or the 
driver is  disqualified from operating a 
CMV 

causing a fatality through the negligent 
operation of a CMV, including but not 
limited to the crimes of motor vehicle 
manslaughter, homicide by motor 
vehicle and negligent homicide 

using the vehicle in the commission of a 
felony involving manufacturing, 
dispensing or distributing a controlled 
substance. 

speeding excessively (15 miles or more 
above the posted speed limit) 

driving recklessly making improper or erratic lane changes 

following a vehicle too closely violating a state or local law arising in 
connection with a fatal accident 

driving  a   CMV   without  a   CDL   or 
without a CDL in the driver's possession 

violating a law prohibiting  texting while 
driving or using a hand-held phone 

failure to take proper precautions  when 
crossing a railroad 

Driving a MV without the proper class 
Of CDL and/ or endorsements 
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NOTE: CMV =commercial  motor vehicle

Further, the DOTD sets forth the prescribed penalties, in Table  I and Table 2 which is attached for reviewing purposes, in the 
event a driver operates a motor vehicle and/or a non-commercial motor vehicle and is convicted of any of the above offenses.

 
18. Safety or seat belts must be worn by drivers  and passengers  in all vehicles used for company business. The driver is 

responsible for ensuring the compliance by all occupants. If you find an inoperable restraint system, please report to the office 
immediately.

19. Accident Procedures:

(a) Report traffic accident to local police and Jane Smith or Tom;
(b) Employees are not to make any statements as to fault; let the police make these determinations. If asked any questions, 

please cooperate and respond with the facts; (c) All explanations and describing the events should only be discussed with law 
enforcement, our claims adjuster, and our attorneys; and

(d) Employees must obtain names, addresses, phone numbers and license numbers of the other driver(s) involved.

20. Please lock the gate at all times; even if you think someone else is coming right behind you. This will increase safety, 
eliminate theft and/or questioning that may arise as a result of theft occurring.

21.  The Department of Transportation  (DOT) is planning to issue a safety manual for truck drivers this year (2012). XYZ will 
provide you with any supplementary information upon receipt.

22. As a driver with a CDL, you agree to make every effort to stay updated and knowledgeable on all local, state and federal 
laws.
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VACATION POLICY

After working one (1) continuous year without incident from your anniversary date, you will be eligible for one (1) week of 
vacation. In the event you have an incident, the year will restart effective the day following the date on the incident report. 
After five years of continuous employment, you will be eligible for two (2) weeks of vacation. Vacation is a benefit (mere 

gratuity), not an earned wage.

The following conditions apply:

(i) vacation can not be carried forward from year to year; (ii) the only way to get vacation is to take the time off;
(iii) if you have a day off, you must use vacation unless it is due to no work, then you can choose to take a vacation day or not;

(iv) vacation time earned in each year of employment has to be used by the
end of the following year; and

(v) an employee is allowed, at the most, only seven (7) consecutive calendar
days off.

"Incident"  is defined as an employee's  negligent act  that results in  a  written Incident Report Notification having to be 
completed and signed by the employee. An Incident Report Notification has to be completed to satisfy this section for the 

following reasons:   injury   to   another,   illness,   fatality,   property   damage, environmental hazard, civil violation, 
safety violation or any company policy violations.

"Accrued Vacation" is considered an earned benefit and only payable upon termination, if the employee terminates the 
employment relationship due to death, retirement or voluntarily terminates employment by (i) providing a two weeks notice 

to their immediate supervisor and/or the personnel office prior to the termination, and (ii) working all hours scheduled during 
the two week period or shorter period if determined by management.

Employees involuntarily terminated for cause are not eligible for accrued vacation pay. "Involuntarily terminated for cause" 
shall include the following - theft, dishonesty, falsification,  mismanagement of a position of employment by action or 

inaction, neglect that places in jeopardy the lives or property of others, wrongdoing, violation of a law, or violation of a policy 
or rule adopted to ensure orderly work or the safety of others.
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Notice requirements for vacation time:

A three (3) week written notice is required to take vacation.

A verbal notice can be accepted; however, the employee assumes the responsibility and consequences (e.g. denial of the 
vacation day) if the vacation is not on the calendar of Jane Smith and can not be confirmed.

The notice must set forth the exact dates of employee's vacation. Calculating when to use your vacation by under the policy: 
Only 8 hours will be given per day or an Average of your daily shifts from the previous 3 weeks. Whatever is greater. 
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ZERO TOLERANCE DRUG AND ALCOHOL POLICY

XYZ has established a Zero Tolerance Drug and Alcohol Policy while on the job (includes: job sites, office sites, parking lots of 
job or office sites and anytime during working hours). Every employee is required to participate in random drug testing. We 

will notify you if randomly selected and you must report directly to the nearest testing site. If you fail this random drug 
screening, you shall be terminated.

Additionally, please be aware that many companies whom we enter into contract agreements with, may have heightened 
rules as it pertains to drug testing; therefore, you agree to comply with those respective companies drug policies also.

Other violations that coincide with this proviso and will  result in immediate termination are as follows:

1. Possessing, distributing, selling or trading drugs on the job. Drugs defined herein includes alcoholic beverages, prescription 
drugs not specifically prescribed to you, illegal inhalants, and any other illegal substance;

2. Reporting to work under the influence of drugs, alcohol or any substance which may alter or affect your work performance; 
and

3. Misuse of  prescription drugs.


