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COMPANY GOALS 
 

 TO PRODUCE THE BEST QUALITY PRODUCTS AND INSTALLATIONS IN OUR MARKET; 
 

 TO DEAL HONESTLY AND FAIRLY WITH OUR EMPLOYEES, OUR CUSTOMERS, OUR SUPPLIERS, 
AND OUR BUSINESS ASSOCIATES; 
 

 TO MAKE A PROFIT FOR THE INVESTORS AND OWNERS OF CES, THUS INSURING JOB STABILITY 
FOR OUR EMPLOYEES; 

 
 TO PROVIDE A DIGNIFIED, SATISFYING AND SAFE WORKING ENVIRONMENT FOR OUR 

EMPLOYEES BASED ON RESPECT FOR THE INDIVIDUAL; 
 

 TO PROVIDE THE OPPORTUNITY AND SUPPORT FOR INDIVIDUAL GROWTH AND 
ACCOMPLISHMENT WITHIN OUR ORGANIZATION; 

 
 TO PROVIDE THE KNOWLEDGE AND TRAINING TO OUR EMPLOYEES SO THAT THEY CAN WORK 

PRODUCTIVELY AND EFFECTIVELY; AND 
 

 TO ENCOURAGE AND ACTIVELY PROMOTE FURTHER IMPROVEMENT, EXPANSION, AND 
PROFITABILITY OF CES. 
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MANAGEMENT PHILOSOPHY 

The management philosophy of Controlled Environment Systems, LLC (CES) is based on the belief that 
productive and effective people in the organization are its greatest asset.  Management’s primary responsibility 
is consistent profitable operation of the Company and we believe that respect for the individuals within our 
organization bring the best results.  We will thus use our best efforts to protect and manage the Company 
through support and encouragement of and direct communication with our people. 

This employee handbook is written to acquaint employees with some basic information about CES, to outline for 
them our current benefits, and to familiarize them with our general policies and procedures.  We have 
attempted to provide employees with as much information as possible on the Company’s policies so that they 
can more effectively perform their assigned work. An employee’s supervisor will assist him/her with information 
and details concerning his/her individual job responsibilities. In addition to the employee handbook the 
Company will strive to communicate clearly, specifically and openly through regular informal written memos.   

As an organization, we respect employees’ time, comfort and efforts.  We strive to cultivate a team where 
respect and communication go both ways.  We encourage creative input and constructive feedback and will 
make ourselves available to listen.  We will strive for the details of perfection but deal realistically and 
constructively with mistakes.   

In return, we will expect a positive attitude, support, enthusiasm, honesty and one hundred percent effort from 
all CES employees.  We wish all CES employees satisfaction with their employment however if an employee is 
not satisfied, we may encourage them to exercise their rights to employment at-will.  We owe this to our 
employees and we will always use good judgment to protect the best interests of our current employees and the 
Company.  We realize that in any healthy organization the interests of the Company and employees are aligned. 

Our goal is to work together with our employees to maintain an efficient operation.  Consequently, from time to 
time, new or revised policies will be developed by management to keep in step with modern trends and 
philosophies. Significant changes or additions will be communicated to employees as timely as possible. 

Best wishes to all employees and thank you for taking this first step in knowing our Company. 



Executive Management

Don S. Roussinos
Robert Adams 
Mark Barrett

President & CEO
Vice President

Senior Management

Paul Faxon Director of Operations

Rick Coan Vice President of Instrumentation & Controls Div., 

Bill Lacouture Controller, Human Resources

Lara Schwarz Office Manager, Human Resources

Leadership

Vice President
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PREFACE 

The policies, statements, and information contained in this employee handbook are provided to inform and 
guide employees.  This handbook is not to be distributed to others outside the Company. 

The benefits, policies, and procedures contained in the employee handbook have been written to provide 
guidance for employees. This handbook is not a contract, and does not make any promises or guarantees.  
Policies set forth in this handbook are not intended to create a contract nor are they to be construed to 
constitute contractual obligations of any kind.  The provisions of the handbook have been developed at the 
discretion of management and may be amended or canceled at any time, at the Company’s sole discretion. 
Further, the Company reserves the right not to follow these guidelines in specific circumstances. 

All employees are employed at-will with continuation of employment being within the full discretion of the 
Company and/or the employee.  Employment with CES is voluntarily entered into, and the employee is free to 
resign at-will at any time, with or without cause. Similarly, CES may terminate the employment relationship at-
will at any time, with or without cause. 

The policies contained in this employee handbook are not intended to infringe upon an employee’s right to 
engage in protected concerted activity under 29 U.S.C. sec. 157.  Employees have the right to discuss terms and 
conditions of employment and mutual work related concerns. 

Employees should initially contact their supervisor when further interpretation of policies, procedures, or 
benefits is needed.  For specific information regarding any benefit summary plan description (SPD), plan 
document, or insurance policy please contact the HR Department.  In the event of a conflict or perceived conflict 
between the specific provisions of a plan and any interpretation of information contained in the employee 
handbook, the specific provisions of the plan shall apply.   

Please note that the policies contained in this handbook are reviewed and updated in compliance with 
Massachusetts and federal law.   
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COMPANY STANDARDS 

Employment-at-Will 

Nothing in this handbook should be taken to establish or imply a contract of employment or a guarantee of 
continued employment.  CES values all employees and hopes that they will have a rewarding career at CES.  
However, all employment with CES is “at-will”, which means that employment can be terminated with or 
without cause, and with or without notice, at any time, at the option of either CES or the employee, except as 
otherwise prohibited by law. Nothing in this handbook or in any document or statement shall limit the right of 
the Company or the employee to terminate employment-at-will.  No supervisor or employee of the Company 
may enter into any agreement for employment for any specified period of time or make any agreement, implied 
or expressed, for employment other than on an at-will-basis.  Only the President, Vice President or Director of 
Operations of CES has the authority to make any such agreement, and then, only in writing. 

Equal Employment Opportunity 

It is the policy of  CES to provide equal employment opportunities by recruiting, hiring, training and promoting 
applicants and employees without regard to race, color, religion, creed, national origin, sex, age, ancestry, sexual 
orientation, genetics, pregnancy, marital status, gender identity/expression, disability, handicap, military 
obligations, veteran status or any other category protected by law. Unlawful discrimination of any type, 
including retaliation against an individual filing a charge or making a complaint of discrimination, is not 
tolerated. 

Anti-Harassment Policy and Complaint Procedure 

It is the goal of the Company to promote a workplace that is free of harassment based on race, color, religion, 
creed, national origin, sex, age, ancestry, sexual orientation, genetics, pregnancy, marital status, gender 
identity/expression, disability, handicap, military obligations, veteran status, participation in discrimination 
complaint-related activities or any other category protected by law (“protected class status”).  Harassment of 
employees occurring in the workplace or in other settings in which employees may find themselves in 
connection with their employment is unlawful and will not be tolerated by this organization.  Further, any 
retaliation against an individual who has complained about harassment or retaliation against individuals for 
cooperating with an investigation of a harassment complaint is similarly unlawful and will not be tolerated.  To 
achieve our goal of providing a workplace free from harassment, the conduct that is described in this policy will 
not be tolerated and we have provided a procedure by which inappropriate conduct will be dealt with, if 
encountered by employees. 

Because we take allegations of harassment seriously, we will respond promptly to complaints of harassment and 
where it is determined that such inappropriate conduct has occurred, we will act promptly to eliminate the 
conduct and impose such corrective action as is necessary, including disciplinary action where appropriate. 

Please note that while this policy sets forth our goals of promoting a workplace that is free of harassment, the 
policy is not designed or intended to limit our authority to discipline or take remedial action for workplace 
conduct which we deem unacceptable, regardless of whether that conduct satisfies the definition of sexual or 
other harassment. 
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Definition of Sexual Harassment 
 
In Massachusetts, the legal definition for sexual harassment is this: 

 
“Sexual harassment” means sexual advances, requests for sexual favors, and verbal or physical conduct 
of a sexual nature when: 

 
 Submission to or rejection of such advances, requests or conduct is made either explicitly or 

implicitly a term or condition of employment or as a basis for employment decisions; or, 
 Such advances, requests or conduct have the purpose or effect of unreasonably interfering with 

an individual’s work performance by creating an intimidating, hostile, humiliating or sexually 
offensive work environment. 
 

Under these definitions, direct or implied requests by a supervisor for sexual favors in exchange for actual or 
promised job benefits such as favorable reviews, salary increases, promotions, increased benefits, or continued 
employment constitutes sexual harassment. 

 
The legal definition of sexual harassment is broad and in addition to the above examples, other sexually oriented 
conduct, whether it is intended or not, that is unwelcome and has the effect of creating a workplace 
environment that is hostile, offensive, intimidating, or humiliating to male or female workers may also 
constitute sexual harassment. 
 
While it is not possible to list all those additional circumstances that may constitute sexual harassment, the 
following are some examples of conduct which if unwelcome, may constitute sexual harassment depending 
upon the totality of the circumstances including the severity of the conduct and its pervasiveness: 

 
 Unwelcome sexual advances - whether they involve physical touching or not; 
 Sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding one’s sex life; 

comment on an individual’s body, comment about an individual’s sexual activity, deficiencies, or 
prowess; 

 Displaying sexually suggestive objects, pictures, cartoons; 
 Unwelcome leering, whistling, brushing against the body, sexual gestures, suggestive or insulting 

comments; 
 Inquiries into one’s sexual experiences; 
 Discussion of one’s sexual activities; and 
 Dissemination in the workplace of sexually-explicit voice mail, e-mail, graphics, downloaded material or 

websites. 
 
All employees should take special note that, as stated above, retaliation against an individual who has 
complained about sexual harassment, and retaliation against individuals for cooperating with an investigation of 
a sexual harassment complaint is unlawful and will not be tolerated by this organization. 

 
Complaints of Harassment 
 
If any of our employees believes that he or she has been subjected to harassment, the employee has the right to 
file a complaint with our organization.  This may be done in writing or orally. 
 
If employees would like to file a complaint they may do so by contacting a member of senior leadership at 137 
High Street Mansfield, MA 02048 and 508-339-4237.  These persons are also available to discuss any concerns 
employees may have and to provide information about our policy on harassment and our complaint process. 
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Harassment Investigation 
 
When we receive the complaint, we will promptly investigate the allegation in a fair and expeditious manner.  
The investigation will be conducted in such a way as to maintain confidentiality to the extent practicable under 
the circumstances.  Our investigation will include a private interview with the person filing the complaint and 
with witnesses.  We will also interview the person alleged to have committed harassment.  When we have 
completed our investigation, we will, to the extent appropriate, inform the person filing the complaint and the 
person alleged to have committed the conduct of the results of that investigation. 

 
If it is determined that inappropriate conduct has occurred, we will act promptly to eliminate the offending 
conduct, and where it is appropriate we will also impose disciplinary action. 

 
Disciplinary Action 
 
If it is determined that inappropriate conduct has been committed by one of our employees, we will take such 
action as is appropriate under the circumstances.  Such action may range from counseling to termination from 
employment, and may include such other forms of disciplinary action as we deem appropriate under the 
circumstances. 

 
State and Federal Remedies 
 
In addition to the above, if employees believe they have been subjected to unlawful harassment, they  may file a 
formal complaint with either or both of the government agencies set forth below.  Using our complaint process 
does not prohibit them from filing a complaint with these agencies.  Each of the agencies has a short time period 
for filing a claim (EEOC and MCAD – 300 days). 

 
1.  The United States Equal Employment Opportunity Commission (“EEOC”) 

475 J.F.K. Federal Building 
Government Center 
Boston, MA 02203-0506 
(617)-565-3200 
 

2. The Massachusetts Commission Against Discrimination (“MCAD”) 
 Boston Office: 

One Ashburton Place – RM 601 
Boston, MA 02108 
(617)-727-3990 

Springfield Office: 
436 Dwight St., Suite 220 
Springfield, MA 01103 
(617)-739-2145 

  
New Bedford Office: 
800 Purchase Street, Room 501 
New Bedford, MA 02740 
(508)-990-2390 

 

  

Reasonable Accommodation 
 
The Americans with Disabilities Act (ADA) protects disabled individuals from discrimination in employment.  The 
ADA defines a “qualified individual with a disability” as an individual with a disability who can, with or without 
reasonable accommodation, perform the essential functions of the job that such individual holds or desires. 
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Reasonable accommodations to the known physical or mental limitations of the employee will be provided 
unless the accommodations impose an undue hardship on the operation of CES or the individual is incapable of 
performing the job functions without creating a substantial risk of harm either to himself, herself, or others.  
Accommodation suitable for individual employees will be determined on a case-by-case basis by CES in 
consultation with the individual and perhaps medical experts.  The Company will engage in an interactive 
process with the employee and determine the feasibility of the requested accommodation, considering various 
factors, including but not limited to, whether the accommodation is effective, the nature and cost of the 
accommodation, the availability of outside resources, the overall financial resources of the organization and the 
accommodation’s impact on the operation of the business.   
 
Employees who are disabled and believe an accommodation is necessary to enable them to perform the 
essential functions of their job should advise management of the disability and suggest the nature of the 
accommodation they believe is necessary to enable them to perform their job.  All information concerning 
disabilities will be kept confidential and will be distributed on a need-to-know basis.  Anyone found to be 
engaging in any type of unlawful disability discrimination will be subject to disciplinary action, up to and 
including termination. 
 
The Company may require that the individual requesting the accommodation provide adequate medical 
certification and a job related functional assessment.  It may, under certain circumstances, request and finance 
an independent medical examination.  Also, in some instances, the Company may not approve the 
accommodation requested by the employee but may provide an alternate accommodation.   Generally, the 
employee will be informed of the decision on the accommodation request by the HR Department. 
 
The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits employers and other entities covered 
by GINA Title II from requesting or requiring genetic information of an individual or family member of the 
individual, except as specifically allowed by this law.  To comply with this law, the Company asks that employees 
not provide any genetic information when submitting their requests.  ‘Genetic information,’ as defined by GINA, 
includes an individual’s family medical history, the results of an individual’s or family member’s genetic tests, the 
fact that an individual or an individual’s family member sought or received genetic services, and genetic 
information of a fetus carried by an individual or an individual’s family member, or an embryo lawfully held by 
an individual or family member receiving assistive reproductive services. 
 
If employees have any questions regarding this policy, they are encouraged to discuss them with the HR 
Department. 
 

Immigration Law Compliance 
 
CES is required by the federal Immigration Reform and Control Act of 1986 (IRCA) to verify the identity and legal 
authorization to work of all individual applicants and employees.   
 
In keeping with this obligation, CES must inspect documentation that shows each person’s identity and legal 
authorization to work in the United States, and each employee must attest to his/her identity and legal 
authorization to work by completing a federal government form (known as Form I-9), which will be supplied 
upon hire at CES.  Former employees who are rehired must also complete the form if they have not completed 
an I-9 with CES within the past three (3) years or if their previous I-9 is no longer retained or valid. 
 
All offers of employment and continued employment are conditional upon an individual’s being able to furnish 
the Company with satisfactory evidence of both his/her identity and legal authorization to work on behalf of CES 
in the United States. 
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Employees with questions or seeking more information on immigration law issues are encouraged to contact the 
HR Department. 
 

Background and Reference Checks 
 
Motor Vehicle Driving Record  
 
CES seeks to safeguard employees and others when the operation of a motor vehicle is required in the course of 
conducting company business. 
 
Company Driving Permit Procedures 
 
CES requires a motor vehicle record checks on employees.  All new employees will be required to submit a copy 
of their MA Registry of Motor Vehicle driving record within seven (7) days of their start date. CES will reimburse 
employees in the amount of twenty dollars ($20.00) with a valid receipt and copy of the employee’s driving 
record. Motor vehicle record checks are also conducted annually for all employees for which driving a motor 
vehicle is an essential function of their job, or when employees must obtain and drive rental vehicles while 
conducting company business. CES will review motor vehicle records and decide as to the drivers’ status for 
employees, according to the company-wide classification system. 
 
If an employee has a driving record that falls at or below the criteria listed unacceptable status, as defined 
above, the employee will not be allowed to operate a Company vehicle, use the employee’s own personal 
vehicles for Company business, or carry other Company employees in their vehicles.  
 
Any covered employee without a valid driver’s license will not be allowed to operate a Company vehicle or drive 
on CES business. If driving is an essential job function, and the employee cannot be reasonably accommodated, 
the employee will be terminated.  If during a subsequent periodic motor vehicle record check, the employee’s 
record indicates further violations; CES will review the specific circumstances surrounding the individual and 
determine appropriate action. 
 
Criminal Background Checks 
 
This policy is applicable to the criminal history screening of prospective and current employees. 
  
Criminal  history checks may be part of a general background check for employment and/or job assignments. 
Criminal history checks will only be conducted as authorized by law and only after an authorization form has 
been completed.  If a new CORI check is to be made on a current employee within a year of his/her signing of 
the Acknowledgement Form, the employee shall be given twenty four (24) hours’ notice that a new check will be 
conducted. 
 
For more detailed information regarding background check practices and procedures an employee should 
contact his or her supervisor. 
 

Orientation Period 
 
The purpose of the orientation period is to provide a time during which the Company can determine whether 
employees are meeting the expectations of their position, and employees can evaluate whether they enjoy their 
position with CES. For CES to assess employee qualifications, investigate references, and determine general fit, 
all new hire/re-hired employees are subject to a sixty (60) day orientation period.  The sixty (60) day orientation 
period does not alter the at-will status. 
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Whistleblowers 
 
CES encourages its employees to report improper activities in the workplace and will protect employees from 
retaliation for making any such report in good faith.  
 
Employees are encouraged to report any activity by CES or a CES employee that the employee reasonably 
believes: 1) violates any state or federal law or regulation; or 2) violates fiduciary responsibilities to the 
Company.  In addition, employees can refuse to participate in any such activities. Employees are also protected 
from retaliation for reporting any such activities.   
 
Employees should first report the problem internally to their supervisor or another appropriate member of 
management before disclosing the matter to any public body.  This will give the Company us a reasonable 
opportunity to correct the activity.    
 
The whistleblower protection laws do not entitle employees to violate a confidential privilege of CES (such as 
the attorney-client privilege) or improperly disclose trade-secret information.  

 
Information Systems Usage 
 
This policy describes the appropriate use of the Company’s information systems, including its electronic mail 
system (email) and Internet access. The policy applies to everyone working at the Company. Interpretation of 
this policy is at the sole discretion of the Company.  A major purpose of the policy is to promote the efficient and 
appropriate use of our technology to provide the best possible service to customers. CES’s information systems 
are intended to assist employees in performing their job.  Employees must use them responsibly.   
 
This policy applies to any use of the email system, the Internet and the computer hardware and software that 
the Company has provided. The policy is based on common sense and is not meant to be exhaustive.  The 
Company takes these matters very seriously. In the event of a serious violation of this policy, the sanction could 
include termination.  
 
All Company information systems are the property of the Company and are to be used primarily for business 
purposes.  With those goals in mind, it is understood that there will be occasional use of email and the Internet for 
personal reasons.  It should be clear, however, that excessive use of Company email and Internet access for 
personal reasons is unacceptable.  Personal use is excessive if it interferes with productivity.  Under absolutely no 
circumstances is any Company property to be utilized to harass, for any unlawful purpose, or to access illegally-
distributed materials or materials which are vulgar, inappropriate for the workplace, or sexually explicit. 
   
Company information systems are not private.  Thus, any information employees input or transmit on CES’s  
information systems can and may be reviewed by the Company without prior notice to them, even if that 
information is protected by an individual password.  CES explicitly reserves the right to access, monitor, review, 
copy or delete any information stored or transmitted on any - Company-provided equipment, including but not 
limited to computers, laptops, PDA’s, BlackBerry’s, cell phones, smart phones, data- or voice-centric 
devices, multimedia and/or Internet enabled devices.  This may include random, unannounced audits to ensure 
that the Company’s  information systems are being used in accordance with this policy. 
 
This policy is not intended to infringe upon an employee’s right to engage in protected concerted activity under 
29 U.S.C. sec. 157.  Employees have the right to discuss terms and conditions of employment and mutual work 
related concerns. 
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Social Media Communications 
 
This Company understands the importance of social computing, networking and social media in today’s world.  
Social media sites like Facebook, LinkedIn, and Twitter are all very popular.  Social media can also take other 
forms, too, such as blogs, wikis, file sharing sites, forums, discussion groups and chat rooms.  Social Media can 
be an extremely effective way of marketing our organization and expanding our interactions with employees, 
vendors and customers.  While embracing new technologies, we also want to make sure that the Company and 
our employees engage in social networking in a responsible manner.   
 
This policy provides guidance on how to engage in social networking in a way to protect employees and the 
interests of the Company, vendors and customers.  These guidelines supplement current Company policies.  

 
 Social networking sites should not be considered private.  Generally, information posted on social 

networking sites should be considered public and employees should expect that even with the use of 
certain privacy settings what the employee posts on social networking sites will be seen by others 
outside the intended group of viewers. 

 Company policies still apply/monitoring.  Company policies still apply when using social media sites.  
Rules prohibiting the unlawful harassment of co-workers, for example, still apply to employees’ on-line 
activities.  The Company may monitor employee social media communications for compliance with 
Company policies. 

 Use common sense/think before posting.  Employees are responsible for the content they publish on 
social media sites.  What the employee posts could be online for a long time. As a representative of the 
Company, employees should always consider how their comments will be viewed in light of protecting 
and enhancing both the Company’s reputation as well as the employee’s reputation. 

 Respect others.  Do not post defamatory comments about the Company or its customers. 

 Protect confidential information.  Do not share or disclose trade secrets or proprietary information.   

 Be clear about who is being spoken for.  Only authorized employees may communicate information on 
behalf of the Company.  Without permission, employees are not authorized to make statements, 
comments or press releases on behalf of the Company.  Employees should make clear that they are 
speaking for himself/herself and not on behalf of the Company. In some instances, it may be appropriate 
to add in this language: “The views expressed on this ‘site’ are my own and do not reflect the views and 
opinions of CES.” 

 Use personal email addresses.  Employees should always use their personal email address and not 
his/her CES email address as their means of contact or identification.  

 Respect copyrights, trademarks, and fair use.  Remember to respect the copyrighted materials owned 
by others, and reference the sources used.  Never distribute copyrighted materials (such as videos, 
photos, books, etc.) online as copyright infringement and plagiarism laws apply to posts on the Internet.   

 Stay productive.  Social media participation can be productive and beneficial both personally and 
professionally. However, employees must ensure that such personal activities do not interfere with 
work activities. Social media sites should not be used during work times except for business-related 
activities.   

 Use social networking safely.  Employees should always review the applicable privacy and security 
settings so that he/she understand how much or little information he/she is comfortable sharing. 

 
This policy is not intended to infringe upon an employee’s right to engage in protected concerted activity under 
29 U.S.C. sec. 157.  Employees have the right to discuss terms and conditions of employment and mutual work 
related concerns. 
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If employees have any questions about this policy or any issues surrounding social media, please contact the HR 
Department. 
 

Confidentiality and Proprietary Information 
 
Confidentiality is an extremely important aspect of employment with CES and is established to protect the 
confidential or proprietary information of the Company and its clients, customers, and business partners and the 
private information of employees.  It is of utmost importance that employees do not disclose or discuss 
confidential, proprietary, or nonpublic information of the Company or its clients, customers, vendors, or 
business partners, except in the performance of official duties or with specific authorization to do so.  It is also of 
utmost importance that employees do not disclose or discuss private information of fellow employees.   
 
CES employees must be responsible for securing all confidential or proprietary information of the Company and 
its clients, customers, and business partners and the private information of employees during their duties.  This 
may mean putting sensitive information in locked drawers, password protecting documents and computers, 
shredding outdated documents, etc.  All employees must be careful in giving access to sensitive information.  
Passwords and security codes should never be shared.  Information should only be shared with those individuals 
who have a legitimate Company business need to know. 
 
Employees who improperly use or disclose confidential, proprietary, or nonpublic information of the Company 
or its clients, customers, or business partners or private employee information will be subject to disciplinary 
action, up to and including immediate termination.  Legal action, even if the employee does not actually benefit 
from the disclosed information, may also result.  If employees are ever in doubt whether information is of a 
confidential or proprietary nature, they should not hesitate to ask their supervisor or the HR Department. 
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EMPLOYEE STATUS AND PAY 

 
Employment Categories 
 
It is the intent of CES to clarify the definitions of employment classifications so that employees understand their 
employment status and benefit eligibility.  Each employee is designated as either exempt or non-exempt from 
federal and state overtime laws. Non-exempt employees are eligible for overtime pay under specific provisions 
of the Fair Labor Standards Act (FLSA), while exempt employees are excluded from specific provisions of federal 
and state wage and hour laws. 
 
Non-exempt employees are eligible for overtime pay and are required by law to maintain time records of all 
work performed.  
 
In addition to the above categories, each employee will belong in one other employment category: 
 
Regular, Full-Time Employees  
 
Employees who are regularly scheduled to work CES’s full-time schedule, forty (40) hours per week or more, and 
who maintain continuous, regular employment status. Generally, regular, full-time employees are eligible for all 
employee benefits, holiday pay, paid time off and group insurance, subject to the terms, conditions, and 
limitations of each benefit program. 
 
Part-Time Employees  
 
Employees who are regularly scheduled to work less than forty (40) hours per week.  While part-time employees 
participate in all legally mandated benefit programs (such as earned sick time, Social Security and workers’ 
compensation insurance), they are not eligible for CES’s other benefit programs, except where otherwise noted.   

 

Pay Period 
 
For all employees at CES, the standard pay period is weekly and the employees are paid for work performed the 
previous week.  Paychecks are received every Thursday.  When a payday falls on a holiday, employees will be 
paid no later than the next workday.  
 

Work Hours 
 
The normal work schedule for all full-time employees is eight (8) hours a day, five (5) days a week and   
supervisors will advise employees of the times their shifts will normally begin and end.  Staffing needs and 
operational demands may necessitate variations in starting and ending times, as well as variations in the total 
hours that may be scheduled each day and week. The workweek commences on Saturday at 12:01 a.m. and 
ends on the following Friday at midnight. 
 

Overtime Pay 
 
When operating requirements or other needs cannot be met during regular working hours, employees may be 
scheduled to work overtime hours. When possible, advance notification of these mandatory assignments will be 
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provided. All overtime work must receive the supervisor’s prior authorization.  CES has the sole and exclusive 
right to decide who will receive overtime assignments and when.  
 
Overtime compensation is paid to all non-exempt employees in accordance with federal and state wage and 
hour restrictions, at the following rate: one and one-half (1½) times the regular hourly wage for any time worked 
over forty (40) hours per week.  The work week runs from Saturday through Friday. Paid time off, holiday time, 
sick time, jury duty, and bereavement are not included as hours worked when calculating overtime.          
 
Non-exempt employees who are required to work on a Sunday and/or a Company holiday will be paid at one 
and one-half (1½) times their regular hourly wage for hours worked on the Sunday or holiday, regardless of the 
actual number of hours worked in that week.  
 
Failure to work scheduled overtime, or overtime worked without prior authorization, may result in disciplinary 
action, up to and including termination.  
 

Timekeeping Procedures 
 
Accurately recording time worked is the responsibility of every non-exempt employee. All employees must 
submit timesheets on time or will be subject to disciplinary action.  Federal and state laws require CES to keep 
an accurate record of time worked to correctly calculate employees’ pay and benefits. “Time worked” is all the 
time spent on the job performing assigned duties.  
 
All non-exempt (hourly) employees’ weekly pay is calculated utilizing the information recorded on the employee’s 
daily time sheet.  Weekly time sheets must be signed by the employee and submitted to the Payroll office in writing 
no later than noon (12:00 p.m.) each Monday.   
 
All employees must document when they begin and end their work, as well as the beginning and ending time of 
each lunch break period.  They should also record the following information on weekly timesheet legends:  
 

 Name printed as it appears on the employee’s paycheck;  

 The name of the job as the employee knows it;  

 The job number; and 

 The work code.  

 
If an employee is unaware of the job name or job number they should ask their supervisor. Employees may refer 
to a list of work codes attached as an addendum to the employee handbook. The following information is 
required by payroll therefore omissions will not be accepted. It is the responsibility of each employee to 
accurately document their time on their time sheets and update their time sheet legends each week.  
 
Unless otherwise requested, non-exempt employees should report to work no more than eight (8) minutes prior 
to their scheduled starting time and not stay more than eight (8) minutes after their scheduled stop-time 
without prior authorization from their supervisor.  Tardiness will not be tolerated, and may be grounds for 
disciplinary action, up to and including immediate termination. 
 
The employee’s supervisor will review and then initial his/her time sheet before submitting it to Payroll for 
processing.  Employees must immediately report any omissions or errors in their time documentation to their 
immediate supervisor so that the required adjustment can be made.  If corrections or modifications are made to 
the time record, both the employee and his/her supervisor must verify the accuracy of the changes by initialing 
the change. 
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Timekeeping documentation procedures are in place to provide accurate work records for all CES employees.  
Altering, falsifying, tampering with time records, recording time on another employee’s time record, or any 
violation of the procedures outlined above, may result in disciplinary action, up to and including immediate 
termination. 
 

Service Orders 
 
All time and materials or service orders are to be completed as part of each job while still on site.  They must 
include: 
 
Service, Repair or Warranty work 

 
 List all material used by part number 

 List model and serial number of equipment serviced 

 Signature by supervisor or employee "in charge" 

 Customer should understand the amount of time charged in labor including round trip travel from shop 

 
Contract of New installation work 
 

 List any material other than that shipped as part of order (i.e. outside purchase: truck stock, etc.) 

 Detail description and time involved in any "extra work" involved above and beyond normal installation 
required by customer 

 Obtain customer signature as acceptance of finished product. Leave copy with customer 

 
Complete job orders are to be turned in daily for review by management for accuracy.   
 

Payroll Deductions 
 
An employee’s earnings and payroll deductions are itemized each pay period on his/her check stub or electronic 
pay statement.  CES is required to make proper deductions on the employee’s behalf.  Amounts withheld vary 
according to how much the employee earns, his/her marital status, government employment regulations, and 
other factors.  These mandatory deductions are made until the maximum amount is reached.  Mandated 
withholdings include some of the following: 
 

 Federal Income Tax 

 State Income Tax 

 Social Security (FICA) 

 Medicare 

 
Other deductions may be made from an employee’s paycheck with his/her permission such as: 
 

 Health/Dental Insurance Premiums 

 Life Short-Term and Long-Term Disability Insurance 

 401(k) Contributions 

 Other Services Requested by the Employee 
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CES takes all reasonable steps to pay employees the correct amount of pay and promptly on the scheduled pay 
day.  In the unlikely event that there is an error in the amount of pay or an improper deduction, employees 
should promptly bring the discrepancy to the attention of the HR Department.  Every effort will be made to 
investigate and resolve complaints immediately.  If the Company determines that a deduction was taken 
improperly, corrections will be made as quickly as possible and Company will reimburse the employee for the 
improper deduction.  All employees may file complaints or raise concerns regarding deductions from wages 
without fear of reprisal. 
 
CES prohibits improper deductions to employee pay (as stated in the FLSA regulations). CES is committed to 
preventing improper deductions. Supervisors who are uncertain about whether a deduction is proper should 
seek guidance from the HR Department before making or ordering the deduction. Supervisors who knowingly 
make or authorize improper deductions are subject to disciplinary action, up to and including termination.  
Employees with questions or complaints about any deductions to their pay should see their supervisor or HR 
Department immediately for clarification or correction. 
 

Section 125 
 
CES participates in the IRS Section 125 Plan, which allows employee-authorized deductions for medical, dental, 
and life insurance premiums to come out as pre-tax dollars.  This means employees do not have to pay any taxes 
on the amount they contribute to such benefits. 
 

Garnishments 
 
In some circumstances CES may be obligated to execute a court-ordered wage assignment, tax levy, or 
garnishment against an employee’s wages.  Withholding shall continue until CES is provided with a written 
release from the creditor or the court.  In these situations the employee would be notified by Payroll in advance.   
 

Lost or Stolen Paycheck 
 
Employees should report lost or stolen paychecks to their supervisor immediately. Supervisors will contact the 
HR Department.  A new check will be issued after the initial check has been cancelled.  To eliminate the chance 
of losing or having someone steal an employee paycheck, the Company urges employees to take advantage of 
CES’s direct deposit benefit. 
 

Direct Deposit 
 
CES offers employees the convenience of direct depositing their check into any bank account or bank accounts 
of theirs, in both checking and savings accounts.  Money will be available in employee accounts on the payday.  
To enroll, employees must complete a Direct Deposit Form and attach a copy of a voided check.  It takes 
approximately two (2) pay periods to begin direct deposit.  On payday, employees will receive an electronic pay 
statement, as opposed to their actual paycheck.  Employees may begin or cancel direct deposit at anytime. 
 

Expense Reimbursement 
 
If an employee is asked to conduct company business using his/her personal vehicle, he/she will be reimbursed 
at the mileage reimbursement rate per mile.  In order to be eligible for reimbursement for any authorized 
expenses, employees must submit an expense report accompanied by receipts with the necessary approvals.  
Requests for reimbursement should be made as soon as possible, preferably within one (1) week of the incurred 
expenses. 
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Employee Files 
 
Confidentiality 
 
The Company maintains a personnel file for each employee that is the property of CES.  The information 
contained in an employee’s personnel file is confidential.  Only those individuals authorized to view an employee 
file will be allowed to do so.   
 
The Company will notify an employee within ten (10) days of the employer placing any information in the 
employee’s personnel record that has been or may be used to negatively affect the employee’s qualification for 
employment, promotion, transfer, additional compensation, or the possibility that the employee will be subject to 
disciplinary action.  
 
All inquiries by outside parties about present and former employees are to be directed to the HR Department who 
will verify the identity of the inquirer and disclose only the position held and dates of employment.  Salary 
information will not be disclosed without employee authorization or written signature. 
 
Employee Access 
 
CES abides by the law with respect to disclosure of personnel files.  Employees who wish to review or copy their 
personnel file need to submit a written request to the HR Department.  Upon such request, employees may 
review and copy their employee file within five (5) business days in the HR Department during normal business 
hours.   
 
Changes to Status 
 
Any time an employee’s personal data changes, he/she is required to notify the HR Department.  Name changes, 
personal mailing addresses, telephone numbers, number and names of dependents, emergency contacts, 
educational accomplishments, and other such status reports should be accurate and current at all times. 
 
Since changes may affect an employee’s benefits, taxes, insurance status, etc., it is imperative that employees 
report all changes as soon as possible so that their personal information is always current and correct.  Of 
course, this information will be kept confidential and will be provided only to individuals who have a need-to-
know. 
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BENEFIT HIGHLIGHTS 
 
CES provides a range of company benefits to demonstrate a solid investment in employees.  The Company will 
periodically review the benefits program and will make modifications as appropriate.  Some benefits (Social 
Security, workers’ compensation, state disability, and unemployment insurance) are government mandated, 
while others are provided at the discretion of CES and may be altered from time to time as circumstances and 
needs require.  The following paragraphs summarize the major benefits CES offers.  The specific terms and 
conditions of employee benefits plans are governed at all times by the complete provisions of the insurance 
contracts or agreements under which the plans are administered.   
 

Medical Insurance 
 
CES offers medical insurance for all regular, full-time employees and their eligible dependents on the first of the 
month following sixty (60) days of continuous service.  Once an employee has made his/her enrollment decision, 
he/she may not change his/her elections until the next open enrollment period unless there is a qualifying event 
such as loss of coverage, marriage, divorce, or birth.  CES pays a percentage of the medical insurance premiums 
and employees contribute the balance.  Employees should refer to the plan summary for further coverage 
details. 
 

Dental Insurance 
 
CES offers dental insurance for all regular, full-time employees and their eligible dependents on the first of the 
month following sixty (60) days of continuous service.  Once an employee has made his/her enrollment decision, 
he/she may not change his/her elections until the next open enrollment period unless there is a qualifying event 
such as loss of coverage, marriage, divorce, or birth.  CES pays a percentage of the dental insurance premiums 
and employees contribute the balance.  Employees should refer to the plan summary for further coverage 
details. 
 

Life and Accidental Death and Dismemberment Insurances 
 
CES provides all regular, full-time employees with life and accidental death and dismemberment (AD&D) 
insurances at no cost to the employee.  The life insurance benefit is designed to provide financial protection for 
the employee’s family if he/she were to die in an accident or become dismembered while employed at CES.  
Employees should refer to the plan summary for further coverage details. 
 

Short-Term Disability 
 
The short-term disability (STD) benefit is a voluntary employee-paid benefit designed to offer employees salary 
continuance should they become medically unable to perform their job due to a disabling sickness or accident.  
 
Employees should notify their supervisor to request an STD Leave.  A Medical Certification of Disability from the 
doctor is required to receive STD benefits.  Employees will not be allowed to return to work without first 
submitting a written return to work release from the physician.  Upon returning to work, CES will make a good 
faith effort to reinstate the employee to his/her former position if possible, or will try to provide an equivalent 
position for which he/she is qualified. Employees should refer to the plan summary for further coverage details.  
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Long-Term Disability 
 
The long-term disability (LTD) program is designed to provide a salary continuance should an employee remain 
disabled due to sickness or accident. This benefit is used in conjunction with the voluntary STD benefit and must 
be physician-certified.  To be eligible for this benefit, an employee must be a regular, full-time employee. 
 
Should an employee anticipate being disabled, the LTD request and physician’s certification of disability must be 
submitted to Human Resources.  The insurance company will make a decision based upon the information 
submitted as to the duration of LTD leave they will provide. Prior to returning from LTD leave, employees must 
submit a written return-to-work release from their physician.  Upon returning to work, CES will make a good 
faith effort to reinstate the employee to his/her former position if possible, or provide an equivalent position for 
which he/she is qualifies .  Employees should refer to the plan summary for further coverage details. 
 

401(k) Retirement Savings Plan 
 
CES offers a 401(k)-retirement savings plan that allows employees to make contributions on a pre-tax basis 
through payroll deductions (up to the IRS maximum).  All CES employees are eligible to participate in the 401(k)-
plan following six (6) months of continuous service.     
 
Current employees may enter the plan, or increase/decrease their current payroll deductions anytime.  
Employees may cancel their contributions at any time. Employees should refer to the plan summary for further 
coverage details. 
 

Ownership Thinking Profit Sharing Bonus Plan 

CES offers its employees a benefit in the form of an ownership thinking profit-sharing bonus. All employees who 
have completed their orientation period are eligible to participate in the profit-sharing bonus plan. CES may 
award a discretionary profit-sharing bonus as often as quarterly or as business profits allow. For more 
information, employees should speak with their supervisor. 

Employee Assistance Program (EAP)  
 
CES offers the services of an Employee Assistance Program (EAP) at no cost to the employee.  The EAP can assist 
employees in dealing with challenges, issues, and problems at work or at home through counsel, information, 
problem-solving, and personalized referrals for employees and their family members Usage of this benefit is 
voluntary and strictly confidential between the employee unless the employee provides written consent to 
share information.  Expert consultants, including licensed counselors, can assist with a wide range of issues such 
as job or work stress, parenting issues, relationship problems, alcohol/substance abuse, anxiety/depression, 
legal issues, financial issues, grief or bereavement, etc. The EAP provides short-term care to employees and their 
families; however, will make referrals to longer-care providers should the employee desire.  
 

Workers’ Compensation Benefits 
 
CES provides a comprehensive workers’ compensation insurance program at no cost to employees.  If an 
employee is injured or becomes ill while on the job, he/she may be eligible for benefits in accordance with the 
Massachusetts Workers’ Compensation law.  If an employee sustains a work-related injury or illness, he/she 
should inform his/her supervisor the HR Department immediately.  Despite the severity of the injury, if it 
requires medical attention, it must be reported.  Injuries sustained in other recreational or athletic activities that 
are not work-related are not covered under workers’ compensation insurance. 
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TIME OFF 

 
Holidays 
 
The office will be closed on the following paid holidays: 
 

 New Year’s Day; 

 President’s Day; 

 Memorial Day; 

 Independence Day; 

 Labor Day; 

 Columbus Day; 

 Veterans’ Day; 

 Thanksgiving; and 

 Christmas Day. 

 
Regular, full-time employees become eligible for holiday pay following sixty (60) days of continuous service.  
Holiday pay is based on the straight-time rate for regularly scheduled hours.   If a holiday falls on a weekend, the 
holiday will be observed on the closest Friday or Monday.  
 
When business needs require an employee to work on a scheduled holiday, an alternative day will be scheduled 
in observance of the holiday. CES may approve additions holidays at the Company’s discretion.  
 

Paid Time Off  (PTO)  
 
Full-time employees shall receive paid time off (PTO) at the beginning of each calendar year as follows:   

 
Length of Service  Amount of PTO per Calendar Year 

 
   1-2 years     6 Days/48 Hours* 
   3-10 years      11 Days/88 Hours 
   11+ years     15 Days/120 Hours 

 
*Employees in their first year of service will begin to accrue paid time off benefits immediately however they 
will not be able to use accrued time off until after ninety (90) days of service. 
 
Part-time employees will receive a pro rata share of the above amounts based on scheduled hours.  

 
Use of PTO 
 
PTO may be used by employees for the following reasons: 
 

 Vacations and personal days; 
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 To care for employee’s own physical or mental illness, injury, or other medical condition that requires 
home, preventative or professional care; 

 To care for a child, parent, spouse, or parent of a spouse who is suffering from a physical or mental 
illness, injury, or other medical condition that requires home, preventative or professional care; 

 To attend routine medical and dental appointments for themselves or for their child, parent, spouse, or 
parent of a spouse;  

 To address the psychological, physical, or legal effects of domestic violence; and 
 To travel to and from an appointment, a pharmacy, or other location related to the purpose for which 

the time was taken. 
 

Employees are expected to use their PTO wisely.  If an employee uses up all of his or her PTO for vacations or 
personal reasons before the end of the year, and then needs to miss work due to illness or other reasons 
covered by the Massachusetts sick time law, the Company will not provide additional sick time.  
 
Employees using four (4) or more consecutive paid time off days may request their paycheck issued in advance. 

 
Company Expectations Regarding Attendance 

 
Regular and reliable attendance and timeliness are required of all employees.  Employees are expected to show 
up for work when scheduled, and to report for duty at their scheduled start time. If an employee is repeatedly 
absent, late or leaves work early for reasons not covered by this policy, is absent or tardy for more than forty 
(40) hours in a year (not including pre-approved vacations and personal days), commits fraud or abuse by 
engaging in an activity that is not consistent with allowable purposes for PTO or exhibits a clear pattern of taking 
unscheduled time off on days just before or after a weekend, vacation or holiday, the employee may be subject 
to disciplinary action.  

 
Absence Notification Procedures 
 
If an employee determines that the employee needs to be absent, to be late or to leave work early, the 
employee must give advance notice to his or her supervisor.   Notice should be provided in person, by telephone 
or e-mail.    

 
Requests to take time off for vacation or personal time must be submitted in writing to the Director of 
Operations. Scheduled time off requests of one week or more must be requested at least two (2) months before 
the expected time off, especially if the time off falls on or around a popular holiday such as July 4th or Christmas. 
All other vacation or personal time off requests of less than one week must be made as soon as possible but no 
less than two (2) weeks in advance unless there are extenuating circumstances. Request forms are located 
directly outside of the Personnel Office. Vacation and personal time will be granted at the discretion of the 
Company, on a first come first serve basis taking into account business needs and employee availability.    

 
In all other cases, the employee must provide notice to his or her supervisor as soon as possible.  If the absence 
is foreseeable (for example, if the employee will be absent to attend a previously scheduled medical 
appointment), the employee must provide seven days’ advance notice, or more if possible.  If the absence is not 
foreseeable (for example, if the employee is sick), the employee must provide at least two hours before the start 
of the employee’s shift.  If two hours’ notice is not feasible due to accidents or sudden illness, notice must be 
provided as soon as practicable.   If an employee is going to be absent on multiple days, the employee must 
provide notice of the expected duration of the leave or, if unknown, provide notice on a daily basis, unless the 
circumstances make such notice unreasonable.  
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PTO taken for reasons other than vacation or personal time may be used for full or partial day absences.  The 
smallest amount of PTO that an employee can take is one hour.  If an employee’s absence from work requires 
the Company to call in a replacement worker to cover the absent employee’s job functions, the Company may 
require the absent employee to use an equal number of hours of PTO as were worked by the replacement.   

 
Documentation Requirements 

 
The Company will generally require an employee to submit a doctor’s note or other documentation to support 
the use of PTO for reasons other than vacation if the absence: 

 
 Exceeds twenty-four (24) consecutively scheduled work hours or three (3) consecutive days on which 

the employee is scheduled to work; 
 Occurs within two (2) weeks prior to an employee’s final scheduled day of work (except in the case of 

temporary employees); or 
 Occurs after four (4) unforeseeable and undocumented absences within a three (3) month period. 

 
In other circumstances, the Company may, at its discretion, require the employee to personally verify in writing 
that they have used PTO for an allowable purpose.  Required documentation must be submitted within seven (7) 
days of the absence.  Additional time may be granted for good cause shown.   

 
In cases where the Company has a reasonable belief that the employee’s return to work could present a 
significant risk of harm to the employee or others, the employee may be required to provide a fitness for duty 
certificate prior to returning to work. 
 
Payment of Unused PTO 
 
Employees are encouraged to use their PTO each year.  This Company has a carryover policy.  If an employee 
does not use up all of his/her PTO during a particular year, they may carry over up to forty (40) hours of unused 
PTO into the next year.  Any hours carried over into the new year must be used in that year and will not be 
eligible for future carryover. 

 
If an employee is not likely to use up all of his or her PTO by the end of the year, the employee may request to 
receive payment in lieu of taking time off; however, such requests are granted at the discretion of the Company.  

 
If an employee leaves employment, for any reason, the employee will be paid a pro rata share of his or her 
unused PTO for that year. For example, if an employee is eligible for two (2) weeks of PTO and leaves after 
working six (6) months of the year, the employee will be paid for one (1) week of PTO, minus any days already 
taken that year.  
 

Personal Leaves of Absence 
 
CES recognizes that at times personal circumstances may create situations that necessitate a leave of absence, 
and while such leaves are rare, every effort will be made to accommodate the employee should the 
circumstances warrant it.  A personal leave of absence is an unpaid period of time that an employee is absent 
from work without loss of employment. 
 
All personal leaves of absence are at the discretion of the Company.  Requests for such a leave must be in 
writing and include the circumstances surrounding the request.  All leaves of absence are without pay, unless an 
employee has available paid time off.  Employees taking a leave of absence must use available paid time off 



 

 25 

before the unpaid leave portion of the leave begins.  Should a leave be granted, the employee is still responsible 
for the usual benefit contributions during this time and vacation accrual will stop during any unpaid periods. 
 
Requesting a Leave of Absence 
 

An employee seeking a leave of absence must submit a written request for leave to his/her supervisor or the HR 
Department.   The request for leave must include: 
 

 Name of employee; 

 Name of supervisor; 

 Date of request; 

 Reason for leave (please provide specifics); 

 Anticipated timing and duration of leave; and 

 Signature of employee. 

 

Employees must provide thirty (30) days’ notice of the need to take a leave of absence when the need is 
foreseeable. When thirty (30) days’ notice is not possible, the employee must provide notice as soon as 
practicable, which should be on the same day or next business day of the date the employee becomes aware 
that the leave is needed.  Employees who provide less than thirty (30) days’ notice are required to provide an 
explanation as to why they were unable to do so.  In all cases, employees taking a leave of absence are expected 
to comply with the Company’s normal call-in procedures for taking time off.  Employees who fail to meet these 
notice requirements may be denied leave.    
  
Employee Obligations during a Leave of Absence 
 
Employees on a leave of absence are required to report to the Company periodically regarding their status and 
intention to return to work.  Employees on a leave of absence are also prohibited from holding outside 
employment or consulting jobs without the written permission of the Company. 
 
An employee returning from a leave of absence due to a serious health condition will be required to present a 
fitness-for-duty certificate prior to being restored to work.    
 
If an employee fails to report to work on the first day after the expiration of the leave of absence, he/she 
will be considered as voluntarily terminating his/her employment. 
 

Massachusetts Parental Leave  
 
Massachusetts’ employees may be eligible for leave under the Massachusetts Parental Leave statute, which 
allows eligible employees up to eight (8) weeks of unpaid job protected leave for the birth or adoption of a child 
under eighteen (18) years of age (or under twenty-three (23) years of age, if the child is disabled).  If two 
employees working for the Company are eligible for parental leave for the same child, they may be eligible for a 
combined total of eight (8) weeks of unpaid parental leave between them.   
 
Regular, full-time employees working in Massachusetts, who have completed at least three (3) months of 
employment, are eligible to request Massachusetts Parental Leave.  The employee must give at least fourteen 
(14) days written notice of the anticipated date of departure and intention to return to the job, or provide notice 
as soon as practicable if the delay in notice is for reasons beyond the employee’s control.  Employees may be 
required to provide proof of birth or adoption. 
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Those eligible for Parental leave may use accrued time off to substitute for any unpaid leave.  For any period of 
the leave in which an employee is unavailable to work prior to delivery due to the effects of pregnancy, she may 
use earned sick leave.  A physician’s statement may be required to justify the use of sick leave at this time.  
However, no PTO will accrue during the leave.  Health coverage will continue on the same basis as before the 
leave.   

 
At the conclusion of the Parental leave, CES will offer reinstatement to the employee’s previous position, or a 
similar position with the same status, at a salary equal to that which he/she received at the commencement of 
the leave.  However, there are no greater rights provided because of the leave than if the employee were not on 
leave.  CES reserves the right not to reinstate an employee on Parental leave to his/her previous or similar 
position if other employees of equal seniority and status in the same or similar position have been laid off due to 
economic or other conditions affecting employment during the period of the leave.   
 
If an employee fails to report to work on the first day after the expiration of the leave of absence, and has not 
applied for an extension, CES will consider this a voluntary termination of employment, as is the policy with any 
leave.  If unable to return to work at the end of a leave because of an extended disability due to recovery from 
childbirth, an employee will be treated in accordance with appropriate disability program provisions. 
 

Military Service Leave of Absence 
 
A Military Leave of Absence will be granted to employees who are absent from work because of service in the 
United States uniformed services in accordance with the Uniformed Services Employment and Reemployment 
Rights Act (USERRA).  Upon receipt of orders to active duty and/or training with the uniformed services, an 
employee is required to notify his/her supervisor, as well as the HR Department, as soon as possible, and submit 
a copy of the military orders, unless military necessity prevents such notice or it is otherwise impossible or 
unreasonable. 
 
Continuation of health insurance benefits is available as required by USERRA based on the length of the leave 
and subject to the terms, conditions, and limitations of the applicable plans for which the employee is otherwise 
eligible.  During military leave of thirty-one (31) days or less, an employee is eligible for continued group health 
plan coverage under the same conditions as if the employee had continued to work (employee is responsible for 
his/her portion of the premium).  For military leaves in excess of thirty-one (31) days, an employee may elect to 
continue his/her health coverage for up to twenty-four (24) months, but will be required to pay the full premium 
for the continuation of coverage. 
 
Benefit accruals, such as vacation, sick leave, or holiday benefits, will be suspended during the leave and will 
resume upon the employee’s return to active employment. 
 
Employees on military leave for up to thirty (30) days are required to return to work for the first regularly 
scheduled shift after the end of service, allowing reasonable travel time.  With leaves thirty-one (31) to one 
hundred eighty (180) days, the employee must apply for re-employment no later than fourteen (14) days after 
completion of the service or as soon as possible if this is unreasonable or impossible.  Where the leave is for one 
hundred and eighty (180) days or more, the employee must apply for reemployment no later than ninety (90) 
days after completion of service.  These time limits may be extended for up to two (2) years in cases of service 
connected injury or illness.  Employees should speak the HR Department for more information or questions 
about military leave. 
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Bereavement  
 
When a death occurs in an employee’s immediate family defined as: 1) the employee’s spouse, parent, child, or 
sibling; 2) the employee’s spouse’s parent, child, or sibling; 3) the employee’s child’s spouse; and 4) the 
employee’s grandparents or grandchildren upon request, regular, full-time employees with ninety (90) days of 
continuous service will be granted paid leave for up to three (3) working days, one (1) of which must be the day 
of the funeral.  When a death occurs in an employee’s family, but not in the previously defined “immediate” 
family (i.e. aunt, uncle), upon request, regular, full-time employees may be excused for one (1) working day 
unpaid to attend the funeral.  Employees may apply paid time off for these types of absences. Proof of death 
may be required by the Company. 
 

Jury Duty  
 
CES encourages employees to fulfill their civic responsibilities by serving jury duty when required.  If an 
employee is called to serve on jury duty, his/her supervisor should be notified, and a copy of the employee’s jury 
duty notice must be on file with the HR Department so that arrangements may be made to accommodate the 
absence.  Employees selected for jury duty will be paid their regular base salary for up to three (3) days.  In order 
to receive jury duty pay an employee must present the statement of jury service and any subsequent payment 
information.  Employees who report to jury duty and are not selected to serve on the panel are expected to use 
their judgment as to whether or not they should report back to work based on the hour they are dismissed.  
 

Time Off To Vote 
 
Generally, employees are able to find time to vote either before or after their regular work schedule.  If 
employees are unable to vote in an election during their non-working hours, they should speak with their 
supervisor in advance to discuss other accommodations.  Time taken during regularly scheduled hours is unpaid.  
In Massachusetts, an employee is granted the first two (2) hours after the polls open to vote. 
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WORKPLACE POLICIES 

 
Every Company needs rules to guide employees in their work.  These rules have been implemented so that all 
employees know what their responsibilities are in terms of conduct on the job.  If an employee has any 
questions regarding these rules or any disciplinary action, he/she should be sure to discuss them with his/her 
supervisor of the Director of Operations. Although much of this section is designed to provide an understanding 
of the workplace rules of conduct and the ramifications for violating those rules, nothing contained in this 
section in any way restricts, waives, or revokes the "at-will" relationship between an employee and CES.  In 
other words, although this section is a guide, circumstances may warrant that steps be taken outside of these 
policies.  CES reserves this right. 
 

Rules of Conduct 
 
Whenever people work together, some rules of conduct are needed to help them get along harmoniously.  CES 
wishes to define these rules as clearly as possible to promote maximum understanding and cooperation.  We 
ask the cooperation of all members of the Company to observe these rules. While CES cannot anticipate every 
situation, the Company expects employees will maintain behavior that is both honest and straightforward and 
deal with issues fairly and timely.  If employees are not sure what to do in a given situation, it is their 
responsibility to speak to their supervisor or the Director of Operations.  The following is a non-exhaustive list of 
examples of those infractions which may result in disciplinary action: 
 

 Excessive or unjustified absences or tardiness, even if unavoidable.  Failure to inform supervisor 
promptly by telephone or other means when unable to report to work. 

 Deliberate or careless damage to Company property or equipment. 
 Disregarding instructions of or insubordination to supervisor or other proper authority. 
 Inefficient or careless performance of duties, including failure to maintain proper standards of 

workmanship or productivity. 
 Disorderly conduct or horseplay on Company premises. 
 Possessing, drinking, or being under the influence of liquor or drugs on Company property. 
 Falsifying employment applications, personnel security questionnaires, work records, or other Company 

records. 
 Failure to observe safety rules and regulations. 
 Failure to return to work upon expiration of an authorized leave or vacation. 
 Misrepresentation of the reasons for a leave of absence or for other time off from work. 
 Excessive personal use of Company telephone. 
 Theft from fellow employees or from the Company. 
 Falsification or altering of time cards. 
 Failure to observe department work schedules, including lunch and break periods. 
 Misuse of sick leave. 
 Engaging in any illegal activity, whether on or off Company premises.  
 Violation of any Company policy. 

 
This policy is not intended to infringe upon an employee’s right to engage in protected concerted activity under 29 
U.S.C. sec. 157.  Employees have the right to discuss terms and conditions of employment and mutual work related 
concerns. 
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Employee Work Schedule 
 
Due to the nature of CES’s business, there are different hours of operation depending upon the department in 
which an employee works.  CES’s normal hours of operation for administrative operations are Monday through 
Friday from 8:00 a.m. to 5:00 p.m. with an unpaid half-hour break for lunch.    
 
Daily work schedules in the shop and field will be established based on the needs of our customers and our business.  
The following schedules are representative of a typical work day, and may be changed by Company management: 
 
Shop 

 7:00 a.m. - Work start  
 9:30 a.m.-  Coffee break 
 12:00 p.m. -  Lunch break  
 3:30 p.m. - Work stop 

 
Field 
 

 Start time can vary to meet individual job requirements, but as a rule it is the time at which your tools 
are ready, your coffee is finished, and your hands start to produce for the day, for example a typical 
schedule may be: 7:00 a.m. - Work start, 9:30 a.m.-  Coffee break, 12:00 p.m. -  Lunch break and 3:30 
p.m. - Work stop 

 Coffee Break - two and one half hours (2 ½) after work start or at a time designated by the crew 
supervisor 

 Lunch Break - five (5) hours after work start or at a time designated by the crew supervisor  
 Work Stop - eight and one half (8 ½) hours after work start plus any time lost due to an extended lunch 

 
Definitions 
 

 Work Start:  The start of work is defined by the employee physically inside ready to work with gear 
stowed and mind clear.   

 Coffee Break: Coffee break is a maximum of fifteen (15) minutes in length. 
 Lunch Break: Rest breaks are required by law. To obtain permission to work through lunch an employee 

must submit a writing request to be approved by CES management. Approval will be given only under 
extenuating circumstances. Lunch breaks are thirty (30) minutes in length. It is expected that any time 
beyond the thirty (30) minutes will be made up. 

 Work Stop: Management strongly recommends that the last fifteen (15) minutes of each day be spent 
on clean-up of the general work area. 

 
Daily communication with the office is essential. The office must be informed daily as to each employee’s 
whereabouts and job status every day.  Any material or supplies needed for the next day’s work should be called in as 
early as possible, but in any case, no later than twelve thirty (12:30 p.m.).  Also, the office must be informed when a 
job is completed and/or before traveling to another job. 
 
Employees may be required to work different hours upon a supervisor’s request according to business 
requirements.  From time to time CES may accommodate an alternative work schedule whenever possible.  This 
is allowed when mutually appropriate for both the business and the employee and at the discretion of the 
employee’s supervisor. 
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Breaks 
 
Rest and meal periods are intended to provide employees with an opportunity to take a break and relax.  All 
non-exempt employees who take meal breaks must clock in and out and will be relieved entirely from duty.  
They will not eat at their workstation.  Employees must be prepared to resume work promptly at the end of 
their meal period. 
 
An employee’s supervisor will grant breaks as business needs allow and as required by local laws.  Breaks may 
not be combined, added, saved up, or used to leave work early without permission from an employee’s 
supervisor.  Smokers are not entitled to additional break time.   Supervisors will designate any specified break 
areas. Employees are not to leave the premises while on paid breaks without permission from their supervisor. 
 

Attendance and Tardiness 
 
The Company’s successful operation depends in large part upon the regular and punctual attendance of each of 
its employees.  Absences that are excessive, either in duration or frequency, unexcused absences, unauthorized 
departures from work, and/or unreported absences may result in loss of pay and disciplinary action, up to and 
including immediate termination. 
 

 Employees are expected to report for work regularly and punctually. 

 If an employee is going to be late or absent for any reason he/she must notify his/her supervisor with as 
much notice as possible but not later than one (1) hour prior to normal starting time.  This notice must 
include an explanation for the absence or tardiness and a statement of the expected arrival time at 
work.  Additional supporting documentation may be required.  Unavoidable tardiness is not an excuse 
for absence from a scheduled shift.  Employees should, therefore, make every effort to get to work as 
soon as possible after notifying their supervisor. 

 If a supervisor is not available the employee should leave a clear and concise message on the 
supervisor’s Company voicemail or cell phone stating the time of the call, the situation and a phone 
number where the employee may be reached. 

 Arrival to the job more than fifteen (15) minutes late without notice given to the employee’s immediate 
supervisor may be grounds for disciplinary action.  

 Employees are required to notify their supervisor or the HR Department for each subsequent day of 
absence.  Failure to provide notification will result in disciplinary action, up to and including immediate 
termination. 

 If an employee is absent for three (3) consecutive scheduled shifts/days without proper notification to 
his/her supervisor or the HR Department, he/she will be considered to have voluntarily terminated 
his/her employment.   

 A health-related absence may require a health care provider’s certificate that an employee is fit for duty 
before the employee returns to work.  Ordinarily, any absence due to illness that extends beyond three 
(3) days requires this certificate. 

 When an employee knows in advance that there will be an unavoidable absence or tardiness, he/she 
must make arrangements with his/her supervisor.  However, even pre-arranged absences will become 
part of an employee’s attendance record and will be considered when evaluating his/her overall record. 

 The Company will not take any adverse employment action against employees for taking leave or time 
off that is protected under the law. 
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Telecommuting 
 
CES recognizes telecommuting as a work alternative that may be appropriate for some jobs and for some 
employees who are performing their job functions in an above-average manner. Telecommuting is not an 
entitlement; it is not a companywide benefit; and it does not change the terms and conditions of employment. 
Telecommuting can be informal, such as working from home for a short-term project or during inclement 
weather, or it can be a formal arrangement. Arrangements may be made for employees on personal, family, or 
medical leave, with the advice of the employee’s healthcare provider, if appropriate. All informal telecommuting 
arrangements are made on a case-by-case basis, focusing on the business needs of the organization first.  
 
A department head, a supervisor, or an employee who has been with the company for at least one (1) year can 
suggest a telecommuting arrangement. Employees desiring to telecommute should prepare and submit a 
written proposal to their supervisor outlining how they can accomplish their tasks via telecommuting, including 
the number of days per week they will telecommute. The plan should include objective methods of measuring 
productivity and the achievement of goals. 
 
Employees and supervisors will agree on the number of days of telecommuting allowed each week, the work 
schedule each employee will customarily maintain, and the manner and frequency of communication. 
Employees agree to be accessible by phone, email, or voicemail within a reasonable time period during the 
agreed-upon work schedule. Telecommuters may be required to come to the office as needed by the Company. 
 
Telecommuting employees who are not exempt from the overtime requirements of the Fair Labor Standards Act 
will be required to record all hours worked in a manner designated by the Company. In accordance with state 
and federal requirements, hours worked in excess of those specified per day and per workweek will require the 
advance approval of the supervisor. Failure to comply with this requirement can result in the immediate 
cessation of the telecommuting agreement. 
 
Telecommuters will also be expected to comply with applicable company policies (e.g. conflict of interest, 
confidentiality, privacy, moonlighting, safety, drugs and alcohol, and the like). 
 

Open Door Policy  
  
The Open Door Policy is designed to encourage employees to voice their workplace concerns before greater 
problems arise. 
 
Two-way communication is essential to the successful operation of the organization. Employees are encouraged 
to share their concerns, seek information, provide input, and resolve problems and issues through their 
immediate supervisor and, as appropriate, consult with any member of management toward a resolution. 
Management will listen to employees’ concerns, encourage their input, and seek clarity in resolving problems 
and issues. 
 
CES’s Open Door program committee reviews actions or inactions by management that personally affects an 
employee. All issues, except policy decisions and operational business issues, are eligible for this program.  
 
The Open Door is a voluntary process that allows employees to talk with their immediate supervisor or with a 
higher-level supervisor without fear of retaliation. Employees are encouraged to solve a problem at the lowest 
possible supervisorial level, but they may take issues as far up the chain of command as needed. 
 
CES does not tolerate unlawful retaliation against employees who use the Open Door process. 
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Conflicts of Interest 
 
Employees have a responsibility to avoid any conflicts between their personal interests and those of the 
Company.  A conflict of interest occurs when an employee’s personal interest interferes, or appears to interfere, 
with his/her ability to make independent and sound business decisions on behalf of the Company, for example, 
where an employee is in a position to influence a Company decision that may result in a personal gain for that 
employee or for a relative.  Some common circumstances that can create conflicts of interest generally involve 
gifts, favors, kickbacks, bribes, or other special consideration as an inducement to influence Company decisions.  
Acceptance of such inducements may conflict with an employee’s ability to make independent business 
decisions.  A conflict of interest may also arise when employees or their relatives have an ownership or other 
beneficial interest in a business or venture that may conflict with the interests of the Company.   
 
Employees must disclose potential conflicts of interest to the Company as soon as possible.   The Company can 
them attempt to establish safeguards to avoid the conflict.   Employees should contact their supervisor or any 
member of Senior Management more information or questions about conflicts of interest. 
 

Non-Fraternization 
 
In accordance with the principles and guidelines set forth in the Employment of Relatives policy, the Company 
discourages employees from engaging in casual or serious romantic relationships with other employees at the 
Company.  Relationships among employees raise issues of equity, fairness, and favoritism regarding the involved 
employees’ work responsibilities, salary, and/or career progress.  If, in the opinion of the Company, a conflict, 
disruption, or other performance problem arises as a result of such relationships, one of the involved employees 
may be transferred and/or disciplinary action may be imposed.  
 
Both the Employment of Relatives and Non-Fraternization policies apply to all categories of employment, 
including full-time, part-time, and temporary classifications. 
 

Outside Employment 
 
CES does not limit an employee’s activities during non-working hours unless those activities interfere or conflict 
with the employee’s ability to fully and effectively perform his/her job responsibilities, whether directly or 
indirectly.  All employees will be judged by the same performance standards and will be subject to scheduling 
demands, regardless of any existing outside work requirements. 
 
Outside employment for a competitor or work that constitutes a conflict of interest is prohibited. If an employee 
accepts outside employment, he/she should notify his/her supervisor or any member of Senior Management to 
ensure that his/her position does not pose a conflict of interest.  Employees may not receive any income or 
material gain from individuals outside CES for materials produced or services rendered while performing their 
job with the Company. 
 
If it is determined that an employee’s outside work interferes with performance or the ability to meet the 
requirements of his/her position, he/she may be asked to terminate the outside employment if he/she wishes to 
remain with the Company.  The holding of a second job does not eliminate the employee’s obligation to work 
overtime when necessary. 
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External Communications  
 
Only certain designated individuals are authorized to speak on behalf of the company.  Employees are not 
permitted to make public statements to the press or other news media or to speak on behalf of the Company 
without authorization.  All requests for information or statements on behalf of the Company should be directed 
to an Officer of the Company such as the President or Vice President. 
 

Solicitation and Distribution 
 
In order to prevent litter and disruption in the operation of the Company, inconvenience to our clients and their 
families, the following rules apply to solicitation or distribution of literature and fundraising by or to company 
employees. 

 
 Individuals who are not employed by the Company may not solicit or distribute materials on Company 

premises. 
 No employee may distribute literature or materials for any purpose not directly related to his or her 

assigned work on Company property during the employee’s working time or the working time of any 
employee approached.  In addition, distribution of written materials of any kind is prohibited in all 
working areas. 

 No employee may solicit clients for any purpose not directly related to his or her assigned work. 
 No employee may solicit other employees for any purpose not directly related to his or her assigned 

work on Company premises during his or her working time or the working time of the employee being 
solicited. 

 No employee may directly or indirectly sell any item or post literature or other matters on Company 
premises without proper authorization. 

 As used in these rules, the term "working time" means the period of time that is spent in the 
performance of actual job duties, and does not include meal periods or breaks. 

 
Nothing herein shall be interpreted or applied to interfere with an employee’s rights under the National Labor 
Relations Act. 
 

Travel 
 
Employees who travel to a job site for work purposes do not report to a fixed work location, therefore the 
Mansfield office is not considered the central location visited before preceding to a work assignment. As a 
result, the time spent traveling to the job site is not considered work time and is instead considered the 
employee normal commute time. In summary, the Company does not compensate for travel to and from the 
worksite. 
 
Because there is no fixed work location, work time begins after arrival at the job site and ends eight (8) working 
hours after the start of work.  Unless a job is completed or work cannot proceed further, an employee must 
work eight (8) hours per day.  For example, if an employee stops working at three-thirty o’clock in the afternoon 
(3:30 PM) the employee must have started working at seven o’clock in the morning (7:00 AM). When an 
employee is traveling to a job site directly from home and finishes work before eight (8) hours the employee 
must return to the shop to finish the day. 
 
As a benefit the Company will award employees for travel time in the form of a bonus. Bonuses are awarded for 
time spent traveling over thirty (30) minutes and one (1) way travel distances greater than twenty (20) miles 
from the Mansfield office. A travel bonus is paid at an employee’s regular rate of pay.  Travel bonuses will be 
awarded in fifteen (15) minute increments by town per the list located in the handbook addendum. 
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Overnight Travel   
 
CES reimburses employees for reasonable travel expenses incurred while on Company business. Overnight travel 
assignments will be filled as much as possible by volunteer employees, but all employees are required to be 
available for overnight travel on an as needed basis.  Transportation and per diem expenses (i.e. lodging, meals 
and personal expenses) will be advanced or reimbursed by the Company per IRS guidelines.  Employees will be 
awarded a travel bonus for fulfilling travel assignments.  The amount of this bonus will be set by the Company 
on a job to job basis. Because employees are not assigned to a fixed work location and are expected to travel for 
work purposes to and from the job sites and job assignments travel away from home is not considered work 
time and will not be counted as work time on the job.  

 

Mileage 
 
The Company will reimburse employees for the use of their private vehicles for Company business purposes.  A 
written format based on IRS guidelines will be provided to each employee. 
 
When several employees are carpooling to the job site, mileage to and from the job site will be paid when miles 
are more than twenty (20) miles each way from the Mansfield office. The carpool arrangement must include (3) 
employees per a car.  If employees meet to carpool, the driver of the carpool vehicle will be paid mileage as if 
the driver had left from the Mansfield office. If an employee chooses to drive their own vehicle he or she is 
responsible for their own mileage.  
 
Employees who are involved in an accident while traveling on business must promptly report the incident to 
their immediate supervisor.  Vehicles owned, leased, or rented by CES may not be used for personal use without 
prior approval. 
 
Violation of this policy, including falsifying expense reports to reflect costs not incurred by the employee, will 
result in disciplinary action, up to and including termination. 
 

Dress Code   
 
A neat and professional appearance contributes to the positive impression the Company makes on its internal 
and external customers.  All employees of CES are expected to dress and groom in accordance with accepted 
professional business standards, particularly if the employee’s job involves dealing with customers and/or 
visitors.   
 
There may be variations of dress code by work area based on the type of work done.  Supervisors are 
responsible for establishing a reasonable dress code appropriate to the job(s) in each department.  Because this 
is a place of business, clothing that is torn, frayed, or sleeveless is inappropriate.  Tank tops, bare backs and/or 
shoulders, undershirts, and ripped jeans are some examples of inappropriate dress.  Management will speak 
with anyone who is not dressed or groomed appropriately for the business environment.  Any employee who 
violates this standard will be subject to appropriate disciplinary action. 
 
 
 
 



 

 35 

Substance Abuse 
 
CES will not tolerate the use of illegal drugs or alcohol on Company premises.  Any employee, either working on 
the job or appearing on Company premises, under the influence of alcohol or non-prescription drugs will be 
asked to leave the worksite or premises immediately.  
 
An employee who is taking either prescribed or over-the-counter medication that may impair his/her attention 
or performance, or that makes the employee drowsy, must inform his/her supervisor upon arrival for work to 
ensure the safety of the employee and his/her coworkers.  It is essential that an employee be alert and in full 
possession of his/her faculties when working.  In such cases, the employee may be required to take time off 
during the period that the medication is being used and/or be required to provide medical documentation 
confirming their ability to safely and effectively perform their job duties, notwithstanding use of the medication.  
Being under the influence of drugs or alcohol can cause an accident or injury.  Accordingly, no employee may 
report to work or remain on duty while under the influence of or impaired by alcohol or any controlled 
substance or drug. 
 
No employee may possess, sell, or distribute alcohol, drugs, or controlled substances while on CES property or 
on Company time.  If such substances are found, the employee will be subject to disciplinary action, up to and 
including immediate termination.  Furthermore, drinking alcoholic beverages or use of other intoxicants, drugs, 
or controlled substances on Company time, including during breaks or lunch is prohibited and will result in 
disciplinary action, up to and including immediate termination.  
 
To prevent drugs and other contraband from being brought onto company premises, the Company may, at its 
discretion, inspect any locker, package, purse, tool box, or other personal belongings brought onto the Company 
premises in connection with the investigation of any rule violation or in the maintenance of a safe workplace.  An 
employee is expected to cooperate in all investigations of suspected rule violations of workplace safety.  Employees 
who observe such behavior should report it to their supervisor or a member of Senior Management 
 
Violation of this policy will result in disciplinary action up to and including immediate termination.   
 
Employees suffering from addiction may request reasonable accommodations, such as time off for treatment.   
If an employee has a drug or alcohol problem, the Company urges the employee to report the matter to the HR 
Department before work-related problems occur. 
 

Substance Abuse Testing Policy 
 
Employees who work in safety-sensitive positions, including drivers, are subject to drug testing. 
 
The Company requires drug testing as a condition of continued employment, of:  
 

 Candidates in safety sensitive positions;  
 Any employee who the Company has reasonable cause to believe is under the influence of alcohol or illegal 

drugs while working;  
 Random testing; 
 Post-accident (only where there is a reasonable possibility that alcohol or drug use by the employee was a 

contributing factor to the reported accident, injury, or illness); 
 Return-to-work/follow-up testing.   

 
CES’s testing procedures comply with applicable state and federal laws.  Questions concerning the Company’s testing 
policies and procedures should be directed to a member of Senior Management. 
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Pre-Employment Testing 
 
As a condition of continued employment, a candidate in a safety sensitive position who receives a conditional offer of 
employment must submit to testing at a time and place designated by the Company, prior to commencing 
employment.  The Company will pay for the cost of such testing.   The candidate must receive a negative test result in 
order to become employed by the Company.  Failure to timely submit to drug testing or receipt of a confirmed 
positive test will result in revocation of the employment offer. 
 
Reasonable Cause Testing 
 
When the Company has reasonable cause to believe that an employee is using or is under the influence of alcohol or 
drugs, the Company may require the employee to submit to testing. The employee must submit to testing upon 
reasonable cause for the use of controlled substances or alcohol when requested to do so by the Company.  Failure to 
timely submit to a test when requested will result in disciplinary action up to and including termination. 
 
Post-Accident Testing 
 
Unless mandated otherwise by state or federal law, the Company will require alcohol and drug testing following a 
work-related accident, injury, or illness only where there is a reasonable possibility that alcohol or drug use by the 
employee was a contributing factor to the reported accident, injury, or illness. The same standard shall apply. The 
same standard shall apply whether or not an injury resulted from the accident. When post-accident testing is 
appropriate, it must occur as soon as possible after the incident but not later than thirty-two (32) hours after the 
accident. Failure to submit to a test when requested will result in disciplinary action, up to and including immediate 
termination. 
 
Random Testing 
 
The Company will require all drivers to undergo drug and alcohol testing on a random basis.  Employees will be 
selected randomly to participate in testing, and, when notified of selection, the Company may immediately transport 
the employee to a collection site for testing.  Failure to submit to a test when requested will result in disciplinary 
action, up to and including termination. 
 
Return-to-work / Follow-up Testing 
 
A covered employee who has a positive drug test who is permitted to remain employed while on leave of absence 
completing an approved treatment program may not return to work in the same capacity, until the employee has a 
negative test.  Upon return to work, such employees may be subject to unannounced follow-up drug tests at least six 
(6) times in the first twelve (12) months following the return to work.  
 
Testing Practices and Procedures 
 
All employees subject to this policy will be given prior written notification of this substance abuse and testing policy. 
 
Prior to any testing under this policy, the employee will be required to sign a medical consent and general release 
form (referred to as the “Consent Form”) acknowledging that he/she received notice of this policy and consents to 
drug testing pursuant to this policy. Current employees who refuse to sign the Consent Form will be subject to 
discipline, up to and including immediate termination, and applicants will have their employment offer rescinded. 
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Any employee or applicant who refuses to undergo a properly requested drug test under this policy, fails to provide a 
specimen in accordance with the testing procedures, or leaves the testing area prior to the completion of the testing 
procedure shall be considered to have received a positive test result.  In this circumstance, employees will be subject 
to disciplinary action up to and including immediate termination, and applicants will have their employment offer 
rescinded. 
 
Since over-the-counter medications and other legally prescribed substances may result in a positive test result, 
employees and applicants subject to testing under this policy will be given an opportunity, before being tested, to 
specify on a confidential drug disclosure form any legally prescribed controlled substances which he/she may have 
taken during a reasonable period immediately prior to testing.   
 
Any employee or applicant who initially receives a positive test result will be automatically given a reliable 
confirmatory test from the sample already submitted, separate and independent from the initial test. 
 
If the test result is confirmed positive, the confidential drug disclosure form will be opened to permit an examination 
of possible legitimate explanations for the result.    If the test result is confirmed positive, and there is no legitimate 
explanation for the confirmed positive test result, the result will be reported as positive and shall identify the 
controlled substance(s) for which the test was positive.  A positive test for marijuana where the employee did not use 
it at work or come to work under the influence is still grounds for disciplinary action up to and including termination 
of employment. If there is a legitimate explanation for the result, or if the test is negative, the confidential drug 
disclosure form will be destroyed and the test result will be reported as negative.    
 
The results of a drug test will be communicated to an employee or applicant subject to testing, provided the results 
were positive.  
 
The Company will maintain records related to the administration and results of the testing program for all individuals 
subject to testing. 
 
Compliance with this Policy is a Condition of Employment 
 
Full compliance with this policy is a condition of employment and continued employment with the Company.  Any 
employee who violates this substance abuse and testing policy or who receives a positive test will be subject to 
disciplinary action, up to and including immediate termination.  In lieu of, or in addition to, discipline, any employee 
who violates this policy or tests positive may, at the discretion of the Company, be referred to an appropriate 
treatment program at the employee’s expense. 
 

Violence 
 
Nothing is more important to CES than the safety and security of its employees and visitors.  Threats, 
threatening behavior, or acts of violence against employees, visitors, or guests of the Company will not be 
tolerated.  Violations of this policy will lead to disciplinary action, up to and including immediate termination.  In 
addition, the Company is sensitive to issues of domestic violence and the potential danger it poses to employees 
and the Company’s workplace.  Accordingly, the Company will not hesitate to contact the appropriate law 
enforcement authorities in the event of any threatening behavior or act of violence against employees, visitors, 
or guests of the Company, and to initiate criminal prosecution, if appropriate. 
 
No employee shall be permitted to bring any guns, knives, or other items which could be used as weapons onto 
Company premises.  The Company reserves the right to prohibit employees from carrying any items which 
management, in its sole discretion, deems to be dangerous or potentially dangerous. 
 



 

 38 

If an employee becomes aware, either directly or indirectly, of any violence or threats of violence, whether 
vague, direct, or indirect, he/she must notify his/her supervisor or a member of Senior Management 
immediately.  In addition, the Company requests that employees who currently hold or seek to obtain 
temporary or permanent restraining orders against others who have threatened or committed violent acts 
against them to inform their supervisor or a member of Senior Management to apprise the Company of any 
potential threats to their security or the security of others within the workplace.  CES management understands 
the sensitivity of this type of information and will make every effort to protect the confidentiality and privacy of 
the person(s) involved. 
 

Issuance of Company Property 
 
Certain positions within the Company require that the employee be issued CES equipment and/or property to be 
used for work purposes either onsite at CES premises or at the employee’s residence.  It is expected that such 
issued equipment or property will be utilized and maintained in an appropriate way according to product 
standards, solely for work-related purposes.  Although in the employee’s possession, all such Company property 
and equipment remains Company property and can be inspected at any time, including in locked cabinets or 
lockers.  Should the employee leave CES’s employment for any reason, all equipment and property issued to the 
employee must be returned.   
 

Tools and Equipment 
 
Each CES employee is required to have his/her own ordinary hand tools with him/her at all times in order to 
properly execute his/her job.  A list of specific tools is provided in as an addendum.  The Company will, with the 
employee’s authorization, use its buying power to purchase tools for the employee.  The Company will then 
deduct half the total cost of items purchased from the employee’s gross pay for the two (2) weeks following the 
employee’s receipt of these tools. 
 
All specialized tools will be provided to employees for Company use only.  Company owned tools will be 
assigned to or signed in and out by each employee.  The employee is then responsible for the condition of the 
Company owned tools while they are in his/her possession.  The maintenance of Company tools assigned to field 
installation service personnel will be examined as part of the annual review process. 
 
Company tools misplaced, stolen or ruined by willful negligence while in the employee’s possession may require 
replacement at employee’s expense, through payroll deduction, solely at the discretion of Company 
management.  Tools locked in a gang box, a locked truck box, a locked vehicle or in a locked house or garage are 
handled responsibly by the Company. 
 
A required tools list is located as an addendum. 
 

Smoke-Free Workplace 
 
Recognizing that smoking in the workplace may adversely affect employees, smoking is prohibited in all CES 
work areas.  Employees who smoke may do so only in designated outdoor areas, but no smoking is allowed 
within fifteen (15) feet of any doorway.  Employees may only smoke during their breaks or meal period.  These 
breaks or meal periods may not be broken into segments for the purpose of smoking.  Smokers are expected not 
to abuse break rules.  Smokers are also expected to observe common courtesy and maintain designated outdoor 
smoking areas litter-free.  Employees are expected to coordinate time away from their work areas to ensure 
that all work-related tasks are covered during their breaks.  Because state law may impose civil penalties for 
violation of the smoking ban, CES requires strict adherence to this policy.  In addition to any civil penalties, 
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employees who violate this policy are subject to the same disciplinary actions that accompany infractions of 
other CES rules.   

 
Emergency Closings  
 
In the case of inclement weather, employees are expected to make every effort to be at work at the normal 
time.  CES expects that employees will utilize their best judgment in the case of inclement weather.  If for any 
reason, employees are unable to get to work on time, they must notify their supervisor.  If CES is open for 
business and the employee chooses not to report to work, the employee will need to utilize available PTO time 
to cover the absence. 
 
At times, emergencies such as severe weather, fires, power failures, or earthquakes, can disrupt CES operations. 
In extreme cases, these circumstances may require the closing of a work facility. In the event that such an 
emergency occurs, supervisors will notify their staff. 
 

Personal Communications Devices 
 
CES recognizes that cell phones and personal communications devices have become valuable tools in managing 
employees’ professional and personal lives. However, use of these devices in the workplace can raise a number 
of issues involving safety, security, and privacy. Therefore, CES has adopted the following rules regarding the use 
of personal communication devices in the workplace during working hours: 
 

 Except in cases of emergency, employees should conduct personal business during lunch breaks and 
other rest periods. This includes the use of personal communications devices (including cell phones) for 
personal business (including personal phone conversations and text messages, personal emails, and use 
of the Internet for personal reasons). Employees should be considerate of their co-workers and keep 
ring tones and alerts on vibrate or silent while at work. Phone calls made during an employee’s lunch 
break or rest period should be made away from the employee’s desk or work station so as not to disturb 
coworkers. Minimal or incidental use is permitted (e.g. child confirming safe arrival at home after 
school). 

 When attending a meeting with customers, clients, or coworkers, employees should turn off or silence 
their cell phones and personal communications devices. Except in extraordinary circumstances (e.g. 
family emergency), employees may not respond to personal calls during a meeting.  

 Making discriminatory or harassing comments to coworkers via any electronic means of communication 
is prohibited. This includes offensive messages, photos, or images that are sexual in nature or that are 
offensive to a person based on his/her protected class status. CES policies on professional conduct, 
discrimination, and harassment apply to all electronic communications to its employees, customers, 
clients, and vendors.  
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SAFETY 

 
CES wants employees to have the safest working conditions possible.  This can only be accomplished with help 
from each employee.  CES expects employees’ strict observance of all safety rules since they exist for their 
protection.  If an employee knows of any unsafe condition, he/she must notify his/her supervisor or the Director 
of Operations immediately.  Employees must not continue to work if an unsafe condition exists. 
 
In general, the following are some safety guidelines for all employees: 
 

 Learn and understand every aspect of their job; 

 Know the location of fire alarm boxes, extinguishers, first aid kits, and eye-wash stations in their work 
area; 

 Promptly record and bring to the attention of their supervisor or the Director of Operations unsafe areas 
(such as slippery floors, items left in hallways, etc.); 

 Do not attempt to work with defective equipment, and bring such matters to the attention of their 
supervisor or the Director of Operations immediately; 

 Note all proper methods for lifting and adhere to them strictly; 

 Wear all proper safety equipment (i.e. safety glasses, safety shoes); 

 Promptly report any injury, no matter how minor, to their supervisor or the Director of Operations. 

 
All positions are covered by certain safety guidelines and employees are obligated to abide by them.  Employees 
should carefully read and refer to them often.  An employee’s supervisor or the Director of Operations will 
familiarize him/her with all aspects of the job and verify his/her knowledge of what is expected of them, relative 
to safety.  
 
CES expects its employees to conduct themselves and perform their jobs in a safe manner.  Employees are 
encouraged to use good judgment and common sense in matters of safety, and to observe all safety rules 
posted in various areas. 
 

Heavy Lifting 
 
Due to the nature of the business, both Shop and Field employees will be required to do occasional heavy lifting 
as part of their regular job duties.  Employees will be given handouts explaining correct methods of lifting heavy 
objects and the Company will contribute up to one hundred percent (100%) of the cost of back support belts 
and other injury prevention devices on a case by case basis.  Employees must inform the Company immediately 
in writing of any temporary or permanent physical condition that would prevent or restrict the ability to lift 
heavy objects during the normal course of work. 
 

Eye Safety Protection 
 
Eye protections guidelines must be followed by all employees and are as follows:  
 

 Eye protection must be worn when an employee enters the shop for any reason 

 When any power tool is used 

 During all dusty operations, such as: sweeping, trash dumping and handling of urethane, etc. 
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 During any striking operations that may dislodge chips or fragments 

 When any power tools are running near where an employee is working 

 

CES will do the following to ensure each employee’s eye safety: 

 

 Will make eye googles available at the entrance to the shop 

 Will provide each employee safety eye googles 

 Will exchange at no charge, scratched, damaged or unsuitable eye googles 

 Will replace lost of misplaced eye google and will deduct cost from the employees’ wages with 
employee authorization 

 

Any employee not following eye safety rules will be sent home by his or her supervisor with only reporting 
wages due. 

 
Foot Safety Procedure 
 
Field Installers: “Work” boots are to be worn by all CES field installers during any work time in any capacity. 
“Work” boots are to be construed as the brown or black leather shoes that cover the ankle with heavy rubber or 
leather soles. Steel toe and steel shank are preferred for field personnel for better compression and puncture 
protection. Sneakers or other casual footwear and the Roebucks Steel Toe type sneaker are not acceptable for 
field installers. 
 
Shop Personnel: “Work” boots or shoes or the “Steel Toe” type work sneakers are to be worn by all CES shop 
personnel during any work time in any capacity.  
 
CES’s goal is to minimize the possibility of foot injury. Any employee not in compliance with this policy will be 
required to punch out until such time that he or she can return to work wearing the proper footwear. 
 

Ladder and Personal Fall Protection  
 
All employee must follow the following ladder safety guidelines:  
 

 Ladders that have split or splintered side rails and missing, weakened, or broken rungs or steps must not 
be used.  Report unsafe ladders to the site foreman and a supervisor immediately 

 Ladders should extend at least three (3) feet above a roof or platform.  Place the ladder so that the base 
is set from the wall not more than one-fourth (¼) the height of the ladder (that is, for every four (4) feet 
up employees need to go one (1) foot out) 

 If there’s a chance the ladder will slip, secure it with cleats, lashings, or other safety devices.  Slip 
resistant feet aren’t a substitute for care when employees work on slippery (flat metal, concrete, etc.) 
surfaces.  NEVER place a ladder on top of boxes or any unstable object.  NEVER place a ladder on a drop 
cloth. 

 Don’t place ladders in front of unlocked doors.  Have a “spotter” guard the base of a ladder if it’s placed 
in a “high traffic” area, or use barricades to keep away activities and traffic.  Don’t use metal or wet 
wooden ladders near power lines 

 Before an employee climbs a ladder, they must make sure nothing slippery is on their shoes or the 
ladder.  Face the ladder, take one step at a time, and grasp the side rail with both hands.  NEVER run up 
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or down or slide down a ladder.  NEVER climb a ladder if someone is already on it.  NEVER move, shift, or 
extend a ladder while it’s occupied. 

 NEVER work above the third rung from the top of an extension ladder, or the second step from the top 
of a stepladder.  Follow the “belt buckle rule”.  NEVER lean to the side far enough to let the belt buckle 
go past the side rails of the ladder.  ALWAYS hold on to the ladder with one hand. 

 NEVER work on a ladder over twenty-five (25) feet from the ground or floor if you need both hands to 
perform the work, unless the employee is wearing a safety belt and the safety lanyard is secured to the 
ladder. 

 
Personal Fall Protections Definitions:  
 
“Unprotected sides and edges” means any side or edge of a walking/working surface (such as a floor, ramp, roof, 
or runway) where there is no wall or guardrail that’s at least thirty-nine (39) inches high. 
 
“Leading edge” means the edge of a floor, roof, or formwork for a floor or other walking/working surface (such 
as a deck) that changes location as additional floor, roof, decking, or formwork sections are placed, formed, or 
built. 
 
All employee must follow the following personal fall protection guidelines:  
 

 Whenever on a walking/working surface with an unprotected side or edge that’s six (6) feet or more 
above a lower level, employee needs to be protected by guardrails, a safety net, or a personal fall arrest 
system. 

 Whenever an employee is building a leading edge six (6) feet or more above a lower level, employee 
needs to be protected by guardrails, a safety net, or a personal fall arrest system. 

 If there is a hole in the floor or wall that is more than six (6) feet above a lower level, employee needs to 
be protected by guardrails, a safety net, or a personal fall arrest system.  Holes in floors, decks, or other 
walking/working surfaces must be covered to keep employees or objects from falling through them. 

 Whenever employee is working on the face of formwork or reinforcing steel, employee needs to be 
protected from falling more than six (6) feet or more to a lower level by a personal fall arrest system, a 
safety net, or a positioning device. 

 Whenever employees are working within six (6) feet of the roof edge, safety cables and personal fall 
protection must be used. 

 Employees must always wear a hard hat when exposed to falling objects. 

 Employees must always use a harness and lanyard whenever working out of an articulating boom lift. 

 Toe boards, canopies or barricades to areas where objects could fall must be in place to protect 
employees from falling objects.   

 A guardrail with toe boards is required whenever employee is working on a steep roof. 

 

CES will issue employees with an appropriate personal fall arrest system and train employees on proper usage.   
 

Vehicle Operation Policy 
 
All CES employee must following the following safety guidelines when operating a Company vehicle or personal 
vehicle for business use:  
 

 Must wear safety belt at all times; 

 Before starting, adjust seat and rear view mirrors properly; 
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 Steer vehicle smoothly; 

 Drive vehicle in proper lane; 

 Follow other vehicles at a safe distance; 

 Use the two (2) second method; 

 Drive within posted speed limits; 

 Drive according to traffic and weather conditions; 

 Use signals on all turns, passing, and lane changes; 

 Avoid aggravated or aggressive driving and drivers;   

 Make all turns from the proper lane and at a controlled speed; 

 Stop smoothly at all times; 

 Get vehicle in best position for backing up; 

 Before backing, check clearance front and rear; 

 Allow sufficient time and distance to pass other vehicles safely; and 

 Obey all traffic signs and laws. 

 
ANY PARKING OR TRAFFIC TICKETS ARE THE EMPLOYEE’S RESPONSIBILITY AND WILL NOT BE PAID BY CES. 
 
DO NOT OPERATE ANY CES OR PRIVATE VEHICLE AFTER CONSUMING ANY ALCOHOL OR WHILE UNDER THE 
INFLUENCE OF ANY DRUGS OR OTHER SUBSTANCES THAT MAY IMPAIR YOUR ABILITY TO OPERATE THE VEHICLE 
SAFELY. 

 

Fitness for Duty  
  
CES endeavors to provide a safe workplace. This policy applies when an employee is having observable difficulty 
performing his/her work duties in a manner that is safe for the employee and/or for his/her coworkers, or is 
posing a safety threat to himself/herself or others.  
 
The purposes of this fitness-for-duty policy are:  
 

 To promote the safety and health of employees and customers;  
 To establish procedures by which the company can evaluate an employee’s ability to safely and 

competently perform her/his duties when a health or safety problem arises; and 
 To comply with applicable law. 

 
Procedures 
 

i. Employees are responsible for managing their health in such a way that they can safely perform their 
essential job functions, with or without reasonable accommodation (e.g. employee with the flu should 
stay home, and employees taking medications that advise against driving should not drive).  

ii. Employees at work or on-call must remain in a fit condition for the entire period.  
iii. Supervisors may refer employees for a fitness-for-duty evaluation, as provided by these procedures.  
iv. Before a supervisor refers an employee for a fitness-for-duty evaluation, the Director of Operations 

must approve the evaluation, unless the circumstances require immediate action. As an alternative to 
requiring an employee to submit to a fitness-for-duty evaluation, the Director of Operations may send 
the employee home with pay on an administrative leave, pending a determination whether to require a 
fitness-for-duty evaluation. 



 

 44 

v. Application of this policy is not intended as a substitute for other company policies or procedures 
related to performance. In addition, application of this policy is not a substitute for discipline. In any 
situation involving misconduct or violation of company policy, disciplinary action may be taken.  

vi. The Company will pay the cost of fitness-for-duty evaluations and will pay the employee for time spent 
in the fitness-for-duty evaluation.  

vii. An impartial, independent healthcare evaluator, with appropriate expertise in areas including one or 
more of the following: medical, psychological, alcohol, or other drug conditions, will conduct a fitness-
for-duty evaluation.  

viii. The company will make the final determination of an employee’s fitness-for-duty status.  
ix. An employee referred for a fitness-for-duty evaluation will be relieved of duties, pending completion of 

the evaluation. Generally, the employee will be placed on administrative leave. 
x. When an employee is found to be unfit for some or all duties, his/her employment status will be 

determined on a case-by-case basis, in accordance with company policy and practice and applicable law. 
The employee may be placed on a medical leave, intermittent leave, or restricted duty.  

xi. An employee’s pay status while fitness-for-duty is being determined will depend on his/her employment 
status and the facts of the case.  

xii. In all cases, the Company must receive a “return-to-work/fitness-for-duty form” from the independent 
evaluator before an employee may return to full or restricted duty.  

xiii. In most cases, a re-entry conference with the Director of Operations will occur prior to the employee’s 
return to work.  

xiv. Noncompliance with a request for a fitness-for-duty evaluation may be considered insubordination and 
result in disciplinary action. Providing false information or the omission of information in the course of a 
determination of the employee’s fitness for duty may also lead to discipline. Employees are expected to 
fully cooperate with a determination of their fitness-for-duty. 

 
Records of fitness-for-duty evaluations will be treated as confidential medical records and be kept separate from 
existing personnel files; this information will be shared only as permitted by law. 
 
After an evaluation, information available to the employee’s supervisor will be limited to:  
 

 Whether a person is fit to resume some or all of his/her job duties;  
 Whether a person is a direct threat to self or others; and 
 Whether a person needs specific reasonable accommodations. 

 
This policy may be modified without notice in order to comply with applicable law.  
 

Reporting On-the-Job Injuries 
 
Employees who are injured on the job or witness the injury of another employee must notify their or the HR 
Department in accordance with the procedure set forth under the Workers’ Compensation policy so they can 
report to the insurance company for immediate processing of claims. 
 

Off-Duty Employees 
 
For safety, security, and insurance reasons, employees are not permitted access to the interior of the building or 
exterior work areas during their off-duty hours.  If employees have any questions, they should speak with their 
supervisor or the HR Department.  
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EMPLOYMENT DEVELOPMENT 

 
Work-Related Seminars 
 
CES encourages employees to take ownership for their own development.  As such, should there be a one (1) or 
three (3) day outside seminar that would benefit professional or technical skill development, the employee 
should feel free to pursue this option with their supervisor.  Actual approval of seminar attendance is up to the 
supervisor’s discretion.    
 

Performance Management 
 

The Company will strive to complete performance reviews for all employees on an annual basis.  CES utilizes a 
performance evaluation process as a way to promote the development of each employee. The performance 
appraisal process provides a format for employees and their supervisor to: 
 

 Review the business objectives of the work unit; 

 Recognize an employee’s contribution to these objectives; 

 Set new goals and responsibilities going forward; 

 Establish a basis for an employee’s career development; and 

 Discuss development of improvement plans to enhance an employee’s current performance.  

 
Performance evaluations are an important management tool and employees should feel comfortable actively 
participating with their supervisor in the review process to keep the lines of communication open.  Supervisors 
and employees are strongly encouraged to discuss job performance and goals on a regular basis, and day-to-day 
interaction between the employee and supervisor should provide the employee with a good sense of how 
his/her performance is perceived. 
 
While performance evaluations are typically conducted annually, an evaluation may also be conducted in the 
event of a promotion, change in duties and responsibilities, or to address any open issues.  When the job 
requirements are not being met, problems occur, or improvement is needed, this date may be adjusted in order 
to assist in meeting goals and objectives and specific timetables may be set for further review.  
 
CES supervisors and employees are encouraged to consider soliciting 360º feedback, meaning gathering input 
from supervisors, coworkers, and direct reports at the time of an employee’s review to get the most accurate 
performance picture possible.   
 
Mid-Year Discussion 
 
Ongoing informal performance discussions are encouraged throughout the year to provide both the supervisor 
and employee an opportunity to get positive feedback on accomplishments and address any areas that could 
inhibit success.  These discussions are also designed to lay the groundwork for the yearly evaluation.  The 
purpose is to gauge whether the employee is on track, executing the desired objectives and delivering the 
required results.  It provides an opportunity to discuss how things are progressing, address any issues, and 
enable the supervisor and employee to communicate openly. 
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COMMUNICATION AND PROBLEM SOLVING 

 
Problem Resolution Procedures 
 
CES is committed to providing the best possible working conditions for its employees.  Part of this commitment 
is encouraging an open and frank atmosphere in which any problem, complaint, suggestion, or question receives 
a timely response from CES, supervisors, and management.  Employees are encouraged to share their concerns, 
seek information, provide input, and resolve problems/issues through their immediate supervisor, or as 
appropriate to consult with any member of management. Supervisors will listen to all employees’ concerns, 
encourage their input, and seek resolutions to their issues.  No employee will be penalized, formally or 
informally, for voicing a concern with CES in a reasonable, business-like manner, or for using the problem 
resolution procedure. 
 
At times a problem may develop between an employee and a coworker or an employee and a supervisor.  
Differences can only be resolved when they are brought out into the open, heard, and discussed.  The Company 
strongly encourages employees to communicate directly with the person involved and if necessary involve their 
supervisor(s).  If a situation occurs when it is perceived that a condition of employment or a decision affecting an 
employee is unjust or inequitable, he/she is encouraged to bring the problem to the attention of his/her 
immediate supervisor the HR Department and explain the nature of the problem, as well as a suggested remedy.  
An employee’s supervisor or the HR Department will attempt to resolve the issue based on the facts of the 
situation.  If the issue is escalated to the Senior Management team, they will review the problem, inform the 
employee of a decision, and forward a copy of a written response to the HR Department for inclusion in the 
employee’s personnel file. Senior management has full authority to make any adjustment deemed appropriate 
to resolve the problem.  Their decision will be considered binding for all parties concerned. 
 
Not every problem can be resolved to everyone’s total satisfaction; only through understanding and discussion 
of mutual problems can employees and management develop confidence in each other.  This confidence is 
important to the operation of an efficient and harmonious work environment. 
 

Corrective Action Process 
 
CES tries to recruit people who will best fit the available positions within the Company.  Occasionally, however, 
it becomes necessary for CES and certain employees to part ways, or for CES to take disciplinary action that it 
considers reasonable under the circumstances.  It is in everyone’s best interest to resolve problems or 
complaints related to CES policies, procedures, or other workplace issues fairly and in a timely manner. CES 
strives to address performance or conduct issues in a fair and equitable manner. Certain standards are 
necessary for the efficient operation of the Company.  CES reserves the right to determine both the 
appropriateness and level of counseling, discipline, or other corrective action in each situation, including 
whether immediate termination is warranted.  While CES reserves the right to terminate an employee’s 
employment at any time, examples of the types of conduct that may result in disciplinary action, up to and 
including termination, include violations of the Company’s Rules of Conduct set forth above in this handbook. 
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Progressive Discipline Policy 
 
CES’s progressive discipline policy and procedures are designed to provide a structured corrective action process 
to improve and prevent a recurrence of undesirable employee behavior and performance issues. It has been 
designed consistent with CES organizational values, best practices, and employment laws. 
 
Outlined below are the steps of CES’s progressive discipline policy and procedure. CES reserves the right to 
combine or skip steps depending on the facts of each situation and the nature of the offense. The level of 
disciplinary intervention may also vary. Some of the factors that will be considered are whether the offense is 
repeated despite coaching, counseling, or training, the employee’s work record, and the impact the conduct and 
performance issues have on the organization. 
 
Step 1: Counseling and Verbal Warning 
 
Step 1 creates an opportunity for the immediate supervisor to schedule a meeting with an employee to bring 
attention to the existing performance, conduct, or attendance issue. The supervisor should discuss with the 
employee the nature of the problem or the violation of company policies and procedures. The supervisor is 
expected to clearly describe expectations and steps the employee must take to improve performance or resolve 
the problem. 
 
Within five (5) business days of this meeting, the supervisor will prepare written documentation of a Step 1 
meeting. The employee will be asked to sign this document to demonstrate his or her understanding of the 
issues and the corrective action. 
 
Step 2: Written Warning 
 
Although CES hopes that the employee will promptly correct any performance, conduct, or attendance issues 
that were identified in Step 1, CES recognizes that this may not always occur. The Step 2 written warning 
involves more formal documentation of the performance, conduct, or attendance issues and consequences. 
 
During Step 2, the immediate supervisor or director will meet with the employee to review any additional 
incidents or information about the performance, conduct, or attendance issues as well as any prior relevant 
corrective action plans. Management will outline the consequences for the employee of his/her continued 
failure to meet performance or conduct expectations. 
 
A formal performance improvement plan (PIP) requiring the employee’s immediate and sustained corrective 
action will be issued within five (5) business days of a Step 2 meeting. A warning outlining that the employee 
may be subject to additional discipline, up to and including termination if immediate and sustained corrective 
action is not taken may also be included in the written warning. 
 
Step 3: Suspension and Final Written Warning 
 
There may be performance, conduct, or safety incidents so problematic and harmful that the most effective 
action may be the temporary removal of the employee from the workplace. When immediate action is 
necessary to ensure the safety of the employee or others, the immediate supervisor may suspend the employee 
pending the results of an investigation. 
 
Suspensions that are recommended as part of the normal progression of this progressive discipline policy and 
procedure are subject to approval from Senior Management. 
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Depending on the seriousness of the infraction, the employee may be suspended without pay in full-day 
increments consistent with federal, state and local wage-and-hour employment laws.  
 
Nonexempt/hourly employees may not substitute or use any accrued paid vacation or sick day in lieu of the 
unpaid suspension. Due to Fair Labor Standards Act (FLSA) compliance issues, unpaid suspension of 
salaried/exempt employees is reserved for serious workplace safety or conduct issues. The HR Department will 
provide guidance so that the discipline is administered without jeopardizing the FLSA exemption status. 
 
Pay may be restored to the employee if an investigation of the incident or infraction absolves the employee. 
 
Step 4: Recommendation for Termination of Employment 
 
The last and most serious step in the progressive discipline procedure is a recommendation to terminate 
employment. Generally, CES will try to exercise the progressive nature of this policy by first providing warnings, 
a final written warning, or suspension from the workplace before proceeding to a recommendation to terminate 
employment. However, CES reserves the right to combine and skip steps depending on the circumstances of 
each situation and the nature of the offense. Furthermore, employees may be terminated without prior notice 
or disciplinary action. 
 
Management’s recommendation to terminate employment must be approved the HR Department. Final 
approval may be required from Executive Management. 
 
Employees will have the opportunity to present information that may challenge information management has 
used to issue disciplinary action. The purpose of this process is to provide insight into extenuating circumstances 
that may have contributed to the employee’s performance or conduct issues while allowing for an equitable 
solution. 
 
If the employee does not present this information during any of the step meetings, he/she will have five (5) 
business days after that meeting to present such information. 
 
Performance and Conduct Issues Not Subject to Progressive Discipline 
 
Behavior that is illegal is not subject to progressive discipline, and such behavior may be reported to local law 
enforcement authorities.  Similarly, theft, substance abuse, intoxication, fighting, and other acts of violence at 
work are also not subject to progressive discipline and may be grounds for immediate termination. 
 
The employee will be provided copies of all progressive discipline documentation. The employee will be asked to 
sign copies of this documentation attesting to his or her receipt and understanding of the corrective action 
outlined in these documents. 
 
Copies of these documents will be placed in the employee’s official personnel file. 
 
Nothing in this policy provides any contractual rights regarding employee discipline or counseling, nor should 
anything in this policy be read or construed as modifying or altering the employment-at-will relationship 
between CES and its employees. 
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SEPARATION OF EMPLOYMENT 

 

 
Notification of Termination by Employee 
 
Employees who consider leaving the Company’s employ should discuss the situation with their supervisor or a 
member of Senior Management. With a better understanding of the employee’s concerns, it may be possible to 
make an adjustment that will satisfy the employee and retain the advantages earned by working with the 
Company.  If, after due consideration, the employee should decide to terminate employment, the employee 
must submit a resignation letter to Senior Management. 

 
Notification of Termination by Employer 
 
The Company maintains the right to terminate employees as it deems appropriate on an at-will basis, with or 
without cause, and with or without notice.  Subject to Company discretion, the employee may be placed on 
disciplinary or performance probation in an effort to give the employee additional time to remedy the problem 
which led to the probation. 

 
Exit Interviews  
 
Employees who leave the Company’s employ will generally be interviewed by a member of Senior Management 
prior to final separation and will complete necessary termination forms and procedures. 

 

Continuation of Benefits (COBRA) 
 
If an employee’s employer-provided group health care coverage is terminated for the employee or their 
dependents, they may be eligible for continuation coverage under the Consolidated Omnibus Budget 
Reconciliation Act (“COBRA”).  The details of this coverage are set forth in the plan documents.  Employees 
should review those documents for further information. 
 

Life Insurance and Long-Term Disability Portability 
 
Employees who leave CES are eligible to continue their life insurance and long-term disability coverage through 
the insurance companies as individual policies.  As a terminated employee electing this coverage, he/she is 
responsible for paying the full premium cost.  Information will be distributed on these plans during the exit 
interview or mailed. 
 

Unemployment Insurance 
 
CES pays a percentage of its payroll to the Unemployment Compensation Fund according to the Company’s 
employment history.  If an employee becomes unemployed, he/she may be eligible for unemployment 
compensation, under certain conditions, for a limited period of time.  Unemployment compensation provides 
temporary income for workers who have lost their job.  If an employee’s employment with CES terminates for 
any reason, CES will provide them with information from the Department of Unemployment Assistance (DUA) 
regarding how to file for unemployment insurance benefits. 
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References 
 
To ensure that all reference checks are handled in a manner consistent with CES’s policy guidelines, all reference 
requests must be directed to the HR Department as the designated authorized source for reference information.  
Only job title and dates of employment will be verified.  Verification of salary will be provided only in response 
to a written request with a signed release from the employee. 
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ACKNOWLEDGMENT OF RECEIPT OF HANDBOOK 
 
1. I have received and read CES’s Employee Handbook.  I understand that the HR Department will 

answer any questions I may have regarding the contents of the Handbook.  
 
2. I understand that the policies contained in the Handbook are intended for information and 

guidance only, and may be unilaterally changed or amended by CES without notice. I understand 
that the Handbook does not make any promises or guarantees.   

 
3. I further understand that the Handbook does not create a contract of employment, but rather 

my employment with CES is on an at-will basis.  As such, I am free to resign and CES may 
terminate my employment at any time, for any reason or no reason at all, with or without 
notice.  My at-will status may only be modified by a written contract of employment signed by a 
member of Executive Management stating a specific term of employment.   No oral or written 
statements by any other representative of the Company shall alter my at-will status. 

  
 
 
 
 ______________________   ______________________ ____________________ 
Employee’s Name (Print)  Employee’s Signature  Date 
 
 
 
 
______________________  ______________________ ____________________ 
Supervisor (Print)   Signature   Date 
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ADDENDUMS  
 
 

 

CES Accident Procedures Checklist 
 

 Check yourself for injury.  Take a deep breath and try to clear your head. 
 If possible, move vehicle to a safe place. 
 Assist other vehicle’s injured occupants the best you can without endangering yourself or others. 
 Try to notice any witnesses to the accident.  If possible, get names and numbers, or at least write down 

license plate numbers. 
 Call police every time, even if there is no injury or traffic hazard. 
 Call the CES office as soon as possible to report. 
 Exchange drivers’ and passengers’ names, driver’s license and registration numbers, any injuries or 

complaints, and Insurance Company names. 
 DO NOT make any statements OF ANY KIND to anyone other than Police Officers. 
 Fill out MA accident report form and submit to Town where accident occurred. 
 IMPORTANT:  Fill in all items listed on chart below and submit to office within 2 days. 

 
Other driver’s name_____________________________________________________________ 
Other driver’s license number_____________________________________________________ 
Other vehicle passenger name(s)__________________________________________________ 
Other vehicle(s) plate number_____________________________________________________ 
Other vehicle registration name & address___________________________________________ 
Other vehicle insurance company name_____________________________________________ 
Time and place of accident_______________________________________________________ 
Street and intersections__________________________________________________________ 
Traffic controls_________________________________________________________________ 
Obstruction to view______________________________________________________________ 
Distances and path vehicles traveled________________________________________________ 
Weather and road conditions______________________________________________________ 
Speeds_______________________________________________________________________ 
Types of vehicles involved________________________________________________________ 
Condition of vehicles____________________________________________________________  
Condition of drivers and passengers________________________________________________ 
Number and extent of injuries______________________________________________________ 
Causes(s) of accident____________________________________________________________ 

(Write what happened and draw a sketch of the accident scene on other side) 
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Time Sheet Legends Codes 
 
IN SHOP CODES 
 
100 ...... Shipping 110 ...... Receiving 
120 ...... Insulated Panels 130 ...... Special panels/door sections 
140 ...... Doors 150 ...... Accessories & Trim 
190 ...... Drafting 195 ...... Warranty 
199 ...... Miscellaneous 
                                                                                                                                                  
OUTSIDE WORK CODES 
 
200 ...... Shipping 210 ...... Receiving 
220 ...... Misc. Steel, Angle, Girts, Etc. 230 ...... Panels 
240 ...... Floor Insulation 250 ...... Vapor Wrap & Foam 
260 ...... Ceiling Hangers 270 ...... Trim & Accessories  
275 ...... Cut & Prep Doors 280 ...... CES Doors 
285 ...... Buy Out Doors 290 ...... Drafting 
295 ...... Warranty 299 ...... Miscellaneous 
 
                                                                                                                                                  
OTHER HOURS 
 
S .......... SICK V ......... PAID TIME OFF 
P .......... PERSONAL C .......... WORKMANS COMP 
   
                                                                                                                                                
DEPARTMENT CODES 
 
01 ........ MANUFACTURING  02  ..... CONTRACTING 03.........SERVICE DIVISION 
05 SERVICE DIVISION 
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Travel Time Guidelines 

 

THE FOLLOWING TOWNS RECEIVE NO TRAVEL TIME 

 

ABINGTON    HANOVER    PLAINVILLE 

ATTLEBORO   HANSON    QUINCY 

AVON    HINGHAM    RANDOLPH 

BOSTON   HOLBROOK    RAYNHAM 

BRAINTREE   MANSFIELD    ROCKLAND 

BRIDGEWATER   MEDFORD    SHARON 

BROCKTON   MILLIS     STOUGHTON 

BROOKLINE   MILTON    TAUNTON 

CANTON   NEEDHAM    WALPOLE 

DEDHAM   NEWTON    WHITMAN 

DOVER    NORFOLK    WELLESLEY 

EASTON   NORTON    WESTWOOD 

E. BRIDGEWATER  NORWELL    WEYMOUTH 

FOXBORO   N. ATTLEBORO    WRENTHAM 

FRANKLIN   NORWOOD    W. BRIDGEWATER 

CUMBERLAND, RI  RUMFORD, RI    PROVIDENCE, RI 

WOONSOCKET, RI 

 

 

THE FOLLOWING TOWNS RECEIVE 15 MIN. TRAVEL TIME 

 

ACUSHNET   HULL     REHOBOTH 

ASHLAND   HOPEDALE    REVERE 

BEDFORD   KINGSTON    ROCHESTER 

BELLINGHAM   LAKEVILLE    SALEM 

BELMONT   LINCOLN     SAUGUS 

BERKLEY   LYNN     SCITUATE 

BLACKSTONE   LEXINGTON    SEEKONK 

BURLINGTON   LYNNFIELD    SHEREBORN 
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CAMBRIDGE   MALDEN    SOMERVILLE 

CARVER   MARBLEHEAD    SOMERSET 

CHARLESTOWN   MARSHFIELD    STONEHAM 

CHELSEA   MEDWAY    SUDBURY 

COHASSETT   MELROSE    SWAMPSCOTT 

CONCORD   MENDON    SWANSEE 

DIGHTON   MIDDLEBOROUGH   UPTON 

DUXBURY   MILFORD    WAKEFIELD 

EVERETT   NAHANT    WALTHAM 

E. BOSTON   NATICK     WAYLAND 

FALL RIVER   NEW BEDFORD    WESTON 

FRAMINGHAM   PEABODY    WINCHESTER 

FREETOWN   PEMBROKE    WATERTOWN 

HALIFAX   PLYMOUTH    WESTBORO 

HOLLISTON   PLYMPTON    WOBURN 

HOPKINGTON   READING    WINTHROP 

LINCOLN, RI   JOHNSTON, RI    BRISTOL, RI 

CRANSTON, RI   WARWICK, RI 

 

THE FOLLOWING TOWNS RECEIVE 30 MIN. TRAVEL TIME 

 

ACTON   DANVERS  MARION  SANDWICH 

ANDOVER  DARTMOUTH  MASHPEE  SHREWSBURY 

BERLIN   DOUGLAS  MARLBORO  STOW 

BEVERLY  FAIRHAVEN  MAYNARD  SUTTON 

BILLERICA  FALMOUTH  MIDDLETON  TEWKSBURY 

BOLTON  GRAFTON  MILLBURY  TOPSFIELD 

BOURNE  HAMILTON  MILLVILLE  UXBRIDGE 

BOYLSTON  HARVARD  NORTHBORO  WAREHAM 

BOXBORO  HUDSON  NORTHBRIDGE  WEBSTER 

BOXFORD  LAWRENCE  N. ANDOVER  WENHAM 

CARLISLE  LITTLETON  N. READING  WESTFIELD 

CHELMSFORD  LOWELL  POCASSET  WILMINGTON 

NEWPORT, RI  MIDDLETON, RI  WESTBURY, RI  PUTNAM, RI 
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THE FOLLOWING TOWNS RECEIVE 45 MIN. TRAVEL TIME 

 

AMESBURY  GEORGETOWN  MERRIMAC  SHIRLEY 

AUBURN  GLOUCESTER  METHUEN  SOUTHBRIDGE 

AYER   GROVELAND  NEWBURY  STERLING 

BARNSTABLE  HARWICH  NEWBURYPORT STURBRIDGE 

BEWSTER  HAVERHILL  OSTERVILLE  SPENCER 

CENTERVILLE  HOLDEN  OXFORD  TOWNSEND 

CHARLTON  HYANNIS  PAXTON  TYNSBORO 

DENNIS   IPSWICH  PEPPERELL  W. NEWBURY 

DRACUT  LANCASTER  PRINCETON  WORCESTER 

DUDLEY  LEICESTER  ROCKPORT  W. BOYLSTON 

DUNSTABLE  LEOMINSTER  ROWLEY  YARMOUTH 

ESSEX   LUNENBURG  RUTLAND 

FITCHBURG  MANCHESTER  SALISBURY 

                                                                                                                                                

 

 

THE FOLLOWING TOWNS RECEIVE 1 HOUR TRAVEL TIME 

 

CHATHAM  EASTHAM  ORLEANS  WELLFLEET 

                                                                                                                                               

 

 

THE FOLLOWING TOWNS RECEIVE 1 1/4 HRS. TRAVEL TIME 

 

   PROVINCETOWN    TRURO 

                                                                                                                                                  

 

ANY TOWNS NOT LISTED HERE OR FOR OUT OF STATE JOBS,  PLEASE CHECK WITH THE SALESMAN
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Required Tools List 

 

 CHALK LINE 

 TAPE MEASURE 

 COMBINATION SQUARE 

 HAMMER 

 CAULKING GUN 

 (3) SNIPS - L, R, STRAIGHT 

 APRON OR BELT 

 ADJUSTABLE WRENCH 

 UTILITY KNIFE 

 GOGGLES OR SAFETY GLASSES 

 EAR PROTECTION 

 WORK GLOVES 

 (2) SCREWDRIVERS, PHIL & SLOT 

 CHISEL 

 DYKES PLIERS 

 PLASTIC SPATULA  

 FLAT BAR 

 SOCKET SET 

 TOOL BELT 

 HARD HAT 

 4’ LEVEL 

 DUCT BILLS 

 POP RIVET GUN 

 DRIVER’s ¼ -3/8 

 CORDLESS DRILL/ADAPTORS 



      Controlled Environment Structures 
 

WRITTEN WARNING DISCIPLINE NOTICE 
 

Employee’s / Contractor’s Name__________________________ Date___________________ 
Department _______________________________________ 
Date of Incident____________________________________ 
Supervisor Name __________________________________  
Type of Warning 

Verbal 
Written Warning  
Suspension  

 
Reason for warning of discipline. (Check one or more box as appropriate. Explain fully in Remarks 

Section.) 

� 1. Violation of or failure to observe: 
� 2. Job site and/or work rules 
� 3. Work procedures 
� 4. Insubordination 
� 5  Tardiness, absenteeism, failure to report for work 
� 6. Under the influence of and/or possession of drugs or alcohol 
� 7. Dishonesty 
� 8. Failure to observe proper safety procedures 
� 9. Failure to complete work assignment 
� 10. Discourtesy or verbal abuse of other employee 
� 11. Damage or misuse of property 
� 12.Other (specify in remarks section) 
 
Remarks: Explain reasons for warning or discipline, including specific details of incident or violation; 
include prior warning(s). 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
 
 
 
I hereby acknowledge receipt of a copy of this discipline form. 
 
___________________________________ ____________________________________ 
Employee’s Signature    Date  
 
___________________________________ ____________________________________ 
 
Supervisor  Signature   Date 
 
___________________________________ ____________________________________ 
 
Operations Director  Signature  Date 
 
 
 



 

 

 

 

Vehicle Use Policy 

 

 
Purpose 

This program covers safe operation and maintenance of all company vehicles, 
including company-owned-or-leased vehicles, and personal vehicles used for 
company business. 
 
Motor Vehicle Records: 

Periodically, not to exceed annually, we will review the driving history of all 
employees authorized to operate vehicles in the course of their employment by 
obtaining current motor vehicle reports (MVR).  
 
Vehicle Inspection 

Driver Inspections- Prior to each first daily use the driver shall inspect the vehicle 
for proper operation of the following safety features, as applicable: 

 Horn 
 Head, tail & signal lights 
 Tire inflation (visual check) 
 Brakes 
 Mirrors 
 Broken glass 

 
Driving Safely 

 Conduct pre-use inspection 
 Use seatbelts at all times 
 Don't speed or tailgate 
 Drive slower in hazardous conditions or hazardous areas 
 Pass only in safe areas and when excessive speed is not required 
 Do not read, write, apply make-up, drink, eat or use a phone while 

driving 
 Park only in proper areas, not roadsides 
 Use warning flashers & raise hood if vehicle becomes disabled 

 
 

 

 

 

 

 

 



Accidents 

 
Do not admit responsibility 
 
Notify Program Administrator and law enforcement as soon as possible 
 
Cooperate with any law enforcement officers 
 
Do not sign any forms unless required by a law enforcement officer 
 
At the scene get the following information 

 Investigating officer name and law enforcement agency 

 Make, Model & License Plate number of other vehicles 

 Names, addressed and phone numbers of all witnesses 

 Name, address & license of other drivers 

 
 
Authorized Employees agree to the following: 

 
 All sections of this Vehicle Use Policy have been read and understood 
 Only Authorized Employees will use company vehicles 
 Operate company vehicles in a safe, responsible manner and obey all 

traffic laws. 
 Participate in the company drug testing as applicable 
 Ensure all vehicle occupants use seatbelts before moving the vehicle 
 Immediately report any safety defects or vehicle problems. 
 Report use of all prescription/nonprescription medication, which 

contains a driving/machinery warning label. 
 No cell phone use while driving or refueling 
 Report any moving traffic violations to management within 24 hours. 

 
 
 
Employee Name:______________________________________ 
 
Signed:______________________________________ 
 
 
Dated:__________________ 
 

 



ADDENDUM TO EMPLOYEE HANDBOOK 

EFFECTIVE IMMEDIATELY 

 

CLOCK IN/OUT POLICY 

Controlled Environment Structures, Inc. uses time tracking software to record employee 

worked hours for payroll processing.  All employees are required to punch in and out at every 

job worked, using their unique PIN numbers on the own mobile devices.  If an employee can not 

use his or her own, he/she must use a foreman’s or co-worker’s device.  New employees will be 

trained on their first day and monitored by their foreman daily for the first week.  Note:  Any 

employee who only punches in, or only punches out, will be paid the minimum required payment 

of (3) hours for that day. 

 

Displinary action policy for not punching in and out is as follows: 

 

 One (1) missed punch within a year = 1st Verbal Warning 

 Two (2) missed punches within a year = 2nd Verbal Warning 

 Three (3) missed punches within a year = One (1) day suspension, without pay 

 Four (4) missed punches within a year = Two (2) day suspension, without pay 

 Five (5) missed punches within a year = Termination 

 

By signing below, I confirm that I have read and understand the above policy addendum. 

 

ACKNOWLEDGEMENT 

 

 
I RECEIVED AND READ THE CES CLOCK IN/OUT POLICY: 

 

I FULLY UNDERSTAND IT'S CONTENT AND AGREE TO COMPLY WITH THE 

PROCEDURES STATED THEREIN. 

 

 

                                            

 

                                                               

Employee Signature      Date 
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HAZARD COMMUNICATION PROGRAM 

Introduction 

Controlled Environment Structures, LLC is firmly committed to providing all of its employees with a safe and 
healthy environment.  It is a matter of company policy to provide our employees with information about 
hazardous chemicals on the worksite through our hazard communication program, which includes container 
labeling, Material Safety Data Sheets (MSDS) and employee information and training. 

 
Robert A. Adams will have the overall responsibility of coordinating the hazard communication program for 
Controlled Environment Structures, LLC  Robert A. Adams will make our written hazard communication program 
available, upon request, to employees, their designated representatives, the Assistant Secretary of Labor for 
Occupational Safety and Health, and the Director of the National Institute for Occupational Safety and Health. 
 
List of Hazardous Chemicals 
 
A list will be compiled of all hazardous chemicals that will be used on the worksite by reviewing container labels 
and Material Safety Data Sheets.  The list will be updated as necessary.  It will be kept in the office of Controlled 
Environment Structures, LLC. 

Labeling 

 
It is the policy of this company to ensure that each container of hazardous chemicals on a jobsite is properly 
labeled.  The labels will list: 
 

 The contents of the container 

 Appropriate hazard warnings 

 The name of the manufacturer, importer or other responsible party 

 
To further ensure that employees are aware of the chemical hazards of materials used in their work areas, it is 
our policy to label all secondary containers.  Secondary containers will be labeled with either an extra copy of 
the manufacturer’s label, or with a sign or generic label that lists the container’s contents and appropriate 
hazard warnings. 
 
This responsibility has been assigned to Raymond F. Clinton. 
 
Material Safety Data Sheets 
 
Copies of Material Safety Data Sheets for all hazardous chemicals to which employees may be exposed are kept 
in the office and shop of Controlled Environment Structures, LLC and with each jobsite foreman and are readily 
accessible to employees in the work area during each shift. Nancy Groden is responsible for obtaining, 
maintaining, and updating the file of Material Safety Data Sheets. 
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Employee Training 

Employees are to attend a training session on hazardous chemicals in their work area at the time of their initial 
work assignment.  The training session will cover the following. 

 An overall view of the hazard communication requirements. 

 A review of the chemicals present in their workplace operations. 

 The location and availability of our written hazard communication program, a list of hazardous 
chemicals, and Material Safety Data Sheets. 

 Methods and observation techniques that may be used to detect the presence or release of hazardous 
chemicals in the work area. 

 The physical hazards of chemicals in the work area. 

 The health hazards of the chemicals known to be aggravated by exposure to the chemical. 

 How to lessen or prevent exposure to hazardous workplace chemicals by using good work practices, 
personal protective equipment, etc. 

 Emergency procedures to follow if employees are exposed to hazardous chemicals. 

 An explanation of our hazard communication program, including how to read labels and Material Safety 
Data Sheets to obtain appropriate hazard information. 

 

When a new type of product is introduced into a work area or the chemical composition of a product changes, 
Robert A. Adams will review the above items as they are related to the new chemicals. 
 
Non-Routine Tasks 
 
Periodically, employees are required to perform non-routine tasks.  Prior to starting work on such tasks, each 
affected employee will be informed by Robert A. Adams about hazards to which he/she may be exposed and 
appropriate safety measures. 
 
Informing Other Employees 
 
To ensure that the employees of other contractors have access to information on the hazardous chemicals at a 
jobsite, it is the responsibility of each jobsite foreman to provide the other contractors the following 
information: 
 

 Where MSDS’s are available. 

 The name and location of the hazardous chemicals to which their employees may be exposed and any 
appropriate protective measures required to minimize their exposure. 

 An explanation of the labeling system used at the jobsite. 

 Each contractor bringing chemicals onto a jobsite must provide us with the appropriate hazard 
information on those substances to which our own employees may be exposed to on a jobsite. 
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CONTROLLED ENVIRONMENT STRUCTURES, LLC 
SAFETY AND HEALTH PLAN 

ROBERT A. ADAMS, SAFETY OFFICER 
 

1.0 PURPOSE AND SCOPE 
 
 To protect personnel and property in all phases of construction and supporting activities. 
 
2.0 GENERAL 
 
 A.  Identifying, controlling and eliminating hazards. 
 
 B.  Reporting accidents. 
 
 C.  Eliminating unsafe conditions. 
 
 D.  This safety procedure requires participation by all personnel, including all subcontractors.  
Cooperation is expected in all areas and at all times during work activities, therefore careless acts, horseplay and 
such will not be condoned.  In general, common sense and ordinary rules of conduct will prevail for the mutual 
benefit of the company and employees/subcontractors. 
 
3.0 GENERAL INSTRUCTIONS 
 
 A.  All applicable requirements of the "Contract Work Hours and Safety Standards Act", (Public Law 91-
54; 86, Stat. 96:40 U.S.C. 327), entitled "Safety and Health Regulations for Construction: (29CFR, Part 1926), EM 
385-101 and GP509C will be adhered to. 
 
 B.  Each contractor performing work assumes the responsibility to comply with all conditions as 
specified. 
 
 C.  Mr. Robert Adams is the designated Supervisor and Safety Officer.  He will disseminate safety and 
health information requirements.  He can be reached at (508) 339-4237. 
 
4.0 SAFETY EDUCATION 
 
             A.  All employees/subcontractors shall attend safety training classes.  The training classes are held on an 
as needed basis at 137 High Street, Mansfield, MA, Monday through Friday. 
 
 B.  All employees/subcontractors shall be instructed as to the nature of extraordinary hazards that exist 
in the areas work will be performed. 
 
 C.  All employees/subcontractors shall be instructed in Respiratory Safety when such Respiratory 
Hazards are present in the work place.  This would include the proper use of such items as dust masks, organic 
and inorganic vapor respirators, and fresh air breathing equipment. 
 
 D.  Safety meetings will be held on a periodic basis as designated by the Safety Officer.  Attendance is 
mandatory for all personnel employed under the contract.  An attendance log as well as a summary of the 
meeting will be kept on file. 
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5.0 RESPONSIBILITIES FOR EMERGENCY ACTIONS 
 
 The first person to observe or be involved in the mishap is to respond and take action. 
 
 A.  The first person /Supervisor/Safety Officer will render assistance to the injured personnel and 
request medical and/or fire fighting support in accordance with emergency procedures.  Notification can be 
made by the following telephone number: Emergency 911. 
 
 B.  The first person will take appropriate actions to preserve the mishap site, (i.e. materials, equipment, 
and existing environmental state).  He will assure that the mishap site is not disturbed with exception of those 
parts or items that are mandatory for personnel rescue, fire fighting, or removal of explosives, toxic or radiation 
hazards. 
 
 C.  The first person will also impound all data concerning and/or relating to the mishap and take 
necessary action to stabilize/normalize the mishap scene. 
 
6.0 REPORTING AND RECORDING OF ACCIDENTS 
 
 A.  In the event of any mishap or injury the Supervisor shall: 
 
 Notify the CES office immediately by telephone and by fax via the “CES Supervisor’s Report of Injury” 
form. 
 
 Submit to the CES office within 24 hours of the accident a “CES Supervisor’s Accident Investigation 
Report” covering the nature and severity of the mishap, witnesses, cause and corrective action taken.  This 
report shall be submitted within 24 hours after the occurrence of the mishap. 
 
 B.  The CES office shall maintain an accurate record of all cases of death, occupational disease, and 
traumatic injury arising out of, or in the course of employment.  Information relating to suspected job-related 
health problems shall be provided in writing to the CES office within 24 hours of the employee’s knowledge of 
the problem. 
 
 C.  After an injury occurs, the injured employee shall submit to the CES office within 48 hours of the 
accident, or when physically able to do so a “CES Employee Incident Report” describing the circumstances of the 
accident.   
 
7.0 FIRST AID AND MEDICAL SERVICE 
 
 A.  First aid kits will be located in the CES shop, in each company truck and with each field Supervisor.  It 
is the responsibility of the Supervisor to maintain the first aid kit in a functional condition. 
 
 B.  The employees/subcontractors will utilize Sturdy Memorial Hospital (or the closest hospital to field 
job sites) for all injuries and emergencies.  Treatment shall be recorded at Sturdy Memorial Hospital as required.  
The telephone number for the Sturdy Memorial Hospital is (508) 222-5200. 
 
 C. The following telephone numbers will be posted in a conspicuous location so that Medical Service can 
be expedited: 
  1.  Medical Emergency (Mansfield)  . . . . . . . . . . . . . . . . . . .911 
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  2.  Sturdy Memorial Hospital . . . . . . . . . . . . . . .(508) 222-5200 
 
8.0 FIRE PROTECTION 
 
 A.  The phone number for Emergency Fire Service will be posted conspicuously by each of the 
contractor’s jobsite telephones: 
  Emergency Fire Service (Mansfield). . . . . . . . . . . . . . . . . . . .911 
 
 B.  Fire extinguishers of appropriate type for individual hazards will be provided as needed.  Fire 
extinguishers will be inspected at the beginning and end of each use and if service is required the employee 
making the inspection will report the need for service to the CES office.  The fire extinguishers will be maintained 
and serviced.  The use of any fire extinguisher will not relieve the employee of the responsibility for calling the 
Fire Department. 
 
 C.  Fire prevention will be an integral part the Safety Education and Safety Meetings. 
 
 D.  If stand by firemen are required on site for any operations, the CES office will be notified. 
 
 E.  All employees/subcontractors will be continually alert for possible fire hazards and will take action to 
prevent and/or correct them immediately. 
 
9.0 PROTECTIVE EQUIPMENT 
 
 A.  All field employees/subcontractors will wear protective helmets. 
 

B.  Eye and face protection with side shields and face protection will be used by any employee subject to 
injury to the face or eyes. 
 
 C.  All protective equipment shall meet all standards or regulations governing the same. 
 
 D.  All employees/subcontractors will be required to wear approved safety belts and/or use life lines 
and/or safety nets where the possibility of fall hazards exists. 
 
 E.  Safety belts, life lines or safety nets shall meet all standards or regulations governing the same. 
 
 F.  It shall be the responsibility of all employees/subcontractors to perform inspection on the personal 
protective equipment issued to them on a daily basis.  Upon finding an unsatisfactory condition, that condition is 
to be reported to the safety officer or immediate Supervisor for immediate action.  All personal protective 
equipment shall be certified by the governing agency for that piece of equipment.  Only those individuals 
specifically qualified to repair personal protective equipment shall do so. 
 
9.1 RESPIRATORY PROTECTION 
 
 A.  It shall be the responsibility of both CES management and all employees/subcontractors to identify 
the needs for respiratory protection in an effort to control occupational disease caused by contaminated air 
which bears harmful dusts and/or vapors. 
 
  These hazards are to be identified by the following means: 
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  1.   An assessment, by CES management, of the possible hazards prior to commencement of work.  
This is to include review of Material Safety Data Sheets for all applied substances to be used in performance of 
the work. 
 
  2. After respiratory hazards are identified, these hazards are to be communicated to the 
Supervisor who shall acquire all necessary appurtenances to comply with recommended respiratory precautions 
in the performance of work activities. 
 
  3. The Supervisor shall inform all employees/subcontractors of the necessary precautions to insure 
safe performance either by direct supervision and/or General Safety Meetings. 
 
  4.   Through Safety Meetings and posted Right-to-Know Manuals all employees/subcontractors will 
be informed of the respiratory hazards in the workplace and trained in the use, maintenance, and cleaning of 
personal respiratory protection. 
 
 B.  Selection of Respirators 
 
  1. Respirators shall be selected in accordance with American Standard Practices for Respiratory 
Protection Z88.2-1969. 
 
  2. All respirators used shall be approved by the Department of the Interior, Bureau of Mines. 
 
 C.  Issuance and Training 
 
  1. Upon issuance the wearers name and date of issuance will be recorded in a log in order to 
maintain a routine on periodic inspection and maintenance. 
 
  2. The wearer shall be given fitting instructions and receive instruction on how the respirator is to 
be worn and how to check the face seal each time the respirator is used. 
 
 D. Respirator Maintenance 
 
  1. All employees/subcontractors will be instructed to perform a maintenance inspection on 
respirators before and after each use.  This shall include the following: 
 
   A.  Inspection for defects. 
 
   B.  Leak check. 
 
   C.  Cleaning and disinfecting. 
 
   D.  Inspect for proper storage. 
 
  2. Any defects shall be reported to the Safety Officer and/or Superintendent immediately in order 
that the defective respirator or parts can be removed from service.  All repairs shall be performed by individuals 
specifically trained to do so. 
 
 E.  Other Concerns 
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  1.  All CES employees/subcontractors shall attend any required jobsite safety classes. 
 
  2. Fresh air breathing equipment such as self-contained breathing apparatus and hose line 
breathing equipment are not expected to be used as a part of the normal CES working outline.  If the need arises 
it will be addressed on an as needed basis with compliance to OSHA 1910.134. 
 
10.0 MATERIAL HANDLING 
 
 A.  All material shall be stacked or piled so that it is secure and stable from sliding, collapsing or 
dangerous movement. 
 
 B.  Flammable liquids shall be stored in a NO SMOKING area and shall be one hundred (100) feet from 
other materials. 
 
 C.  Lumber will be stacked on level and stable supports; heights not to exceed 16 feet and will be 
stacked so that it is self-supporting. 
 
 D.  All used lumber will have the nails pulled before stacking or they will be hammered down flush with 
the wood. 
 
 E.  Stacked materials shall be stacked by stepping back. 
 
 F. All structural steel shall be securely piled to prevent members from sliding.  Reinforcing rod shall be 
stored and blocked in orderly piles. 
 
 G.  All pipe will be stacked and blocked in heights no to exceed five (5) feet. 
 
11.0 HOUSEKEEPING 
 
 A.  Good housekeeping will be enforced and generally as follows. 
 
 B.  Traffic ways, passage and stairways will be kept free at all other times or safely accessible from 
materials, supplies and other obstructions. 
 
 C.  All loose or light materials that are not in an enclosed area shall be secured or weighted down. 
 
 D.  Tools, material or debris shall not be strewn about so as to create a hazard. 
 
 E.  All debris, waste or rubbish will be collected, piled or containerized for periodical removal. 
 
 F.  No material of any sort will be thrown from upper levels. 
 
12.0 POWER AND HAND TOOLS 
 
 A.  All hand tools will be used only for the purpose they were designed for.  All hand tools will be in good 
and serviceable condition.  Electrical tools and equipment will be grounded by use of the correct conductor 
cord. 
 
 B.  Tools will not be thrown from one location to another or left unattended on ladders, scaffolds, or any 
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overhead position. 
 
 C.  Pointed, sharp edged or similar tools shall not be carried in the employees’/subcontractors’ pocket. 
 
 D.  In areas where sparks or source of ignition may cause an explosion, only non-sparking tools may be 
used. 
 
 E.  Grinding wheels shall not be operated in excess of the rated speed.  Cracked or damaged grinding 
wheels will not be used. 
 
 F.  All power tools operating at 120 volts A.C. current will be operated from a circuit that has G.F.I. 
protection. 
 
13.0 GAS AND ELECTRIC WELDING AND CUTTING 
 
 A.  Electric welding equipment shall comply with the applicable requirements or codes. 
 
 B.  Gas cutting or welding equipment shall be listed by the Governing Underwriters or Approved Testing 
Labs. 
 
 C.  Welding and burning permits will be secured before such operations commence. 
 
 D.  The area where the welding/cutting is to take place must be thoroughly cleaned before the 
commencement of the activity.  All potential fuel sources including chip, bark, hydraulic fluid, adhesives and 
solvents, sawdust, scrap, and paper refuse must be removed from the area.  All adjacent walls and floor must be 
covered with a noncombustible material or completely wet down.  The area must be cleaned and wet down 
again at the conclusion of the welding or cutting activity. 
 
 E.  In addition to the person doing the welding/cutting, another individual must be present at all times 
with a fire extinguisher or hose. 
 
 F.  An individual with a hose or fire extinguisher must be posted at the area for at least 30 minutes after 
the conclusion of the activity.  This individual will also patrol the area at regular intervals for two hours after the 
conclusion of the fire watch. 
 
14.0 ELECTRIC 
 
 A.  Before any work is started where electric power is involved, the location, voltage and circuit breakers 
will be verified.  Upon any circuit outage, the circuit will be locked out and tagged out by the lead employee, 
company name and the date the work activities commenced. The tags and locks will only be removed by the 
employee installing them after completion of the work task. 
 
 B.  No employee/subcontractor shall be permitted to work where there is a possibility of contact with 
electric power until all safety precautions have been taken. 
 
15.0 SCAFFOLDING AND PLANKING 
 
 A.  Scaffold shall be provided for all work that cannot be done safely from the ground level or with 
ladders. 
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 B.  All scaffolds exceeding 10 feet in height shall have hand rails and toe boards on all open sides of the 
work platform. 
 
 C.  All scaffolding and planking shall comply with the applicable code requirements. 
 
 D.  Ladders with missing rungs, broken or split side rails or other defects shall not be used. 
 
 E.  Ladders in use shall be tethered and/or blocked. 
 
 F.  Ladders shall be pitched so that the distance from the top rung to the feet in horizontal plane shall 
not exceed 25% of the working length of the ladder. 
 
 G.  Metal ladders shall not be used to perform electrical work. 
 
16.0 EXCAVATIONS 
 
 A.  Excavations over four (4) feet deep shall be shored or sheeted in a safe manner. 
 
 B.  Excavations that are adjacent to passage way, driveways or subject to a traffic pattern shall be 
barricaded and lighted by red torch or light. 
 
 C.  Personnel access to excavations shall be by ladder. 
 
17.0 WEATHER 
 
 A.  All employees/subcontractors will be instructed to follow any known weather advisories. 
 
 B.  If weather advisories indicate thunder storms and lightening within five miles of the work area, all 
outdoor work activities will cease.  Employees/subcontractors inside the protection of a structure framework 
will be allowed to continue work activities.  No egress tend from these structures will be permitted during an 
advisory. 
 
 C.  Electrical work shall not be performed during an electrical storm advisory. 
 
 D.  Hoisting and lifting operations shall not be permitted during an electrical storm advisory. 
 
 E.  All employees/subcontractors will comply with evacuation orders when given during storm warnings 
and other events. 
 
18.0 CONFINED SPACES 
 
 A.  Employees/subcontractors shall be instructed not to enter any space which may be subject to poor 
ventilation and possibly containing heavier than air atmospheres. 
 
 B.  If access to a confined space is required, the employee shall advise the CES office of the need for 
necessary environmental testing and will not access any confined space until after proper safety procedures 
and/or verification are done. 
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 C.  During confined space entry operations employees/subcontractors shall use either electric blowers 
or compress air breathing apparatus to support the work efforts. 
 
 D.  Prior to compressed air breathing apparatus use, for confined space entry, 
employees/subcontractors will be subject to a medical examination to determine their fitness for such 
operations. 
 
19.0 MATERIAL SAFETY DATA SHEETS 
 
 A.  All contractors employed under this contract shall comply with the Massachusetts Right to Know Law 
and the Federal Hazards Communication Standards for usage of hazardous materials. 
 
 B.  All employees/subcontractors will be furnished with Material Safety Data Sheets for materials that 
will or may be used in the course of work.  Employees/subcontractors may also request Material Safety Data 
Sheets for materials that may be supplied by other contractors working nearby.  Material Safety Data Sheets will 
be kept as a part of the job files. 
 
 C.  CES management is responsible for providing instruction on the use and disposal of hazardous 
materials and the use of protective equipment and devices needed for proper handling of all hazardous 
materials. 
 
20.0 HAZARDOUS WASTE 
 
 A.  Under this contract all Commonwealth of Massachusetts and federal regulations will be strictly 
adhered to with regard to protection of the environment from hazardous materials. 
 
 B.  Only employees/subcontractors specifically trained in the use, handling and disposal of hazardous 
materials shall do so. 
 
21.0 JOBSITE INSPECTION AND CERTIFICATION 
 
 It shall be the responsibility of all employees/subcontractors (and the CES Safety Officer on a periodic 
basis) to inspect all equipment before and after use and report all deficiencies to the CES office in order to 
maintain an ongoing safety audit.  All items found to be in a deficient state shall be removed from service until 
proper repair and replacement is made.  Any tools, equipment or personnel protective devices requiring routine 
maintenance or certification shall be tracked by log and all maintenance certification will be performed by 
individuals specifically trained to do so in accordance with applicable codes or standards. 
 
22.0 LIFTING OPERATIONS AND EQUIPMENT CERTIFICATIONS 
 
 Prior to any lifting operations the following requirements shall be met. 
 
 A.  Documented proof of certification for all cranes shall be submitted for review and approval to the 
CES office. 
 
 B.  Documented proof of load testing for all cranes shall be submitted to the CES office for review and 
approval.  These load tests shall be at 100% the rated load of the equipment.  Certification must be current 
within 1 year. 
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 C.  Documented proof of certification for all auxiliary lifting equipment such as slings, chokers, hooks and 
any other appurtenance that will bear load shall be submitted to the CES office for review and approval.  Load 
testing for these items shall be at 200% of the rated load.  Certification must be current within 2 years. 
 
 D.  All lifting equipment shall be inspected prior to use and shall be removed from service for any of the 
following reasons: 
 
  1. Kinked or frayed cables. 
 
  2. Damaged or missing components. 
 
  3. Sprung or damaged structure. 
 
  4. Cracked welds. 
 
 E. A lifting plan shall be submitted to the CES office for review and approval.  This plan shall included a 
diagram showing position of the equipment, radius of the pick and load ratings of all appurtenance used during 
the lifting operation.  Submission of the lifting plan shall be in a timely manner such that adequate time is given 
for review. 
 
 F. The CES office shall be notified prior to any lifting operation. 
 
23.0 AERIAL LIFT MACHINE OPERATION 
 
 A.   All employees and contractors shall be trained by authorized persons before operating any aerial lift 
machine. 
 
 B.  All employees and contractors shall read and understand the operating and safety manual for the 
specific machine prior to operating the machine. 
 
 C.   All employees and contractors shall inspect the workplace and take appropriate safety measures to 
avoid all hazards in the work area prior to machine operation. 
 
 D.   All employees and contractors shall avoid hazardous situations and use the machine in a manner 
which is within the scope of the intended application as set by the manufacturer during operation of machines. 
 
 E.   All employees and contractors shall be familiar with the emergency controls and emergency 
operation of the machine as specified in the operating and safety manual. 
 
 F.   All employees and contractors shall perform a pre-operation inspection and function tests prior to 
using  the machine. 
 
24.0 KEY PERSONNEL 
 
 To provide management participation and direction in Accident Control activities,  the function shall be 
to: 
 
 A.    Meet quarterly to review and evaluate overall performance of safety activities. 
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 B. Present plans for modification of the program to achieve desired goals. 
 
 C. Review accident experience. 
 
 D. Evaluate supervisory attitudes and efforts relative to accident control. 
 
 E. Participate in overall employee training and work site inspection to the greatest extent possible. 
 
  1.  Robert A. Adams, President/Safety Officer - Phone 508-339-4237 
 
 
 
25.0 COMPANY POLICY FOR SAFETY VIOLATIONS 
 
 A. All employees and contractors shall abide by all requirements in this safety plan as well as all Federal 
and State legislation regarding safety in the work place.  Failure to comply with safety equipment provided can 
result in disciplinary action by CES, up to and including termination. 
 
  First offense:  Employee will be verbally reprimanded and a written memo will be filed in the 
employee’s personnel file. 
  Second offense:  Employee will be put on probation and/or terminated, depending on the severity 
of the violation. 
 
26.0 SAFETY SYSTEMS 
 
  The contractor shall protect and in no way invalidate the integrity of any installed safety or 
personnel safety devices such as firefighting equipment and sensing devices, fire alarm center, fire water supply, 
guard rails, safety chains, warning lights, and safety signs.  In the event that the contractor requires entrance 
into systems serving safety devices, the employee/subcontractor shall obtain prior approval from the CES office.  
In the event the employee/subcontractor determines that it is necessary to temporarily remove or invalidate 
any personnel safety devices in order to accomplish contract requirements, the employee/subcontractor must 
provide alternate means of protection prior to removing or invalidating any permanently installed safety devices 
or equipment. 
 
27.0 SAFETY/HAZARD RISK ASSESSMENT 
 
  Work as performed under normal employment or subcontract situations presents no extraordinary 
safety/hazard risk.  The work to be performed by CES employees and its subcontractors are typical tasks for the 
respective companies.  Each employee/subcontractor will be required to comply with this safety plan, any safety 
directives and federal and state laws to insure the successful mishap-free completion of this contract.  All 
employees/subcontractors will be reminded to exercise careful judgment and common sense in performance of 
their work tasks. 
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APPENDIX B1 – GENERAL EQUIPMENT LIST, PLANT 

 
ENGERY ISOLATING LOCKOUT LOCKOUT OPER. 
SOURCE DEVICE DEVICE POSITION POS. 
& MACHINE 
 
Foam Grinder remote disconnect lock push off push on 
480V 
Delta 10” table saw remote disconnect lock push off push on 
208V 
Delta 24” thickness planer remote disconnect lock push off push on 
480V 
Power 16” jointer remote disconnect lock push off push on 
480V 
Dewalt 16” radial arm saw remote disconnect lock push off push on 
480V 
3-ton overhead crane remote disconnect lock push off push on 
550V 
Roger Whitney auto brake remote disconnect lock push off push on 
230V 
Engel roll former remote disconnect lock push off push on 
240V 
Black Brothers roll coater remote disconnect lock push off push on 
480V 
Engel 3-cradle de-coiler remote disconnect lock push off push on 
480V 
Fay & Egan 16” table saw remote disconnect lock push off push on 
230V 
Hot wire squarer remote disconnect lock push off push on 
480V 
Air compressor 10 h.p. remote disconnect lock push off push on 
240V 
Clausing 10’ shear remote disconnect lock push off push on 
480V 
Delta drill press remote disconnect lock push off push on 
208V 
Hot wire slabber tag & lock cover lock 
480V 
Niagra 10’ shear tag & lock cover lock 
480V 
 
 
 
 
 
VERIFICATION OF LOCKOUT:  Press start button.  Observe equipment does not start. 
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IT IS NECESSARY THAT WE HAVE THE FOLLOWING INFORMATION IN CASE OF 

EMERGENCY.  PLEASE COMPLETE THIS FORM AND RETURN IT TO THE OFFICE 

A.S.A.P. 

 

 

 

EMERGENCY INFORMATION 
 

 

 

NAME:                                                                                                                                            

 

ADDRESS:     

 

   

 

    

                                                                                                                                                

DATE OF BIRTH:                  

 

SOCIAL SECURITY #:            

 

TELEPHONE:                                            

 

MARITAL STATUS:    [   ] SINGLE      [   ] MARRIED      [   ] SEPARATED 

 

              [   ]  WIDOWED    [   ]  DIVORCED 

 

 

NAME OF SPOUSE:           

 

NO. OF DEPENDENTS:                             
 

IN CASE OF EMERGENCY NOTIFY:                                                                                           

 

RELATIONSHIP:                                          

 

ADDRESS:     

 

   

 

    
 

 

TELEPHONE:                                            
 

 

 

 



DRUG AND ALCOHOL PLEDGE 
 

In order to respect the safety, well-being and peace of myself and my fellow workers, and in order to 
maintain a professional working environment at Controlled Environment Structures, LLC (the Company) 
during regular business hours and at any other time that I am involved in Company business, I hereby 
pledge the following: 

 
1. That I will not come to work if I am under the influence of or in any way impaired by any drugs or 

alcohol; 
 
2. That I will not operate any motor vehicle in the course of any Company business or while 

transporting myself or any other Company employee to and from any Company business if I am 
under the influence of or in any way impaired by any drugs or alcohol; 

 
3. That I will not while I am on Company business subject other Company employees to any 

disagreeable behavior resulting from my consumption of any drugs or alcohol that would interfere 
with or threaten their peace or well-being; 

 
4. That I will not during the course of any Company business behave as a result of my consumption of 

any drugs or alcohol in any way that could be dangerous or harmful to the Company’s customers or 
professional reputation; and 

 
5. That I understand that consumption of any drugs or alcohol during work hours or during the course 

of any Company business is against Company policy and is grounds for discharge. 
 
 
 
 
 
             
Employee Signature     Date 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

ACKNOWLEDGEMENT 
 
 

I HAVE READ THE EYE SAFETY PROCEDURE MEMO DATED March 21, 2002, I 
UNDERSTAND IT'S CONTENT AND AGREE TO COMPLY  WITH THE 
PROCEDURES STATED THEREIN. 
 
 
 
 
             
Employee Signature      Dated 
                 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

ACKNOWLEDGEMENT 
 
 

I RECEIVED AND READ THE FOOT SAFETY PROCEDURE MEMO DATED  
06/06/2002. 
 
I FULLY UNDERSTAND IT'S CONTENT AND AGREE TO COMPLY WITH THE 
PROCEDURES STATED THEREIN. 
 
 
                                            
 
                                                               
Employee Signature      Date 
 
 



 

    ACKNOWLEDGEMENT 
 
 

I RECEIVED AND READ THE CES LADDER AND FALL PROTECTION 
SAFETY PLAN. I ALSO RECEIVED A COPY OF THE CES SAFETY AND 
HEALTH PLAN. I FULLY UNDERSTAND IT'S CONTENT AND AGREE TO 
COMPLY WITH THE PROCEDURES STATED THEREIN. 
 
 
                                            
 
                                                               
Employee Signature      Date 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

ACKNOWLEDGEMENT 

 

I HAVE RECEIVED A COPY OF THE HAZARD COMMUNICATION PROGRAM 

AND HAZARD COMMUNICATION EMPLOYEE TRAINING PROGRAM.  I 

HAVE READ AND UNDERSTAND THE CONTENTS OF THE ABOVE POLICIES 

AND AGREE TO COMPLY WITH THE PROCEDURES STATED THEREIN. 

 

 

 

             

Employee Signature      Date 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



ACKNOWLEDGEMENT 
 
 

I HAVE READ THE OSHA LOCKOUT/TAGOUT PROGRAM, I UNDERSTAND 
IT'S CONTENT AND AGREE TO COMPLY WITH THE PROCEDURES STATED 
THEREIN. 
 
 
 
 
             
Employee Signature      Dated 
 



ACKNOWLEDGEMENT 
 
 

I HAVE READ THE ALCOHOL AND DRUG-FREE WORKPLACE DOCUMENT, 
I UNDERSTAND IT'S CONTENT AND AGREE TO COMPLY WITH THE 
PROCEDURES STATED THEREIN. 
 
 
 
 
             
Employee Signature      Dated 



CONTROLLED ENVIRONMENT STRUCTURES, LLC 
137 HIGH STREET 

MANSFIELD, MA  02048-2159 
PH 508 339-4237, FAX 508 339-5400 

 
 
 

ACKNOWLEDGEMENT 

 

I HAVE SEEN AND REVIEWED A COPY OF THE CLOCK IN/CLOCK OUT 

POLICY. I HAVE READ AND UNDERSTAND THE CONTENTS OF THE ABOVE 

PLAN AND AGREE TO COMPLY WITH THE PROCEDURES STATED THEREIN.  

 
 
__________________________________ _________________________ 
Employee Signature     Date 



CONTROLLED ENVIRONMENT STRUCTURES, LLC 
137 HIGH STREET 

MANSFIELD, MA  02048-2159 
PH 508 339-4237, FAX 508 339-5400 

 
 
 

ACKNOWLEDGEMENT 

 

I HAVE SEEN AND REVIEWED A COPY OF THE VEHICLE USE POLICY. I HAVE 

READ AND UNDERSTAND THE CONTENTS OF THE ABOVE PLAN AND AGREE 

TO COMPLY WITH THE PROCEDURES STATED THEREIN.  

 
 
__________________________________ _________________________ 
Employee Signature     Date 



CONTROLLED ENVIRONMENT STRUCTURES, LLC 
137 HIGH STREET 

MANSFIELD, MA  02048-2159 
PH 508 339-4237, FAX 508 339-5400 

 
 
 

ACKNOWLEDGEMENT 

 

I HAVE SEEN AND REVIEWED A COPY OF THE CES OWNERSHIP THINKING 

INCENTIVE PLAN. I HAVE READ AND UNDERSTAND THE CONTENTS OF THE 

ABOVE PLAN AND AGREE TO COMPLY WITH THE PROCEDURES STATED 

THEREIN.  

 
 
__________________________________ _________________________ 
Employee Signature     Date 



IT IS NECESSARY THAT WE HAVE THE FOLLOWING INFORMATION IN CASE OF 

EMERGENCY.  PLEASE COMPLETE THIS FORM AND RETURN IT TO THE OFFICE 

A.S.A.P. 

 

 

 

EMERGENCY INFORMATION 
 

 

 

NAME:                                                                                                                                            

 

ADDRESS:     

 

   

 

    

                                                                                                                                                

DATE OF BIRTH:                  

 

SOCIAL SECURITY #:            

 

TELEPHONE:                                            

 

MARITAL STATUS:    [   ] SINGLE      [   ] MARRIED      [   ] SEPARATED 

 

              [   ]  WIDOWED    [   ]  DIVORCED 

 

 

NAME OF SPOUSE:           

 

NO. OF DEPENDENTS:                             
 

IN CASE OF EMERGENCY NOTIFY:                                                                                           

 

RELATIONSHIP:                                          

 

ADDRESS:     

 

   

 

    
 

 

TELEPHONE:                                            
 

 

 

 



23 

 

 

 

 
COMPENSATION HISTORY 

 
 

EMPLOYEE: _______________   DATE OF HIRE:______________ 
 

 
DATE 

 

 
CHANGE 

 
REASON 

 
MANAGER 

SIGNATURE 
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NEW EMPLOYEE PACKAGE 
Checklist 

Employee Name:           Hire Date:    
 

FORM DATE 
RECEIVED 

ACKNOWLEGEMENT 
SIGNED/RECEIVED?* 

CES EMPLOYMENT APPLICATION   

CES EMPLOYEE HANDBOOK *   

EMERGENCY INFORMATION *   

FORM W-4   

FORM I-9   

EYE SAFETY PROCEDURE *   

FOOT SAFETY PROCEDURE *   

DRUG & ALCOHOL PLEDGE *   

REVISED TIMESHEET FORMAT   

CES VEHICLE OPERATION POLICY   

TRAVEL TIME CHART   

CES SAFETY & HEALTH PLAN*   

HAZARD COMMUNICATION PKG.*   

HAZCOM VIDEO   

401k APPLICATION (4 PAGES) (1 year)   

   

   

*  = Policy has attached acknowledgement to be signed and returned 
to Personnel. This checklist is to be filed in the Employees Personnel 
Folder with the acknowledgements received attached. 
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