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INTRODUCTION 
 

This handbook is intended to provide employees of John W. Gleim, Jr. Inc. (hereafter 
referred to as the Company) with basic information about the Company, its policies, 
practices, procedures and benefits.  Nothing contained in this handbook is intended to 
create, or shall be construed as creating, an express or implied contract or guarantee of 
employment for any term.  At all times during employment with John W. Gleim, Jr. Inc., 
employees retain the right to leave employment as they choose.  The Company retains the 
right at all times as well to separate any employee from employment for any reason that 
does not contradict any laws which may apply. 

 
The policies, practices and procedures included herein are only summaries and are not all-
inclusive.  Supervisors and managers must manage day-to-day activities and make 
decisions when there are, at times, no strict guidelines. 

 
The description of various benefits are also only summaries.  Should the description in this 
handbook differ with the formal agreements or documents involved, the formal and 
complete presentations or plans are to be considered correct. 

 
The policies, practices and procedures included herein reflect a great deal of concern for 
the people who make it possible for this Company to exist...... its employees.  These 
policies may change with time.  They may need to be clarified, amended and 
supplemented.  The Company maintains the responsibility and the right to make these 
changes at any time and will advise employees when this happens. 

 
 
 
 
 
 
                                       
 ___________________________________ 
 John T. Gleim President 
 John W. Gleim, Jr., Incorporated          

 
 
 
 
 
 
 
 
 
 

 



6 

 

 

OWNERS STATEMENT OF BELIEFS 
 

The owner and management personnel of John W. Gleim, Jr., Incorporated believe in the 
intrinsic worth of all individuals. We believe that all employees should be assisted in 
learning and developing skills and attitudes necessary to work effectively, efficiently and 
productively on the job and in today's complex society. 

 
We know that all of our employees and their welfare are most important to the success of 
our Company.  Our long-range goal is the continuous development of a growing and 
prospering business through which both employees and the Company will benefit.  Every 
employee is considered a part of our company team.  Our success as a company is 
founded on the principal of recognition of the skills and the efforts of each employee.  Our 
policy is to work with all members of our team in a fair and friendly manner, and to treat 
each team member with dignity and respect. 

 
We further believe that service to our customers is our primary goal.  In all cases, Company 
personnel will strive to provide the best service possible.  The customer shall be treated 
with courtesy and respect.  The owner and employees recognize that customers provide 
the only purpose for the existence of John W. Gleim, Jr., Incorporated 

 
Finally, it is the obligation of John W. Gleim, Jr., Incorporated and its employees to 
cooperatively continue to refine the set of beliefs and operational rules of conduct set forth 
in this handbook in order to project a positive image to clients, other workers, and the public 
in general. 
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John W. Gleim, Jr., Incorporated desires to instill in each employee the belief that: 

1. The Company is concerned and cares about its employees.  Management and 
employees must accept responsibility for their actions and maintain a caring climate  
and if the supervisor or foreman is not able to resolve the issue, the employee is 
obligated to report the issue to the Human Resources Director. 

2. Every individual has worth and will be given the opportunity for constructive dialogue 
through a yearly evaluation that is open and fair.  This creates a positive environment. 

3. Communication exists in both a formal and informal channel.  Harmony between these 
two requires listening as well as directing.  All employees of the Company must 
communicate their ideas and concerns within the organizational structure. 

4. The Company has a responsibility to keep every employee informed about its goals and 
objectives.  Employees have a responsibility and obligation to do their jobs within the 
scope of Company goals and objectives.  Each employee shall understand his/her 
individual worth and the role in the organization and shall accomplish tasks by 
conforming to or exceeding the standards of the organization. 

5. All employees in the Company must be committed to honesty and fairness to others in 
the Company,  to clients and to the public. 

6. The employee is obligated to indentify and report all safety violations, conditions and/or 
faulty or dangerous equipment and job-site conditions to their immediate  
superintendent or foreman, and if not able to resolve the issue, then report to the 
Human Resources Director or someone identified as a member of the safety committee. 

7. Continuous learning is necessary to maintain effectiveness, efficiency and productivity.  
Every employee must set his/her career goals and objectives and commit time to 
prepare for future opportunities and advancement. 

8. Each employee must adhere to management decisions and policies and actively 
participate in the Company’s achievement of its goals and objectives. 

9. The success of the Company is dependent upon the compatibility of personal goals and 
organizational goals.  Loyalty, honesty and commitment are required for a successful 
relationship between the Company and employee.   

10. Each employee's behavior and attitude reflects positively or negatively on the 
Company's image and reputation.  
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 EQUAL EMPLOYMENT OPPORTUNITY 

POLICY 
 

John W. Gleim, Jr., Incorporated, provides equal employment opportunity to all employees and 
applicants. We are committed to being an Equal Opportunity Employer and do not believe in 
discrimination against any applicant or employee on the basis of Race, Religion, Nationality, 
Gender, Sexual Orientation, Genetic Information and Testing, Family and Medical Leave, Age, 
Disability, Veteran/Military Status, Marital Status or other status protected by Federal or State 
Law. Furthermore, we prohibit Retaliation against a person who files a charge of discrimination 
or opposes unlawful employment practices. 
 
This policy applies to all terms and conditions of employment including, but not limited to 
recruitment, selection, placement, transfer, promotion, training, compensation, benefits, and 
termination.   All decisions regarding conditions of employment must be based upon the 
individual’s overall qualifications and his or her ability to meet the requirements of the position. 
 
A qualified employee with a disability will be provided with a reasonable accommodation if it 
will enable the employee to perform an essential job function unless it imposes any undue 
hardship for the company.  We invite employees with disabilities to inform the Human 
Resources Director of such disability and possible devices, etc. which could be used to 
accommodate the employee.  Medical information shall be kept confidential as required by 
state and federal law. 
  

 
HARASSMENT-FREE ENVIRONMENT 

 
I. Policy 
 
It is the policy of John W. Gleim, Jr., Incorporated to maintain a working environment where 
everyone is treated with respect and dignity.  All workplace relationships should be 
professional and free from harassment, unlawful bias and other offensive conduct.  John W. 
Gleim, Jr., Incorporated will not tolerate unlawful discrimination, including harassment based 
on the EEOC statement above. 
 
II. Scope 
 
All employees and applicants at all Company locations are protected by this policy.  This policy 
prohibits harassment not only by and toward employees, but also toward vendors, contractors, 
suppliers, visitors, trades people and other non-employees on Company premises or work 
projects or conducting business with the Company. 
 
III.  Definitions 
 
A. Harassing Conduct (General) 
 
Verbal, physical or visual conduct that relates to race, color, gender, national origin, sexual 
orientation, age, disability, religion, or any other protected classifications or any conduct which 
has the purpose or effect of interfering with work performance or creating an intimidating, 
hostile or offensive working environment. 
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Examples include but are not limited to: (i) epithets; slurs; threatening, intimidating or hostile 
acts that relate to race, color, gender, national origin, sexual orientation, age, disability, 
religion, any other protected classification or any other conduct; (ii) written or graphic material 
on Company’s premises or during Company business hours that reflects hostility or aversion 
toward an individual or group because of race, color, gender, national origin, sexual 
orientation, age, disability, religion, or any other protected classification, or any other reason. 
 
B. Sexually Harassing Conduct 
  
Unwelcome touching, sexual advances, requests for sexual favors and other verbal or physical 
conduct of a sexual nature when such conduct is made explicitly or implicitly a term or 
condition of employment; or is used as a basis for an employment decision; or has the purpose 
or effect of interfering with the work performance or creating an otherwise intimidating, hostile 
or offensive working environment. 
 
Examples of behaviors that would violate this policy include but are not limited to: 

• Repeated flirtations; 

• Sexual advances or propositions; 

• Pressure for sexual favors; 

• Jokes, stories, comments or verbal abuse of a sexual nature; 

• Offensive or degrading or derogatory words used to describe or refer to a person; 

• Leering, whistling or other sexually explicit or suggestive conduct; 

• The display in the workplace or while on Company business of sexually explicit or 
suggestive objects; 

• Inquiring into descriptions of one’s sexual experiences or activities; 

• Unnecessary physical contact. 
   
John W. Gleim, Jr., Incorporated expressly prohibits any employee from explicitly or implicitly 
linking any term or condition of employment to sexual or romantic conduct, even if the conduct 
is consensual. 
 
IV. Complaint and Investigation Process 
 
Any employee or applicant who feels she or he is a victim of or is otherwise aware of a 
violation of this policy should promptly inform their supervisor or the Human Resources 
Director.  Any manager or superintendent who is advised or aware of a possible violation of 
this policy must contact the Human Resources Manager.  
 
The Human Resources Department will be responsible for handling and investigating all 
complaints, except those made by or against members of the Human Resources Department.  
Each situation will be promptly investigated.  The Company will maintain confidentiality in the 
investigation process as much as reasonably possible, consistent with its obligation to 
investigate and respond to the complaint.  The Company in its discretion may take reasonably 
necessary or prudent interim measures pending the outcome of the investigation. 
 
V. Corrective Actions 
 
The Company will take corrective action when it has reason to believe there has been a 
violation of this policy.  The Company will take reasonably appropriate disciplinary and/or 
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remedial measures, up to and including discharge, based on the totality of the circumstances. 
 
 
VI. No Retaliation 
 
No individual who reports or complains about harassment or improper conduct, or who assists 
the Company in an investigation of harassment will be subjected to retaliation.  If you have 
witnessed or experienced behavior you believe to be retaliation, or if you are aware of such 
behavior, you have a responsibility to report the behavior immediately to a supervisor or the 
Human Resources Manager. 
 
Any supervisor to whom an employee makes a complaint of retaliation will contact the  
Human Resources Manager and the matter will be investigated as set forth in subsection 
IV above. 
 
The Company will not tolerate any effort to avoid, hinder or corrupt the complaint or 
investigation process, including refusal to cooperate with an investigation or knowingly making 
false statements to management or Human Resources Manager during the complaint or 
investigation process.  Such actions may result in reprimand up to and including termination. 
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EMPLOYEE CLASSIFICATIONS 
 
Employees are divided into four groups for purposes of pay and benefits.  Company 
policies apply to all employees. 

 
INTRODUCTORY   
During the first ninety (90) calendar days of employment, provided there are least 320 
hours worked, the Company and employee are given the opportunity to evaluate each 
other to see whether they should continue the employment relationship.  Before the end of 
this 90-day period, the employee's performance will be reviewed and he/she notified of their 
future employment status.  During or at the conclusion of the review, if either the Company 
or the employee believe the employment should not continue, separation will follow 
immediately. Employment during the Introductory Period or at any other time, 
thereafter, shall be terminable at will by either the employee or John W. Gleim, Jr., 
Incorporated with or without cause, there is no guarantee that employment will last for 
the Introductory period or any length of time following the Introductory period.  Employees 
are not elegible for any Fringe Benefits during the Introductory period except for holidays. 

 
REGULAR FULL-TIME 
Employees who are regularly scheduled for more than 30 hours per week are considered 
regular full-time employees for all pay and benefit purposes.   

 
REGULAR PART-TIME 
Employees whose regular work schedule is less than thirty (30) hours per work week for a 
continuous and indefinite period are considered regular part-time employees for all pay and 
benefit purposes.  Regular part-time employees may be eligible for some benefits by 
specific reference only. 

 
TEMPORARY 
Employees hired as temporary replacement for full-time or part-time employees, or for short 
periods of employment such as summer months, vacation replacement, peak periods, or 
specific projects are temporary employees. These employees are not eligible for benefits 
regardless of the number of hours or weeks worked. 

 
The status of an employee may be changed based on the Company's needs, workload, 
positions available, etc. 
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SALARY BASIS POLICY 

 
The Fair Labor Standards Act (FLSA) is a federal law which requires that most employees in 
the United States be paid at least the federal minimum wage for all hours worked and overtime 
pay at time and one-half the regular rate of pay for all hours worked over 40 hours in a 
workweek. 
 
However, the FLSA provides an exemption from both minimum wage and overtime pay for 
employees employed as bona fide executive, administrative, professional and outside sales 
employees.  The FLSA also exempts certain computer employees.  To qualify for an 
exemption, employees generally must meet certain tests regarding their job duties and be paid 
on a salary basis at not less than $455 per week.  Job titles do not determine exempt status.  
In order for an exemption to apply, an employee’s specific job duties and salary must meet all 
the requirements of the Department of Labor’s regulations. 
 
Salary Basis Requirement 
 
Being paid on a “salary basis” means an employee regularly receives a predetermined amount 
of compensation each pay period on a weekly, or less frequent, basis.  The predetermined 
amount cannot be reduced because of variations in the quality or quantity of the employee’s 
work.  Subject to the exceptions listed below, an exempt employee must receive the full salary 
for any workweek in which the employee performs any work, regardless of the number of days 
or hours worked.  Exempt employees do not need to be paid for any workweek in which they 
perform no work.  If the employer makes deductions from an employee’s predetermined salary, 
i.e., because of the operating requirements of the business, that employee is not paid on a 
“salary basis.”  If the employee is ready, willing and able to work, deductions may not be made 
for time when work is not available. 
 
Circumstances in Which the Employer May Make Deductions from Pay 
 
Deductions from pay are permissible when an exempt employee: is absent from work for one 
or more full days for personal reasons other than sickness or disability; for absences of one or 
more full days due to sickness or disability if the deduction is made in accordance with a bona 
fide plan, policy or practice of providing compensation for salary lost due to illness; to offset 
amounts employees receive as jury or witness fees, or for military pay; or for unpaid 
disciplinary suspensions of one or more full days imposed in good faith for workplace conduct 
rule infractions (see Performance Expectations Policy and Corrective Action Procedures on 
penalties for workplace conduct rule infractions).  Also, an employer is not required to pay the 
full salary in the initial or terminal week of employment; for penalties imposed in good faith for 
infractions of safety rules of major significance, or for weeks in which an exempt employee 
takes unpaid leave under the Family and Medical Leave Act.  In these circumstances, either 
partial day or full day deductions may be made. 
 
 
Company Policy 
 
It is our policy to comply with the salary basis requirements of the FLSA.  Therefore, we 
prohibit all company managers from making any improper deductions from the salaries of 
exempt employees.  We want employees to be aware of this policy and that the Company 
does not allow deductions that violate the FLSA. 
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What To Do If An Improper Deduction Occurs 
 
If you believe that an improper deduction has been made to your salary, you should 
immediately report this information to your direct supervisor or the Manager. 
 
Reports of improper deductions will be promptly investigated.  If it is determined that an 
improper deduction has occurred, you will be promptly reimbursed for any improper deduction 
made. 

 
 

GENERAL PROVISIONS 
 

The following are general policies and regulations that all employees must read and follow 
in order to work efficiently, effectively and productively as an employee of the Company. 

1. Work Day -  Company policy requires all non-exempt regular full-time employees to 
work Forty (40) hours per week, and a minimum of five days per week. if weather 
permits and work is available. Mandatory Saturday work day may be implemented if 
the job schedule and/or weather conditions mandate and is the discretion of the 
company.   Every employee is responsible for checking the work schedule each day 
for the following day. The work schedule line is 717-243-2282. 

All employees are designated as either exempt or non-exempt employees.  Exempt 
employees are paid on a salary basis and do not receive overtime pay for any hours 
worked in excess of 40 during a given work week.  Non-exempt employees are paid 
on an hourly basis and receive overtime pay at a rate of time and one-half for all 
hours worked in the excess of 40 during a work week. 

Employees must be at the job and start work at the designated starting time.          

2. Breaks/Lunch -    The company will provide employees with one fifteen (15) minute 
paid break.  All employees are entitled to one-half (1/2)hour unpaid meal break 
during the  work day.  If circumstances do not allow for a break and employees 
choose to work through their meal break they will be paid for the time.  

3. Employee Time Cards - All non-exempt and employees who are working on 
customer jobs must submit their time cards to their supervisors no later than quitting 
time on Friday (Saturday if working) of each week. (The work week starts at 12:01 
a.m. Sunday and ends Saturday midnight).  Along with the starting and quitting time, 
the Job Number and Description/Phase Code Number must be included on the time 
cards.    

Employees are reminded that Employee Time Cards must be kept accurately since 
the hours on the weekly time cards must match the time on the Daily Time Slips. 

Remember, if you do not submit a weekly time card---you will not receive a 
paycheck until you do.  

   

4. Daily Time Slips - Employees must have time slips for every job.  

Employees are required to make certain that the following are filled in and are 
correct: 

a. Job number and Equipment. 
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b. The date. 
c. From/to if moving from one job to another. 
d. Phase code, or if not known, a description of the work done. 
e. The timeline, hours (to the nearest quarter hour). 
f. Total number of hours for the day. 
g. Total equipment hours, moving fee, materials, labor hours and total hours. 
h. Signature and employee number. 
i. Signature of owner or representative. 

 

Correct Daily Time slips must be used by all employees working on a customer job. 

a. Contract Job - (Pink Slips) 
b. Time and Material - (White Slips --Office copy) 

 (Yellow Slips --Customer copy) 

Daily Timeslips must be signed by: 

a. The superintendent on contract jobs. 
b. The customer or his authorized representative on time & material jobs. 

 

5. Job Materials/Equipment/Tools – Employees are required to plan material, equipment   
and tool needs for a job in order to eliminate unnecessary trips away from the job site. 
Employees are responsible for all material, equipment and tools issued to them.  Each 
employee must guard against theft, loss and/or breakage of items issued by the 
Company. 

All Company material/equipment/tools shall be returned or secured under lock and 
key at the end of each work day to prevent breakage or theft.  The employee is 
responsible to make certain that materials/equipment/tools assigned to him/her are 
properly checked out and checked in. 

Employees are not permitted to purchase materials, equipment or tools in the name 
of the Company or to charge such material without a properly authorized purchase 
order number. 

6. Keys - All employees that are issued keys are responsible for those keys. If the keys 
are borrowed, lost, or stolen it is the employees' responsibility to replace those keys. 

7. Mid-Day Moves - Employees will be paid when moving from a completed job to a 
new job. 

8. Personal Items - No employee is permitted to purchase personal items (equipment, 
materials, tools, safety equipment, clothing, etc.) in the name of the Company.  
Employees are not permitted to charge any personal items to the Company. 

9. Salaries and Wages - Employee salary and wage arrangements are considered 
individually on a performance basis.  Therefore, each salary and wage is considered 
confidential and shall not be discussed with other employees. 

10. Company-issued Cell Phones – Employees in management positions will be 
issued company-owned cell phones for company use.  Each employee with a cell 
phone has a 2GB per month allowance.  Any employee going over 2GB will result in 
a payroll deduction based on the rate charged to the company by the cell phone 
carrier.  
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    11.  Tools Required - All operators are required to have a tape measure that is a 
minimum of twenty five feet in length in their possession during working hours. 
All laborers are required to have a tape measure in their personal possession during 
working hours, and pipe laborers may need more personal tools depending on job 
assigned. 
 

 
PAYROLL INFORMATION 

 
Deductions for uniforms, insurances, loss of company property, company cell phone 2GB 
overages, and any other deductions authorized by employees in writing will be made.  All 
deductions will be itemized on your paycheck stub.   

 
Although every precaution is taken to ensure that you are paid correctly, an error in pay 
may occur.  If you believe there is an error, please contact the office.  Every attempt will be 
made to adjust the error immediately but no later than the next pay period. 

 
If you have been approved to not utilize direct deposit and are absent on a payday and 
instruct someone to pick up your paycheck, please notify the office in advance.  This 
notification must occur before your paycheck can be released.  The person picking up your 
paycheck will be asked to show proper identification and sign for the paycheck.  This is for 
your protection. 

 
Pay on separation from employment, less deductions, will be made on the next regular 
payday.   

 
If you are elegible to be paid for accrued but unused PTO, this pay will also be included 
with the pay on separation of employment.   

 
 

OVERTIME 
 

Employee overtime is mandatory when determined to be necessary or in the best interest 
of the Company.  When such a determination is made, overtime work beyond an 
employee's standard work week will be authorized by management.  Overtime will be paid 
for non-exempt employees who work more than 40 hours in a work week.  Overtime is paid 
at a rate of one and a half times an employee’s regular rate. 

 
 

WEATHER & WORK 
 

If there is any question regarding hours of work during emergency weather conditions, 
employees are responsible for contacting the dispatcher, their direct report, or the office 
regarding opening and closing hours.  In the event of inclement weather, call the dispatcher 
prior to reporting to scheduled workplace. Dispatcher Cell:  717- 554-4891 or  Dispatcher 
office:  717-  258-4687. 
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PER DIEM PAYMENTS 
 

The company will not pay tolls or other related travel costs of employees to and from work. 
If a job site is outside a fifty (50)mile radius from the Company office, a per diem payment 
to employees will be considered.  Per diem payments to employees are not automatic.  
Each job located outside of the fifty (50)mile radius will be considered on an individual 
employee and individual job basis.  Per diem payments, if made, are provided to cover  
mileage costs, lodging and meals.   

 
 
 

SAFETY PROGRAM 
 

All specific procedures are set forth in the Safety Manual which each employees receives 
during new hire orientation.  Please refer to this manual. Any safety questions or comments 
may be directed to our General Superintendent or the Competent Person on the jobsite. 
 
 

WORKER’S COMPENSATION 
INSURANCE 

 
The Company carries Workers Compensation Insurance through Travelers Insurance  
Company.  The employee has the duty to report any work-related illness or injury to their 
direct supervisor.  If the injury or illness is determined to be work-related, all medical 
charges will be covered.  There is a seven day waiting period before an employee will be 
reimbursed for lost work days. The insurance is based on employee wages and the 
Company's safety record.  (See Workers Compensation Procedures located in the Safety 
Manual.) 
 
 

PERSONAL BUSINESS 
 

All personal business should be addressed before or after working hours or during lunch 
hours.  Personal calls on Company phones should be held to a minimum.  We understand 
emergencies arise and, at that time, employees may use the phone with their supervisor's 
permission.  Employees will be written up if personal business during working hours 
becomes excessive. 

 
 

PERSONAL PROPERTY 
 
The Company is not responsible for personal items lost or stolen from an employee's vehicle 
on company property, at a project site or en-route.  Similarly, the Company is not responsible 
for damages to personal vehicles while on company property, at a project site or en-route. 
 

 
 

 
 
 



18 

 

 
 
 

PERFORMANCE EVALUATION 
 
 

Performance of your job duties is of utmost importance to the success of John W. Gleim, Jr., 
Inc.  An annual performance evaluation is administered on a yearly basis, which is intended to 
be positive and constructive for each employee, for the supervisor, and for the Company.    
 
I.          Purpose 
 
The performance evaluation system has the following objectives: 
 

•To evaluate how the job is being performed and to determine what areas, if any, need        
improvement. 

 
 •To evaluate short and long term employee potential. 
 
 •To recognize milestones in relation to compensation. 
 
 •To praise good performance. 
 
II.        New Employees 
 
As noted previously in this handbook, when first employed, employees go through an 
“Introductory Period.”  New employees are evaluated during the first 90 days of the 
Introductory Period.  After that, employees are evaluated periodically as described below. 
 
III. Annual Evaluation Procedure 
 
At John W. Gleim, Jr., Incorporated performance evaluation occurs annually for all Company 
job categories.  Progress is summarized in the performance evaluation; however, certification 
and classification are assessed throughout the year.   
 
The annual review is intended to do the following: 
 

•Inform the employee how their supervisor rates their job performance and what   
performance expectations the supervisor has for them over the next year. 

 
 •Allow the employee to comment on their evaluation and their future. 
 

•Provide a permanent record of review for purposes of career development, training, 
promotion and pay increases. 

 
At John W. Gleim, Jr., Incorporated, evaluation is a continuous process not restricted only to 
written evaluation.  Supervisors should regularly assess informally, and discuss employee 
progress throughout the year, thus, eliminating surprises for the employee when he or she is 
formally reviewed annually. 
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The informal discussions establish the following: 
 
 •How the job is going. 
 
 •What problems, if any, have there been, and how they were managed. 
 
 •What specifically is expected of the employee over time. 
 
The Human Resources Manager and the department or job specific supervisor will conduct 
meetings with employees to discuss their performance evaluation. 
 
Any questions regarding performance evaluations may be directed to the Human Resources 
Manager. 

 
 

 
PROMOTIONS 

 
Employees of the Company are promoted as a result of meeting and/or exceeding certain 
criteria established and examined periodically.  Although seniority is a criteria, it is not the 
most important in terms of an employee being identified for promotion. The following are 
criteria  established and used to assess and review all employees: 

1. Ability to: 

a. Assess and analyze a job. 
b. Determine the needs of a specific job in terms of personnel, equipment, time, and 

material. 
c. Co-operate and communicate with fellow workers, supervisors, management and 

the customer. 
d. Complete a job efficiently, accurately and productively. 
e. Demonstrate a high degree of performance skills. 

2. Interest in: 

a. Assuming responsibility. 
b. Learning new skills and knowledge regarding various job tasks. 
c. Cutting costs for the Company in order to increase the profit margin. 
d. Maintaining the equipment, tools and materials in good working order through the 

use of proper maintenance procedures. 
e. Improving the Company’s safety record and reducing individual accidents by 

adhering to all safety rules, regulations and policies, and attending training. 
  
 3.   Certification/Classification Level 
 

a. Successful completion of appropriate Certification/Classification Level. 
b.   Maintaining required criteria. 
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ACCESS TO PERSONNEL FILES 

 
Personnel records are Company property and begin with the Employment Application.  
Various other information will be added to your personnel records regarding your 
employment status with the Company. 

 
At the time of hiring, all necessary forms must be completed by the employee.  The 
personnel records will be treated the same as other confidential Company information.  
Access to an employee's records is restricted to authorized personnel only. 
 
Employees may view their own personnel file a least once every calendar year.  The 
employee must submit a written request stating their reason for their request. The 
employee has the right to take notes, but may not remove any part of the file and a 
designated Company official must be present while the employee inspects the file.   

 
 

EMPLOYEE INFORMATION 
 

It is the employee’s responsibility to report any change in personal status pertinent to 
compensation or benefits to the Human Resources Manager.  Any necessary paperwork to 
effectuate those status changes will be provided to the employee upon such request. 

 
 

OPEN DOOR POLICY 
 

We have a strong open door policy at our Company to hear employees’ concerns, 
comments, and suggestions for improving our Company.  Employees are encouraged to 

discuss their comment, concern or suggestion with their direct supervisor.  If the employee 
is not satisfied with this response or for some reason does not wish to discuss the matter 

with their direct supervisor, they are free to schedule a meeting with the Human Resources 
Manager. 

 
Although the Company will make every effort to act on employees’ concerns, comments, 
and suggestions, some issues may not be handled in this manner.  The Company also 
provides an Employee Assistance Program where trained counselors can assist employees 
with personal problems.   

 
 

TERMINATIONS 
 

 
If an employee intends to terminate his/her employment, the Company requests that the 
employee submit a two (2) week notice.  
 



21 

 

 
 
 
 
 
 

LAYOFFS 
 
 

In the event that a reduction in the Company’s workforce becomes necessary, the number of 
employees over and above those needed to perform available work will be placed in layoff 
status.  In determining those employees to be retained, consideration will be given to the 
quality of each employee’s past performance, the need for the position held by the employee, 
the employee’s current abilities, and potential within the company.   
 
For employees on layoffs of less than 30 (thirty) days, group health insurance generally will be 
continued on the same basis as during active employment.  If any employee is on layoff for 30 
(Thirty) consecutive days or more, group health insurance may be discontinued and COBRA 
will be available to the employee and his/her dependents if they otherwise qualify.  Likewise, if 
the company changes the employee’s status from layoff to terminated at any point, group 
health insurance is discontinued and COBRA will be available to the employee and his/her 
dependents if they otherwise qualify.  A layoff letter will be generated for the employees, which 
can be used at the unemployment compensation offices. 
 
During any layoff period the company may, in its sole discretion, continue health insurance 
benefits. If the company decides to terminate health insurance benefits during a layoff or 
change an employee’s status from layoff to terminated, the employee will be notified of such 
event. COBRA will be available to the employee and his/her dependents if they otherwise 
qualify. 
  
The Company may, at its sole discretion, rehire former employees.  Rehiring will be done only 
after a thorough review of the employee’s past personnel records and upon approval by the 
President. 
 
 

SOLICITATION POLICY 
 

 
We believe that as a member of the local community, we have a civic duty to support our local 
charitable organizations.  Therefore, the Company will authorize one general charitable 
solicitation each year by the United Way.  Contributions to this fund will be entirely voluntary.  
Solicitations by other organizations will be considered on a case-by case basis. 
 
 

OFF DUTY USE OF COMPANY PROPERTY 
 

 
Company property, such as facilities or equipment, are not for personal use; thus, use is 
strictly prohibited without express authorization by John W. Gleim, Jr. 
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CHAPTER THREE 
             STANDARDS OF CONDUCT 
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GENERAL CONDUCT 
 
There are certain standards of conduct which are expected of all employees.  The Company’s 
rules and regulations are such that you will recognize them as necessary and  
reasonable in the safe and orderly operation of any business.  Violation of these rules and  
regulations, or any other Company rule or regulation, will subject employee to corrective 
action, up to and including termination, based on the nature of the violation and the employee’s 
work, evaluation and disciplinary record. 
 

 
PROHIBITED CONDUCT  

 
The following is a list of basic Prohibited Conduct. This list is by no means all encompassing; it 
is intended only as a common sense list. These rules are set forth as specific offenses for 
which appropriate corrective action will be taken in the event of violation. 
 

--Destruction, damage, misuse, removal or attempted removal of property, equipment, 
tools, records, or confidential information belonging to or in the care of the Company, its 
contractors, vendors, other employees or customers.   

 
--Physical violence, fighting, threatening, abusing, harassing, engaging in “horseplay” 
with, or otherwise interfering with, the proper conduct of another employee, contractor, 
vendor, visitor on company premises or customers.  

 
 --Reporting to work or being on Company projects in an unfit condition which includes 
being under the influence of, consuming, or in possession of alcoholic beverages, illegal drugs, 
or controlled substances.  See the company’s Drug, Alcohol and Controlled Substance Policy 
& Procedure on page 29-45 of this handbook for further explanation of prohibited conduct. 
 

--Being in possession of a firearm or other dangerous weapon on Company property or 
Company projects. 

 
 --Immoral, indecent or illegal conduct on Company property or Company projects. 
    

--Engaging in behavior which reflects a discriminatory or harassing attitude towards 
another’s age, race, sex, religion, national origin, creed, ancestry, genetic 
characteristics, veteran status, and/or disability. 
 
--Engaging in sexual harassment. 
 
--Sleeping while on Company property or Company projects. 
 
--Insubordination, refusal, or failure to perform assigned work or task as directed or 
instructed. 
 
--Falsification of application, time record or any other work record or other statement, 
written or oral. 
 



24 

 

--Unauthorized entering or leaving company property or assigned work area. 
 
 --Making disparaging remarks about the Company or the services provided by the 
Company or any other words or deeds which would discourage any person from dealing 
with the Company. 
 
--Excessive absences or tardiness or failure to give sufficient and proper notice when 
absent or tardy.  See absence from work on page 47 of this handbook for further 
information on discipline for absences and tardiness. 
 
--Violation of safety regulations or practices set forth in the Safety Manual or in this 
handbook. 
 
--Wearing clothing that displays offensive pictures, drawings or graphics. 
 
--Performing work for the benefit of another employer, including the employee’s self 
employment, during work hours for the Company without written approval from the 
Company. 
 
--Working a second job without prior written approval from the Company. See company 
moonlighting policy below. 
 
--Violation of the harassment policy or any other work policy or standard of conduct, 
including those set out in this handbook. 
 

 
Any employee in violation of the work rules or engaged in prohibited conduct listed above or 
any other violation, may be subject to the following reprimands: (1) verbal warning; (2) written 
warning; (3) suspension from work without pay; or (4) termination, or any combination thereof.  
There may be circumstances when one or more reprimands are bypassed or repeated.  The 
company retains the right to apply, skip or repeat any of the reprimands as it deems 
appropriate, in its sole discretion, depending on individual circumstances.   
 
Employees whose reprimand was determined to be suspension without pay or termination will 
meet with the President and Human Resources Manager.  The purpose of this meeting is to 
ensure that all individuals involved have had the opportunity to state their opinions pertaining 
to the violation.  The Company in its sole discretion will determine, based upon the particular 
circumstances of the incident, whether the reprimand will stay as is, be changed or vacated.    

 
 

MOONLIGHTING POLICY 
 
Moonlighting means holding down more than one job.  If you are considering a  
second job with another company, you must first get written approval from the  
company. Under no circumstances may an employee’s second job be with a  
competitor of the Company.  Under no circumstances may an employee perform  
work for the benefit of another employer, including the employee’s self-employment, 
during work hours for the Company without written approval from the Company. 
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NON- DEPARTMENT OF 
TRANSPORTATION POLICY  

 
 
 

        DRUG, ALCOHOL, AND CONTROLLED SUBSTANCE POLICY & PROCEDURE 
 

 
PURPOSE 
 
To help create and maintain a safe, drug and alcohol free work environment, we have 
an obligation to our employees and the public at large to take necessary and 
reasonable steps to assure safety in the workplace.  The use of alcohol and drugs 
poses a serious threat, and we intend to do all we can to maintain a safe, healthful, and  
productive working environment.   
 
DRUG/ALCOHOL FREE AWARENESS PROGRAM 
 
In order to maintain a drug/alcohol free workplace, John W. Gleim, Jr., Incorporated is 
commited to the following: 
 
 Educating employees on the dangers of drug/alcohol abuse, advising employees of 
our Employee Alternative Program, educating employees on the drug/alcohol testing 
practices and procedures, informing employees of the penalties which may be imposed 
for violation of this policy.  John W. Gleim, Jr., Incorporated will incur the cost for 
random drug screening, except in the event of a positive test result. In the event of a 
positive test result, the employee will incur the cost of Return-to-Duty testing until a 
negative test result is produced. The employee will be referred to our EAP program. 
 
 John W. Gleim, Jr., Incorporated will discuss the drug and alcohol policy during 
employment interviews. The Company has developed and maintained a Department of 
Transportation (DOT) qualified drug and alcohol training program for our supervisors .  
 
 
PROHIBITED CONDUCT 
 
Employees may not possess, use, purchase, sell, or transfer illegal drugs or controlled 
substances of any amount on Company property (including parking lots), in Company 
vehicles(either owned or leased by the Company), while on Company business, or on 
Company project.  Illegal drugs or substances are those which cannot be legally 
obtained, including controlled dangerous substances and controlled substance 
analogues, as well as those drugs which, although legal, have been obtained 
illegally(i.e.,prescribed drugs not being used for prescribed purposes, including 
amphetamines).  Some examples of drugs that may be illegal drugs include marijuana, 
cocaine, “crack”, heroin, morphine, phencyclidine (PCP) hallucinogens, narcotics, etc. 
 
Employees may not consume alcohol, illegal drugs, or other prohibited substances on 
or off the Company property or on Company project during working hours, lunch 
periods, and break or relief periods. 
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Employees may not report to work under the influence of alcohol. 
                      “Under the influence” means reporting for duty or remaining on duty with an  
                      alcohol concentration of .040 or greater.   

 
Employees may not report to work “under the influence” of illegal drugs or substances.  
                           “Under the influence” is defined as it is above for alcohol, and may also   
                           be established through professional opinion, a scientifically valid test,  
                           or in some cases by observation of impairment of physical or mental  
                           ability , such as slurring speech, difficulty in maintaining balance, etc. 
 
Employees performing “safety-sensitive functions” shall not use alcohol while 
performing such functions or during the four hours prior to performing such functions. 
                       “Safety-sensitive functions” include all on-duty time, i.e., the entire time 

                      from the moment an employee begins to work or is required to be in   
                      readiness for work until the time he/she is relieved from work and all  
                      responsibilities of work.   

 
Employees are prohibited from refusing to submit a post-accident/injury, random, 
reasonable suspicion, return-to-duty, or follow-up alcohol or drug test.  
 
Employees are prohibited from bringing drug paraphernalia onto Company 
property(including parking lots), in Company vehicles (either owned or leased by the 
Company), while on Company business or on Company project.   
 
Employees are prohibited from ingesting Hemp food products. 
 
In the event of any situation, circumstance, or result not addressed in this Policy & 
Procedure the Company will defer to the Rules and Regulations set forth by the Federal 
Government on Drug & Alcohol testing.   
 
Employees who are taking prescription medication which may impair their ability to            
perform their job duties, must immediately notify their supervisior or department 
manager. 
 
Not withstanding the above prohibitions, employees may take over-the-counter 
medication while on Company property, while using Company equipment, while 
conducting Company business, while on Company project or while on rest periods or 
meal breaks.  When doing so, however, employees are responsible for being aware of 
any effects such medication may have on performance of job duties.  If an employee is 
aware that he or she is taking medication that affects his or her performance of job 
duties safely and efficiently, the employee must promptly report that his or her ability to 
perform work may be impaired due to medication.  The use of such medication will not 
be a mitigating factor in any disciplinary or remedial actions taken against an employee 
where the employee has failed to provide prior notice to his or her supervisor that his or 
her ability to perform the job safely and efficiently would be impaired.    
 
When the Company determines that an individual taking medication can not safely 
perform the functions of his or her current job duties,  the Company may place such 
individual on a leave of absence or arrange for alternative work to be performed on a 
temporary basis.     
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VIOLATION OF THE POLICY- CONSEQUENCES 
Any employee who violates the provisions of this policy or engages in prohibited 
conduct as set forth herein may be subject to the following or any other discipline 
deemed appropriate by the company. 
 
 First Violation : 

                                
 A NON-NEGATIVE drug test result will result in suspension without pay until      
results are verified by a Certified Laboratory. 

 
 A POSITIVE drug test  will result in suspension without pay and mandate a 
referral to our EAP Program. The employee will be required to produce a 
negative drug test result, before returning to work.  The employee will be 
responsible for the cost of the return-to-duty testing. 
 

 Second Violation: 
            Employee will be Terminated. 
 
TESTING 
 
The Company has implemented six circumstances for drug testing: 

1. Pre-Employment testing 
2. Post-Accident/Injury testing 
3. Random testing 
4. Reasonable Suspicion testing 
5. Return-to-Duty testing 
6. Follow-up testing 
 

       
The Company has implemented five circumstances for alcohol testing: 
 

1. Post-Accident/Injury testing 
2. Random testing 
3. Reasonable Suspicion testing 
4. Return-to-Duty testing 
5. Follow-up testing 

 
REFUSAL TO TEST 
Refusal to submit to the types of drug and alcohol tests employed by the Company will 
be grounds for refusal to hire applicants, and for termination of employment for existing 
employees. A “refusal test” is defined as any conduct, which would obstruct the proper 
administration of a test.  Adulterated urine that is not the donor’s may constitute as 
refusal.  A delay in providing a urine or breath specimen may constitute as a refusal.  If 
an individual cannot provide a sufficient urine specimen or adequate breath, he/she will 
be evaluated by a physician of the Company’s choice.  If the physician cannot find a 
legitimate medical explanation for the inability to provide a specimen(either urine or 
breath), the individual will be considered to have refused the test.  
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EMPLOYEE RESPONSIBILITIES 
 
Providing a specimen for screening or testing, whether it is for breath or urine as the 
specific screen test to be given may require. If an employee refuses the screening test, 
adulterates or dilutes the specimen, substitutes the specimen of another person, sends 
an imposter, will not sign the required forms, or refuses to cooperate in the testing 
process in such a way that prevents completion of the test, the employee will be subject 
to termination from employment as if the test were positive.   
 
PRE-EMPLOYMENT TESTING 
 
The Company will require all applicants for employment to submit to a drug test and the 
result must be negative.  An applicant with a non-negative test result will not be offered 
employment with John W. Gleim, Jr., Incorporated 
 
RANDOM TESTING 
 
The Company conducts random drug and alcohol testing for all employees.  The 
random selection provides an equal chance for each employee to be selected each time 
a random selection occurs.  Random selection shall be conducted throughout the year.  
The Company is a member of a Consortium which will drug test a minimum of 50% of 
the average number of employees in each calendar year.   
 
Random selection, by its very nature may result in employees being tested in 
successive random selections or more than once in a calendar year.  Alternatively, 
some employees may not be selected in a calendar year.   
 
Individuals selected for Random testing will be notified by the Company.  Once notified, 
every action the individual takes must lead to a collection.  If a randomly selected 
individual engages in conduct which does not lead to urine collection and/or a breath 
sample, the Company may consider this a “refusal to test.”   
 
POST–ACCIDENT /INJURY TESTING 
 
Employees will be required to undergo a drug and alcohol test if one of the following 
circumstances occur: 
 

1. An employee is involved in a work related accident resulting in lost time or 
injury requiring medical attention to him/herself or another employee. 

2. Any employee involved in a vehicular accident while driving a Company vehicle 
or while driving a personal vehicle for company business or to perform his or 
her job. 

3. Any employee who damages Company property, may be required to undergo a 
drug and alcohol test at the company’s discretion.                                                                  

 
The employee is required to notify the Company immediately or as soon a possible. 

 
In the event that an employee is so seriously injured that he/she cannot provide a 
specimen at the time of the accident, the employee must provide necessary 
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authorization to the Company to obtain hospital records or other documents that may 
indicate whether controlled substances or alcohol were present in the employee’s 
system at the time of the accident.   
 
REASONABLE SUSPICION TESTNG 
 
Where an employee manifests physical or behavioral symptoms or reactions commonly 
attributed to the use of controlled substances or alcohol, reasonable suspicion exists for 
the Company to require the employee to submit to drug and/or alcohol testing.  The 
Company has trained supervisor(s) and management personnel to detect the signs, 
symptoms, and characteristics of controlled substances, alcohol and or illegal drug 
usage.   
 
RETURN-TO-DUTY TESTING 
 
An employee who has a positive test result will be required to submit to a Return-to-
Duty test following completion of the mandated referral to our EAP program. This test 
must have a negative result prior to the employee being reinstated.   
 
FOLLOW-UP TESTING 
 
Employees are required to abide by any plan established as a result of the EAP referral,     
including, follow up testing.  Employee must provide the Human Resources Director   
with a copy of the EAP Plan. 
 
TESTING PROCEDURES 
 
Drug Testing 
 
Drug testing will be performed through urinalysis and will test for the presence of drugs 
and/or metabolites of the following controlled substances: 
                                                   
                                                     Initial Level                     Confirmatory Level 
1.       Marijuana                          50 ng/ml                          15 ng/ml 
2.        Cocaine                           300 ng/ml                        150 ng/ml 
3.        Opiates                          2000 ng/ml                      2000 ng/ml 
4.        Amphetamines              1000  ng/ml                       500 ng/ml 
5.        Phencyclidine (PCP)         25  ng/ml                         25 ng/ml                                                         
 
 
This procedure begins with the collection of a urine specimen.  The specimen will be 
collected by designated personnel of John W. Gleim, Jr., Incorporated  An instant onsite 
test will be performed.  A negative test result will be reported to the Company.  A non-
negative test result will be submitted to a SAMHSA certified laboratory for testing. All 
results are reported to the Certified Medical Review Officer (CMRO).  Before reporting a 
positive test result to the Company, the CMRO will  attempt to contact the employee to 
discuss the result.  If the CMRO is unable to contact the employee directly, the CMRO 
will contact the designated Company management official, who will contact the 
employee and direct him/her to commmunicate with the CMRO.  The employee must 
contact the CMRO immediately, unless the CMRO is unavailable .  If the CMRO is 
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unavailable , the employee must attempt to make contact the following business day.  In 
the CMRO’s sole discretion, a determination will be made as to whether the results are 
positive, negative, or canceled.       
 
Individual test results will be released to the Company and will be kept confidential 
unless consent for release has been obtained.  An employee who has submitted to drug 
testing under this policy is entitled to receive the results upon making a timely written 
request.   
 
An employee testing positive may request to have a split specimen tested at another 
SAMHSA, certified laboratory, at the employee’s expense.  A request for testing of the 
split specimen must be made within 72 hours of the employee being notified of a 
positive result.   
 
DILUTE SPECIMENS 
 
The employee will be subject to another unannounced drug test if the CMRO deems the 
drug test result a negative dilute. 
 
ALCOHOL TESTING 
 
The Company will perform alcohol tests using an Evidential Breath Testing device 
(EBT).  An employee must report to the site of an EBT as directed by the Company. 
 
The employee will follow all instruction given by the Breath Alcohol Technician. 
 
In the event that any employee has a (BAC) of .04 or greater, he/she will be considered 
to have engaged in prohibited conduct and is in violation of this policy. 
 
Alcohol testing will be performed just prior to, during, or just after duty.   
 
REPORTING VIOLATIONS 

  
Each employee is required to immediately report any violation of the Company’s Policy 
on Alcohol, Drugs, and Controlled Substances to his/her supervisor.  Any employee 
who fails to report such violation is subject to disciplinary action, up to and including 
termination. 

 
INSPECTIONS 

 
Lockers, desks, vehicles, and other Company owned property are provided for the 
convenience of employees but remain the sole property of the Company.  Where the 
Company has reason to believe that any employee is in violation of the Company’s drug 
and alcohol policy or the Company has some other business reason or need to conduct an 
inspection, any agent or representative of the Company may inspect lockers, desks, 
vehicles, and other Company property, as well as any article found within them, including 
employees’ personal possessions, at any time, with or without prior notice.   

 
The Company likewise wishes to discourage theft or unauthorized possession of the 
property of employees, the Company, visitors and customers.  An agent or representative 
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of the Company may inspect not only lockers, desks, vehicles, other Company owned 
property and employees’ personal possessions, but also packages and persons entering 
and/or leaving the Company’s premises to facilitate enforcement of this policy.  Any 
employee who wishes to avoid possible inspection of any articles or materials should not 
bring such items onto the Company’s premises. 

 
EMPLOYEE ASSISTANCE PROGRAM (EAP) 
 
John W. Gleim, Jr., Incorporated has an Employee Assistance Program. This program 
offers assessment, short-term counseling, and referral services for employees with 
personal problems.  

 
 
QUESTIONS 

 
Any questions regarding this policy or the Company’s drug and alcohol testing program 
should be directed to the  Safety Director or Human Resources Manager.   
 
 

 
DEPARTMENT OF TRANSPORTATION 

 
        DRUG, ALCOHOL, AND CONTROLLED SUBSTANCE POLICY & PROCEDURE 

 
PURPOSE 
 
To help create and maintain a safe, drug and alcohol free work environment, and 
comply with the Federal law. We have an obligation to our employees and the public at 
large to take necessary and reasonable steps to assure safety in the workplace.  The 
use of alcohol and drugs poses a serious threat, and we intend to do all we can to 
maintain a safe, healthful, and productive working environment.   
 
DRUG/ALCOHOL FREE AWARENESS PROGRAM 
 
In order to maintain a drug/alcohol free workplace, John W. Gleim, Jr., Incorporated is 
commited to the following: 
 
Educating employees on the dangers of drug/alcohol abuse, advising employees of our 
EAP Program, educating employees on the drug/alcohol testing practices and 
procedures, informing employees of the penalties which may be imposed for violation of 
this policy.  John W. Gleim, Jr., Incorporated will incur the cost for random drug 
screening, except in the event of a positive test result. In the event of a positive test 
result, the employee will incur the cost of Return-to Duty testing until a negative test 
result is produced. The employee will be referred to our EAP program. 
 
John W. Gleim, Jr., Incorporated will discuss the drug and alcohol policy during 
employment interviews.  The Company has developed and maintained a Department of 
Transportation (DOT) qualified drug and alcohol training program for our supervisors.  
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PROHIBITED CONDUCT 
 
Employees may not possess, use, purchase, sell, or transfer illegal drugs or controlled 
substances of any amount on Company property (including parking lots), in Company 
vehicles(either owned or leased by the Company), while on Company business, or on 
Company project.  Illegal drugs or substances are those which cannot be legally 
obtained, including controlled dangerous substances and controlled substance 
analogues, as well as those drugs which, although legal, have been obtained 
illegally(i.e.,prescribed drugs not being used for prescribed purposes, including 
amphetamines).  Some examples of drugs that my be illegal drugs include marijuana, 
cocaine, “crack”, heroin, morphine, phencyclidine (PCP) hallucinogens, narcotics, etc. 
 
Employees may not consume alcohol, illegal drugs, or other prohibited substances  on 
or off the Company property or Company project during working hours, lunch periods, 
and break or relief periods. 
 
Employees may not report to work under the influence of alcohol.  

                      “Under the influence” means reporting for duty or remaining on duty with an  
                      alcohol concentration of .020 or greater.   

 
Employees may not report to work “under the influence” of illegal drugs or substances.  
                           “Under the influence” is defined as it is above for alcohol, and may also   
                           be established through professional opinion, a scientifically valid test,  
                           or in some cases by observation of impairment of physical or mental  
                           ability , such as slurring speech, difficulty in maintaining balance, etc. 
 
Employees performing “safety-sensitive functions” shall not use alcohol while 
performing such functions or during the four hours prior to performing such functions. 
                       “Safety-sensitive functions” include all on-duty time, i.e., the entire time 

                      from the moment an employee begins to work or is required to be in   
                      readiness for work until the time he/she is relieved from work and all  
                      responsibilities of work.   
 

Employees are required to take a post-accident drug and alcohol test if a fatality 
occurred or a citation was received.  Employees are prohibited from using alcohol for  
eight hours following the accident. 
 
Employees are prohibited from refusing to submit a post-accident, random, reasonable 
suspicion, return-to-duty, or follow-up alcohol or drug test.  
 
Employees are prohibited from bringing drug paraphernalia onto Company 
property(including parking lots), in Company vehicles (either owned or leased by the 
Company), while on Company business or  on Company project.   
 
Employees are prohibited from ingesting Hemp food products. 
 
In the event of any situation, circumstance, or result not addressed in this Policy & 
Procedure the Company will defer to the Rules and Regulations of the Department of 
Transportation.   
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Not withstanding the above prohibitions, employees may take over-the-counter 
medication while on Company property, while using Company Equipment, while 
conducting Company business, while on Company project or while on rest periods or 
meal breaks.  When doing so, however, employees are responsible for being aware of 
any effects such medication may have on performance of job duties.  If an employee is 
aware that he or she is taking medication that effects his or her performance of job 
duties safely and efficiently, the employee must promptly report that his or her ability to 
perform work may be impaired due to medication.  The use of such medication will not 
be a mitigating factor in any disciplinary or remedial actions taken against an employee 
where the employee has failed to provide prior notice to his or her supervisor that his or 
her ability to perform the job safely and efficiently would be impaired.    
 
When the company determines that an individual taking medication can not safely 
perform the functions of his or her current job duties, the Company may place such 
individual on a leave of absence or arrange for alternative work to be performed on a 
temporary basis.    
 
VIOLATION OF THE POLICY- CONSEQUENCES 
 
Any employee who violates the provisions of this policy or engages in prohibited 
conduct as set forth herein may be subject to the following or any other discipline 
deemed appropriate by the company. 
 
 First Violation : 

                       
            A NON-NEGATIVE drug test result will result in suspension without pay 
            until verified by a Certified Laboratory. 
 

 A POSITIVE drug test will result in suspension without pay and mandate a 
referral to our EAP Program. The employee will be required to produce a 
negative drug screen result, before returning to work.  The employee will be 
responsible for the cost of the return-to duty testing. 
 

     Second Violation: 
            Employee will be Terminated. 
 
TESTING 
 
The Company has implemented six circumstances for drug testing: 

1. Pre-Employment testing 
2. Post-Accident testing 
3. Random testing 
4. Reasonable Suspicion testing 
5. Return-to Duty testing 
6. Follow-up testing 
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 The Company has implemented five circumstances for alcohol testing: 
1. Post-Accident testing 
2. Random testing 
3. Reasonable Suspicion testing 
4. Return-to-Duty testing 
5. Follow-up testing 

 
REFUSAL TO TEST 
 
Refusal to submit to the types of drug and alcohol tests employed by the Company will 
be grounds for refusal to hire applicants, and for termination of employment for existing 
employees. A “refusal test” is defined as any conduct, which would obstruct the proper 
administration of a test.  Adulterated urine that is not the donor’s may constitute as 
refusal.  A delay in providing a urine or breath specimen may constitute as a refusal.  If 
an individual cannot provide a sufficient urine specimen or adequate breath, he/she will 
be evaluated by a physician of the Company’s choice.  If the physician can not find a 
legitimate medical explanation for the inability to provide a specimen(either urine or 
breath), the individual will be considered to have refused the test. 
 
EMPLOYEE RESPONSIBILITIES 
Providing a specimen for screening or testing, whether it is for breath or urine the 
specific screen test to be given may require. If an employee refuses the screening test, 
adulterates or dilutes the specimen, substitutes the specimen of another person, sends 
an imposter, will not sign the required forms, or refuses to cooperate in the testing 
process in such a way that prevents completion of the test, the employee will be subject 
to termination from employment as if the test were positive.   
 
PRE-EMPLOYMENT TESTING 
The Company will require all applicants for employment to submit to a drug test as 
required by the Department of Transportation.  All driver applicants will be required to 
give written authorization to the Company to obtain information regarding alcohol testing 
from previous employers.  This information will be obtained no later than 14 calendar 
days after the applicant first begins performing safety-sensitive functions. An applicant 
with a non-negative test result will not be offered employment with John W. Gleim, Jr., 
Incorporated 
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RANDOM TESTING 
 
The Company conducts random drug and alcohol testing for all employees.  The 
random selection provides an equal chance for each employee to be selected each time 
a random selection occurs.  Random selection shall be conducted throughout the year.  
The Company is a member of a Consortium which will drug test a minimum of 50% of 
the average number of employees in each calendar year.  The Consortium will select a 
minimum of 10% of the average number of drivers for the random alcohol testing. 
 
Random selection, by its very nature may result in employees being tested in 
successive random selections or more than once in a calendar year.  Alternatively, 
some employees may not be selected in a calendar year.   
 
Individuals selected for Random testing will be notified by the Company.  Once notified, 
every action the individual takes must lead to a collection.  If a randomly selected 
individual engages in conduct which does not lead to urine collection and/or a breath 
sample, the Company may consider this a refusal to test.   
 
POST–ACCIDENT  TESTING 
 
When an employee is in (1) an accident involved in the loss of human life, (2) is issued 
a Citation for an accident involving bodily injury with immediate medical treatment away 
from the scene of the accident (3) is issued a Citation for an accident that involves 
disabling damage to any motor vehicle requiring to be towed away, the employee is 
required to submit to an alcohol test within the first two hours following an accident.  If 
this is not possible, then the employee must be tested within eight hours after the 
accident.  The employee is required to submit to a controlled substance test within 32 
hours.   
 
The employee is required to notify the Company immediately or as soon a possible.   
 
In the event that an employee is so seriously injured that he/she cannot provide a 
specimen at the time of the accident, the employee must provide necessary 
authorization to the Company to obtain hospital records or other documents that may 
indicate whether controlled substances or alcohol were present in the employee’s 
system at the time of the accident.   
 
REASONABLE SUSPICION TESTING 
 
Where an employee manifests physical or behavioral symptoms or reactions commonly 
attributed to the use of controlled substances or alcohol, reasonable suspicion exists for 
the Company to require the employee to submit to drug and/or alcohol testing.  The 
Company has trained supervisor(s) and management personnel to detect the signs, 
symptoms, and characteristics of controlled substances, alcohol and or illegal drug 
usage.   
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RETURN-TO-DUTY TESTING 
 
An employee, who has a positive test result, will be required to submit to a Return-to-
Duty test following completion of the mandated referral to our EAP program. This test 
must have a negative result prior to the employee being reinstated.   
 
FOLLOW-UP TESTING 
 
Employees are required to abide by any plan established as a result of the EAP referral 
including, follow up testing. Employees must provide the Human Resources Director 
with a copy of the EAP plan.   
 
TESTING PROCEDURES 
 
Drug Testing 
 
Drug testing will be performed through urinalysis and will test for the presence of drugs 
and/or metabolites of the following controlled substances: 
                                                   
                                                     Initial Level                     Confirmatory Level 
1.       Marijuana                          50 ng/ml                          15 ng/ml 
2.        Cocaine                           300 ng/ml                        150 ng/ml 
3.        Opiates                          2000 ng/ml                      2000 ng/ml 
4.        Amphetamines              1000  ng/ml                       500 ng/ml 
5.        Phencyclidine (PCP)          25 ng/ml                         25 ng/ml                                                         

 
 

This procedure begins with the collection of a urine specimen.  The specimen will be 
collected by a Company designated collection facility. The specimen will be submitted to 
a SAMHSA certified laboratory for testing.  As part of the collection process, the 
specimen provided will be split into two vials or bottles; the primary specimen and a 
secondary specimen.  Initial screening and confirmation screening will be performed on 
the primary specimen.  All results are reported to the Certified Medical Review Officer 
(CMRO).  Negative test results will be reported by the CMRO to the Company.  Before 
reporting a positive test result to the Company, the CMRO will  attempt to contact the 
employee to discuss the result.  If the CMRO is unable to contact the employee directly, 
the CMRO will contact the designated Company management official, who will contact 
the employee and direct him/her to commmunicate with the CMRO.  The employee 
must contact the CMRO immediately, unless the CMRO is unavailable .  If the CMRO is 
unavailable , the employee must attempt to make contact the following business day.  In 
the CMRO’s sole discretion, a determination will be made as to whether the results are 
positive, negative, or canceled. 
 
Individual test results will be released to the Company and will be kept confidential 
unless consent for release has been obtained.  An employee who has submitted to drug 
testing under this policy is entitled to receive the results upon making a timely written 
request. 
 
 



37 

 

An employee testing positive may request to have a split specimen tested at another 
SAMHSA certified laboratory at the employee’s expense.  A request for testing of the 
split specimen must be made within 72 hours of the individual being notified of a 
positive result.   
 
ALCOHOL TESTING 
 
The Company will perform alcohol tests using an Evidential Breath Testing device 
(EBT).  An employee must report to the site of an EBT as directed by the Company. 
 
The employee will follow all instruction given by the Breath Alcohol Technician. 
 
In the event that any employee has a BAC of .02 to .039, the employee will be be 
removed from duty for 24 hours. 
 
In the event that any employee has a BAC of .04 or greater, he/she will be considered 
to have engaged in prohibited conduct and will be subject to disciplinary action, up to 
and including termination.   
 
Alcohol testing will be performed just prior to, during, or just after duty.   
 
REPORTING VIOLATIONS 

 
Each employee is required to immediately report any violation of the Company’s Policy 
on Alcohol, Drugs, and Controlled Substances to his/her supervisor. Any employee who 
fails to report such violation is subject to disciplinary action, up to and including 
termination. 

 
INSPECTIONS 

 
Lockers, desks, vehicles, and other Company owned property are provided for the 
convenience of employees but remain the sole property of the Company.  Where the 
Company has reason to believe that any employee is in violation of the Company’s drug 
and alcohol policy or the Company has some other business reason or need to conduct an 
inspection, any agent or representative of the Company may inspect lockers, desks, 
vehicles, and other Company property, as well as any article found within them, including 
employees’ personal possessions, at any time, with or without prior notice.   

 
The Company likewise wishes to discourage theft or unauthorized possession of the 
property of employees, the Company, visitors and customers.  An agent or representative 
of the Company may inspect not only lockers, desks, vehicles, other Company owned 
property and employees’ personal possessions, but also packages and persons entering 
and/or leaving the Company’s premises to facilitate enforcement of this policy.  Any 
employee who wishes to avoid possible inspection of any articles or materials should not 
bring such items onto the Company’s premises. 
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EMPLOYEE ASSISTANCE  PROGRAM (EAP) 
 
John W. Gleim, Jr., Incorporated has an Employee Assistance Program. This program 
offers assessment, short-term counseling, and referral services for employees with 
personal problems.  
 
QUESTIONS 
 
Any questions regarding this policy or the Company’s drug and alcohol testing program 
should be directed to the Human Resources Manager.   
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ABSENCE FROM WORK 

 
The Company will use the following guidelines to discipline an employee who is absent without 
permission or who does not notify the office in the proper manner.  However, the company 
reserves the right to deviate from these guidelines should the circumstances warrant. 

 
If an employee is not able to be at work on time or if an employee is going to be absent for 
an entire day or more, the employee must call and notify the office the day before or the 
morning of their absence.  The employee must notify the office no later than one hour prior 
to his or her starting time. 

 
If an employee expects to be absent from work for personal reasons, the employee is  
required to notify the office at least one day in advance.  The office will cooperate with the 
employee to determine whether permission may be granted for time off from work for 
personal reasons. 

 
An employee who is absent without permission, or does not notify the office in the proper 
manner, will be subject to the following disciplinary actions: 

 

UNEXCUSED 
ABSENCE 

  

FIRST OFFENSE -
- 

Verbal reprimand with written notice placed in your 
file. 

SECOND OFFENSE -
- 

Written notice to your file and one (1) day 
suspension without pay with management review. 

THIRD OFFENSE -
- 

Subject to termination after management review. 
 

TARDINESS   

FIRST OFFENSE -
- 

Verbal reprimand with written notice placed in your 
file. 

SECOND OFFENSE -
- 

Verbal reprimand with written notice placed in your 
file and management review. 

THIRD OFFENSE -
- 

Suspension without pay for one (1) day and 
possible termination. 

 
 
NO CALL, NO SHOW 
 
In the event an employee does not report to work, or call to report their absence for three (3) 
consecutive days, John W. Gleim, Jr., Incorporated assumes the employee has ended their 
employment with the company.  Employment will be terminated and they will be notified in 
writing by the Human Resources Manager.   
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WORKPLACE VIOLENCE 
 

John W. Gleim, Jr. Inc. has a strong commitment to the health, safety, and welfare of its 
employees, their families, and our customers.  Our commitment to maintain a safe and secure 
workplace requires a clear policy and procedure relating to prevention, early detection, and 
treatment of workplace violence.  It is the goal of John W. Gleim, Jr., Incorporated to provide a 
safe workplace by reducing to the greatest possible extent the threat of violence in the 
workplace.  We believe this goal to be in the best interest of our workforce. 
 
“Workplace violence” is defined as any behavior that threatens the safety of any employee or 
other individual conducting business with the Company.  Workplace violence includes, but is 
not limited to, physical attacks, verbal abuse, harassment, sexual assaults, and possession of 
weapons on Company property or Company project, property damage, sabotage or threats of 
violence. 
 
The Company has a zero-tolerance policy with respect to workplace violence or the threat of 
violence. In order to achieve this goal of zero tolerance, each employee has the responsibility 
to inform their supervisor, the Human Resources Manager or a member of senior management 
at the first sign of trouble or threat of violence.  
 
Reports of workplace violence will be investigated immediately.  The occurrence of workplace 
violence will be subject to immediate termination. 
 
 

E-MAIL, VOICEMAIL & COMPUTER 
ACCESS 

 
 

John W. Gleim, Jr., Incorporated has installed and made available voicemail, e-mail and 
computer and Internet access, including the Internet solely to facilitate business 
communication, to maintain official company business and for employees to efficiently perform 
job responsibilities.  John W. Gleim, Jr., Incorporated’s computers, servers, software and 
Internet connections are the exclusive property of John W. Gleim, Jr., Incorporated and are to 
be used primarily for business purposes.  The Company does not authorize improper use of 
these electronic resources.  Employees should have no expectation of privacy in the above-
referenced electronic resources; John W. Gleim, Jr., Incorporated reserves the right to monitor 
all computer and Internet equipment and usage as it determines to be appropriate, including to 
determine compliance with this policy.   
 
Electronic resources, which include items such as computers, the Internet, e-mail, voice mail 
systems, telephones and fax machines are not to be used for personal purposes unless 
approved by management.  If authorized, personal use of electronic communications 
equipment must occur during non-work time.  Such communication may not interfere with 
normal business activities, involve solicitation or personal opinion that can be construed as 
representing the Company, or reflect poorly on the Company.  All computer usage is expected 
to conform to all John W. Gleim, Jr., Incorporated rules and regulations, including the 
Harassment Free Environment Policy.  Employees may not use a password, access a file, or 
retrieve any stored communication without authorization. 
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John W. Gleim, Jr., Incorporated is committed to preventing misuse of electronic equipment, 
protecting electronic communications from unauthorized access and alteration, and preventing 
the unauthorized release of confidential information. The Company reserves the right to 
monitor use of electronic communications equipment.  Employees do not have privacy rights in 
any of the electronic resources or information stored, sent, received or otherwise transmitted 
using company equipment.  The email systems and all electronic messages are the sole 
property of John W. Gleim, Jr., Incorporated, regardless of their form and may be monitored at 
any time and should not be presumed to be private.  John W. Gleim, Jr., Incorporated 
reserves the right to access, inspect and disclose all e-mail communications transmitted or 
received at any time.  Use of the system constitutes consent to the acquisition of any electronic 
message communication transmitted or received by the user.    
 
Employees should always make sure that the business information contained in email 
messages and other transmissions is professional, accurate, appropriate, ethical, and legal.  
Employees should draft e-mail correspondence with the same care as if drafting and sending a 
business letter. 
 
Misuse of company email systems is prohibited and may result in disciplinary action up to and 
including termination.  Misuse includes, but is not limited to:  
 

1. accessing or distributing pornographic or otherwise offensive or distasteful material; 
 

2. accessing or distributing materials containing offensive language, vulgarities, 
obscenities, sexually explicit material or otherwise using e-mail in a manner which 
violates or is inconsistent with John W. Gleim, Jr., Incorporated’s policies and 
procedures; 

 
3. offensive language, threats, derogatory and defamatory remarks or discriminatory or 

harassing statements;  
 

4. asking other people to contribute to or to tell them about businesses outside of John W. 
Gleim, Jr., Incorporated, religious or political causes, outside organizations, or any other 
non-business matters. 

 
5. sending any email or information which contains negative statements about John W. 

Gleim, Jr., Incorporated, its services, employees or patients/customers; 
 

6. accessing or distributing confidential employee, customer or business information for 
non-work-related purposes;  

 
7. sending chain letters; 

 
8. violating copyright laws or licensing agreements;  

 
9. accessing or attempting to access another employee’s electronic communication 

system without the written consent of the President or John W. Gleim, Jr.  
 

10. conducting excessive personal business;  
 



42 

 

11. use or misuse resulting in a violation of law; or 
 

12. unauthorized intentional destruction or modification of data records. 
 
Misuse of company-provided Internet services is prohibited and may result in corrective action 
up to and including termination of employment.  The following are examples of unacceptable 
uses of the Internet:  
 

• Accessing or distributing materials containing pornography, offensive language, 
vulgarities, obscenities, sexually explicit language, derogatory and defamatory remarks, 
or discriminatory or harassing statements.  

 

• Any use of the Internet including the transmission of material, information or software 
that is in violation of any local, state or federal law.  

 

• Excessive use of the Internet or visitation on non-work related sites that are purely for 
recreation or for personal or private business, including social networking sites.  

 

• Using the Internet to convey or post negative statements about John W. Gleim, Jr., 
Incorporated, its services, employees or patients/customers. 

 

• Blogging or entering chat rooms or social networking sites.  
 

• Using the Internet to perform job searches or other research that is unrelated to John 
W. Gleim, Jr., Incorporated  

 

• Use of the Internet to facilitate infiltration of a computer or computer system(s).  
 

• Disrupting the use of the network by others.  
 

• Any posting of confidential or discretionary information.  
 

• Accessing unacceptable sites. 
 
Site categories that are considered unacceptable include, but are not limited to:  
personal social networking, adult entertainment, alcohol, drugs, gambling, games, hacking, 
lifestyles, militancy, personals/dating, racism, sex, violence, weapons, web chat.  Social media 
networking includes personal web sites, blogs, chat rooms, bulletin boards, social networks 
such as Facebook, LinkedIn, Twitter and Myspace, and video-sharing sites such as YouTube.  
Engaging in unacceptable uses or visiting unacceptable sites may result in disciplinary action 
up to and including termination. 
 
John W. Gleim, Jr., Incorporated buys and licenses computer software for business purposes. 
It does not own the copyright to this software or its documentation. Unless the software 
developer authorizes John W. Gleim, Jr., Incorporated, it does not have the right to use the 
software on more than one computer.  Employees may only use software on local area 
networks or on multiple machines according to the software license agreement. John W. 
Gleim, Jr., Incorporated. prohibits the illegal duplication of software and its documentation.  
Employees may not copy or download any computer programs without the permission of John 
W. Gleim, Jr., Incorporated 
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All computer screen savers and backgrounds should either be standard computer settings or 
contain the company name, logo, or mission statement. 
 
If any Employee knows about any violations to this policy, he/she must notify his/her direct 
supervisor or any member of Executive Management immediately. 

 
 

SOCIAL MEDIA 

John W. Gleim, Jr., Incorporated takes no position on an Employee’s decision to start or 
maintain a personal blog or participate in other personal social networking activities outside of 
work. John W. Gleim, Jr., Incorporated respects the right of Employees to write blogs and use 
social networking sites and does not want to discourage Employees from self-publishing and 
self-expression. However, it is the right and duty of the company to protect itself from 
unauthorized disclosure of information. Employees are expected to follow the guidelines and 
policies set forth to provide a clear line between you as the individual and you as the John W. 
Gleim, Jr., Incorporated Employee.  

Employees are expected to protect the privacy of John W. Gleim, Jr., Incorporated and its 
Employees and clients and are prohibited from disclosing personal Employee and 
nonemployee information and any other proprietary and nonpublic information to which 
Employees have access. Such information includes but is not limited to customer information, 
trade secrets, financial information and strategic business plans.   

The usage of John W. Gleim, Jr., Incorporated’s copyrighted name or logo is not allowed 
without written permission.  Unless specifically instructed, Employees are not authorized and 
therefore restricted to speak on behalf of John W. Gleim, Jr., Incorporated.  If you choose to 
identify yourself as a John W. Gleim Employee in personal blogs or writings, they should have 
clear statements that the views expressed are the author’s alone and do not represent the 
views of John W. Gleim, Jr., Incorporated The author should write in first person and clearly 
state that s/he is not speaking on behalf of John W. Gleim, Jr., Incorporated   Bloggers and 
commenters are personally responsible for their commentary on blogs and social networking 
sites.  Bloggers and commenters can be held personally liable for commentary that is 
considered defamatory, obscene, proprietary or libelous by any offended party, not just John 
W. Gleim, Jr., Incorporated    

It is in violation of John W. Gleim, Jr., Incorporated policy to harass, bully, or intimidate other 
Employees. Behaviors that constitute harassment and bullying include (but are not limited to) 
the following comments that are: derogatory with respect to race, religion, gender, sexual 
orientation, color, or disability; that are sexually suggestive, humiliating or demeaning; or that 
threaten to stalk, haze, or physically injure other Employees.  Such activity may also expose 
the perpetrator to legal liability beyond John W. Gleim, Jr., Incorporated’s control.  

 
Any employee in violation of this policy will be subject to reprimand up to and including 
immediate termination. 
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CLEAN CAB POLICY 
 

Definition of a clean cab: Free from food wrappers, soda cans, used or dirty rags, dried 
mud and any residue from tobacco products. 

 
Daily procedure: 

 
A. Clean cab and windows daily. 
B. Cabs must be cleaned before being transported to another job site. 
C. Superintendent or foreman will be responsible for random inspection of the heavy 

equipment on the job and prior to it being transported to another job. 
 

Cleaning Materials: 
 

A. Each employee will have access to paper towels and window cleaner. 
 
1. Cleaning materials are available on the fueling truck, safety truck or by 

personal pick-up in the shop. 
2. Use the above sources for re-supply of cleaning materials. 

 
B. Each operator will be issued a whisk broom.  

 
1. It is the responsibility of the operator to keep track of his/her broom. 
2. Lost brooms will be replaced at the expense of the operator. 
3. Whisk brooms that are worn out will be replaced, at the Company's expense, 

when they are returned to the parts manager. 
 

C. The interior of the cabs will be thoroughly cleaned, at the shop, when in for for 
maintenance or repair.  

 
Enforcement Policy: 

 
A. All operators are to enforce the clean cab policy. 
 
The superintendent or foreman will address violations of this policy and repeated 
violations will be referred to the Vice President. 

 
 
    SAFE DRIVING POLICY 
 

The safety and well being of our employees is of critical importance to the organization. We 
therefore each have a responsibility to not only protect ourselves when on the road but also 
should do our part to protect those around us. Employees who are required to drive on 
company business at any time, whether a motor vehicle or motorized, licensed equipment, will 
be expected to consistently apply and follow all the procedures below, as well as all rules and 
procedures in the Safety Manual. The proper license endorsement, which is a CDL, is required 
by DOT for moving equipment on roadways. Scrapers, Artic, etc. requires a class A CDL.  



45 

 

John W. Gleim, Jr. Inc. performs a MVR review on all employees annually. An employee with 
a borderline MVR will be reviewed every 6 months. Employees who have a poor grading will 
not be permitted to drive any company vehicle/equipment or personal vehicle while conducting 
company business. 
An acceptable driving record should not have any of the following serious offenses (Major 
Violations) within the past five years:  
 

1. DUI 
2. DWI 
3. Any other alcohol or drug-related offenses 
4. Careless Driving 
5. Chemical Test Refusal 
6. Driving after suspension or revocation of license 
7. Fleeing or eluding a police officer 
8. Leaving the scene of an accident 
9. Passing a stopped school bus 
10. Reckless Driving 
11. Speeding 20 miles above the limit 

 
 Any major violation within the past five years will automatically be considered a “poor” 
grade and employee is not authorized to drive company vehicle/equipment or personal vehicle 
while conducting company business. 
 

The chart below will be used to determine acceptable driving records and 
authorized drivers.   

 

  Motor Vehicle Grading Criteria  
 (minor violations last three years/major violations last five years) 

 
 Number of Minor 
       Violations 

 
 Number of   

 
 At-Fault 

 
Accidents  

 
 

 0 1 2 3 

0 Clear Acceptable Borderline Poor     

1 Acceptable Acceptable Borderline Poor 

2 Acceptable Borderline Poor Poor 

3 Poor Poor Poor Poor 

4 Poor Poor Poor Poor 

Any Major Violation  Poor Poor Poor Poor  

 

 

 

Procedures 

1. All employees are expected to wear seat belts at all time while in a moving 
vehicle/equipment being used for company business, whether they are the driver or a 
passenger. 
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2. Use of handheld cell phones must occur in accordance with the Cellular Telephone and 
Data Usage Policy.  

3. Engaging in other distracting activities including, but not limited to, eating, putting on 
makeup, reading or changing radio stations or music, texting is prohibited while 
driving/operating equipment on roadways and jobsites, even when in slow-moving traffic. 

4. Use of alcohol, drugs or other substances, including certain over-the-counter cold or allergy 
medications that in any way impair driving or operating ability, is prohibited and employees 
must comply with the company’s Drug, Alcohol & Controlled Substance policies at all times. 

5. All employees are expected to follow all driving laws and safety rules such as adherence to 
posted speed limits and directional signs, use of turn signals and avoidance of confrontational 
or offensive behavior while driving. Defensive driving guidelines, such as driving at safe 
speeds for conditions, maintaining proper distances, safe stopping practices and yielding to 
rights of way, must be followed at all times. 

6. Employees should never allow anyone to ride in any part of the vehicle/equipment not 
specifically intended for passenger use and/or any seat that does not include a working seat 
belt. 

7. Employees who drive commercial vehicles or who are otherwise subject to separate rules 
and regulations such as those dictated by state or federal law are also expected to adhere to 
all policies and regulations associated with the appropriate law or regulation that applies. 

8. Employees must immediately report any accidents to local law enforcement as well as to the 
company in accordance with established procedures.  

9. Employees are also expected to report any moving or parking violations received while 
driving/operating vehicles on company business and/or while operating company vehicles to 
the Safety Director and Human Resource Office within 24 hours.  

10. Failure to adhere to these procedures may result in disciplinary action per company policy. 

11.  Company vehicles/equipment are to be driven by authorized employees only.  

12.  Any employee who has a driver’s license revoked or suspended shall notify the Human 
Resources office within 24 hours and immediately discontinue operation of the company 
vehicle or any vehicle for company business. * Failure to do so may result in disciplinary 
action, including termination of employment. 

13.  Employees must have a valid and current Driver’s license to operate a company vehicle, 
or a personal vehicle with current auto insurance while on company business. 

14.  Employees are expected to drive in a safe and responsible manner and to maintain a 
good driving record. 

15.  No unauthorized personnel are allowed to ride in company vehicles/equipment. 

16.  Drivers/operators are responsible for the security of company vehicles/equipment 
assigned to them. The vehicle/equipment engine must be shut off, ignition keys removed, and 
vehicle/equipment doors locked whenever the vehicle/equipment is left unattended. 
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CELLULAR TELEPHONE AND DATA 
USAGE POLICY 

 
John W. Gleim, Inc. provides cellular telephones to some employees as a business tool and 
recognizes that other employees may use personal cellular telephones for business purposes.  
Cellular telephones are provided to assist employees in communicating with management and 
other employees, clients, associates and others with whom employees may conduct business.  
Cellular telephone use is intended for business related calls; however, occasional, brief 
personal use is permitted within a reasonable limit.  Cellular telephone activity and invoices 
may be regularly monitored.  Cellular telephones must be used in a manner consistent with all 
company policies, including anti-harassment and anti-discrimination policies.  No pictures may 
be taken of other employees or the company’s property without expressed permission. 
 
Employees may have access to cellular telephones while in their cars or while operating 
equipment or otherwise on the job site; employees must remember that their greatest 
responsibility is the safety of other employees, drivers, pedestrians, passengers and the job 
site.  Employees should take safety precautions before using cellular telephones while driving 
or on the job site.  These safety cautions include, but are not limited to the following: 
 
 1. Use the “hands free” features on cell phone or utilize company-issued Bluetooth 

devices while driving or operating equipment; 
 2. Do not text or write while driving vehicles or operating equipment; 
 3. Program frequently dialed numbers or use voice recognition dialing if available; 
 4. If a hands-free feature is not available, pull off the road or get off equipment to 

text, dial and/or talk; 
 5. Pull off the road or get off equipment if the call is distracting or reading/writing is 

required during the call; 
 6. End the telephone call as conditions become hazardous (i.e., traffic congestion, 

ice, heavy rain, snow, busy job site, etc); 
   

At all times, employees must maintain a safe job site, drive safely and obey the rules of the 
road. Many Pennsylvania municipalities and other states now prohibit the use of hand-held 
cellular telephones while operating a motor vehicle.  Employees must abide by any state or 
local laws that prohibit the use of hand-held cellular telephones or limit usage to hands free 
devices while driving.  If an employee is cited for violation of any public law in this regard, the 
employee is solely responsible for any fines or consequences associated with such a violation 
of law.   
 
Any violation of this policy or a violation of a public law prohibiting use of a hand-held cellular 
telephones while operating a motor vehicle will result in disciplinary action up to and including 
termination of employment. 
 
All employees who are distributed a company cell phone are placed on the company cell 
phone plan and internet data plan.  Each employee is permitted 2GB per month of data usage 
required for work functions.  Employees with monthly data overages of more than 2GB will 
result in a payroll deduction based on the rate charged to the company by the cell phone 
carrier.  Exceptions will be assessed by management and human resources.  
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CHAPTER FOUR 
EMPLOYEE BENEFITS 
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ELIGIBILITY 
 

Certain benefits are available to all eligible full-time employees of the Company.  Benefits 
are available to full-time employees after completing a (90) day introductory period.  These 
benefits include: 

1. Health Insurance Coverage (Includes Prescription Plan, and Vision Plan) 
2. Dental Insurance. 
3. Short-term Disability Insurance 
4. Accidental Death & Dismemberment Insurance 
5. Group Term-Life Insurance   
6. Health Insurance Deductible Reimbursement Account - HRA 
7. 401(k) Program (part-time employees who work 1,000 hours or more are also 

eligible). 
 
              See Benefits Package For More Details 
 

The health and dental insurance amount deducted from your pay will be based on the 
classification of coverage that you require- Single, Employee/Child(ren), Employee/Spouse, 
Family.  In the event of layoff or illness for less than 30 consecutive days, Health and 
Dental Insurance coverage will not be terminated, but it is the responsibility of the 
Employee to continue to pay their portion of the Health and Dental Insurance cost.  
Payment arrangements must be made with the business office.  These provisions do not 
apply to employees on Family or Medical Leave .  For benefits continued on a Family or 
Medical leave , see the Family Medical Leave policy on pages 57-64. 

 
In the event an employee does not want the benefits listed above, a "Waiver of 

Benefits" letter must be submitted. 
 
 

WAIVER OF BENEFITS 
 

If an employee does not want (or need) the benefits offered by the Company, it is possible 
to waive all or part of those benefits.  An employee must submit a signed "Waiver of 
Benefits form”  to the Human Resources Manager from whom an employee can also obtain 
the waiver form.  
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ANNUAL PAID TIME OFF (“PTO”) 
 

Regular full-time, non-exempt employees are eligible for PTO based on the following  
schedule of continuous employment with the Company. The number of PTO days an 
employee is eligible to use in any calendar year will depend on the total number 
of hours for which the employee was fully paid the previous year, excluding any 
insurance benefits payments.  All regular, overtime, PTO and holiday hours are used 
in the calculation.  Regular full-time employees who were fully paid a minimium of 1,768 
total hours from the previous year are eligible for paid PTO based on the schedule 
below. Regular full-time employees who were fully paid for less than 1,768 total hours in 
the previous year, will have their PTO pro-rated based on the total hours fully paid the 
previous year.  For example, if an employee who worked two years, was fully paid for 
884 hours (50% of 1768) in the prior calendar year, he/she would be eligible to use 50% 
of the accrued days or 2.5 days. 
 

Length of Employment  Accrued 
Days 

   

Date of Hire to Remainder of Fiscal Year 
 

- 
 

None 

At the beginning of the next Fiscal Year  -
- 

Five (5) days 
per year 

The second and third years - 
 

Seven (7) 

The fourth and fifth years - 
 

Ten (10) 

The sixth calendar year to ninth years - Fifteen (15) 

The tenth year and beyond - Eighteen 
(18) 

 
To give each employee and their family the best chance of taking their accrued PTO when 
they want to, these policies must be followed. 

1.  Prior approval for PTO days that include three consecutive days in a row must be 
secured.  No approval will given unless at least thirty (30) days written notice is given. 

2. Prior approval for PTO days that are less than three consecutive days in a row must be 
secured.  No approval will be given unless at least two (2) weeks notice is given.   

3.  PTO requests for more than five consecutive days and for deer season must have the 
specific approval of the HR Manager. 

4. Every effort will be made to honor every employee's PTO requests.  However, to 
meet the needs of our customers’ deadlines, have skilled employees available when 
needed, and meet company goals, changes may have to be made to PTO requests.  
Any proposed changes will be discussed with the affected employee(s) as early as  
possible under the circumstances. 

5.  An employee must submit an Employee Time Card for annual extended PTO.  The 
Employee Time Card must be submitted prior to leaving on PTO. 
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6. PTO days must be used by the end of the Company’s fiscal year.  This date is in 
advance of the calendar year end, 12/31/xx.  While it is highly encouraged that 
employees use their PTO time throughout the year, all unused PTO will be paid out to 
the employee at the end of the Company’s fiscal year. 

7. If you have a PTO balance available and require a day off work, scheduled or un-
schduled, you MUST use PTO for that day.  All PTO must be exhausted before a 
request for unpaid time may be submitted for review.   

1. An employee cannot request days off without pay in order to save annual PTO 
days.  When work is available and/or an employee is scheduled and employee 
does not report to work, he/she will be charged PTO days as available.   

8. Requests to cash in PTO days must be approved by the President of the Company. 

9. An employee who resigns their employment while in good standing with the Company 
and provides two (2) weeks notice of resignation is eligible to be paid for an accrued, 
unused PTO day(s).  An employee who is involuntarily terminated by the Company, who 
resigns their employment not in good standing with the Company or with the requisite 
two (2) weeks notice or who resigns in lieu of involuntary termination, is not eligible to 
be paid for any accured, unused PTO day(s).  If any dispute exits, the Company 
reserves the right to determine, in its sole discretion, if any employee is in good 
standing. 

 
ABSENCES DUE TO ILLNESS 

 
When a scheduled employee cannot report to work, he/she must call their manager at the 
earliest possible time but no later than one hour prior to his/her  starting time.  An employee 
who is absent from work due to non-work related illness or injury may use any unused, 
accrued PTO days.  If he/she does not have any unused, accrued PTO days, he/she will be off 
work without pay. 

 
When an employee has been off sick for (3) consecutive days a doctor’s note is required 
before returning to work.  Any employee who has excessive absenteeism will be subject to 
discipline, including termination.   

 
HOLIDAYS 

 
The Company has set the following days as paid holidays for regular full time employees: 

 
New Year's Day 
Memorial Day 

Independence Day (July 4) 
Labor Day 

Thanksgiving Day 
Day after Thanksgiving 

Christmas Day 
 

The Company will be closed on the above holidays and employees are not required to be 
at work.  If an employee takes time off in conjunction with a paid holiday, annual PTO must 
be used and the proper request procedures must be followed as detailed in the section on 
ANNUAL PAID TIME OFF. 
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If an employee does not schedule annual PTO in conjunction with a holiday, the employee  
must have worked at  least  eight (8) hours during the work week in which the holiday falls.  

 
An employee must include the holiday hours on the Employee Time Card for that week. 
 

 
BEREAVEMENT LEAVE 

 
In the event of a death in your immediate family, full-time regular employees will be paid 1 
day bereavement pay and make take up to two additional days off without pay to assist in 
arrangements or to attend the funeral.  PTO days may be used in lieu of days without pay 
provided you are eligible for them. 

 
Immediate family is considered to be: spouse, mother, father, son, daughter, brother, sister, 
grandparents, and in-laws. 

 
Up to one day without pay will be granted for someone outside the immediate family. 

 
 
 

EMERGENCIES 
 

In the event the office receives word of an emergency related to your family, you will be 
notified as quickly as possible.  Should you be at a location away from the office, we will 
make arrangements to contact you, and if necessary, see to it that you return home 
immediately. 
 
 

JURY DUTY 
 

The Company recognizes the important civic duty of citizens serving for jury duty.  No 
employee will be terminated for jury duty.  However, an employee must immediately notify the 
Company after receiving the initial notice that he or she is to serve as a juror.  The employee 
must also return to work no later than the day following termination of services as a juror.  Non-
exempt employees are not compensated for time off taken to serve on a jury duty and any jury 
duty leave is not counted as hours worked for overtime pay calculations.  Finally, exempt 
employees will not be paid for any work weeks that they are wholly absent from work due to 
jury duty.   
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MILITARY LEAVE AND BENEFIT RIGHTS 
UNDER USERRA  

AND PA MILITARY LEAVE OF ABSENCE 
LAW 

 
A. The Uniformed Services Employment and Reemployment Rights Act (USERRA) 
 
USERRA protects the job rights of individuals who voluntarily or involuntarily leave 
employment positions to undertake military service or certain types of service in the National 
Disaster Medical System.  USERRA also prohibits employers from discriminating against past 
and present members of the uniformed services, and applicants to the uniformed services. 
 
B. PA Military Leave of Absence Law 
 
The Pennsylvania Military Leave of Absence law prohibits employers from discriminating 
against individuals who are members of the National Guard or one of the other reserve 
components of the United States armed forces, or who are called to active state duty by the 
governor during an emergency or as otherwise authorized by law, or called to active duty by 
the federal government. 

 
C. Reemployment Rights 
 
You have the right to be reemployed in your civilian job if you leave that job to perform service 
in the uniformed service and you meet all of the following qualifications:  you ensure that the 
company receives advance written or verbal notice of your service as soon as you know you 
will be performing military service; you have five years or less of cumulative service in the 
uniformed services while with the company; you return to work or apply for reemployment in a 
timely manner after conclusion of service; and you have not been separated from service with 
a disqualifying discharge or under other than honorable conditions. 
 
If you are eligible to be reemployed, you must be restored to the job and benefits you would 
have attained if you had not been absent due to military service or, in some cases, a 
comparable job. 
 
D. Right to be Free from Discrimination and Retaliation 
 
The company will not discriminate against any person who is a past or present member of the 
uniformed service, has applied for membership in the uniformed service, or is obligated to 
serve in the uniformed service, because of such status.  The protection against discrimination 
will extend to initial employment, reemployment, retention in employment, promotion, and any 
benefit of employment because of this status.   
 
In addition, the company will not retaliate against anyone asserting protection afforded under 
USERRA or assisting in the enforcement of USERRA rights, including testifying or making a 
statement in connection with a proceeding under USERRA, even if that person has no service 
connection.  If you believe that you have been discriminated against or harassed because of 
your military service, or have witnessed such discrimination or harassment, you can make a 
report as set forth in the Harassment-Free Environment Policy in this handbook. 
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E. Health Insurance Protection 
 

1. Right to election of continuing coverage 
 
a. If you leave your job to perform military service as covered by USERRA, 
you have the right to elect to continue your existing employer-based health plan 
coverage for you and your dependents.  The maximum period of coverage for 
you and your dependents is the lesser of the 24-month period beginning on the 
date on which your absence begins, or the day after the date on which you fail to 
apply for or return to a position of employment.  If you elect to continue coverage, 
you will pay the same cost as the employer’s cost for the first 30 days of military 
service, and you will pay no more than 102% of the employer’s cost after the first 
30 days of military service. 

 
b. If you are covered by the Pennsylvania Military Leave of Absence Law, 
you may have additional rights in connection with your health insurance. 

 
2. Electing continuing coverage 

 
If you elect to continue your health plan coverage in accordance with paragraph 

E.1.a., you must do so within 60 days of the date on which your absence to perform 
military service begins.  Election of continued coverage does not preclude you from 
electing COBRA coverage, which is also discussed in this handbook. 
 

If you want to elect to continue your health plan coverage under paragraph 
E.1.a., you must notify Human Resources Manager within 60 days.  The notice must be 
in writing and mailed or delivered in person to Human Resources Manager at the 
address below.   

 
Contact Information: 
Human Resources Manager 
John W. Gleim, Jr., Incorporated 
625 Hamilton Street 
Carlisle, PA  17013 
(717) 243-7160 x 240 
 

If you fail to make timely premium payments, coverage may be terminated.  Once you 
have provided notice that you wish to continue coverage, the company will advise you 
of the cost of coverage and when and how payments must be made. 

 
In order to protect your rights, you should keep the Human Resources Manager 
informed of any changes in your address.  You should also keep a copy, for your 
records, of any notices you send to the Human Resources Manager. 
 
 
3. Not electing coverage—Rights at the time of reinstatement 
 
 Even if you do not elect to continue coverage during your military service, you 
have the right to be reinstated in the company’s health plan when you are reemployed, 
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generally without any waiting periods or exclusions (e.g., pre-existing condition 
exclusions) except for service-connected illnesses or injuries. 
 

F. Other Benefit Rights Under USERRA 
 
 1. Pension Plan 
 

If the company’s pension plan is covered by USERRA, you will be treated as not 
having incurred a break in service with the company.  Your military service will be 
considered as service with the company for vesting and benefit accrual purposes, and 
the company is liable for funding any resulting obligation.  To the extent that you repay 
employee contributions upon reemployment with the company, you are entitled to 
accrued benefits from those contributions.  Your repayment of employee contributions 
can be made over three times the period of military service but no longer than five 
years.   

 
For purposes of determining your contributions or the company’s obligation, your 

compensation during the period of your military service will be based on the rate of pay 
you would have received from the company but for your absence during the period of 
service.  If your compensation was not based on a fixed rate or the determination is not 
reasonably certain, your compensation during the period of service is computed on the 
basis of your average rate of compensation during the 12-month period immediately 
preceding such period, or, if shorter, the period of employment immediately preceding 
such period. 

 
 2. Other Benefits 
 

Once you return to work, you are entitled to the seniority, and the rights and 
benefits based on that seniority, that you would have attained with reasonable certainty 
had you remained continuously employed.  However, the position you return to may not 
necessarily be the same job you held before your military service, particularly if you 
would have been promoted, demoted, transferred, or laid off with reasonable certainty 
had you not been absent.  You are also entitled to participate in any rights and benefits 
not based on seniority that are available to employees on nonmilitary paid or unpaid 
leaves of absence, and that became effective during your service.  

 
 

IMPORTANT INFORMATION 
ABOUT YOUR USERRA 

CONTINUATION COVERAGE RIGHTS 
 
What is continuation coverage? 
 
Federal law requires that most group health plans give employees the opportunity to continue 
their and their dependent’s health care coverage when the employee leaves his or her job to 
perform military service. 
 
How long will continuation coverage last? 
 
The maximum period of coverage is the lesser of the 24-month period beginning on the date 
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on which the employee’s absence begins, or the day after the date on which the employee fails 
to apply for or return to a position of employment.  This notice shows the maximum period of 
continuation coverage available to covered employees.  
 
Continuation coverage will be terminated before the end of the maximum period if any required 
premium is not paid in full on time. 
 
How can you elect USERRA continuation coverage? 
 
To elect continuation coverage for yourself and your dependents, you must complete the 
Election Form and furnish it according to the directions on the form.  
 
How much does USERRA continuation coverage cost? 
 
If you elect to continue coverage, you will pay the same cost as the employer’s cost for the first 
30 days of military service, and you will pay no more than 102% of the employer’s cost after 
the first 30 days of military service.  The required payment for each continuation coverage 
period for each option is described in this notice.  
 
When and how must payment for USERRA continuation coverage be made? 
 
First payment for continuation coverage 
 
If you elect continuation coverage, you do not have to send any payment with the Election 
Form.  However, you must make your first payment for continuation coverage not later than 45 
days after the date of your election. (This is the date the Election Notice is post-marked, if 
mailed.) If you do not make your first payment for continuation coverage in full not later than 45 
days after the date of your election, you will lose all continuation coverage rights under the 
Plan. You are responsible for making sure that the amount of your first payment is correct. You 
may contact Human Resources Director at (717) 243-7160 extension 240 to confirm the 
correct amount of your first payment. 
 
Periodic payments for continuation coverage 
 
After you make your first payment for continuation coverage, you will be required to make 
periodic payments for each subsequent coverage period. The amount due for each coverage 
period for each qualified beneficiary is shown in this notice. The periodic payments can be 
made on a monthly basis. Under the Plan, each of these periodic payments for continuation 
coverage is due on the 10th day of the month for that coverage period. If you make a periodic 
payment on or before the first day of the coverage period to which it applies, your coverage 
under the Plan will continue for that coverage period without any break. The Plan will not send 
periodic notices of payments due for these coverage periods. 
 
Grace periods for periodic payments 
 
 
Although periodic payments are due on the dates shown above, you will be given a grace 
period of 30 days after the first day of the coverage period to make each periodic payment. 
Your continuation coverage will be provided for each coverage period as long as payment for 
that coverage period is made before the end of the grace period for that payment. However, if 
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you pay a periodic payment later than the first day of the coverage period to which it applies, 
but before the end of the grace period for the coverage period, your coverage under the Plan 
will be suspended as of the first day of the coverage period and then retroactively reinstated 
(going back to the first day of the coverage period) when the periodic payment is received. 
This means that any claim you submit for benefits while your coverage is suspended may be 
denied and may have to be resubmitted once your coverage is reinstated. 
 
If you fail to make a periodic payment before the end of the grace period for that coverage 
period, you will lose all rights to continuation coverage. 
 
Your first payment and all periodic payments for continuation coverage should be sent to: 
Human Resources Director; John W. Gleim, Jr., Incorporated; 625 Hamilton Street; Carlisle, 
PA 17013. 
 
For more information 
 
If you have any questions concerning the information in this notice, your rights to coverage, or 
if you want a copy of your summary plan description, you should contact: 
 

Human Resources Manager 
John W. Gleim, Jr., Incorporated 
625 Hamilton Street 
Carlisle, PA 17013 
(717) 243-7160 x 240 

 
Keep Your Plan Informed of Address Changes 
 
In order to protect your and your family's rights, you should keep the Plan Administrator 
informed of any changes in your address and the addresses of family members. You should 
also keep a copy, for your records, of any notices you send to the Plan Administrator. 
 
 

FAMILY AND MEDICAL LEAVE ACT 
 
The Family and Medical Leave Act of 1993 (“FMLA”) provides any eligible employee up to 12 
weeks of unpaid, job-protected leave, in a given 12 month period for the following reasons:  
incapacity due to pregnancy, prenatal medical care or child birth; to care for the employee’s 
child after birth or placement of a child in adoption or foster care; to care for a family member 
(child, spouse, parent) with a serious health condition; for the employee’s own serious health 
condition that prevents the employee from doing his or her job; or to address certain qualifying 
exigencies in support of a family member’s (child, spouse, parent) active duty or call to active 
duty status in the National Guard or Reserves.  Qualifying exigencies may include attending 
certain military events, arranging for alternative childcare, addressing certain financial and 
legal arrangements, attending certain counseling sessions and attending post-deployment 
reintegration briefings.   
 
The FMLA also provides an eligible employee up to 26 weeks of unpaid, job-protected leave 
during a single 12-month period to care for a covered service member who has a serious 
illness or injury sustained in the line of duty on active duty, if the employee is the spouse, child, 
parent or next of kin of the service member.   
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Set out below are the basic employee rights and obligations under the FMLA.  Please contact 
the Human Resources Director with any questions or to obtain more specific information 
regarding FMLA leave.  Also, please note that this policy is not intended to create any 
contractual rights of an employee with John W. Gleim, Jr., Incorporated 
 
I. Employee Eligibility 
To be eligible for FMLA benefits, an employee must: 

1.    have been working for the Company for at least 12 months;  
2.    have worked for the Company at least 1250 hours of service during the 12-month 
period   immediately preceding the start of the leave; and 
3.   work at a location where at least 50 employees are employed by the company within a 
75-mile radius. 

 
II. Circumstances when the leave may be taken 
 
An eligible employee may take FMLA leave for the following reasons: 

1.  for incapacity due to pregnancy or prenatal medical care, the birth and/or care of a 
 newborn child; 

2.  for the placement of a child for adoption or foster care with the employee; 
 3.  for the care of the employee’s spouse, child or parent with a serious health condition; 

4.  for medical leave when the employee is unable to perform his or her job functions 
because of a serious health condition;  

5.  to address certain qualifying exigencies in support of a spouse, child or parent’s 
active duty or call to active duty in the National Guard or Reserves; or 

6.  to care for a covered service member who is a current member of the Armed Forces, 
including the National Guard or Reserves, and has a serious illness or injury 
sustained in the line of duty on active duty that may render the service member 
medically unfit to perform his or her duties for which the service member is 
undergoing medical treatment, recuperation or therapy, is in outpatient status or is 
on the temporary disability retired list, where the employee is the spouse, child, 
parent or next of kin of the covered service member. 

 
Spouses employed by the Company are jointly entitled to a combined total of 12 weeks of 
FMLA leave for birth or placement of a child in adoption or foster care, to care for a child after 
birth or placement or to care for a parent (but not a parent-in-law) with a serious health 
condition.  Any leave for birth or placement for adoption or foster care must conclude within 12 
months of the date of birth or placement.  If a husband and wife both work for the Company 
and each wish to take leave to care for a covered injured or ill service member, the husband 
and wife may only take a combined total of twenty-six (26) weeks of leave. 

 
 
 
 
A “serious health condition” is defined as an illness, injury, impairment or physical or mental 
condition involving: 
 

1.   Inpatient care (i.e. an overnight stay) in a hospital, hospice or residential medical 
facility, including any period of incapacity (defined as inability to work, attend school 
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or perform regular daily activities due to the serious health condition, treatment 
therefore or recovery therefrom), or any subsequent treatment in connection with 
such inpatient care; or 

 
2.   Continuing treatment by a health care provider.  A serious health condition 

involving continuing treatment by a healthcare provider includes any one or more of 
the following: 

 
(A) A period of incapacity of more than 3 consecutive calendar days, and any 
subsequent treatment or period of incapacity relating to the same condition that involves 
at least two visits to a health care provider or one visit and a regimen of continuing 
treatment. 
(B) Any period of incapacity or treatment for such incapacity due to pregnancy, or for 
prenatal care. 
(C) Any period of incapacity or treatment for such incapacity due to a “chronic 
serious health condition.  A “chronic serious health condition” is one which: 
(i) Requires periodic visits (at least twice a year) for treatment by a healthcare 
provider, or by a nurse under the direct supervision of a healthcare provider. 
(ii) Continues over an extended period of time (including reoccurring episodes of a 

single underlying condition); and 
(iii) May cause episodic rather than a continuing period of incapacity (e.g. asthma, 

diabetes, epilepsy, etc.). 
 

(D) A period of incapacity which is permanent or long-term due to a condition for 
which treatment may not be effective, and which requires the continuing supervision of, 
but not necessarily active treatment, by a healthcare provider (e.g. Alzheimer’s, severe 
stroke, or terminal stages of disease, etc.).   
(E) Any period of absence to receive multiple treatments (including any period of 
recovery there from) by a healthcare provider or by a provider of healthcare services 
under the orders of or on referral by, a healthcare provider, either for restorative surgery 
after an accident or other injury, or for a condition that would likely result in a period of 
incapacity of more than three consecutive calendar days in the absence of medical 
intervention or treatment, such as cancer (chemotherapy, radiation, etc), severe arthritis 
(physical therapy), or kidney disease (dialysis). 

 
The term “healthcare provider” includes: 

Doctors of medicine or osteopathy authorized to practice medicine or surgery by 
the state in which the doctor practices; Podiatrist, dentists, clinical psychologists, 
optometrists and, under certain circumstances, Chiropractors authorized to 
practice under state law; Nurse practitioners, nurse-midwives, clinical social 
workers and physician assistants who are authorized to practice under state law; 
and Christian Science practitioners. 

 
 
A “serious injury or illness” means in the case of a member of the Armed Forces, including a 
member of the National Guard or Reserves, an injury or illness incurred in the line of duty on 
active duty that renders the service member medically unfit to perform the duties of the service 
member’s office, grade, rank or rating. 
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“Next of kin” is defined as the nearest blood relative, other than the spouse, child or parent of 
the covered service member in the following order of priority unless the service member has 
specified another blood relative in writing:  blood relatives who have been granted legal 
custody of the service member; siblings; grandparents; aunts and uncles; and first cousins.  

II. Types of Leave Available 
 
An eligible employee may take up to 12 workweeks of leave during a given 12-month period 
for any one or more circumstances described above other than for leave to care for a covered 
service member.  For the purpose of FMLA Leave, a “12-month period” in which leave occurs 
is a “rolling” 12-month period measured backward from the date the employee uses any FMLA 
leave.  The Company reserves the right to change the method by which it calculates the 12-
month period, subject to proper notice in advance.  Any transition will be without prejudice to 
any employee’s leave or benefit rights. 
 
An eligible employee may take up to 26 workweeks of leave during a single 12-month period to 
care for a covered service member, as set forth above.  The single 12-month period begins on 
the first day the eligible employee takes FMLA leave to care for a covered service member and 
ends 12 months after that date.  If an eligible employee does not take all of his or her 26 
workweeks of leave entitlement to care for a covered service member during this “single 12-
month period”, the remaining part of the 26 workweeks of leave entitlement is forfeited.  When 
an employee takes leave to care for more than one service member or for a subsequent injury 
or illness of the same service member, the employee is limited to no more than 26 workweeks 
of leave in each single 12-month period if the 12-month periods corresponding to the different 
leaves overlap.  An employee is entitled to a combined total of 26 workweeks of leave for any 
FMLA-qualifying reason during the single 12-month period; however, the employee is never 
entitled to more than 12 workweeks of leave for one or more of the types of FMLA leave other 
than care of a service member.   
 
 Under certain circumstances, leave may be taken intermittently, or on a reduced leave 
schedule.  “Intermittent leave” is FMLA leave taken in separate blocks of time due to a single 
qualifying reason, and may be taken for a serious health condition which requires treatment by 
a healthcare provider periodically, rather than for one continuous period of time, and may 
include leave of periods from one hour or more to several weeks.  “Reduced leave schedule” is 
a leave schedule that reduces an employee’s usual number of working hours per workweek, or 
hours per work day. 
 
Intermittent or reduced schedule leave may be taken when medically necessary to care for an 
employee’s own serious health condition which prevents the employee from working, to take 
care of a spouse, child or parent with a serious health condition or to care for a covered 
service member with a serious injury or illness.  Intermittent or reduced schedule leave may be 
taken for a qualifying exigency.  If leave is requested for the birth of a child or for the adoption 
or placement of a child in foster care, intermittent or reduced schedule leave is subject to 
Company approval.  
 
Upon request for intermittent or reduced schedule leave that is foreseeable based upon 
planned medical treatment (including recovery from a serous health condition), the Company 
may require temporary transfer by the employee to an available alternative position for which 
the employee is qualified and which better accommodates recurring periods of leave. 
 
IV. Paid vs. Unpaid Leave 
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Generally, FMLA leave is unpaid.  The Company requires, however, its employees to 
substitute all available paid time off for FMLA leave.   
 
V. Employee Entitlements While on Leave 
 
During FMLA leave, the Company will maintain the employee’s benefits, if any, under the 
existing group health plan.  Any employee on FMLA leave must continue to pay any share of 
healthcare premiums which had been paid by the employee prior to the FMLA leave.  If the 
employee’s portion of healthcare premiums become 30 or more days past due, the Company 
may cease to maintain the employee’s healthcare coverage.  Also, if the rate of the employee’s 
healthcare premiums change during the FMLA leave, the employee must pay the new rate.  
The Company reserves the right to recover the employee’s share of any premium payments 
missed by the employee during any FMLA leave period if the Company pays the employee’s 
share missed during that period. 
 
An employee may choose not to retain healthcare coverage during any FMLA leave.  Any 
employee choosing not to maintain healthcare during an FMLA leave may have coverage 
reinstated upon returning from leave on the same terms existing prior to taking the leave. 
 
If the employee notifies the Company at any time that he or she will not return from leave, the 
Company may end the employee’s benefits under the group health plan and the Company 
reserves the right to recover any healthcare premiums paid by the Company on behalf of the 
employee during such leave. 
 
VI. Employee Entitlement Upon Returning From FMLA Leave 
 
Upon returning from FMLA leave, an employee will return to the same position held when 
leave commenced, or to an equivalent position with equal pay, benefits and other terms and 
conditions of employment.  An employee does not have an absolute right, however, to be 
returned to the same position held immediately before leave commenced.  The FMLA does not 
provide to an employee any greater right to reinstatement or other benefits and conditions of 
employment than if the employee had been continuously employed during the FMLA leave 
period. 
 
In certain limited circumstances, the Company may deny job restoration to any salaried, FMLA 
eligible employee who is among the highest paid 10 percent of all employees employed within 
75 miles of the employee’s work site and is a “key employee” as defined in the FMLA. 
 
Use of FMLA leave will not result in the loss of any employment benefit that accrued prior to 
the start of an employee’s FMLA leave. 
 
 
 
VII. Employee’s Duty to Notify under the FMLA 
 
In circumstances where the need for leave is foreseeable, the employee must provide 30 days’ 
advance notice before FMLA leave is expected to begin.  If the need for leave is not 
foreseeable, notice must be provided as soon as practicable and generally must comply with 
the Company’s normal call-in procedures.  If the need for FMLA leave is not foreseeable, the 
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employee will be expected to give notice of the need for FMLA leave within one or two 
business days of when the need for leave becomes known to the employee, unless 
extraordinary circumstances exist.  If an employee fails to give 30 days notice for leave that is 
foreseeable with no reasonable excuse for the delay, the Company may deny the taking of 
leave until 30 days after the employee provides notice to the Company of the need for leave. 
 
Employees must provide sufficient information for the Company to determine if the leave may 
qualify for FMLA protection and the anticipated timing and duration of the leave.  Sufficient 
information may include that the employee is unable to perform job functions, the family 
member is unable to perform daily activities, the need for hospitalization or continuing 
treatment by a health care provider or circumstances supporting the need for military family 
leave.  Employees also must inform the Company if the requested leave is for a reason for 
which FMLA leave was previously taken or certified.   
 
When planning medical treatment, an employee should consult with the Company and make a 
reasonable effort to schedule the leave to assist in minimizing disruption of the Company’s 
operations.  An employee should consult with the Company prior to the scheduling of 
treatment in order to work out a treatment schedule which best suits the needs of the 
Company and the employee. 
 
VIII. Certification Required for FMLA Leave 
 
Upon request by an eligible employee for FMLA leave to care for an employee’s seriously ill 
spouse, child or parent, for a covered service member with a serious injury or illness or for the 
employee’s own serious health condition that makes the employee unable to work, the 
Company may require that the employee provide supporting medical certification issued by the 
healthcare provider of the employee, the employee’s ill family member or authorized 
healthcare provider of the covered service member.   
 
The Company may require that an employee’s leave because of a qualifying exigency be 
supported by a certification by the employee.  The Company also may require, for the first time 
an employee requests leave because of a qualifying exigency, a copy of the covered service 
member’s active duty order or other military documentation that indicates that the covered 
service member is on active duty or call to active duty status in support of a contingency 
operation and the dates of the active duty service.  If the qualifying exigency involves meeting 
with a third party, the Company may verify the meeting or appointment schedule by contacting 
the individual or entity with whom the employee is meeting. 
 
The employee must provide the requested certification within 15 calendar days of the 
Company’s request, unless the circumstances prevent timely submission of the certification 
despite the employee’s diligent, good faith efforts.  The Company will provide necessary 
certification forms for completion by the healthcare provider or employee upon request. 
 
If the certificate is incomplete or insufficient, the Company will provide the employee with 
seven calendar days (unless not practicable under the particular circumstances despite the 
employee’s diligent good faith efforts) to cure specified deficiencies and resubmit the 
certification.  The Company also may contact the health care provider directly, pursuant to the 
requirements of the Health Insurance Portability and Accountability Act, for purposes of 
clarification and authentication once an employee has had the opportunity to cure deficiencies.   
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When medical leave is requested because of the employee’s own serious health condition, the 
healthcare provider’s certification must also provide a statement that the employee is unable to 
perform essential functions of the employee’s position.  When medical leave is requested to 
care for a family member with a serious health condition or is requested to care for a covered 
service member, the healthcare provider’s certification must also include a statement that the 
patient requires assistance for basic medical or personal needs or safety or for transportation, 
or that the employee’s presence to provide psychological comfort is important in terms of the 
patient’s recovery. 
 
After submission of a completed certification signed by the healthcare provider (if certification 
is required), the Company may request that the employee obtain a second opinion at the 
Company’s expense from a healthcare provider chosen by the Company.  If the opinions of the 
employee’s and the Company’s designated healthcare providers differ, the Company may 
require a third opinion at the employer’s expense from a mutually agreed upon healthcare 
provider.  The third opinion shall be final and binding.  The Company will not request a second 
or third opinion when the employee’s leave is to care for a covered service member. 
 
In certain circumstances, the Company may require re-certification to support continuing FMLA 
medical leave.  These circumstances include, but are not limited to: 
 
 (1)  a request for extension of leave by an employee; 
 
 (2)  changed circumstances regarding the illness or injury; or 
 

(3)  receipt of information by the Company which casts a doubt upon the validity of the         
most recent certification. 

 
The employee must provide the re-certification within 15 days of the Company’s request, 
unless circumstances prevent timely submission of the re-certification despite the employee’s 
diligent, good faith efforts.  Any re-certification requested by the Company shall be at the 
employee’s own expense.  The Company will not request recertification when the employee’s 
leave is to care for a covered service member. 
 
The Company may also require periodic reports from an employee on FMLA leave regarding 
the employee’s status and intent to return to work.  If upon request by the Company for a 
periodic report the employee gives unequivocal notice of an intent not to return to work, the 
Company’s obligations to provide health benefits and to restore the employee to his or her 
position end. 
 
If an employee discovers after beginning FMLA leave that he or she needs to take more or 
less leave than originally anticipated, the employee must give the Company notice of the 
changed circumstances where foreseeable, within two business days. The Company may 
request information on such changed circumstances through requested periodic status reports. 
 
In the event the FMLA leave was granted for an employee’s own serious illness which 
prevented the employee from performing his or her job functions, the employee must obtain 
and present certification from a healthcare provider that the employee is able to resume work. 
 
In the event of foreseeable leave, failure to submit required certification or if the deficiencies 
are not cured in the resubmitted certification, the Company may deny FMLA leave until a 
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complete and sufficient certification is received.  Also, if an employee fails to provide a 
requested fitness for duty certification to return to work, the Company may deny job restoration 
until the employee submits the certification. 
 
IX. The Company’s Responsibilities 
 
The Company will inform employees requesting leave whether they are eligible under the 
FMLA and state any additional information that employees are required to provide (such as a 
health care certification), as well as the employees’ rights and responsibilities.  If they are not 
eligible, the Company will provide a reason for the ineligibility.  The Company will inform 
employees if leave will be designated as FMLA-protected and the amount of leave counted 
against the employee’s leave entitlement.  If the Company determines that the leave is not 
FMLA-protected, the Company will notify the employee.  
 
X. Unlawful Acts & Enforcement 
 
It is unlawful for the Company to interfere with, restrain or deny the exercise of any right 
provided by the FMLA.  It is also unlawful for the Company to discharge or discriminate against 
any individual for opposing any practice made unlawful by the FMLA, or because of 
involvement in any proceeding related to the FMLA.  
An employee may file a complaint with the United States Department of Labor or bring a 
private lawsuit against an employer.  The FMLA does not affect any federal or state law 
prohibiting discrimination, or supersede any state or local law or collective bargaining 
agreement that provides greater family or medical leave rights. 
 
 

CONTINUATION COVERAGE RIGHTS 
UNDER COBRA 

 
Introduction 
 
You may be covered by one or all of John W. Gleim, Jr., Incorporated’s (“Gleim’s”) group 
medical or dental insurance plans (collectively referred to as the “Plan”). This policy contains 
important information about your right to COBRA continuation coverage, which is a temporary 
extension of coverage under the Plan.  
 
The right to COBRA continuation coverage was created by a federal law, the Consolidated 
Omnibus Budget Reconciliation Act of 1985 (COBRA). COBRA continuation coverage can 
become available to you when you would otherwise lose your group health coverage. It can 
also become available to other members of your family who are covered under the Plan when 
they would otherwise lose their group health coverage. For additional information about your 
rights and obligations under the Plan and under federal law, you should review the Plan's 
Summary Plan Description or contact the Plan Administrator. 
 
What is COBRA Continuation Coverage? 
 
COBRA continuation coverage is a continuation of Plan coverage when coverage would 
otherwise end because of a life event known as a "qualifying event." Specific qualifying events 
are listed later in this policy. After a qualifying event, COBRA continuation coverage must be 
offered to each person who is a "qualified beneficiary." You, your spouse, and your dependent 
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children could become qualified beneficiaries if coverage under the Plan is lost because of the 
qualifying event. Under the Plan, qualified beneficiaries who elect COBRA continuation 
coverage must pay for COBRA continuation coverage. 
 
As an employee, you will become a qualified beneficiary if you lose your coverage under the 
Plan because either one of the following qualifying events happens: 

• Your hours of employment are reduced, or 

• Your employment ends for any reason other than your gross misconduct. 
 
The spouse of an employee will become a qualified beneficiary if he/she loses his/her 
coverage under the Plan because any of the following qualifying events happens: 

• The employee dies; 

• The employee's hours of employment are reduced; 

• The employee's employment ends for any reason other than his or her gross 
misconduct; 

• The employee becomes entitled to Medicare benefits (under Part A, Part B, or both); or 

• The employee becomes divorced or legally separated from his/her spouse. 
 
An employee’s dependent children will become qualified beneficiaries if they lose coverage 
under the Plan because any of the following qualifying events happens: 

• The parent-employee dies; 

• The parent-employee's hours of employment are reduced; 

• The parent-employee's employment ends for any reason other than his or her gross 
misconduct; 

• The parent-employee becomes entitled to Medicare benefits (Part A, Part B, or both); 

• The parents become divorced or legally separated; or 

• The child stops being eligible for coverage under the plan as a "dependent child." 
 
When is COBRA Coverage Available? 
 
The Plan will offer COBRA continuation coverage to qualified beneficiaries only after the Plan 
Administrator has been notified that a qualifying event has occurred. When the qualifying event 
is the end of employment or reduction of hours of employment, death of the employee, or the 
employee's becoming entitled to Medicare benefits (under Part A, Part B, or both), the 
employer must notify the Plan Administrator of the qualifying event. 
 
You Must Give Notice of Some Qualifying Events 
 
For the other qualifying events (divorce or legal separation of the employee and spouse or a 
dependent child's losing eligibility for coverage as a dependent child), you must notify the Plan 
Administrator within 30 days after the qualifying event occurs. You must provide this notice to: 
Human Resources Manager; John W. Gleim, Jr., Incorporated; 625 Hamilton Street; Carlisle, 
PA  17013-1925.  The notice must be in writing and mailed or delivered in person to the 
Human Resources Director at the address stated above.  If the event is divorce, you must also 
submit the information on a change of employee status form. 
 
How is COBRA Coverage Provided? 
 
Once the Plan Administrator receives notice that a qualifying event has occurred, COBRA 
continuation coverage will be offered to each of the qualified beneficiaries. Each qualified 
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beneficiary will have an independent right to elect COBRA continuation coverage. Covered 
employees may elect COBRA continuation coverage on behalf of their spouses, and parents 
may elect COBRA continuation coverage on behalf of their children. 
 
COBRA continuation coverage is a temporary continuation of coverage. When the qualifying 
event is the death of the employee, the employee's becoming entitled to Medicare benefits 
(under Part A, Part B, or both), your divorce or legal separation, or a dependent child's losing 
eligibility as a dependent child, COBRA continuation coverage lasts for up to a total of 36 
months. When the qualifying event is the end of employment or reduction of the employee's 
hours of employment, and the employee became entitled to Medicare benefits less than 18 
months before the qualifying event, COBRA continuation coverage for qualified beneficiaries 
other than the employee lasts until 36 months after the date of Medicare entitlement.  
 
For example, if a covered employee becomes entitled to Medicare 8 months before the date 
on which his employment terminates, COBRA continuation coverage for his spouse and 
children can last up to 36 months after the date of Medicare entitlement, which is equal to 28 
months after the date of the qualifying event (36 months minus 8 months).  
 
Otherwise, when the qualifying event is the end of employment or reduction of the employee's 
hours of employment, COBRA continuation coverage generally lasts for only up to a total of 18 
months. There are two ways in which this 18-month period of COBRA continuation coverage 
can be extended. 
 
Disability extension of l8-month period of continuation coverage 
 
If you or anyone in your family covered under the Plan is determined by the Social Security 
Administration to be disabled and you notify the Plan Administrator in a timely fashion, you and 
your entire family may be entitled to receive up to an additional 11 months of COBRA 
continuation coverage, for a total maximum of 29 months. The disability would have to have 
started at some time before the 60th day of COBRA continuation coverage and must last at 
least until the end of the 18-month period of continuation coverage. If you or anyone in your 
family covered under the Plan is determined to be disabled by the Social Security 
Administration, you or your family member must notify the Human Resources Manager; John 
W. Gleim, Jr., Incorporated; 625 Hamilton Street; Carlisle, PA  17013-1925, in writing, within 
ten (10) days of your or your family member’s receipt of the determination in the Social 
Security Administration.  The notice must be mailed and addressed to the Human Resources 
Director at the address listed above or delivered in person to the Human Resources Director.  
If mailed, Gleim must receive the notice within ten (10) days of your or your family member’s 
receipt of the determination by the Social Security Administration’s determination.  You or your 
family member must provide a copy of the determination by the Social Security Administration 
with the notice delivered to the Human Resources Manager. 
 
 
Second qualifying event extension of l8-month period of continuation coverage 
 
If your family experiences another qualifying event while receiving 18 months of COBRA 
continuation coverage, the spouse and dependent children in your family can get up to 18 
additional months of COBRA continuation coverage, for a maximum of 36 months, if notice of 
the second qualifying event is properly given to the Plan. This extension may be available to 
the spouse and any dependent children receiving continuation coverage if the employee or 
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former employee dies, becomes entitled to Medicare benefits (under Part A, Part B, or both), 
or gets divorced or legally separated, or if the dependent child stops being eligible under the 
Plan as a dependent child, but only if the event would have caused the spouse or dependent 
child to lose coverage under the Plan had the first qualifying event not occurred. 
 
If You Have Questions 
 
Questions concerning your Plan or your COBRA continuation coverage rights should be 
addressed to the contact or contacts identified below. For more information about your rights 
under ERISA, including COBRA, the Health Insurance Portability and Accountability Act 
(HIPAA), and other laws affecting group health plans, contact the nearest Regional or District 
Office of the U.S. Department of Labor's Employee Benefits Security Administration (EBSA) in 
your area or visit the EBSA website at www.dol.gov/ebsa. (Addresses and phone numbers of 
Regional and District EBSA Offices are available through EBSA's website.) 
 
Keep Your Plan Informed of Address Changes 
 
In order to protect your family's rights, you should keep the Plan Administrator informed of any 
changes in the addresses of family members. You should also keep a copy, for your records, 
of any notices you send to the Plan Administrator. 
 
Plan Contact Information 
Human Resource Manager 
John W. Gleim, Jr., Incorporated 
625 Hamilton Street 
Carlisle, PA  17013-1925 
(717) 243-7160 
 

LIFE INSURANCE CONTINUATION AND 
CONVERSION RIGHTS 

 
 
You may be able to continue and/or convert the Group life insurance policy to an individual 
policy.  To apply for continuation or conversion of the group life insurance, you must complete 
forms and submit the applicable premium within 30 days of termination or reduction of 
coverage.  The forms explain in more detail the coverage that may be available, as well as the 
cost of coverage.  The forms can be obtained from the Human Resources Manager.  If you are 
not eligible for continuation of coverage or your continuation coverage ends, you may qualify 
for conversion of the group life insurance.   
 
To obtain more information, you may contact a Lincoln Financial Group representative at  
800-423-2765. You may also contact the Human Resources Manager at (717) 243-7160 
extension 238. 
 
 


