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We believe in keeping employees fully informed about what employees can expect from the Company, and the obligations 

that one assumes as an employee of SPC Mechanical.  This practice is designed to provide fair treatment of employees.  All 
employees are expected to become familiar with the policies, procedures, practices, and benefits of SPC Mechanical. This 

Handbook is intended to provide employees with that basic information.  The policies described in this Handbook reflect a 
great deal of concern for the people who make it possible for SPC Mechanical to exist — its employees. 

Because SPC Mechanical is a growing, changing organization, it reserves full discretion to add to, modify, or delete provisions 

of this Handbook at any time without prior notice. For this reason, employees should check with the Human Resources 
Department to obtain current information regarding the status of any particular policy, procedure, or practice. 

Descriptions of various fringe benefits are summaries only. Should the descriptions in this Handbook differ with any 
formal plan, agreement, or other benefits document involved, the formal plan, agreement, or document shall 
control. 

The policies, procedures, and benefits described replace all earlier written and unwritten ones. 
 
 
 
 

 
 

In today’s uncertain world, there are many pressures and anxieties that affect all of us. Our goal 
is to keep our work environment free of any added, artificially-created tensions. To accomplish 

this goal, we will strive to develop an atmosphere of mutual trust, respect, and cooperation so 
that any problems that arise can be worked out best through internal frank discussion, without 
interference from outsiders. 

We believe that the working conditions in our facility and our personal relationships as a team 
are good.  You can talk to us, and we can talk to you…we hope to keep it that way.  Each 

person is treated as an individual and each is an important participant in the operation of this 
facility.  We strongly believe that individual consideration in employee-employer relationships 
provides the best climate for your maximum development, constructive teamwork, and the 

attainment of your goals and those of the company. 

We have enthusiastically accepted our responsibility to provide you with good working conditions, good wages, good benefits, 

fair treatment and the personal respect, which is rightfully yours.  We know that you want to be able to express your 
problems, suggestions, and comments to us so that we can understand each other better.  You have that opportunity 

here…you can speak up for yourself…directly to us.  We will listen, and we will do our best to give you a responsible reply. 

We all want SPC Mechanical to be an organization that is successful, one that you can be proud of.  We, however, need your 
commitment and cooperation to make it as such. 

 

Chris Williford  
Chris Williford, President 
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We are an industry leading, growth oriented company that provides innovative mechanical services through highly developed 

employees that drive continuous improvement in performance and customer relationships. 

 
 
 
 

 
 

SPC Mechanical will strive to be the best contractor in our industry through the continuous pursuit of excellence and 

commitment to strong partnerships with our customers and employees. 

VALUES 

We will accomplish our mission through actions that are guided by the following values: 

Ethics –  We will conduct our business affairs with honesty and integrity. 

Employee –  Employees will be treated with dignity, fairness, honesty, and respect. We support the development of our 
people by providing training and growth opportunities. 

Customers –  We value the importance of strong partnerships with our customers and will seek to provide a quality job 

through high commitment to communication and cooperation. 

Profitability –  We will conduct our business in a manner that will result in profits representative of our investments. 

Work Environment – We will maintain a work place that promotes productivity, safety, cooperation, and positive attitudes. 
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APPLICATION FOR EMPLOYMENT 

All candidates for employment with SPC Mechanical must fully complete, date, and sign the Company’s standard 
employment application form.  (A resume will not be accepted in lieu of a completed employment application.)  The 

application form should be completed in detail and signed by the applicant to verify the accuracy and completeness of the 
information provided. 

The Company may investigate any portion of the requested information and may deny or later terminate the employment of 
anyone giving false, misleading, or incomplete information.  The Company conducts a criminal and\ or credit background 
investigations (and where appropriate, credential verification) on all applicants for employment.  The Company also may 

conduct criminal or credit background investigations and credential verification on current employees for the purpose of 
evaluating an employee for promotion, reassignment, or retention as an employee.    For criminal convictions, consideration 

will be given to the relationship between a conviction and the responsibilities of the position that is or will be held.  A relevant 
job-related conviction is grounds for termination of employment or denial of an application for employment. 

Falsification of application materials, including failure to disclose convictions, is grounds for termination of employment.  
Employees must notify the Human Resource Department within five days of a conviction for a felony or any drug, alcohol, or 
sex-related offense.  Failure to report such conviction is grounds for disciplinary action, up to and including termination.   

CONFIRMATION OF PREVIOUS EMPLOYMENT 

It is the policy of SPC Mechanical to request information from a prospective employee’s previous employer(s) in order to 

obtain their work record as it pertains to their application for employment. 

IMMIGRATION LAW COMPLIANCE 

SPC Mechanical is committed to employing U.S. citizens and others who are authorized to work in the United States and will 

not unlawfully discriminate on the basis of citizenship or national origin. 

MEDICAL EXAMINATION 

To help ensure that employees are able to perform their duties, medical examinations may be required for certain positions or 
under certain circumstances after an offer of employment has been made.  When a medical examination is requested, a 

Company-appointed physician will conduct the examination at the Company’s expense.  Employment and assignment will be 
conditional pending the receipt of a satisfactory physician’s report. 

Current employees may also be required to undergo medical examinations.  When necessary, these exams will evaluate an 
employee’s ability to perform the essential functions of the position or need for possible accommodation. 

DRUG AND ALCOHOL TESTING 

SPC Mechanical is committed to providing a safe, efficient, and productive environment for all employees; therefore, job 
applicants and current employees may be asked to provide a urine, blood, hair, or saliva sample for drug testing (for 

applicants) or drug and/or alcohol testing (for employees). Any employee who refuses to submit to drug or alcohol testing is 
subject to termination of employment, and any applicant who refuses to submit to drug testing will be removed from 

consideration from employment. 

The Company’s full Drug and Alcohol Testing Policy is included as Appendix B to this Handbook.  Questions concerning this 
policy should be directed to your supervisor or the Human Resource Department. 

MOTOR VEHICLE RECORD (MVR) INQUIRY 

Employees operating a  Company vehicle must provide the Company with current and acceptable motor vehicle driving 

information.  Employment and/or assignment to drive a Company vehicle will be conditional pending the receipt of a 

 

Employment 

 



satisfactory report from the Division of Motor Vehicles and a negative drug test result. (contact human resources for company 
vehicle operation policy) 

EQUAL EMPLOYMENT OPPORTUNITY POLICY 

This Company was built upon teamwork and equal opportunity. We will continue to be successful when people are treated 

fairly and allowed to advance and achieve their full potential.  We extend equal employment opportunities to all qualified 
employees and applicants for employment without regard to race, color, religion, sex, age, national origin, disability, veteran 

status, citizenship, gender identity, gender expression, genetic information or any other characteristic or status protected by 
law. 

All phases of employment, including, but not limited to, recruiting, hiring, selection for training, promotion, demotion, 

discipline, rates of pay or other compensation, transfer, layoff, termination, recall, use of all facilities, and participation in all 
Company-sponsored activities, will be administered so as to further the principle of equal employment opportunity. 

CATEGORY OF EMPLOYEES 

Employees are designated as either non-exempt or exempt consistent with provisions of federal and state wage and hour 

laws. Non-exempt employees are entitled to overtime pay under specific provisions of federal and state laws.  Exempt 
employees are excluded from the overtime provisions of federal wage and hour laws and do not receive overtime pay. 

In addition to the non-exempt classification, employees are divided into the following for the purpose of compensation and 

benefit eligibility. 

FULL-TIME 

Employees who are hired to work a full- time schedule of at least thirty hours on a full workweek basis.  Full time employees 
are eligible for all benefits outlined later in this handbook, unless otherwise provided by the applicable benefit plan. 

PART-TIME 

Employees whose work schedule is anticipated to be less than thirty hours on a full workweek basis. Part-time employees 
are eligible for limited benefits, unless otherwise provided by the applicable benefit plan. 

TEMPORARY 

Employees hired for short periods of employment such as summer months, peak periods, and vacation fill in. Temporary 

employees are generally not eligible for benefits other than those mandated by federal or state law. 

Company policies apply to all categories of employees. 

ORIENTATION 

Following employment, the Human Resources Department and supervisor will discuss job duties and areas of responsibility 

with a new employee.  Company policies and procedures will also be reviewed.  A copy of the Handbook will be given to the 
new employee. 

After reviewing the Handbook, the employee must sign a statement acknowledging his/her understanding of the information 

contained in the Handbook.  This signed/witnessed copy of the statement will become part of the employee’s personnel file. 

EVALUATION PERIOD 

During the first 90 days of employment, the Company and each new employee are given an opportunity to evaluate whether 
the employment relationship should continue. 

During this period an employee’s performance is evaluated and the employee may be released with or without notice. 
Employment with the Company is “at-will” during the 90-day evaluation period as well as for the remaining employment 
duration. The completion of the evaluation period is not a guarantee of permanent employment.  SPC Mechanical evaluates 

employees on a continuing basis and reserves the right to terminate an employee at any time during or after the evaluation 
period. 



PAYROLL INFORMATION 

Following employment, each new employee will be given federal and state law tax forms to complete.  The completed forms, 
the employment application form, and information regarding starting pay, starting date, and any other pay or benefit 

information will be forwarded to the Human Resources Department.  A new employee’s paycheck cannot be processed until 
the necessary information has been completed properly. 

CONTINUOUS SERVICE DATE 

The continuous service date will be an employee’s first day of employment and this date may be used when making certain 

employment decisions where other considerations are equal (for example, permitting a more senior employee to schedule 
PTO when more than one employee has requested PTO at the same time.) 

IDENTIFICATION 

The Company will provide employees with Company identification cards as required. These cards are the property of SPC 
Mechanical and must be returned upon separation from employment.   

EMPLOYMENT OF RELATIVES 

The Company discourages the employment of close relatives as reporting relationships between relatives can cause 

unacceptable conflicts.  However, under certain conditions, management may waive this policy in favor of employing close 
relatives within the organization.  If this occurs, every effort will be made to insure that  

a direct reporting relationship does not exist between relatives.  For the purpose of this policy, a relative is any person related 

by blood or marriage or who lives in the same household as the employee. 

EMPLOYMENT OF MINORS 

While the Company discourages the employment of those younger than the age of 18 in any position with the Company, the 
Company will fully comply with the Child Labor provisions of the Fair Labor Standards Act and applicable state statutes that 

govern the employment of minors. 

EMPLOYMENT-AT-WILL 

We hope that each employee’s period of employment at SPC Mechanical can be a rewarding experience. However, we 

recognize that circumstances change and that some employees may seek opportunities elsewhere or leave the Company for 
other reasons. 

Employment at SPC Mechanical is strictly at-will, which means that employees are free to leave the Company’s service at 
any time and that any employee can be terminated at any time with or without notice and with or without stated cause or 

reason, except as prohibited by law.  The at-will employment status of each employee cannot be altered by any verbal 
statement or alleged verbal agreement.  It can only be changed by a legally binding, written contract covering employment 
status. An example of this would be a written employment agreement for a specific duration of time. The policies and 

procedures contained in this Handbook are guidelines to employment with the Company, but they do not create contractual 
rights or obligations, and they are subject to all employment remaining at-will. 

EMPLOYEE INFORMATION 

Employees are asked to help keep the Company informed about any major change that may affect their employment status.  

Each employee is responsible for promptly notifying the Company of important changes in personnel data.  This data should 
be current and accurate at all times and any change of the following should be reported to the Human Resources 
Department: 

• Name 

• Address 

• Home telephone number 

• Marital status 

• Number of dependents 



• Emergency telephone numbers and whom to notify in case of emergency 

• Change in beneficiary 

• Driving record or criminal record 

• Authorized payroll deductions 

• Additional education and special training courses 

PERSONNEL FILES 

SPC Mechanical will maintain a file on each employee.  An employee’s personnel file begins with a completed employment 
application form.  From time to time information will be added to this personnel file regarding an individual’s employment 

status with the Company.  Personnel files are the property of SPC Mechanical and will be treated the same as any other 
confidential Company information. 

The following provisions apply with respect to the Company’s standards for establishing, maintaining, and handling employee 

personnel files: 

• All official records concerning an employee will be kept up to date insofar as possible. 

• Employees will be permitted to review their personnel files if they submit a request to review the file in writing 

addressed to the Human Resources Department. 

• The personnel file of an employee terminating employment will be maintained in accordance with applicable state and 
federal laws. 

EMPLOYEE’S REQUEST FOR REVIEW OF PERSONNEL FILE 

The following provisions apply with respect to an employee’s request to review his/her personnel file: 

• The Human Resources Department will have the responsibility of coordinating the review of an employee’s personnel 
file with the employee’s immediate supervisor. 

• A member of the Human Resources Department staff must be present while the employee reviews his/her personnel 

file. 

• The employee may take notes, but may not photocopy, take photos of, remove, deface, or otherwise make notations on 
the documents in his/her personnel file. 

OPEN DOOR POLICY 

SPC Mechanical has an open door policy with respect to employee questions and complaints and wants to assure our 

employees that their complaints will be considered fairly, in a timely manner, and without reprisal.  Employees are 
encouraged to discuss matters of concern pertaining to their employment with their supervisors.  The supervisors should be 
given the courtesy of knowing about any complaints employees may have and a chance to help solve it.  He or she knows 

more about an employee and his or her job than any other member of management and is in the best position to handle a 
complaint satisfactorily. 

The Company would like to address all employee complaints informally, and employees and supervisors are expected to 
make every effort to resolve any problems as they arise.  However, in the event an employee has a complaint that he/she 

does not feel comfortable taking to his/her supervisor (such as an allegation of sexual or other unlawful harassment involving 
the supervisor), the employee should go to another member of management or to the Human Resources Department.  It is the 
Company’s goal for all complaints to be given prompt attention and objective consideration in an atmosphere of mutual 

assistance. 

	  



 

WORKING HOURS 

The Company’s normal workweek ranges from start times of 6:00-8:00 a.m. Monday to end times ranging from Noon--5:00 
p.m. Regular working hours may vary depending on the particular job, department, shift, office\ division location or working 

conditions. Check with the location Division Manager or Human Resource Department for exact hours of operation. 

Field work schedules and those of certain support divisions may vary throughout the year.  Division and Department 

managers will post work hours and notify employees of schedule changes in advance.  Each employee is expected to 
complete a normal workday and work week and work whatever reasonable additional hours are required for Company needs. 

Supervisors will inform employees of scheduled break and/or lunch periods. Employees are expected back at their work 

station ready to start work at the end of each scheduled break and/or lunch period.  If overtime is required, employees will be 
expected to work any additional time necessary.  

OVERTIME 

Employees may be scheduled to work overtime when operating requirements or other needs cannot be met during regular 

working hours.  Whenever possible, advance notification will be provided.  If determined necessary, management will 
authorize overtime compensation in accordance with federal and state wage and hour provisions.  Neither holiday hours nor 
the time taken and used as Paid Time Off (PTO) is considered as hours worked when computing overtime. 

An employee who fails to work overtime as assigned or who works overtime or “off-the-clock” without receiving prior 
authorization from his or her supervisor or another member of management will be subject to disciplinary action, up to and 

including termination of employment. Overtime will be paid at one and one half time the employee’s regular rate.  

PAY PERIOD AND PAYMENT 

The Company has established pay rates for employees based upon work classifications. An employee’s length of service in a 

particular classification is not the sole determining factor in promotion or salary decisions. Employees are paid either weekly 
on the last day of the week or bi-monthly on the 15th and the last day of month for all work performed during the applicable 

pay period. 

SPC Mechanical has established direct deposit for payment of wages and expenses for those employees who wish to 

participate.  Employees not choosing direct deposit will receive their paycheck on a company issued pay card or through the 
USPS until the pay card is issued. Pay cards are mailed to the employees mailing address on record. 

RECORDING TIME WORKED 

Government regulations require that the Company keep an accurate record of time worked by employees in order to calculate 
pay and benefits. 

Foremen and/or Field Superintendents will maintain time records for those employees under their responsibility.  Under 
certain circumstances, the Company may use time clocks or other recording devices to record time worked. 

It is the employee’s responsibility to sign his/her time record to certify the accuracy of all time recorded before submitting it 
for processing.  In addition, if corrections or modifications are made to the time record, both the employee and the Foremen 

and/or Field Superintendent must verify the accuracy of the change by initialing the time record.  Employees must provide all 
required information on their timesheets, including work codes, job codes, and vehicle information, in order for the 
timesheets to be processed and paychecks issued. 

It is violation of Company policy for one employee to sign another employee’s time record, alter another’s time record, or alter 
his/her own time record without permission. A violation of this policy will result in termination of employment. If an employee 

has a question concerning his/her time record, he/she should discuss the matter with his/her supervisor.  

ATTENDANCE 

 

Working Hours and Pay 

 



Regular and on-time attendance is expected for efficient operations.  Excessive absenteeism and tardiness is not only 
inconvenient but also causes costly problems.  While an occasional illness or extenuating personal reason may cause 

unavoidable absence from work or tardiness, regular on-time attendance is required for continued employment. 

Employees must personally notify the Company of any absence or tardiness.  Field employees must contact their Field 

Superintendent directly to report an absence or lateness prior to their starting time so arrangements may be made to alter the 
distribution of work if necessary.  If the Field Superintendent is not available, the employee must notify the Division Manager 
of the absence or lateness. For any absence/tardy resulting from sickness or illness, the employee is required to provide a 

medical note or other supporting documentation to substantiate an absence/tardy and have the absence/tardy excused. 
Documentation must be received in the Human Resource department within 5 business days of the absence or the 

absence/tardy will documented as unexcused. 

Any employee who fails to maintain an acceptable attendance record may be subject to disciplinary action. Unexcused 

absence or tardiness will affect future promotions and/or raises as well as employment. Excessive absenteeism and/or 
tardiness, excused or unexcused, may result in termination of employment. 

If any employee is absent from work for three (3) consecutive days for any reason without informing his/her supervisor (other 

than for an approved leave), the employee will be terminated from his/her position with the Company. 

UNEXCUSED ABSENCE AND TARDINESS 

Tardiness occurs when an employee is late reporting for work at the beginning of a shift or returning late from lunch or a 
break. The following describes the disciplinary actions that may result from unexcused or excessive absences or tardiness: 

1st Offense    Verbal reprimand 
2nd Offense   Written warning to employee’s personnel file 
3rd Offense   Termination 

Please be aware that although this policy establishes certain suggested disciplinary actions for unexcused 
absences/tardiness, nothing in this policy is intended to modify the Company’s at-will employment policy, and the Company 

may take any of these actions in any order it deems necessary. 

WORK ASSIGNMENTS AND TRANSPORTATION 

The Company’s project workload is divided into out-of-town projects requiring overnight stays, out-of-town projects within 

daily driving distance, and local projects. 

Employees will be assigned a reporting site, usually a project site or Company office.  This assignment will vary depending 

upon the status of a particular project.  Field Superintendents will advise employees of the reporting requirements for project 
assignments. 

Employees must arrange for their own transportation to and from project assignments.  Company vehicles may be offered to 
certain employees for use in traveling to and from project assignments.  The Company does not object to employees making 
voluntary arrangements with these drivers for transportation.  All arrangements for transportation are strictly voluntary and 

must be made with employee to whom the Company vehicle is assigned. 

Vehicle travel schedules will not be altered to accommodate an employee’s personal needs.  If a personal issue should arise 

such as scheduled PTO, the employee must make arrangements for transportation to his/her jobsite.  However, in the event 
the office receives word of an emergency related to a member of an employee’s family, the employee will be notified as soon 

as possible.  

Upon acceptance of employment with the Company, each employee understands it is their personal responsibility to provide 
their own transportation to and from the work site. The employee understands that, due to the scope of work provided, that 

the job site locations will vary as one project completes and a new project begins. The employee understands it is their 
personal responsibility to arrive at work, wherever the assigned job site may be, on time and ready to work.   

SEVERE WEATHER CONDITIONS 

Occasionally, severe weather or emergency situations can disrupt Company operations and circumstances may necessitate 

early closing, late opening, or cancellation of work.  A determination on opening and closing will be made at the discretion of 
management.  Unless operations are suspended or offices are closed, employees are expected to be at work on time.  If an 
exempt employee is unable to report to work for an entire day, and the Company is open for business, the employee must 



apply available Paid Time Off (PTO) to the absence or, if the employee does not have any available PTO, take the day without 
pay.  If a non-exempt employee is unable to report to work, arrives late, leaves early, or otherwise alters his/her normal work 

schedule without prior approval from management, and the Company is open for business, this will be treated as non-
compensable time, or that time may be counted against an employee’s Paid Time Off (PTO) balance. 

PERFORMANCE EVALUATIONS 

Management will evaluate performance of employees periodically. Employee’s performance successes and areas needing 

improvement are discussed and evaluated to provide employee growth and development.  These interactions may also 
identify the short and long-range goals of employees and determine how they interrelate with the Company’s purpose and 
objectives. 

The Division Manager must approve any recommendation for promotion, a change of duties, or an increase in pay before any 
changes take effect.  A performance evaluation does not necessarily mean a change in pay or duties, nor does it affect or 

change the Company’s at-will employment policy. 

ADVANCEMENT 

SPC Mechanical believes in promoting from within the Company when possible.  We want employees to have the opportunity 

for promotion within the Company.  Promotions will be based on such factors as quality and quantity of work, experience, 
educational background, attendance, and safety record, and will depend on an evaluation of all the factors listed above as 

well as many other factors the Company deems relevant. 

The Company reserves the right to look outside the organization if an employee with the best qualifications cannot be found 

within the organization. 

PAYROLL DEDUCTIONS FROM GROSS PAY 

Any deductions (other than statutory deductions) must be specifically authorized in writing by the employee.  All deductions 

will be itemized on the employee’s paycheck stub or otherwise described to the employee.  Questions regarding payroll 
deductions should be directed to the Human Resources Department. 

ERROR IN PAY 

The Company takes precautions to ensure that employees are paid correctly; however, if an error occurs, the employee 

should notify the Human Resources Department.  The Company will make every attempt to adjust the error no later than the 
employee’s next regular pay period. 

It is the policy of the Company to comply with the salary basis requirements of the Fair Labor Standards Act (“FLSA”).  The 
Company prohibits any improper deductions from the salaries of exempt employees.  Employees should be aware of this 
policy and that the Company does not allow deductions that violate the FLSA.  If an employee believes that an improper 

deduction has been made to his/her salary, he/she should immediately report this information to his/her supervisor or to the 
Human Resources Department.  Reports of improper deductions will be promptly investigated.  If it is determined that an 

improper deduction has occurred, an employee will be reimbursed promptly for any improper deduction made. 

GARNISHMENT OF EMPLOYEE WAGES 

Garnishments are court orders requiring an employer to withhold specified amounts from employee’s wages for payment of a 

debt owed by the employee to a third party.   

Federal and state law require the Company to honor garnishments of employee wages (including child support and medical 

support) as a court or other legal judgment may in instruct.  

The law may provide for an administrative fee to be charged when a garnishment occurs. 

ADVANCES AND LOANS 

It is not standard business practice for the Company to advance money to employees against wages or loan money to 

employees. 

	  



 

  

The Company provides a program of benefits that we believe is competitive in our segment of the business community.  
These benefits will be reviewed periodically to assure they remain competitive and balance the needs of the Company with 

those of our employees where possible. 

This section provides information about some of the insurance and other benefits that SPC Mechanical  may make available 
to its eligible employees.  These   benefits are the subject of detailed written plan documents that are available for inspection 

in the Human Resources Department upon your request. 

The terms, restrictions, and eligibility requirements for these benefits can only be determined by reading the actual plan 

documents.  These documents may give the Company or the plan administrator, as applicable, the authority to make certain 
discretionary administrative interpretations of the documents. 

If there is a question about the nature and extent of insurance or other benefits or if there is a difference between the actual 
plan document language and the information included in this Handbook or any other communication to employees, the formal 
language of the plan document controls.  Because insurance plans, premiums, coverages, and benefits change over time, the 

Company reserves the right to modify (or terminate) each of the insurance and other benefits and each plans provisions. 

PAID TIME OFF (PTO) ELIGIBILITY 

Eligible employees are entitled to PTO in amounts that vary according to their length of service. Paid Time Off (PTO) is an all-
purpose, time-off policy for eligible employees to use for vacation, illness or injury, or personal business. It combines 

traditional vacation and sick leave plans into one flexible, paid time-off policy. Employees in the following employment 
classification(s) are eligible to earn and use PTO as described in this policy: 

• Regular full-time employees  

• Regular part-time employees  

Once employees enter an eligible employment classification, they earn PTO according to the schedule below.  The amount of 
PTO employees receive each year increases with the length of their employment as follows: 

• After 1 year of eligible service the employee is entitled to 5 PTO days (40 hours) each year.  

• After 2 years of eligible service the employee is entitled to 10 PTO days (80 hours) each year. 

Grandfathered Employees 

• Any employee hired before July 1, 2009 and who has completed at least 8 years of eligible service will be entitled to 15 
PTO days (120 hours) each year.  

The length of eligible service is calculated on the basis of a “benefit year.” The start of this 12-month period coincides with 

each employee’s anniversary date.  An employee’s benefit year may not be extended for any significant leave of absence 
except military leave of absence. Military leave has no effect on this calculation. (See individual leave of absence policies for 

more information.) 

The minimum initial increment of PTO that may be used is two hours; thereafter, one hour increments can be used. 
Exceptions to the minimum requirement must be approved in writing by management. 

Employees who have an unexpected need to be absent from work must notify their direct supervisor before the scheduled start 
of their workday, or if an emergency, as soon as possible. The direct supervisor must also be contacted on each additional day 

of unexpected absence.  PTO is not considered as hours worked, nor may it be used to qualify for overtime pay. 

To schedule planned PTO, employees must request advance approval from their supervisors.  Requests will be reviewed 
based on a number of factors, including, seniority, business needs, and staffing requirements. Typically, requests must be 

made in writing at least 5 days in advance from the date(s) requested off.  PTO of more than 40 continuous hours requires 
approval from the Division Manager and be requested in writing at least 10 days in advance. 

PTO is paid at the employee’s base pay rate at the time of absence. It does not include overtime or any special forms of 
compensation such as incentives, commissions, bonuses, or shift differentials.  

 

Benefits 

 



Hourly Employees: PTO not used by the end of the benefit year ( employees anniversary date) will be paid out to the 
employee. Employees with a PTO balance at time of termination will receive the PTO balance with their final payroll check.  

Salary Employees: PTO is tracked on a calendar year schedule and does not carry over to the next year. Unused PTO is forfeited. 

Absence without prior written approval will be treated as unpaid time off. If such absence results in a violation of the 

company’s attendance policy, disciplinary action may be taken. 

Employees that are re-hired will use their re-hire date as the basis for calculating their PTO time.  

OBSERVED HOLIDAYS 

The Company normally recognizes several paid holidays during the year.  The specific holidays to be observed each year will 

be posted in conspicuous places in the Company offices and communicated to all employees during January of each year. 

The following provisions apply with regard to holidays observed by the Company: 

• When a holiday falls on a Saturday or Sunday, its observance will be either on the preceding Friday or the following 

Monday depending on business needs.  The Company will notify employees of the actual observance of such holidays 
well in advance, usually at the beginning of the year. 

• Full-time employees who have completed 90 days of continuous employment are eligible for holiday pay.  Part-time 
employees who have completed 90 days of continuous employment are eligible for holiday pay only for holidays on 
which they normally are scheduled to work, and will receive holiday pay only for their scheduled hours.  Temporary 

employees are not eligible for holiday pay. 

• An employee must also work the regularly scheduled workdays before and after a holiday or be on pre-approved leave 
of absence or an approved absence because of illness or work-related injury to be eligible for holiday pay. 

• Applicable employees who have worked on a Davis-Bacon Act project for which a prevailing wage fringe calculation 
has been applied will receive compensation for all unpaid holiday time that was applied to the fringe calculation at the 
time of their separation from employment in accordance with the Act. 

• Paid holiday time will not be considered as time worked in computing overtime. 

GROUP HEALTH INSURANCE 

Group health insurance is available to employees who meet eligibility requirements.  Coverage will be effective following 90 

days of continuous employment subject to any requirements of the insurance carrier. 

If an employee previously covered by the Company’s group health insurance plan leaves the employment of the Company and 

is later rehired, the employee will be eligible to participate in the group health insurance plan subject to any requirements of 
the insurance carrier. 

If an employee is out of work on approved leave of absence (including FMLA leave or as a result of an injury covered by 
Worker’s Compensation), the employee is still responsible for paying their portion of the group health insurance premiums.  
These premiums must be paid in a timely fashion in order to continue coverage under the plan.  Payments should be made to 

the Human Resources Department. 

Information concerning group health insurance can be obtained from the Human Resource Department. 

CONTINUATION OF GROUP HEALTH INSURANCE (COBRA) 

SPC Mechanical will comply with federal regulations relating to the Consolidated Omnibus Budget Reconciliation Act of 1985 

(COBRA) that is designed to provide employees and eligible dependents with the opportunity to continue health insurance 
coverage at group rates in certain instances in which coverage would otherwise cease.  The premium for this coverage is the 
sole responsibility of the employee or dependent. Further information may be obtained from the Human Resources Department. 

401(K) RETIREMENT SAVINGS PLAN 

This program enables employees to save for retirement on a pre-tax or post-tax basis.  Employees meeting certain age and 

service requirements may enroll in the Plan on the first of the month following their eligibility date.  All matching Company 
contributions added to an employee’s account are vested according to a published schedule. Contact the Human Resource 

Department for plan details. 



EDUCATIONAL ASSISTANCE 

The Company encourages full-time employees to be more effective on the job and increase their career potential within the 
Company by voluntary participation in job-related classes, continuing education programs and/or professional seminars outside 

regular working hours.  The Company feels educational development is advantageous to both the Company and the employee. 

With prior approval from management, the Company will reimburse up to one-half of the cost to eligible employees with one 

or more years of continuous service for the cost of job-related classes/seminars, up to $500 in a calendar year.  In the event 
the course taken is graded, the employee must achieve a grade of at least a “B” in order to receive a reimbursement. 

Employees who wish to participate in this program must contact the Human Resources Department before enrolling in any 

job-related classes/seminars to be eligible for participation. 

JURY/WITNESS DUTY 

When an employee is required to serve as a juror or is subpoenaed to serve as a witness on Company business, the 
employee will be paid, for a period of up to ten (10) days, the difference between their hourly rate and the rate paid by the 

municipality or other agency.  Any time off for jury duty or attendance as a witness in excess of ten (10) days will be without 
pay unless you elect to apply any available PTO leave.  Employees are required to return to work when released from jury 
duty or have concluded their participation as a witness during any part of the workday.  A non-exempt employee will not be 

paid under this policy if he/she has been excused from court service and does not return to work.  Employees returning to 
work following court service may be required to present a proof of service to the Human Resources Department.  Employees 

who are paid on a salary basis within the meaning of the Fair Labor Standards Act will not have their salaries reduced 
because of jury duty or attendance as a witness for any workweek in which they perform work for the Company. 

VOTING 

The Company encourages its employees to vote in every election; however, time off is not provided for voting with or without 
pay.  Employees should plan to vote prior to or following normal work hours. 

FUNERAL LEAVE 

In the event of the death of a employee’s spouse, parent, or child, the employee will be allowed three days off with pay in 

order to assist with arrangements or to a attend the funeral.  If additional time is needed, the employee may take additional 
time off without pay or use PTO.  The Company requires the employee to provide documentation in order to qualify for this 

benefit. Employees who are paid on a salary basis within the meaning of the Fair Labor Standards Act will not have their 
salaries reduced for funeral leave taken during part of a workweek in which they perform work for the Company. 

Funeral leave is not available for use unless it is needed and, if unused, is forfeited as of each calendar year.  Funeral leave is 

not a vested benefit and will not be paid on death, resignation, termination of employment, whether voluntary or involuntary 
with or without notice, or other separation from service. 

FAMILY/MEDICAL LEAVE 

An employee who has completed at least twelve (12) months of continuous service with SPC Mechanical and performed at 

least 1,250 hours of service in the prior 12-month month period is eligible to apply for unpaid family/medical leave in 
accordance with the Family and Medical Leave Act of 1993 (FMLA). This is only a short summary of the Company’s complete 
FMLA policy.  A full copy of the Company’s Family and Medical Leave Act Policy is provided in Appendix A of this Handbook. 

SCHOOL LEAVE 

Any employee who is parent, guardian, or person acting in the place of a parent of a school-aged child is eligible to take 

school leave up to four hours per calendar year so that they may attend or otherwise be involved at that child’s school.  
“School” includes (a) a public school; (b) a private church school, church of religious charter, or nonpublic school that 

regularly provides a course of grade school instruction; (c) a preschool; or (d) a child care facility that regularly provides day 
care for more than five children under the age of 13 (not including the operator’s own children) at least once a week for more 
than 4 hours but less than 24 hours a day.  In order for school leave to be authorized, you must provide Human Resources 

Department with as much notice as possible before the proposed leave.  Upon your return, you may be required to provide 



written verification from your child’s school that you attended or otherwise were involved at the school during the time of the 
leave. 

School leave must be taken at a time mutually agreed upon between you and you supervisor.  Time away from work for 
school leave will be without pay, unless you apply available PTO toward the absence or are paid on salary basis within the 

meaning of the Fair Labor Standard Act. 

MILITARY LEAVE 

It is Company policy to grant a leave of absence without pay (unless you are paid on a salary basis within the meaning of the 

Fair Labor Standards Act and are on a temporary military leave of absence during part of a workweek) to employees who are 
members of the U.S. Armed Forces and are called to active duty in accordance with the provisions of USERRA and state law. 

Employees have the option to use PTO if so desired. 

SOCIAL SECURITY 

The Company matches the amount of Social Security taxes paid by each employee. Contact the local Social Security Office 
for details. 

WORKERS’ COMPENSATION 

Employees of SPC Mechanical are covered by workers’ compensation insurance purchased by the Company.  This provides 
compensation to an employee for a portion of lost wages caused by illness, accidental injury, or death suffered as a result of 

their employment with the Company in accordance with the applicable state law.  Compensability is determined by state law 
and by the workers’ compensation insurance company. 

• An injury must be reported by an employee to his/her immediate supervisor immediately and a report must be filed 
within 24 hours of the onset of illness or injury to the Human Resources Department.  This report must be completed 
even if there is no further treatment, either first aid or a doctor visit.  

• In the case where there is need for medical treatment, unless the injury is severe enough to constitute an emergency, 
the injured employee must obtain the location of the designated or closest “urgent” care medical center location from 
his/her immediate supervisor.  In the case of a severe injury, local EMS shall be called immediately.  Pre-authorization 

by SPC is required for an employee to seek treatment at the emergency room unless being transported by EMS or in 
the event the medical clinic(s) in immediate area is closed. Follow up care should be with SPC, or insurance carrier 

acting on behalf of SPC, approved clinic.  Violation of this requirement may result in disciplinary action, up to and 
including termination of employment. 

• Any time lost by an employee due to an occupational illness or injury covered by workers’ compensation insurance will 
be credited as active service for all Company benefits.  

Lost time due to a work related accident / injury runs concurrent with FMLA.  

In an effort to keep employees at work and productive, the Company may provide light duty work while the employee is 
recovering from a work-related injury.  If this work is offered and the employee refuses to accept it, workers’ compensation 
benefits can be adversely affected or denied completely. If employee is on FMLA employee may still be eligible for FMLA 

though workman’s compensation may be stopped. 

Employees must contact the Human Resources Department and submit to a post-accident drug and/or alcohol test within 24 

hours of any reported injury when there is a possibility that the accident or injury was caused by employee impairment from 
drug and /or alcohol use.  

The Company will comply with all state and federal laws pertaining to workers’ occupational diseases and workers’ 
compensation. 

UNEMPLOYMENT COMPENSATION 

Unemployment compensation is another form of insurance paid for entirely by SPC Mechanical.  Unemployment 
compensation helps employees meet a loss of income resulting from unemployment in certain situations. For further 

information on unemployment benefits, contact the Division of Employment Security (DES). 

 



 

TRANSFER OF EMPLOYEES 

Transfer of employees from one Department or Division to another or from one location to another for the Company’s 

convenience may be made to meet Company requirements.  If this becomes necessary, the employee’s personal needs will 
be a part of the decision process if at all possible.  An employee may also request a transfer and should make the request in           
writing and submit it to the Division Manager and Human Resource Department for consideration.  An employee-requested 

transfer may be granted if management determines it is in the best interest of the Company and the employee. 

SEPARATION FROM EMPLOYMENT 

Employees leaving the employment of the Company must return all keys, identification badges, and other Company property 
to their supervisor or the Human Resources Department to assure their leaving employment is in good standing. Failure to 

return assigned company property may result in a deduction from the employee’s final pay check for the valued amount of 
non-returned property in accord ance with applicable state wage and hour law.  

VOLUNTARY RESIGNATION 

Any employee who voluntarily resigns from SPC Mechanical is expected to provide the Company with advance written notice 
of at least two weeks. 

If the employee does not provide such advance notice, the employee may not be eligible for rehire.   

EXIT INTERVIEW 

An employee planning to leave the Company may be asked to participate in an exit interview.  In addition to discussing the 

employee’s decision to leave the Company with his/her immediate supervisor, a member of Human Resources Department 
may meet with the employee prior to the termination unless otherwise scheduled.  

Discussions concerning the reasons for leaving will assist the Company in evaluating the effectiveness of its personnel 
policies and practices.  At the time of the exit interview, matters relating to final pay and any other personal considerations 

will be arranged. 

PERSONAL LEAVE OF ABSENCE 

An employee is encouraged to submit his/her request for leave of absence to the Human Resource Department. The 

employee’s eligibility for FMLA and other eligible leave benefits will be reviewed and available leave time discussed.  
Available PTO time will be used first before any personal leave of absence time off is allowed. For more information about 

personal leave of absence, including any applicable conditions, contact the Human Resources Department. 

REINSTATEMENT AND REEMPLOYMENT 

If an employee separates from employment for any reason, the employee may lose seniority and other employee benefits to 
which he/she was entitled at the date of separation.  If the employee reapplies within 30 days and is accepted for 

employment, the Company will consider the employee’s seniority and benefits. 

Notwithstanding this policy, the Company’s group health insurance carrier may require employee’s returning to the Company 
to meet eligibility, waiting period, and other requirements.  Returning employees should contact the Human Resources 

Department for details.  
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CARE OF EQUIPMENT AND FACILITIES 

Employees shall be concerned with the care and safe use of Company-owned equipment and facilities and Company jobsites.  

Employees are expected to follow all operating instructions, safety standards, and guidelines.  Good housekeeping is 
expected of every employee. 

If any equipment, machines, tools, etc. appear to be damaged, defective, or in need of repair, employees are to immediately 
take the tools or equipment out of service, tag them out of service, and notify their supervisor.  Prompt reporting of damages, 
defects, and the need for repairs could prevent deterioration of equipment and possible injury to employees or others.  Any 

damage, maintenance or repair needs for company vehicles shall be communicated to their immediate supervisor 
immediately. 

Unsafe, destructive, careless, negligent, or improper use of operation of equipment may result in disciplinary action up to an 
including termination of employment and legal action to recover damages. 

PERSONAL APPEARANCE/CLOTHING 

Personal appearance, proper hygiene, and appropriate attire are important to our work practices.  Our customers gauge the 
quality of our Company by the attention we show to personal appearance and attire. 

Each employee personally represents the Company and is required to dress in an appropriate manner.  Every employee of 
SPC Mechanical contributes to the Company’s overall public image during work hours.  Appropriate attire enhances an 

employee’s effectiveness in providing superior service. 

Employees are expected to report to work wearing clean clothing. A neat, well-groomed appearance is important to the 
employee, his/her fellow workers, and to our customers. 

The Company does not object to employees having reasonably long hair if it is groomed and kept in a manner as not to 
prevent a safety hazard.  Nor does it object to mustaches and/or beards if they are kept neatly groomed and do not hinder the 

employee’s performance or safety on the job. 

SMOKING AND ELECTRONIC CIGARETTE USE POLICY 

SPC Mechanical is dedicated to providing a healthy, comfortable, and productive work environment for our employees as well 

as a healthy, comfortable environment for our customers.  This goal can only be achieved through ongoing efforts to protect 
non-smokers and to help employees adjust to restrictions on smoking and use of electronic cigarettes.  Therefore, smoking 

and electronic cigarette use is prohibited throughout Company facilities and jobsites except in designated smoking areas. 
Smoking or use of electronic cigarettes is not allowed in any company vehicle unless the driver is alone in the vehicle.  

UNIFORMS 

Field personnel may be provided with an opportunity to obtain uniforms to be worn at work through a uniform service 

contracted with by the Company (see Division Manager for availability). The uniform service usually provides cleaning of the 
uniforms. The employee pays the cost of the uniforms through payroll deduction; however, the employee is responsible for 
returning the uniforms to the Company if he/she is separated from employment. Uniforms required to be worn by the 

Company will be provided at no cost to the employee. 

The cost of the unreturned uniforms will be deducted from the employee’s final pay check, in accordance with state wage 

and hour laws, or legal action may be taken against employee to collect the balance owed. 

SAFETY EQUIPMENT 

Employees will be provided with safety equipment required to perform their work, with the exclusion of non-specialty safety-

toe protective footwear (including steel-toe shoes or boots) and non-specialty prescription safety eyewear. This equipment 
will be replaced at the employee’s expense if the equipment is lost, damaged, or stolen, as determined by their immediate 
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supervisor.  Replacement equipment will be provided if the equipment is shown to be defective.  While working, at a 
minimum, employees are required to wear hardhats, safety glasses, class 2 vests, gloves acceptable to the task, and safety-

toed boots.  Safety-toed shoes are not acceptable.  Other safety equipment will be required to be worn based on the work 
being performed. 

PERSONAL TOOLS 

Employees who work in certain trade positions are required to provide their own tools to perform job assignments.  Field 

Superintendents will advise employees of the tools required and will make sure that each employee obtains the required 
tools.  The Company discourages employees from lending or borrowing tools. 

Employees may purchase personal tools to be used in the performance of their job from the Company (See Division Manager 

for policy details).   

Employees are responsible for the safekeeping of their tools and that the tools operate in a safe fashion. 

COMPANY TOOLS AND EQUIPMENT 

The Company will furnish all necessary tools and equipment to complete job assignments (beyond personal required tools as 

described above). Each employee is reminded that all items purchased by the Company are the property of SPC Mechanical 
and represent a very valuable asset of the Company.  It is the responsibility of the employee to whom tools and equipment 
are assigned to maintain and safeguard these assets as if they were his/her personal property. 

An inventory of tools and equipment will be made periodically.  If it is determined that an employee is negligent in the proper 
storage of tools, materials, or supplies or they are misplaced or stolen, the employee will asked to replace same at fair 

market value or the cost of the item may be deducted from the employee’s pay check in accordance with applicable state 
wage and hour laws. When leaving a work area, it is required that all tools be placed back in designated storage areas or 
removed from the work area and secured in locked storage where available. 

Thefts of Company property must be reported immediately.  The employee responsible for the property must advise their 
supervisor and the Human Resources Department of the theft, along with all pertinent information. 

ENERGY PRESERVATION AND WASTE PREVENTION 

Waste of energy and materials is costly to the Company and ultimately results in losses that must be paid for by other cost 

reduction actions.  Employees are expected to: 

• use supplies and materials carefully to reduce waste 

• drive within posted speed limits 

• recycle materials  

• conserve energy at every opportunity by keeping thermostats in moderate ranges. 

SOLICITATION AND/OR DISTRIBUTION 

Solicitation and distribution of literature by nonemployees on Company property is prohibited. Solicitation by employees on 

Company property is prohibited when the person soliciting or the person being solicited is on working time. Working time is 
the time employees are expected to be working and does not include rest, meal or other authorized breaks. Distribution of 

literature by employees on Company property in nonworking areas during working time, as defined above, is prohibited. 
Distribution of literature by employees on Company property in working areas is prohibited. 

SECURITY 

All doors, files and desks containing sensitive information, gates, and any other equipment with locks must be kept locked 

securely when not in direct use and at the end of each day.  Locks should be checked regularly.  Company vehicles shall be 
kept locked at all times when not in use.  Portable trailer-mounted welders shall be locked to the hitch ball and the hitch 
locked to the receiver.  Welding leads shall be locked inside the Company vehicle whenever not in use, including at the 

driver’s home.  Care shall be taken to park all Company vehicles in well-lit areas at night.  Lost keys must be reported to 
office immediately.  Any concerns about security shall be directed to Division and Risk Management. 



OUTSIDE EMPLOYMENT 

SPC Mechanical makes every effort to keep its employees as fully employed as possible and at a competitive pay rate.  When 
an employee is on the job, this means that 100% of his/her effort is required.  If an employee chooses to work outside of 

his/her job and the outside employment competes with what is expected of him/her as an employee of SPC Mechanical, 
opportunities for promotion and advancement SPC Mechanical may be limited by his/her decision. Outside employment with 

competitors is prohibited; that if outside employment interferes with an employee’s job performance, the employee must 
make a decision regarding which employment is more important to them and choose. 

All management and supervisory personnel are expected to abide by and enforce this policy.  By example, they are to also 

refrain from conflicting outside employment. 

COMMUNICATION SYSTEMS 

The following office procedures apply concerning SPC Mechanical communications systems and equipment: 

Company communications equipment is the sole property of SPC Mechanical.  Communications equipment and services may 

include mail, electronic mail (e-mail), text messages, courier services, facsimiles, telephone systems, computer, tablet, 
computer network, online services, internet connections\data, computer files, video equipment and tapes, web-cams, tape 
recorders and recording, smartphones and cellular phones.  All messages composed, sent, or received on these systems are 

and remain the property of the Company. The Company reserves the right to access and review all messages created, 
received, or sent over these systems without notifying the employee. By accessing and using the communication equipment 

provided or made available by the Company, employees are consenting to monitoring, access, use, and disclosure by the 
Company.  Employees have no expectation of privacy with respect to any information on the communication equipment 

provided or made available by the Company. 

Only employees specifically authorized by the Company may access on-line services.  While incidental personal use is not 
prohibited, employees’ on-line use should be limited to work related activities. 

Employees should not use SPC Mechanical communication services and equipment for personal use except in emergencies 
or when circumstances warrant it.  When personal use is unavoidable, employees must properly log any user charges and 

reimburse the Company for them.  Company communications property or equipment may not be removed from the premises 
without written authorization from the employee’s supervisor. 

Improper use of SPC Mechanical’s communications services and equipment includes any misuse as described in this policy 

as well as any harassing, offensive, demeaning, insulting, defaming, intimidating, or sexually suggestive written, recorded, or 
electronically transmitted messages. 

Employees must use proper procedure and appropriate language when using Company communication devices.  

REASONABLE ACCOMMODATION OF RELIGIOUS BELIEFS AND PROTECTED DISABILITIES  

Any employee whose religious beliefs or practices conflict with his or her job schedule, with the Company’s policy or practice 

on dress and appearance, or with other aspects of employment, and who seeks a religious accommodation must notify the 
employee’s supervisor or the Human Resources Department of the conflict and the employee’s proposed accommodation.  

The Company respects the religious beliefs and practices of all its employees.  The Company will make every attempt to 
provide reasonable accommodation for such beliefs and practices. 

The Company also will provide reasonable accommodations to any employee with a known disability who is otherwise 
qualified to perform the essential functions of his or her job.  An employee who believes that he requires a reasonable 

accommodation because of a protected disability must notify the employee’s supervisor or the Human Resources Department 
of the issue so that an interactive dialogue can begin on the subject of a proposed accommodation.   

Each request for a reasonable accommodation due to a protected disability or because of a religious belief will be evaluated 

on a case-by-case basis.  No employee will be retaliated against because he or she requests a reasonable accommodation 
due to a religious belief or because of a protected disability. 

UNLAWFUL HARASSMENT 

SPC Mechanical prohibits any form of sexual and other unlawful harassment involving any of its employees in the 

employment relationship.  Harassment, retaliation, coercion, interference, or intimidation of an employee due to his/her race, 
color, religion,  



sex, age, national origin, disability, veteran status, citizenship, gender identity, gender expression, genetic information, 
protected activity (i.e., opposition to prohibited discrimination), or other legally protected characteristic or status, or that of an 

employee’s relatives, is strictly forbidden.  This policy is part of the Company’s efforts to maintain a workplace free of 
harassment for its employees.  

Sexual Harassment 

Sexual harassment does not require physical contact, but can be any kind of unwelcome conduct.  It includes unwelcome 
sexual advances or requests, and other conduct of a sexual nature when submission is made a condition of a person’s 

employment (either explicitly or implicitly), when submission to or rejection of the conduct is used as the basis for 
employment decisions, or when the conduct is so severe, persistent, or persuasive to interfere with a person’s work 

performance or to create intimidating, hostile, or offensive working conditions. 

Other Unlawful Harassment 

Other unlawful harassment may consist of conduct that attacks or shows hatred towards a person because of his/her race, 
color, religion, sex, age, national origin, disability, veteran status, citizenship, gender identity, gender expression, genetic 
information, protected activity (i.e., opposition to prohibited discrimination), or other legally protected characteristic or status, 

or that of his relatives, friends, or associates, and has the purpose or effect of creating intimidating, hostile, or offensive 
working conditions; has the purpose or effect of interfering unreasonably with a person’s work; or otherwise adversely affects 

a person’s employment chances. 

Prohibitions 

Any comment or behavior that constitutes unlawful harassment is strictly prohibited on or off the Company’s premises.  

Under this policy, this includes but not limited to: slurs, jokes, or other conduct relating to someone’s race, color, religion, 
sex, age, national origin, disability, veteran status, citizenship, gender identity, gender expression, genetic information, 

protected activity (i.e., opposition to prohibited discrimination), or other legally protected characteristic or status. This 
prohibition covers not only relationships between Company employees but also relationships with others encountered while 

an employee is working on the job. 

Investigation 

Employees, without fear or reprisal, have the responsibility to immediately report any kind of unlawful harassment while 

performing their job duties to their supervisor.  All supervisors who receive such a complaint should immediately contact the  
Human Resources Department.  If for some reason an employee feels uncomfortable reporting harassment to his supervisor, 

the employee should report the harassment to another member of management or the Human Resources Department. Once 
such an allegation is reported, the Company will promptly begin an investigation. 

The Company will keep all information about harassment allegations and investigations as confidential as possible under the 

circumstances. 

Disciplinary Action 

Following the Company investigation, a review of the results with the person(s) involved will be conducted and appropriate 
corrective and/or disciplinary action will be taken.  Be advised that disciplinary action, up to and including termination, will be 

taken against harassment or other conduct that violates the Company’s policy. 

Protection Against Retaliation 

The Company will not in any way retaliate against an individual who makes a report of harassment in good faith or who 

assists in an investigation.  Retaliation is a serious violation of this harassment policy and should be reported immediately.  
Any employee found to have retaliated against another employee in violation of this policy will be subject to disciplinary 

action, up to and including termination. 

WEAPONS AND VIOLENCE PREVENTION 

This Weapons and Violence Prevention policy applies to all employees of SPC Mechanical, visitors, and any other persons 

entering Company premises or jobsites. 

The Company has a strong commitment to its employees to provide a safe and secure work environment. Employees or 

Company visitors must not possess any prohibited weapon on the Company’s premises, or while representing the Company 
on business away from its premises. The Company also prohibits any violence, threats of violence, harassment (as defined in 

the Unlawful Harassment Policy), or other such behavior on the Company’s premises or jobsites. 



Under this policy, “prohibited weapon” includes any device which may be used to inflict bodily injury or death. Examples 
include any firearm (including a validly permitted handgun); ammunition, firecracker, or other explosives; a knife or other 

cutting device; or other similar items. “Prohibited weapon” does not include devices designed and commonly used for a 
personal, business, or medical purpose and are actually being used for a personal, business, or medical purpose and are 

actually being used for a lawful purpose. Any tool or other commonly used item during the work process that is used as a 
weapon or device other than its intended work related use will be considered a prohibited weapon. “The Company’s 
premises” include the buildings, grounds, parking lots, and vehicles and any other place where the Company’s business is 

being performed. 

If the Company believes or suspects that an employee has a prohibited weapon or has been engaged in behavior that violates 

this policy, it has the right to search, or may authorize local law enforcement to search, any areas on the Company’s 
premises, including an employee’s personal effects, work areas, office, desk, lockers, equipment or any other storage area 

used by the employee. 

Any Company employee who knows that someone has a prohibited weapon or has engaged in behavior that violates this 
policy on violence prevention should immediately report it to a supervisor or member of management.  If appropriate, the 

Company may notify law enforcement and assist with any resulting criminal prosecution. 

Violation of this policy will not be tolerated and may result in disciplinary action, up to and including termination.  Any non-

employee who violates this policy will be evicted from the Company’s premises and not be allowed to re-enter its premises 
unless the person can demonstrate that he is not in violation of the policy. 

CONFLICTS OF INTEREST 

Employees shall avoid outside employment, activities, investments, and other interests that involve obligations that may 
compete with or be in conflict with the interests of the Company.  A conflict of interest can arise in dealings with anyone that 

SPC Mechanical transacts business, i.e. customers, clients, owners, buyers, suppliers, banks, insurance companies, and 
people in other organizations with whom we contact and make arrangements. 

Conflicts of interest should be avoided and may include the following examples: 

• Working for any group mentioned above for personal gain. 

• Engaging in part-time activity for profit or gain in any field in which the Company is engaged. 

• Borrowing from, or lending money to, individuals representing organizations with which the Company competes or with 
which business dealings are conducted. 

PERSONAL CONDUCT 

The Company expects that all of its employees will conduct themselves with the pride and respect associated with their 
positions, fellow employees, customers, and the Company.  Employees should always use good judgment and discretion in 

carrying out Company business.  Employees of SPC Mechanical should always use the highest standards of ethical conduct. 

Improper conduct by and between employees and/or by and between employees associates on the Company’s premises or 
adversely affecting Company work will not be tolerated. Any employee demonstrating improper conduct will be subject to 

disciplinary action, up to and including termination of employment. 

CONFIDENTIALITY 

SPC Mechanical is engaged in business that requires that confidential information be protected.  No employee will store 
information outside of the Company in any form about any matter pertaining to the conduct of the Company’s business that 

may compromise a customer or the Company to outsiders.  Any employee who compromises information will be subject to 
termination of employment. 

Confidential information is such that the disclosure of which to unauthorized persons would be harmful to the Company.  

Subjects such as the pricing of the Company’s products and services, sales strategies,  the name of the Company’s 
customers, and the areas in which the Company’s products and services are sold should never be discussed with the 

directors, officers, or employees of competing companies, as such discussions could give the impression of an illegal 
agreement in restraint to trade. 

 



BRIBES, KICK-BACKS AND OTHER ILLEGAL PAYMENTS 

Bribes, kickbacks, and other illegal payments to or from any individual with whom we conduct business (in any form and for 
any purpose) are prohibited. 

Certain types of rebates to the Company from suppliers (but not to or from an individual employee) are legitimate to correct 
commercial inequity if done within government trade regulations. 

ACCEPTING GIFTS 

Normally a gift to an individual from an outside source is considered the property of the Company unless management makes 

an exception.  It is the policy of SPC Mechanical that no employee shall receive any gift, excessive or unusual entertainment, 
loan, or other favor (valued in excess of $50) from any outside source (including customers and suppliers) without approval 
from management.  Any employee who fails to abide by this policy will be subject to disciplinary action, up to and including 

immediate termination of employment. 

CONDUCT AND DISCIPLINARY ACTION 

It is the policy of SPC Mechanical to expect all employees to abide by certain work rules of general conduct and performance 
at all times.  The regulations governing employee conduct and responsibilities have been established in the best interest of 

the Company, its employees, and its customers. 

Accordingly, a violation of these rules constitutes misconduct and appropriate disciplinary action will be initiated.  These rules 
are guidelines only and are not all-inclusive.  Disciplinary actions may include, but not limited to, verbal reprimand, written 

notice, and immediate termination of employment.  These actions are not required to be taken all together or in any particular 
order.  In all events, disciplinary decisions will be made in the best interests of the Company.  Management reserves the right 

to terminate or discipline any employee as the Company, in its discretion, considers necessary in individual circumstances. 

Examples Of Misconduct 

The following are only examples of misconduct for which and employee may be subject to discipline and these examples do 

not constitute a complete list of circumstances for which discipline may be justified: 

• Falsification of any Company records or reports 

• Unethical conduct, serious conflicts of interest, or disclosure of confidential information. 

• Gambling or fighting on job sites or Company property. 

• Concealment of detective work. 

• Misappropriating, or willfully damaging Company property, a customer’s property, or the property of any employee. 

• Unauthorized removal of Company, other employees or customer property. 

• Violation of Company’s Drug and Alcohol policy. 

• Gross negligence or willful acts in the performance duties resulting in damage to Company property or injury to others. 

• Insubordination, meaning a willful and deliberate refusal to follow reasonable orders of a supervisor. 

• Violation of Company Equal Opportunity or Sexual or Other Unlawful Harassment policies. 

• Failure to follow reasonable orders to perform work assigned. 

• Violations of Company safety policies including those pertaining to the operation of Company owned or leased vehicles 
or equipment. 

• Behavior or language that threatens others. 

• Demonstration of lack of courtesy towards other employees, customers, or vendors. 

• Consistently poor workmanship. 

• Failure to report personal injury resulting from an on-the-job work situation. 

• Possession of a firearm or any other weapon on Company premises, in Company vehicles, or on jobsites. 

• Failure to follow policies and procedures set forth in this handbook or any other rules and regulations applicable to the 
employees of this Company. 

 

 



SAFETY 

SPC Mechanical is committed to the safety of its employees and its property and equipment. To this end, we will utilize a 
safety program in our daily activities.  It is necessary that the Company establish safety rules and regulations to be observed 

by all employees at all times. 

Any employee who disregards any Company safety rule and/or regulation is subject to disciplinary action including 

termination of employment. 

With regard to these rules, the following will be considered standard procedure for all employees: 

• Should a safety regulation be modified so that an employee’s safety is something less than it should be, the employee 

shall inform the Safety Department. 

• All questions concerning the reason for doing something in a certain manner may be asked of any member of 
management at any time. 

• Employees’ decisions shall always be guided by the Company’s commitment to safety. 

• Should a hazardous situation or condition exist and a decision has to be made on safety or production, safety concerns 
shall always take precedence over production. 

It is management’s responsibility to see that every employee at SPC Mechanical is provided with safe working conditions, all 
safety regulations are observed and employees use good common sense to protect themselves as well as others.  

Management will periodically inspect working conditions and may suspend all work activity until an unsafe condition is 
corrected. 

The most important part of safety is YOU. It is your responsibility to abide by the safety rules – these rules are made for you 

protection.  Report any personal injury IMMEDIATELY, however minor.  Report all dangerous conditions and practices to a 
supervisor and the Safety Department. 

SAFETY RULES 

Employees shall refer to the Company’s Safety Handbook for a full discussion of the safety rules that have been adopted and 

are to be followed.  Employees shall familiarize themselves with those rules. 

A copy of the Safety Handbook shall be carried in each Company vehicle.  Additional copies are available from the Safety 
Department. 

REPORTING INJURIES AND INCIDENTS 

When any incident, injury, or illness occurs while an employee is at work, it must be reported to the Human Resources 

Department and the employee’s supervisor as soon as possible regardless of the nature or severity.  Any employee failing to 
report such occurrences will be subject to disciplinary action. 

In the event of a motor vehicle incident involving a Company owned/leased vehicle or while on Company business in a 
personal vehicle, the employee must report all information immediately to their supervisor and the Safety Department.  
Responsibility for an incident shall not be discussed with anyone until the proper person in the Company has been notified 

and permission has been obtained to make statements.  A drug test is required for all Company employees in the Company 
vehicle at the time of the incident if there is a reasonable possibility that an accident was due to employee impairment from 

use of  drugs and/or alcohol. *Note- Reasonable possibility is not a factor if testing required by DOT or other state or federal 
regulation.  

COMPANY-OWNED/LEASED VEHICLES 

All travel in Company vehicles on other than Company business must be authorized in advance by your respective division 
manager.  This includes vehicles leased or owned by the Company. 

The following are specific policies related to Company-owned/leased vehicles (“Company Vehicles”): 

• Daily records must be kept for all mileage driven. 

• Company vehicles will be driven only as needed for jobs during working hours. 

• Company vehicles will be driven only for transportation to and from destinations as specified. 

• Company vehicles will not be driven for private use unless specific arrangements have been made in advance. 



• Only the driver assigned to the vehicle is authorized to sign for gasoline, oil, etc.   

• Any misappropriation or theft of gasoline shall resort in disciplinary action, up to and including termination of 
employment, and may also result in criminal charges. 

• Drivers of Company vehicles shall obey all traffic rules and be courteous.   

• Drivers shall drive at or below the posted speed limit.  Drivers shall lower their speed to account for poor road 
conditions.   

• Tampering with the GPS device on a Company vehicle shall result in disciplinary action, up to and including termination 
of employment. 

• Alcoholic beverages or illegal drugs or chemicals shall not be allowed in Company vehicle at any time. 

• No employee who has been drinking alcoholic beverages or has used drugs that could impair them is allowed to either 
drive, or ride in, a Company vehicle. 

• No one, other than an authorized Company employee, is permitted to operate or ride in a Company vehicle. 

• Vehicles must be kept clean (interior and exterior) at all times and thoroughly washed on a regular basis. 

• Vehicles must be properly maintained according to the manufacturer’s schedule. 

• Any employee who misuses a Company vehicle will be subject to disciplinary action up to termination. 

• Authorization to drive a Company vehicle is a privilege and may be rescinded by SPC management at their sole 

discretion.  

• Any citation, ticket, or damage to a Company vehicle caused by employee carelessness or misjudgment is the 
responsibility of the employees. This includes insurance deductibles, speeding tickets, parking tickets, red light 

photograph violation fines, and other like costs.  Anyone testing positive on a Company drug test shall not be allowed to 
drive a Company vehicle for a minimum period of one (1) year, and shall be drug tested with a negative result prior to 

driving authorization after the suspension period.  

• Seat belts are a proven tool for reducing deaths and minimizing injuries from motor vehicle collisions.  Consequently, 
all occupants must wear seatbelts while operating or riding in a Company vehicle.  The driver shall be responsible for 

enforcing use of safety restraints by all occupants. 

• Use your turn signals for parking, lane changes, and all turns in shopping and office center parking lots. 

• Drivers are encouraged to use their cell phones only when the vehicle is legally parked.  The use of cell phones while 

driving a Company vehicle is allowed only if the vehicle has a hands-free device.   

• No smoking, including e-cigarettes, shall occur in any Company vehicle unless the driver is the only vehicle occupant.   

• Theft of personal belongings is not covered by the Company's insurance.  Such losses, if any, should be reported under 
your personal homeowner's or renter's insurance, if applicable. 

• Other driver requirements may be put in place in the future, as necessary to protect both our employees and SPC.   

PERSONAL VEHICLES 

All applicable company policies regarding operating a Company owned/leased vehicle shall apply to any driver of a personal 

vehicle while conducting business within the course and scope of their duties for the Company with said personal vehicle. 

Participation requirements shall be prescribed in a separate policy and reviewed by all participants.   

	  



 

 

TRAVEL EXPENSES 

The Company will reimburse an employee for certain reasonable expenses incurred when he is on assignment away from the 
normal work location. The Company will reimburse the employee for the cost of travel, lodging, meals, or other expenses 

directly related to accomplishing the assignment.  Employees are expected to limit expenses to reasonable amounts. Contact 
your Supervisor or Corporate Accounting Department for daily maximums or applicable per diems prior to incurring the 
expense. 

Certain personnel may be provided with travel advances for use during work on out-of-town projects.  These advances must 
be used for expenses on specific projects.  

A Division or Department manager must approve all business travel in advance. 

Receipts showing name(s), date(s), business discussed, amount(s), and the account to be charged, must accompany travel 
and/or business expenses submitted for reimbursement. 

Questions concerning the proper procedure for making travel arrangements or reservations, the types and amounts of 
expenses that will be reimbursed, personal travel and traveling with companions, use of credit cards, or the completion of 

expense reports should be directed to the Corporate Accounting Department.  

EXPENSE RECORDS 

All expense records must be turned in weekly.  An expense report form must be properly completed and submitted.  

Documentation for all expenses is required.  Any item that is not accompanied by a receipt will not be approved. 

TRAVEL ADVANCES 

An advance to cover reasonable anticipated expenses for travel may be provided to an employee after travel has been 
approved.  The employee should submit a written request to their Division Manager or Department Manager when an 

advance is necessary. 

Upon separation from employment, an employee who has received a travel advance will be expected to repay the advance.  If 

not paid, to the extent allowed, the Company will retain amounts from the employee’s final check to cover the advance. 

(Contact CORPORATE ACCOUNTING regarding specific policies related to travel, per diems and expenses) 

	  

 

Company Travel and Expenses 

 



 

 

FAMILY MEDICAL LEAVE ACT (FMLA) LEAVE 

SPC Mechanical complies with all requirements of the Family and Medical Leave Act (FMLA). Under the FMLA, employees 

may be eligible for a period of job-protected unpaid leave for certain family and medical reasons as described below.  This 
policy provides an overview of employees' rights and responsibilities under the FMLA as well as the Company’s own policies 

regarding FMLA Leave.  The Company has posted notices of the FMLA at all Company facilities.  The information in those 
posters is incorporated into this policy by reference. 

General Eligibility 

To be eligible for FMLA Leave under this policy, an employee must have worked at the Company for at least 12 months and 
must have worked at least 1,250 hours during the 12-month period prior to the commencement date of any leave requested 

under this Policy.  Eligibility will be determined as of the date the leave commences.  When a request for FMLA is made, the 
company will advise of the employee’s eligibility and the employee’s rights and responsibilities. 

Types and Duration of FMLA Leave 

Bonding Leave; Serious Health Condition Leave; Leave to care for a family member with a serious health condition;  Active 

Duty Leave 

An employee may be eligible for up to 12 weeks of unpaid leave during a rolling 12-month period (measured backward from 
the date an employee uses FMLA leave) for the following reasons: 

1) the birth of the employee’s child and to bond with the child; or for placement through adoption or foster care and to bond 
with the newly placed child.  Such leave must be concluded no later than 12 months after the birth or placement of the 

child with the employee; 

2) to care for an immediate family member (spouse, child under 18 years old or a child 18 and over who is incapable of 
self-care because of a disability, or parent) with a serious health condition;  

3) because of a serious health condition which renders the employee unable to perform the functions of his/her job; or  

4) because of any qualifying exigency arising out of the fact that an employee's spouse, son (of any age), daughter (of any 

age) or parent, who is serving in any branch of the military (including the National Guard or Reserves), has been deployed 
or called to active duty in a foreign country ("Active Duty Leave"). 

Military Caregiver Leave 

An employee also may be eligible for Military Caregiver Leave to care for a spouse, son (of any age), daughter (of any age), 
parent or next of kin who is: 1) a current member of the Armed Forces, including the National Guard or Reserves, and who is 

undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is otherwise on the temporary 
disability retired list, for a serious injury or illness, which is incurred in the line of duty (or for a pre-existing injury or illness 

which is aggravated in the line of duty) and that renders the service member medically unfit to perform the duties of his or 
her office, grade, rank or rating, or 2) a veteran who was a member of any branch of the Armed Forces, including the National 
Guard or Reserves, and who is undergoing medical treatment, recuperation, or therapy, for a serious injury or illness that 

occurred in the line of duty (or for a pre-existing injury or illness which was aggravated in the line of duty) at any time within 
5 years preceding the treatment, recuperation or therapy.  A covered veteran incurs a serious illness or injury for purposes of 

this paragraph when one of the following occurs:  

1) The injury or illness makes him or her medically unfit to perform the duties of his or her office, grade, rank or rating.   

2) It causes the service member to have a VA Service Disability Rating is at 50% or greater. 

3) It is a mental or physical condition substantially impairs their ability to obtain gainful employment 

4) The VA enrolls the employee in the Department of Veteran Affairs Program of Comprehensive Assistance for Family 

Caregivers. 
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Eligible employees are entitled to a total of 26 weeks of unpaid Military Caregiver Leave during a single 12-month period.  
This single 12-month period begins on the first day an eligible employee takes Military Caregiver Leave (as long as it is within 

5 years of the covered service member’s active duty) and ends 12 months after that date.  Military Caregiver Leave applies 
on a per-covered service member, per-injury basis, so that an employee may be eligible to take more than one 26 week 

period of Military Caregiver Leave, but no more than 26 weeks of leave may be taken during any one 12-month period.   

An eligible employee is entitled to a combined total of 26 workweeks of leave for all FMLA qualifying reasons during the 
single 12-month period described above.  For example, if an employee takes 10 weeks of FMLA leave due to his/her own 

serious health condition, the employee may take only 16 weeks of Military Caregiver Leave during that same 12 month 
period.   

Definitions 

A "serious health condition" as referred to above means an illness, injury, impairment, or physical or mental condition that 

involves: 

• in-patient care (i.e., an overnight stay) in a hospital or other medical care facility (including any period of incapacity or 
any subsequent treatment in connection with such in-patient care); 

• a period of incapacity of more than three (3) consecutive full calendar days, and any subsequent treatment or period of 
incapacity relating to the same condition that also involves (i) treatment two (2) or more times by a health care provider 
or under the supervision of a health care provider within 30 days of the start of the incapacity, or (ii) treatment by a 

health care provider on at least one (1) occasion within seven (7) days of the start of the incapacity which results in a 
regimen of continuing treatment under the supervision of a health care provider; 

• any period of incapacity or treatment due to pregnancy, or for prenatal care; 

• any period of incapacity or treatment due to a chronic serious health condition requiring periodic visits of at least twice 
a year for treatment by a health care provider; 

• a period of incapacity or treatment which is permanent or long-term due to a condition for which treatment may not be 

effective, during which the employee (or family member) must be under the continuing supervision of, but need not be 
receiving active treatment by, a health care provider; or 

• any period of absence to receive multiple treatments by a health care provider or under the supervision of a health care 
provider, either for restorative surgery after an accident or other injury, or for a condition that will likely result in a 
period of incapacity of more than three (3) consecutive calendar days in the absence of medical intervention or 

treatment. 

A "qualifying exigency" referenced above under "Active Duty Leave" refers to the following circumstances: 

• Short-notice deployment:  to address issues arising when the notification of a call or order to active duty is seven (7) 

days or less; 

• Military events and related activities:  to attend official military events or family assistance programs or briefings; 

• Childcare and school activities: for qualifying childcare and school related reasons for a child, legal ward or stepchild of 

a covered military member; 

• Care of the covered military member’s parent if the parent is incapable of self-care;  

• Financial and legal arrangements: to make or update financial or legal affairs to address the absence of a covered 

military member; 

• Counseling: to attend counseling provided by someone other than a health care provider for oneself, for the covered 
military member, or child, legal ward, or stepchild of the covered military member; 

• Rest and recuperation:  to spend up to fifteen (15) calendar days for each period in which a covered military member is 
on a short-term rest leave during a period of deployment; or 

• Post-deployment activities:  to attend official ceremonies or programs sponsored by the military for up to 90 days after 

a covered military member's active duty terminates or to address issues arising from the death of a covered military 
member while on active duty. 

When Spouses Work Together 

If both a husband and wife are employed by the Company and are eligible for leave under this policy, they are eligible for a 
combined total of 12 weeks of leave within the applicable 12-month period when the leave is due to the birth or placement of 

a child or to care for a parent who has a serious health condition, or a combined total of 26 weeks within the applicable 12-
month period when the leave is due to the birth or placement of a child or to care for a parent who has a serious health 
condition and for Military Caregiver Leave.  (However, in no event shall the husband and wife take more than a combined 



total of 12 weeks of leave within the applicable 12-month period for the birth or placement of a child or to care for a parent 
who has a serious health condition).   

Notice of Need for FMLA Leave 

An employee who wants to take FMLA must follow normal call-in policies and notify the person an employee would normally 

notify for an absence.  Failure to adhere to normal company call-in procedures can result in discipline, as with any other type 
of leave.   

If FMLA applies or believed to possibly apply, the employee will be required, thereafter, to contact Human Resource to 

complete a request for leave.  The employee will be required to fill out prescribed forms requesting leave. 

To avoid a delay in FMLA protection, the employee must give notice as soon as possible and practicable under the 

circumstances of enough facts to advise the person receiving the call that FMLA may apply. Employees are always required 
to give notice as soon as practicable and possible, but, except for instances of active duty leave, an employee is not required 

to provide more than thirty (30) days advance notice.   

If an employee fails to give the required notice with no reasonable excuse, FMLA coverage may be delayed for a period of 
time.  This can result in discipline for absences taken prior to FMLA coverage commencing.     

Employees should make every reasonable effort to schedule foreseeable medical treatments so as not to disrupt the ongoing 
operations of the Company. 

Substitution of Paid Leave for Unpaid FMLA Leave 

Employees must concurrently exhaust any short-term disability benefits, workers’ compensation benefits, accrued PTO, or 
any other form of applicable paid leave for FMLA leave.  All substituted paid leave that is being concurrently exhausted will be 

counted against an eligible employee's FMLA leave entitlement. 

Intermittent FMLA Leave 

Intermittent or reduced schedule leave is leave at varying times for the same qualifying condition.  Intermittent leave or 
reduced schedule leave may be available if the need for leave is due to an employee's serious health condition or an 

employee's immediate family member's serious health condition and when the need for intermittent or reduced schedule 
leave is certified by a health care provider.  Intermittent or reduced schedule leave is not available for the birth or placement 
of a child for adoption or foster care, unless the Company agrees.  Military Caregiver Leave may be taken intermittently or on 

a reduced leave schedule when medically necessary.  Active Duty Leave may also be taken on an intermittent or reduced 
leave schedule. 

Employees who take foreseeable intermittent or reduced schedule leave must attempt to schedule their intermittent or 
reduced schedule leaves so as not to disrupt the operations of the Company and in some instances, the Company may 
require employees taking foreseeable intermittent or reduced schedule leaves to transfer temporarily to an alternative 

position for which the employee is qualified and which better accommodates the employee's leave schedule.  Pay and shifts 
would not be affected by a change to an alternate position.  Time worked in the alternate position would not count towards 

the employee’s FMLA leave entitlement. 

Employees taking unforeseeable intermittent leaves must follow the Company's standard call-in procedures absent unusual 

circumstances. 

Documentation Supporting FMLA Leave 

An employee requesting leave for a serious health condition must provide a completed FMLA Certification of Health Care 

Provider Form supporting the need for the leave.  A request for reasonable documentation of family relationship verifying the 
legitimacy of a request for FMLA Leave may also be required.   

The employee will have fifteen (15) days in which to return a completed Certification form following the Company’s request 
for the certification.  If the employee fails to provide timely certification after being required to do so, covered leave may be 
delayed moving forward until the certification form is finally submitted.  Absences counted against the employee for a late 

certification will not be reversed absent exceptional circumstances.  If an employee never returns the completed form, the 
FMLA will be denied and the absences will be unprotected.  If the Certification form is incomplete or insufficient, an employee 

will be given written notification of the information needed and will be given a period of seven (7) days to provide the 
necessary information.   

In some circumstances, a second opinion, at the expense of the Company, related to the health condition may be required. If 
the original certification and the second opinion differ, a third opinion, at the expense of the Company, may be required. The 



opinion of the third health care provider, which the Company and the employee jointly select, will be the final and binding 
decision.  

A request for Active Duty Leave must be supported by the Certification of Qualifying Exigency for Military Family Leave form 
as well as appropriate documentation, including the covered military member's active duty orders.   

A request for Military Caregiver Leave must be supported by the Certification for Serious Injury or Illness of Covered Service 
member form or Certification for Serious Injury or Illness of a Veteran for Military Caregiver Leave form as well as any 
necessary supporting documentation. 

Once the company has received a complete and sufficient certification form from the employee, the Company will advise the 
employee whether he or she has been approved or denied FMLA and, if possible, will advise how much FMLA will be used.  

Recertification  

In the following circumstances, the Company may, in its sole discretion, require recertification of the qualifying reason for 

FMLA: (1) where the employee needs more leave than the original certification justified; (2) where circumstances and facts 
cast doubt on the employee’s need for FMLA; or (3) when the need for FMLA extends beyond 6 calendar months.  In these 
situations, the employee will have fifteen (15) days in which to provide a completed Recertification form. 

Restoration To Position And Benefits 

Healthcare benefits will be maintained while an employee is on FMLA, subject to the payment of premiums explained in this 

paragraph.  For all other benefits, they will be maintained similarly to others on similar forms of leave (paid/unpaid).  
Employees on paid FMLA (because they are concurrently exhausting a paid leave benefit) will continue to have their premium 
payments deducted from their paycheck as if they were on non-FMLA paid leave.  Employees on an unpaid FMLA leave (for 

which no paid leave is substituted or after all paid leave has been exhausted) will need to maintain the benefits they accrued 
prior to commencement of the leave by making premium payments.  If the payment is not received on the due date or 

thereafter, the company will provide the employee written notice of non-payment and provide 15 days to make the payment.  
If the payment is not made within the 15 day window, and at least 30 days have passed from the due date, then coverage 

under the benefit plan will lapse, retroactively to the original due date.   

Employees are permitted to return to whatever position they would have held had they not taken FMLA leave.  Generally, this 
means employees returning from FMLA leave within 12 weeks will be returned to the job position that they held when they 

went on leave, or a substantially similar one.   If the employee would have lost their position even if they had not taken the 
leave, then there exists no reinstatement right.  For example, if the employee’s position is eliminated because of a reduction 

in force, then no reinstatement right exists.    

If an eligible employee fails to pay his or her portion of the required premium payments for benefit coverage, and the 
Company elects to make the employee’s portion of premium payments to keep benefit coverage in effect during a period of 

paid or unpaid FMLA leave for medical and dental benefits, and/or a period of unpaid FMLA leave for other benefits, the 
Company may recover the amount of the premium payment from the employee regardless of whether the employee returns 

to work. The Company may recover its own share of the premiums paid for maintaining an employee's medical and dental 
benefit coverage during any period of unpaid FMLA leave if the employee fails to return from leave after entitlement has 

expired, provided the employee failure to return to work for a reason other than the continuation, recurrence, or onset of a 
serious health condition was unrelated to the qualifying reason the employee took FMLA leave.   

Return To Work 

Employees on FMLA leave must periodically inform the Human Resources Department of their status and intent to return to 
work while on FMLA leave.  Employees returning from FMLA leave must be able to assume all of the essential functions of 

their jobs upon return. The Company will provide time for the employee to learn of any changes or new technology 
implementations.  As a condition to restoring an employee whose leave was based on the employee's own serious health 
condition, the employee must provide certification from the employee's health care provider stating that the employee is able 

to resume work.  This return to work statement is required for all serious health conditions unless the employee has 
previously provided one for that condition within the past year.  If safety issues exist, the Company may require a return to 

work statement every thirty days.   

Failure To Return From Leave 

When FMLA leave is exhausted, an employees need for additional non-FMLA medical leave will be evaluated on a case-by-
case basis (ADA). 

 



Key Employees 

An employee who qualifies as a "key employee" may be denied restoration of employment after a period of FMLA leave if 

holding the employee’s position would cause the company grievous economic injury. A "key employee" is an employee who 
is salaried and is among the highest paid ten percent of the work force within 75 miles of the place where the employee 

reports to work. Upon requesting FMLA leave, an employee will be notified by the Company of his/her status as a "key 
employee" if there is a possibility that the Company may deny reinstatement after leave. 

	  



 

 

DRUG AND ALCOHOL TESTING POLICY 

It is important to SPC Mechanical, our customers, and fellow employees that the Company’s work environment is free from 
the use of prohibited drugs and alcohol.  It is for this reason that the Company has adopted this drug and alcohol testing 

policy.  

This policy provides information about prohibited conduct involving drugs and alcohol, the administration of the Company’s 
substance abuse testing, the consequences of a policy violation, and other important information.  As part of its substance 

abuse testing program, the Company will require each applicant who has received a conditional offer of employment to 
submit a urine sample or another sample or specimen to be tested for evidence of certain prohibited drugs.  The Company 

may require employees to submit a urine sample or other samples or specimens to be tested for certain prohibited drugs or 
alcohol.  Tests will be conducted at the Company’s expense unless retests of split positive samples are requested by 

employees or applicants. Retests of split samples are at the employee’s and/or applicant’s expense. This policy applies to all 
applicants and employees of the Company, including management employees. 

No part of this policy is intended to affect the Company’s right to manage its workplace or to discipline its employees, nor is it 

intended to alter the at-will status of employment with the Company.  The Company reserves the right to implement further 
drug and alcohol testing to the extent required or permitted by law.  The Company also reserves the right to turn over any 

controlled substances found in or on the Company’s property to the appropriate authorities and to assist in any resulting 
criminal prosecution.  

Definitions 

For purposes of this policy, "prohibited drugs" means any "controlled substances" as defined at 21 U.S.C. § 802 and listed 
on Schedules I through V of 21 U.S.C. § 812, as revised from time to time, and as defined by other federal laws and 

regulations.  Generally, these drugs have a high potential for abuse and include but are not limited to cannabinoids 
(marijuana), cocaine, opiates, amphetamines, and phencyclidine (PCP).  Also included within this definition are any other 

drugs that are illegal under federal, state, or local law, legal drugs that have been obtained illegally or are not being taken as 
prescribed by a licensed physician, and substances that are not intended for human consumption.  For purposes of this 
policy, the term "alcohol" means the intoxicating agent in beverage alcohol, ethyl alcohol, or other low molecular weight 

alcohols, including methyl and isopropyl alcohol.  "Workplace" includes the buildings, grounds, parking lots, and vehicles of 
the Company, or any other location where the business of the Company is being performed or carried out. 

Searches 

All lockers, cabinets, desks, vehicles, and other repositories and storage areas made available for use by employees are the 
property of the Company and may be accessed by the Company at any time, even if an employee has been permitted to place 

a personal lock on the outside to prevent access by other employees.  The Company may search the employee's work area, 
locker, drawer, cabinet, desk, vehicle, or any other repository or storage area used by the employee that is owned or leased 

by the Company or is located at the workplace.  The employee may be requested to empty all pockets, purses, wallets, 
satchels, packages, lunch boxes, briefcases, and any other personal effects for inspection by the Company.  Employees who 

refuse to cooperate will be subject to disciplinary action, up to and including immediate termination from employment. 

Prohibited Conduct 

A violation of this policy occurs when any applicant or employee: 

1) Manufactures, distributes, possesses, sells, purchases, trades, or uses any prohibited drug or alcohol while at the 
workplace, while in a the Company vehicle, while at work or during working hours, or while representing the Company 

away from the workplace; 

5) Manufactures, distributes, possesses, sells, purchases, trades, or uses prohibited drugs away from the workplace in a 
manner that adversely affects the employee's work performance, his or her or others' safety at the workplace, or the 

Company’s regard or reputation in the community; 
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6) Manufactures, distributes, possesses, sells, purchases, trades, or uses alcohol away from the workplace in a manner 
that adversely affects the employee's work performance or his or her or others' safety at work;  

7) Stores any prohibited drug or alcohol in a drawer, desk, cabinet, vehicle, or other repository owned or leased by the 
Company or located at the workplace; 

8) Refuses to submit to a drug or alcohol test required by this policy, switches or adulterates any specimen or sample 
submitted for testing, or otherwise interferes with the testing process;  

9) Fails a drug or alcohol test administered in accordance with this policy; or 

10) Refuses to submit to a search when requested pursuant to this policy. 

Drug and Alcohol Testing 

1) Post-Offer Pre-Employment Testing.  All applicants who have received a conditional offer of employment from the 
Company will be required to provide an unadulterated urine sample or another sample or specimen to be tested for 

evidence of certain prohibited drugs. 

2) Post-Accident/Unsafe Activity Testing.  The Company requires employees to submit a urine specimen or another 
specimen or sample after any accident for which they appear to have been solely or partly responsible and after which 

they seek medical attention beyond simple first aid.  Employees also must submit a urine specimen, breath sample, 
saliva sample, or another specimen or sample after engaging in any unsafe on-duty work-related activity. The testing is 

required when there is a reasonable possibility that the accident and/or unsafe activity was due to employee impairment 
from use of drugs and/or alcohol. The “reasonable possibility” provision does not apply when such testing is required by 
DOT or other state or federal law.  

If the employee is too seriously injured to provide the sample or specimen, authorization must be provided for the 
Company to obtain and review hospital records or other documents that would indicate whether there were any 

prohibited drugs or alcohol in the employee's system at the time of the accident or unsafe activity.  Any such records will 
be treated by the Company as confidential medical records.   

3) Reasonable Suspicion Testing.  If the Company has a reasonable suspicion that an employee has used prohibited drugs 
or alcohol in violation of this policy or is impaired by of prohibited drugs or alcohol at the workplace, the employee may 
be required to submit a urine sample, breath sample, or other sample or specimen for drug or alcohol testing 

immediately upon request by his or her Supervisor or any other member of management. 

4) Random Testing.  The Company may administer a random testing program under which all employees may be subject to 

drug testing on a random basis.  Random drug tests will be unannounced and will be spread throughout the calendar 
year.  Employees will be selected for random testing using a computer-based random number generator that is matched 
with each employee's payroll identification number or other identifying number.  Under the selection process, each 

employee will have an equal chance of being tested each time selections are made.  Employees will remain in the 
random selection pool at all times, regardless of whether they previously have been selected for testing.  Employees will 

be notified confidentially of their selection to be randomly tested and then must report immediately to the designated 
testing site for this testing. 

Notice and Consent  

Prior to drug or alcohol testing conducted under this policy, the individual will be required to sign a written consent form, 
which will authorize the test to be performed and the urine sample or other sample or specimen to be collected, and will 

authorize the sample or specimen to be analyzed and the results of the analysis to be communicated to the Company, any 
designated representative of the Company, or any medical review officer retained by the Company.   

An applicant who refuses to sign the consent form or to submit to a drug test will not be considered further for employment 
with the Company, and his or her application will be terminated.  An employee who refuses to sign the consent form or to 
submit to a drug or alcohol test will be subject to disciplinary action, up to and including termination of employment. 

Specimen Collection and Testing Procedures 

1) Drug Testing.  The Company will contract with an independent collection facility to collect specimens under reasonable 

and sanitary conditions, in a manner reasonably calculated to prevent substitution of samples or specimens and 
interference with the collection, examination, or screening of samples or specimens.  Individual dignity and privacy will 

be preserved to the extent practicable.   



An initial screening test will be conducted.  If the initial screening test is positive, the same sample or specimen will be 
retested using a confirmation test that complies with applicable law, such as the gas chromatography with mass 

spectrometry (GC/MS) test or an equivalent scientifically accepted method.  All confirmation tests will be performed by a 
laboratory approved under the North Carolina Controlled Substance Examination Regulation Act ("CSERA").  The results 

of the confirmation test will take precedence over the results of the initial screening test, meaning that the results of the 
confirmation test must be positive before the test will be considered positive.  Confirmed positive test results may be 
reviewed by a medical review officer retained by the Company for verification. 

An applicant or employee who fails to provide an adequate sample or specimen for testing without a genuine inability to 
provide the sample or specimen (as determined by a medical evaluation), or who engages in  conduct that obstructs the 

testing process, will be considered to have refused to submit to the test.  Adulterated or otherwise unreadable samples 
or specimens, or samples or specimens that clearly are not authentic, also will be considered as evidence of an 

applicant’s or employee's failure to cooperate with the Company and its administration of this policy.  If a satisfactory 
explanation is provided, a new drug test may be performed at the Company’s discretion.  If a satisfactory explanation is 
not provided, an applicant will not be considered for further employment with the Company, and his or her application 

will be terminated, and an employee will be subject to disciplinary action, up to and including termination of 
employment. 

An applicant or employee who tests confirmed positive may request a retest of the original specimen sample by the 
same or another approved laboratory at his or her expense.  The individual must request release of the specimen in 
writing to the original laboratory within 90 days of the laboratory's notification to the Company of a confirmed positive 

test result, specifying the approved laboratory to which the sample is to be sent.  Any applicant or employee requesting a 
retest will be responsible for all reasonable expenses for chain of custody procedures, shipping, and retesting of 

confirmed positive specimens related to his or her request. 

2) Alcohol Testing.  Alcohol tests will be conducted by qualified individuals.  The Company may use an independent medical 

facility as an alcohol-testing site or may permit a law enforcement officer who is competent to administer an alcohol test 
to conduct the alcohol test.  Any designated alcohol-testing site will provide for as much privacy as feasible during the 
testing process.  

An employee who refuses to provide a breath sample, saliva sample, or other sample or specimen, who fails to provide 
an adequate sample or specimen for testing without a valid medical explanation, or who engages in conduct that 

obstructs the testing process, will be considered to have refused to submit to the test.  If a satisfactory explanation is not 
provided, an employee will be subject to disciplinary action, up to and including termination of employment. 

Notification of Results 

An individual who undergoes a drug or alcohol test conducted pursuant to this policy will be notified in writing by the 
Company of the results of any such test if the results are confirmed positive, in which case he or she will be advised what 

prohibited drug was discovered or what alcohol concentration was indicated.  Test results will not be furnished to any other 
person without the express written consent of the tested individual, except as specified in this policy or as required or 

permitted by law.  The Company will keep the conducting and results of the testing as confidential as possible under the 
circumstances.   

Consequences of Violations 

Applicants.  Any applicant who refuses to submit to a drug test, has a confirmed positive result in any drug test, or otherwise 
violates this policy will not be considered further for employment with the Company, and his or her application will be 

terminated. If an applicant has received one confirmed positive result, the applicant cannot re-apply for any position with the 
Company, and his/her application will not be considered, for at least 90 days from the date of the confirmed positive test. If 
an applicant has received two or more confirmed positive results, the applicant cannot re-apply for any position with the 

Company, and his/her application will not be considered, for at least 365 days from the last confirmed positive test. 

Employees.  Any employee who refuses to submit to a drug or alcohol test, has a confirmed positive result in any drug or 

alcohol test, or otherwise violates this policy or any other policy of the Company relating to drugs or alcohol, will be subject to 
disciplinary action, up to and including immediate termination from employment.  At its sole discretion and in lieu of or in 

addition to taking disciplinary action against the employee, the Company may require the employee to sign and adhere to a 
Last Chance Assistance Agreement or similar agreement in the form provided by the Company.  



 

 

 

NOTHING CONTAINED IN THE EMPLOYEE HANDBOOK OF SPC MECHANICAL IS INTENDED TO CREATE (NOR SHALL 
BE CONSTRUED AS CREATING) A CONTRACT OF EMPLOYMENT (EXPRESSED OR IMPLIED) OR GUARANTEE OF 
EMPLOYMENT FOR A DEFINITE OR INDEFINITE TERM. 

• The statements contained in the Employee Handbook of SPC Mechanical are intended to serve as general information 
concerning SPC Mechanical and its policies, procedures, and practices of employment and employee benefits. 
 

• Employment with SPC Mechanical is strictly at-will, which means that employees are free to leave SPC Mechanical’s 
services at any time and that an employee can be terminated at any time with or without notice and with or without 
stated cause or reason, except as prohibited by law. 

 

• From time to time SPC Mechanical may need to clarify, amend and/or supplement the information contained in the 
Employee Handbook for Employees at SPC Mechanical. The Company will inform me when changes occur.  

 

• I have reviewed and received a copy of the Employee Handbook of SPC Mechanical, have read and understand the 

information outlined in the handbook and will comply with all policies and procedures. 

 

 

________________________________________________ 

Employee Signature 

 

________________________________________________ 

Date 

 

  

 

 

Acknowledgment of Understanding of Employee Handbook 

 


