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Page 1 of 2 
 

 

While Alexander Mechanical, Inc. hereto refer to as (AMI), values each of its employees and 

wishes them success; employment at AMI has always been and is, in all respects, a “Terminable 

At-Will” relationship of indefinite duration. In other words, employment may be terminated by 

AMI or by an employee at any time, with or without cause, with or without notice, for any 

reason, good or bad (including reasons violative of or contrary to public policy, or malicious 

and/or bad faith reasons) or for no reason at all, and with or without formal process. 

 

No present or past practice, no procedure or course of dealing and no assurance, commitment, 

communication, representation, inducement, offer or promise of AMI and/or its management, 

whether written or oral, express or implied, including, without limitation, those contained in 

these policies or those made during the hiring process or after the commencement of 

employment, shall have any legal force or binding effect upon Alexander Mechanical to alter in 

any way the “At-Will” nature of the employment relationship. 

 

All communications, documents, memoranda or other writings, including, without limitation, 

these policies and any offers of employment, made or issued by AMI, its managers or agents, 

and relating to or affecting employment (“Statements”) are unilateral expressions by AMI which 

AMI is free to change, modify, supplement and/or revoke, in whole or in part, retroactively 

and/or prospectively, with or without notice, as it chooses in its sole discretion. 

 

These policies and other statements issued by AMI do not form and are not contracts of 

employment, express or implied, between the employee and AMI. Nor are they guarantees or 

commitments to applicants, employees or other individuals of any particular kind of treatment, 

management process or practice. 

 

The interpretation application and meaning of these policies and/or any other statements relating 

to or affecting employment are exclusively reserved to the management of AMI. 
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No representative of AMI has the authority to enter into any agreement of contract, whether 

verbal or written, concerning terms and conditions of employment which alters in any way the 

“At-Will’ employment relationship, except the Chief Executive Officer, Vice President or Chief 

Operating Officer of AMI and such an agreement must be in writing and signed by the Chief 

Executive Officer of AMI and the employee to have any legal force or effect, no other person 

shall have authority to form such agreements or contracts. 

 

No oral assurances, modifications, commitments, promises, inducements or representations of 

any kind (“Oral Statements”) shall have any force or effect upon AMI nor shall any applicant, 

employee or other individual place any reliance upon such oral statement. 
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Page 1 of 1 

 

 

1. Alexander Mechanical 
 

These Human Resources Policies are intended to cover Alexander Mechanical. 

 

 

2. Hourly and Salaried Employees of AMI 
 

2.1 This Guide covers both hourly and salaried employees of AMI 

 

2.2 Exclusion. Employees represented by a Labor Organization for purposes of 

collective bargaining are not covered by this Guide. 
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Non-Discrimination, Equal                                                              Section C 

Employment Opportunity and Affirmative Action             Page 1 of 5 
 

 

 

It is the policy of Alexander Mechanical, to ensure equal employment opportunity to all job 

applicants and employees and to make employment related decisions based upon qualifications 

and abilities without regard to race, color, religion, sex, national origin, age, disability, veteran’s 

status or citizenship. Alexander Mechanical shall recruit, hire assign, transfer, promote, train, 

compensate, provide benefits and administer its programs without consideration of these 

differences. Alexander Mechanical will provide a work environment free from discrimination 

and harassment based upon any of these protected differences. 

 

In all respects, Alexander Mechanical is committed to valuing diversity. Embracing differences 

secures dignity and worth to each of our employees and promotes an environment in which all 

employees are free to realize their full work potential and meaningfully contribute to the 

fulfillment of Alexander Mechanical goals. 

 

Furthermore, Alexander Mechanical shall affirmatively seek out qualified minorities, women, 

handicapped individuals, Vietnam Era and disabled veterans for hire and promotion as 

opportunities arise. 

 

Every manager and every employee shall be responsible for conducting themselves in 

accordance with these commitments and principles and doing so both inside and outside the 

corporation in all their dealings, whether with fellow employees, customers, vendors or others 

with whom the corporation conducts business. 

 

Should this be the same as the current published policy? 

 

 

 

_____________________________________ 

Chief Executive Officer 
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INTRODUCTION 

 

Alexander Mechanical, Inc. has a long-standing policy of nondiscrimination in the matter of 

employment. Our Affirmative Action Plan constitutes a serious commitment to the continuing 

implementation of that policy. 

 

It is not enough to say that we will not discriminate. It is our legal and moral obligation to take 

positive actions to ensure the full realization of equal opportunity for all who work or seek to 

work at Alexander Mechanical, Inc. We must make special efforts to identify promising minority 

levels, relative to their availability. Then we must base our selections solely on the candidate’s 

qualifications to carry out the responsibilities that the position requires. Such action can only 

result in raising the quality and competence of employees and supervisors. 

 

All employees of Alexander Mechanical, Inc. share the responsibility of implementing and 

maintaining an aggressive Affirmative Action Program. 
 

AFFIRMATIVE ACTION POLICY 
 

It is the policy of Alexander Mechanical, Inc. to assure equal opportunity to qualified individuals 

without discrimination against such individuals because of race, color, religion, national origin, 

sex (including pregnancy), sexual orientation, genetic information or because such applicant, is 

forty (40) years of age or older, physical han dicap disability, being a disabled veteran or a 

Vietnam Era veteran and to promote the full realization of equal opportunity for minorities, 

women, disabled veterans, Vietnam Era veterans and individuals with handicaps disabilities 

through a comprehensive Affirmative Action Program.   

 

The Affirmative Action Policy covers all aspects of the employment relationship including 

recruitment, hiring, training, benefits and termination. The policy applies to all units and governs 

employment of all employees, including part-time and temporary help. 

 

The Board of Directors, Officers, Managers, and Supervisory Personnel of Alexander 

Mechanical Inc. are committed to and reaffirm their support of the principle of equal 

employment opportunity and charge each unit within the structure of the company to conduct its 

recruitment and employment practices in conformity with this principle and in accordance with 

the Affirmative Action Policy.  

 

     Alexander Mechanical, Inc. 

     10801 N. Pomona Ave 

     Kansas City, MO 64153 
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AFFIRMATIVE ACTION FOR ALEXANDER MECHANICAL PERSONNEL 

 

It is the policy of Alexander Mechanical, Inc., to take affirmative action to equalize employment 

for all minorities and women in all personnel actions and procedures including, but not limited 

to, recruitment, hiring, training, transfer, promotion, compensation and other benefits. 

 

 

GENERAL OBJECTIVES 

 

1. Develop on the job training to qualify persons to become mechanics, foremen and    

supervisors. 

 

2. Encourage all employees to participate in education and training courses. 

 

 

 

Alexander Mechanical, Inc. designates Wanda M. Alexander, Secretary and Treasurer, as Equal 

Opportunity Officer to coordinate the company’s efforts in the implementation of its Affirmative 

Action Program and to advise and assist key staff in said implementation. All supervisory 

personnel and project managers will be responsible for carrying out all aspects of the Affirmative 

Action Program within their division or department. The company designates David M. Doss, to 

be responsible for the development of recruitment and training programs to include hiring goals 

for each department. Duties of the Equal Opportunity Officer are: 

 

1. To conduct departmental reviews as necessary or indicated by reports; to determine 

compliance with the company’s Affirmative Action Program. 

 

2. To report to the Board of Directors results obtained with the Affirmative Action  

Program, problems encountered, resistance or failure to implement the policy of the 

company and to recommend remedies. 

 

 

DISSEMINATION OF POLICY 

 

1. The company policy on Affirmative Action shall be communicated by the president 

to all personnel within the company. 

 

2. The Affirmative Action Policy shall be posted on all bulletin boards in areas where  

employed personnel will be aware of such policy. 

 

3. The policy shall be sent to all appropriate recruitment sources. 
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4.   During orientation of new personnel, the company’s Affirmative Action Program                   

      shall be emphasized. A printed brochure explaining all aspects of the policy will  

      be provided to all new employees. 

 

5. The following clause shall be affixed to Alexander Mechanical, Inc.  

subcontracts and purchase orders with other companies: “To extent that this order is 

subject thereto the “Equal Opportunity Clause’ set forth in 202EO 11246 and 41CFR 

60-1.4 and the “Affirmative Action Clauses’ set forth in 41CFR 60-250.4 and 41CFR 

60-741.4 are incorporated herein by reference.” 

 

 

                                                       

 

RECRUITMENT AND SELECTION 

 

1. Per agreement with Pipefitters Local #533, Plumbers Local #8 and Sheet Metal Local 

#2: The Union shall select and refer applicants for employment without 

discrimination against such applicants because of race, color, religion, national origin, 

age, sex, disability, genetic information, disabled veteran, or Vietnam Era veteran, or 

in any way affected by Union membership, by-laws, regulations, constitutional 

provisions or any other aspect or obligation of Union membership, policies, or 

requirements. 

  

2. Consider applicants on the basis of those able to be qualified to perform the job. If   

minorities, women, disabled veterans, Vietnam Era veterans or individuals with 

disabilities applicants have qualifications to perform the job, they shall be given equal 

consideration for employment with any other applicant. 

 

 

 

RECRUITMENT AND HIRING POLICIES FOR OTHER THAN UNION 

VACANCIES  

 

Alexander Mechanical, Inc. will make every effort to inform all employees and the community at 

large about vacant positions. To this end, it will follow the following policies: 

 

1. All vacancies will be announced. 

 

2. The local state employment office will be notified as vacancies occur. 
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3. The company will accept personal referrals. 

 

4. Employment or placement agencies will be used only as needed. 

 

 

OTHER 

 

Alexander Mechanical, Inc. adheres to the requirements of the Federal antidiscrimination 

law pertaining to pregnancy, which will be explained, in detail, to all female employees 

before their maternity leave. 

 

AUDIT 

 

The Equal Opportunity Officer, Wanda M. Alexander, shall prepare an annual 

Affirmative Action report including all personnel within each department. This will 

indicate the number of persons employed, position of employment, race and sex. 
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1. Harassment Free Environment 
 

It is the policy of Alexander Mechanical, its operating companies and subsidiaries, to 

ensure and promote a work environment free from harassment based upon (1) race, (2) 

color, (3) religion, (4) sex, (5) national origin, (6) age, (7) disability, (8) veterans status 

and (9) citizenship. The corporation will not tolerate harassment of employees for any of 

these reasons whether by co-employees, supervisors, managers, customers, consultants or 

vendors. 

 

2. No Retaliation for Reporting 
 

Retaliation for reporting harassment, participating in an investigation or supporting 

another in such a claim will also not be tolerated. 

 

3. Consequences for Violations 
 

Violation of any aspect of this policy is a serious offense and shall subject the offending 

employee, irrespective of position, to sanctions and disciplinary measures up to and 

including termination. 

 

4. Reporting and Investigation of Harassment Claims 
 

Employees are requested and encouraged to report to the Director of Human Resources 

or to an Alexander Mechanical manager or supervisor, any conduct or behavior (by a co-

employee, supervisor, manager, customer, consultant or vendor) which they believe is 

violative of this policy. Because of the very nature of harassment, it is often difficult for 

the corporation to detect and to take corrective measures unless timely reported. Upon 

reporting, the corporation will promptly and as confidentially as possible investigate the 

matter and upon completion of the investigation, make its findings and conclusions 

known to the parties involved. 

 

5. Corrective Action 
 

If harassment has occurred prompt and appropriate corrective action will be taken. 
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6. Forms of Harassment 
 

Harassment may take a variety of forms and includes conduct or behavior, which is 

personally offensive, abusive/hostile (verbally or physically), demeaning, intimidating, 

threatening or which impairs morale or interferes with work effectiveness. 

 

Some forms of harassment are unlawful and may subject both the corporation and those 

individuals personally committing the unlawful acts to legal liability; however, actions 

and behavior do not have to rise to the level of conduct, which is illegal in order to 

violate this policy guideline. 

 

7. Examples of Problem Behaviors 
 

Listed below are some examples of problem behaviors: 

 

 Offensive, unsolicited remarks; 

 Unwelcome physical gestures or contact; 

 Display or circulation of written materials, pictures or photographs degrading to any 

gender, racial, ethnic, religious or other groups; 

 Conduct or comment which intimidates or which threaten physical touching, harm or 

violence; and 

 Verbal abuse, insults, or epithets concerning or directed at any employee or group of 

employees because of their membership in any protected group listed above. 

 

8. Examples of Harassment 
 

Singling out an individual or a group of individuals for adverse treatment such as 

offensive remarks, negative stereotyping, physical touching, threats or intimidation 

because of sex, color, race, national origin/ethnicity, religion, age, disability, veterans 

status or citizenship, while at the same time treating other persons not members of such 

groups in a more favorable or less offensive manner, constitutes harassment under this 

policy guideline. 

 

9. Impact Versus Intent 
 

Conduct and behavior under this policy guideline are measured and assessed by 

determining the impact on the targeted groups or individuals. The intent of the individual 
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actor is not the focus when determining offensiveness. The questions asked are whether a 

reasonable person would be offended under the circumstances and whether the 

complaining party was personally offended. 

 

10. Managers Responsibilities 
 

Managers are responsible for maintaining a proper workplace environment and must not 

only be sensitive to what offends their own standards of conduct and behavior but also to 

what offends the reasonable standards of others who themselves might well view things 

in a different fashion because of differences in fender, race, culture, national origin, 

ethnicity, age, disability, veteran’s status or citizenship. 

 

11. Sexual Harassment 
 

Sexual harassment is defined by the EEOC as unwelcome sexual advances, requests for 

sexual favors, or other verbal or physical conduct of a sexual nature (1) when submission 

is made explicitly or implicitly a term or condition of employment, or (2) when 

submission or rejection is used as the basis of employment decisions or (3) when the 

conduct has the purpose or effect of unreasonable interfering with work performance or 

creating an intimidating, hostile or offensive working environment. 

 

If an employee believes he or she has been subjected to any of these forms of sexual 

harassment or believes he or she is being treated adversely because other individuals are 

receiving favored treatment I exchange for sexual favors, the employee should 

immediately report the situation to the attention of the Director of Human Resources or 

an appropriate manager or supervisor. 

 

As with other claims of harassment as detailed above, the matter will be promptly 

investigated and any appropriate remedial measures taken at the conclusion of the 

investigation with findings and conclusions shared with the parties involved. 

 

 

 

Employee Signature: ________________________________ 

Should the signature/acknowledgment be a separate form and kept in HR file?
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1. Current Practice 
 

It has been the Company’s practice to provide each regular salaried administrative 

employee with an annual salary and performance review on the employee’s anniversary 

date. Employee’s will receive salary increases June of the year end review. 

 

2. Reporting and Approval Process 
 

It has been the Company’s policy to require completion of a personnel action form and 

certain levels of approval prior to hiring, terminations, salary increases, position changes 

and grade modifications, The Company has also adopted a salary structure and mandated 

that employee salaries be maintained within the ranges established for each position, 

grade and location.  See attached pay scale for each position updated 2021. 

 

The following shall be reporting and approval process: 

 

2.1 A properly completed and approved personnel action form must support every 

new hire, termination and salary, position or grade change. The supervisor 

recommending the action should initiate the form 

 

2.2 An employee may not be advised of any proposed personnel action (i.e., salary 

increase) until all required levels of approval have been obtained. 

 

2.3 Regardless of the level of approval required a copy of the personnel action form 

must be submitted to Alexander Mechanical’s Director of Human Resources for 

advance review. 

 

2.4 New hires require the following approval levels: 

 

2.4.1 If the position hired is included in the operating unit’s approved budget 

and the salary to be offered is at or below the midpoint of the salary range 

set forth in the salary structure, the highest level of approval required is 

the Chief Operating Officer or Vice President. 

 

2.4.2 If the position hired is not included in the operating unit’s approved 

budget and/or the salary to be offered is above the midpoint of the range 

set forth in the salary structure, the highest level of approval required is 

the President of Alexander Mechanical. 

 



 

 15 

ALEXANDER MECHANICAL HUMAN RESOURCE POLICIES 
Annual Salary and Performance Reviews                                         Section E 

Hiring and Salary Approval Process                                                  Page 2 of 3 
 

 

2.4.3 If under Section 2.4.2, the salary offered is more than 10% greater than the 

maximum salary under the salary structure, the highest level of approval 

required is the CEO of Alexander Mechanical. 

 

2.4.4 In addition to the approvals required in subsections 2.4.1 through 2.4.3 the 

supervisor of the employee to whom the new hire reports must approve 

each new hire. 

 

2.5 Salary increases require the following approval levels: 

 

2.5.1 If the salary increase is included in the operating units approved budget 

and the revised salary is within the ranges set forth in the salary structure, 

the highest level of approval required is the COO of Alexander 

Mechanical. 

 

2.5.2 If the salary increase is greater than that included in the operating unit’s 

approved budget and/or the revised salary is not within the salary 

structure, the highest level of approval required is the President of 

Alexander Mechanical. 

 

2.5.3 If under Section 2.5.2, the salary increase is more than 10% greater than 

the budgeted increase or the revised salary is more than 10% greater than 

the maximum salary under the salary structure, the highest level of 

approval required is the President of Alexander Mechanical. 

 

2.5.4 In addition to the approval required in subsections 2.5.1 through 2.5.3, 

each salary increase must be approved by the supervisor of the employee 

recommending the salary increase. 

 

2.6 Terminations initiated by management, whether for cause or lack of work, and 

unfavorable or negative performance review should be brought to the attention of 

the Director of Human Resources of Alexander Mechanical and COO in advance 

to discuss potential legal considerations and to ensure proper documentation of 

the pertinent facts and circumstances. 

 

2.7 The CEO of Alexander Mechanical may, at his discretion, assign his approval 

authority as required by this Policy to Alexander Mechanical Vice President, 

Chief Operating Officer or Director of Human Resources. 
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3. Salary Review Process 
 

3.1 60 days prior to anniversary date, Human Resources to advise of listing. 

 

3.2 30 days prior to anniversary date, Human Resources to receive completed review 

form. 

 

3.3 Requirement to have direct deposit.  All employees of AMI are required to have 

direct deposit to the financial institution of their choice. Direct deposit 

information is to be provided to payroll prior to receiving first paycheck. 

 

Are annual salary ranges processed on the employee’s anniversary date and awarded in June of 

current year. 
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Permanent Full Time is an employee who has no termination date and who is regularly 

scheduled to work 40 hours per week. 

 

Permanent Part Time is an employee whose position has no termination date and is scheduled to 

work no more than 24 hours per week. 

 

Temporary Full Time is an employee who is hired or promoted for a certain length of time and 

who is scheduled to work 40 hours per week. 

 

Temporary Part Time is an employee who is hired or promoted for a certain length of time and is 

scheduled to work no more than 24 hours per week. 

 
Non-exempt positions are classified as hourly positions. 

 

Exempt positions are classified as salary positions. 
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Workday 

 

The normal workday is eight (8) hours for hourly workers, with 40 hours being a normal 

workweek. Salaried employees generally work the same hours, but may be required to work 

more hours as the work dictates. 

 

Overtime is only performed when necessary and approved in advance by your supervisor. You 

are expected to work necessary overtime when requested to do so. Hourly employees will 

receive time and one-half pay for time worked exceeding 40 hours in any given workweek.  

Salaried employees are not entitled to overtime pay. 

 

For employees required to complete time cards, the cards must be filled out with all hours 

worked and tuned into to payroll every Monday by 9:30 a.m. Vacation days, sick days, holidays 

and absences such as jury duty, funeral leave or military training, must be specifically noted on 

the time card for days on which they occur.   
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1. Attendance Essential 
 

Attendance by employees is an essential aspect of employment and its critical to the 

wellbeing of the Company. Regular attendance and punctuality by every employee are 

key requirements of job performance for each and every position in the Company. 

 

2. Unavoidable Absences 
 

When absences are unavoidable, the Company’s policies on vacation, sick days, short 

term and long-term disability, and family and medical leave provide guidance to 

managers and supervisors responsible for handling individual employee circumstances. 

 

Situation of Medical Leave or Family Greivance may constitute short/long term 

disability, each case will be reviewed on a individual bases. 

 

3. Managers’ Responsibility 
 

Managers and supervisors have the responsibility to: 

 

3.1 review and monitor on a regular and periodic basis the attendance and absences of 

their employees; 

 

3.2 treat attendance as a major factor in performance assessment and as an essential 

aspect of all positions within the Company; 

 

3.3 set work schedules, assignments and work locations; 

 

3.4 approve all discretionary time off; 

 

3.5 remove employees from their positions in the event of chronic and repeated 

excused or unexcused absences after appropriate discussion or warning; and 

 

3.6 discipline and/or discharge employees for attendance problems. 
 

4. Employees’ Responsibility 
 

Employees have the responsibility to: 

 

4.1 arrive each day at work on time; 
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4.2 work a full eight hours each day or as otherwise directed by management; 

 

4.3 remain at their assigned work area during their assigned work hours; 

 

4.4 manage their personal affairs so as not to have any adverse impact on their 

attendance; and 

 

4.5 call their immediate supervisor directly when unable to attend work. 

 

5. 2 Day Automatic Discharge Rule 
 

Employees who are absent for two or more days without calling in will be considered to 

have abandoned their job and will be processed for termination unless there are 

extenuating circumstances. 
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1. Purpose 
 

This policy guide serves to ensure that the below listed termination steps and procedures 

are followed: 

 

1.1 Involuntary terminations, written warnings and negative performance review are 

reviewed and approved in advance by the Director of Human Resources. 

 

1.2 Company property is recovered/returned at point of separation, including 

company vehicles. 

 

1.3 Security clearances, computer and company access privileges are terminated at 

separation. 

 

1.4 Outstanding expenses and advances are checked, reconciled and recovered as part 

of the separation process. 

 

1.5 Final wages and accrued unused vacation are paid at point of termination or as 

soon thereafter as possible, less outstanding advances or other employee 

indebtedness. 

 

1.6 Exit interviews are conducted, whether terminations are voluntary or involuntary. 

 

2. Employment Terminable at-Will 
 

2.1 While Alexander Mechanical values each of its employees and wishes them 

success, employment at Alexander Mechanical is terminable at-will and may be 

terminated by Alexander Mechanical or by the employee at any time, with or 

without cause, with or without notice, for any reason (good or bad) or for no 

reason at all, and with or without procedural formality. 

 

2.2 These HR Policies and other documents issued by Alexander Mechanical related 

to employment do not form and are not contracts of employment, express or 

implied, between Alexander Mechanical and the employee nor are they 

guarantees or commitments or any particular kind of treatment or management 

practice, process or procedure. (See Disclaimer at beginning of HR Policies for a 

complete statement concerning “employment at-will status”.) 
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3. Advance Review and Approval 
 

3.1 For Involuntary Terminations 

 

The Director of Human Resources must first review and approve in advance all 

involuntary terminations, whether layoffs, office closures, job elimination, 

discharges or other dismissal actions. The purpose of this review and approval 

process is to ensure legally sufficient and defensible employment actions and 

proper documentation of all involuntary terminations. Final determinations on 

Terminations must be approved by a member of the Executive Leadership. 

 

3.2 For Disciplinary Warnings and Negative Performance Reviews 

 

Prior to the issuance of a written warning or a negative performance review, the 

Director of Human Resources must be contacted and advance review and 

approval obtained. Because such actions often lead to or serve as the basis for 

involuntary terminations, advance review is an important part of insuring legally 

sufficient and properly documented involuntary terminations. (See Section 2.01.) 

 

4. Recovery of Company Property and Employee Advances, Cessation of 

Access and Privileges, Final Paycheck and Exit Interview 
 

As part of the termination process, the following steps must be followed: 

 

4.1 an inventory of all company property in the custody or control of the employee 

must be done and immediate arrangements made for recovery of all property, 

including any company vehicle; 

 

4.2 outstanding expenses and employee advances must be checked, reconciled and 

collected; 

 

4.3 all security clearances, computer and company access privileges must be 

terminated at or immediately before termination to protect company assets and 

proprietary information; and 

 

4.4 final wages and accrued vacation must be paid at point of involuntary 

terminations in most states; in some jurisdictions, employers may deduct from 

final wages and accrued vacation outstanding employee advances and other 

documented employee indebtedness. 
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5. Exit Interviews 
 

5.1 Involuntary Terminations 

 

The employee’s manager/supervisor shall conduct an exit interview with the 

separating employee with the assistance of a HR Representative or another 

supervisory or managerial employee. The manager/supervisor shall briefly 

explain the company’s decision to terminate the employee’s employment and 

provide the employee with a copy of a completed form indicating the termination 

date the reason or reasons for termination, accrued vacation, and if any, to be paid 

as part of the employee’s final paycheck. A form or letter should be completed 

and signed by the terminated employee and should include and inventory of 

company property and reconciliation of outstanding advances and employee 

expenses. 

 

5.1.1 At the conclusion of the exit interview, the employee must be given his or 

her final paycheck, including accrued vacation, if any, less outstanding advances 

and other indebtedness. Should the employee have any outstanding expenses, the 

employee shall prepare a final employee expense report and a check shall be 

issued separately by mail as soon as practicable. 

 

5.2 Voluntary Terminations 

 

With voluntary terminations or resignations, the HR Representative or other 

designate should conduct the exit interview. In addition, inquiry should be made 

as to the underlying reasons for the voluntary separation and whether the 

employee wishes to reconsider his or her decision to leave??. In the absence of a 

resignation letter setting for the reasons for the voluntary quit, the employee 

should be requested to complete and sign a form indicating in writing the reasons 

for resignation.  If the employee suggests or implies that inappropriate, unlawful 

or discriminatory treatment or a hostile, intimidating, threatening or demeaning 

environment is the reason or any part of the basis for the resignation, the Director 

of Human Resources should be contacted for purposes of undertaking a further 

investigation of the circumstances. 

 

5.2.1 A final paycheck, including an accrued vacation, less outstanding 

employee advances and other indebtedness, should be prepared during the next 

immediate payroll and mailed to the employee’s home address. Should there be 

any outstanding employee reimbursable expenses, a final expense report shall be 
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completed by the employee and submitted for payment. A check shall be issued as 

soon as practicable. 
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1. Scope 
 

Alexander Mechanical and all its operating companies and subsidiaries. 

 

2. Policy Guideline 
 

2.1 There is no entitlement to severance pay at Alexander Mechanical. 

 

2.2 No manager shall have authority to commit Alexander Mechanical to any 

severance-related payments or separation agreements (whether pre-hire, 

employment, layoff or termination commitments, including stay-on bonuses or 

other special payment) without the prior written approval of Alexander 

Mechanical. 

 

3. Procedure 
 

Any and all proposed severance payment or separation agreements shall be submitted to 

Alexander Mechanical Director of Human Resources for review and recommendation to 

the CEO at least [2] weeks in advance of any proposed employment action. 

 

4. Practice 
 

4.1 There shall be no verbal or written communication with or commitment to 

employees regarding severance or other special payments prior to the issuance of 

written approval by the CEO. 

 

4.2 In the event discretionary severance or other special payments are to be made, 

they shall be processed at corporate headquarters and made only after the 

execution of a written Separation, Waiver and Release Agreement approved in 

advance by the Director of Human Resources. 
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Due to the possibility of being privy to information which is confidential and/or intended for 

company use only; all employees are required to maintain such information in strict confidence.  

This policy benefits you, as an employee, by protecting the interests of Alexander Mechanical in 

the safeguard of confidential, unique and valuable information that is part of our competitive 

advantage in the marketplace. 

 

Should the occasion arise in which you are unsure of your obligation under this policy, it is your 

responsibility to consult with you supervisor. Failure to comply with this policy could result in 

disciplinary action, up to and including termination. 
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As an employee of Alexander Mechanical, we expect you to present a clean and professional 

appearance when you represent us, whether that is in, or outside the office. Management, sales 

personnel and those employees who come in contact with the public, are expected to dress in 

accepted corporate tradition.   

 

In a casual work setting, employees should wear clothing that is comfortable and practical for 

work, but not distracting or offensive to others. Any clothing that has words, terms, or pictures 

that may be offensive to other employees in unacceptable. Clothing that has the company logo is 

encouraged. Sports team, university and fashion brand names on clothing are generally 

acceptable. 

 

Because all casual clothing is not suitable for the office, these guidelines will help you determine 

what is appropriate to wear to work. Clothing that works well for the beach, yard work, dance 

clubs, exercise sessions, and sports contests may not be appropriate for a professional, casual 

appearance at work 

 

Clothing that reveals too much cleavage, your back, your chest, your stomach or your underwear, 

is not appropriate for a place of business. 

 

No dress code can cover all contingencies so employees must exert a certain amount of judgment 

in their choice of clothing to wear to work. If you experience uncertainty about acceptable casual 

attire for work, please ask your supervisor or your Human Resources manager. 
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After one (1) year of service full time employees are entitled to one (1) week of paid vacation 

and after two (2) years of service full time employees are entitled two (2) weeks of paid vacation, 

unless other specified by Human Resources. 

Vacation is earned and credited on the anniversary of your hire date each year and is available 

for immediate use.  

A vacation request change must be submitted in writing to the supervisor two weeks prior to the 

anticipated vacation date.  

Every effort will be made by Alexander Mechanical to accommodate vacation requests, unless 

business circumstances do not permit. Vacation may be taken in full or half days only.  

Employees who resign in good standing and give proper notice of termination, are entitled to 

receive payment for accrued vacation, not yet taken. If the employee has taken more vacation 

than actually accrued at the time of resignation, the unearned vacation will be deducted from the 

employee's final paycheck. 
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Alexander Mechanical recognizes the following holidays: New Years Day, Memorial Day, 

Independence Day, Labor Day, Thanksgiving and Christmas.  

When a holiday falls on a weekend, the Friday preceding or Monday following as the observed 

holiday will be designated as the holiday at the discretion of Alexander Mechanical. Regular 

full-time employees are paid eight (8) hours for each holiday, regular part time employees are 

paid for holidays based upon the number of hours they are normally scheduled. Temporary 

employees are not paid for holidays, unless specified and authorized by Human Resources.  
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1. Jury Duty Service 
 

All employees shall be permitted time off for jury duty service. 

 

2. Notice to Company by Employee 
 

Upon notification/selection for jury duty, employees are to immediately notify their 

manager of the dates of such service. 

 

3. Managers’ Responsibility 
 

Upon notice by employee, managers are to promptly communicate the dates of such 

service to the Human Resources Department and to the Payroll Department. 

 

4. Treatment of Wages During Jury Duty Period 
 

Employees who regularly work between 20 and 40 hours per week shall be compensated 

as set forth below. All other employees will not be compensated for jury duty time except 

as required by law. 

 

4.1 For full time employee, if jury duty pay is less than their regular base pay for the 

same period, the company will pay them the difference between their jury duty 

pay and their regular base pay. 

 

4.2 For employees working less than eight hours per day, the company will pay for 

the number of hours regularly worked, less jury duty pay received for the same 

time. 

 

5. Procedure 
 

Upon return from jury duty, employees shall immediately submit copies of any jury duty 

paycheck (s) or other proof of jury duty compensation received to the Payroll Department 

and to the Human Resources Department. The total amount received as jury duty pay will 

be deducted from the employee’s next paycheck. 
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6. Witness Duty 
Employees required by subpoena to appear in court or for deposition shall be treated in 

the same fashion as those serving jury duty.  Any subpoena (Divorce, Child Support, etc.,  

 

 

 

 

 

 



 

 32 

ALEXANDER MECHANICAL HUMAN RESOURCE POLICIES 
Corona Virus Travel Policy                                              Section P  

Page 1 of 2 
 

 
Purpose: Alexander Mechanicals Travel Policy                               July 14, 2020 
 
If you are traveling to what are considered Hot Spots (States) or out of the country, upon your return 
employee will be required to test or self-quarantine before returning to work. This will be a non-paid 
quarantine period of 14 days and we will not pay for the testing. 
 
Top Ten COVID-19 Affected states: 
 

State/Territory 
Total 
Cases 

Confirmed Probable 

California 320,804 N/A N/A 

Florida 266,119 N/A N/A 

Texas 258,658 N/A N/A 

New York City* 220,819 216,199 4,620 

New York* 182,655 N/A N/A 

New Jersey 175,298 N/A N/A 

Illinois 155,048 153,916 1,132 

Arizona 122,467 121,758 709 

Georgia 116,926 N/A N/A 

Massachusetts 111,597 105,629 5,968 

 
If You Travel 

Protect yourself and others during your trip: 

• Clean your hands often. 

o Wash your hands with soap and water for at least 20 seconds, especially after you have 

been in a public place, after touching surfaces frequently touched by others, after 

blowing your nose, coughing, or sneezing, and before touching your face or eating. 

o If soap and water are not available, bring and use hand sanitizer that contains at least 

60% alcohol. Cover all surfaces of your hands and rub your hands together until they 

feel dry. 

• Avoid touching your eyes, nose, or mouth. 

• Avoid close contact with others. 

o Keep 6 feet of physical distance from others. 

• Wear a cloth face covering in public. 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention.html
https://www.cdc.gov/handwashing/when-how-handwashing.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html
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• Cover coughs and sneezes. 

• Pick up food at drive-throughs, curbside restaurant service, or stores. 

Considerations for Types of Travel 

Travel increases your chances of getting and spreading COVID-19. We don’t know if one type of travel is 

safer than others; however, airports, bus stations, train stations, and rest stops are all places travelers 

can be exposed to the virus in the air and on surfaces. These are also places where it can be hard 

to social distance (keep 6 feet apart from other people). 

Consider the following risks for getting or spreading COVID-19, depending on how you travel: 

Air travel 

Air travel requires spending time in security lines and airport terminals, which can bring you in close 

contact with other people and frequently touched surfaces. Most viruses and other germs do not spread 

easily on flights because of how air circulates and is filtered on airplanes. However, social distancing is 

difficult on crowded flights, and you may have to sit near others (within 6 feet), sometimes for hours. 

This may increase your risk for exposure to the virus that causes COVID-19. 

Bus or train travel 

Traveling on buses and trains for any length of time can involve sitting or standing within 6 feet of 

others. 

Car travel 

Making stops along the way for gas, food, or bathroom breaks can put you and your traveling 

companions in close contact with other people and surfaces. 

RV travel 

You may have to stop less often for food or bathroom breaks, but RV travel typically means staying at RV 

parks overnight and getting gas and supplies at other public places. These stops may put you and those 

with you in the RV in close contact with others. 

 

solation and quarantine help protect the public by preventing exposure to people who have or may have 

a contagious disease. 

• Isolation separates sick people with a contagious disease from people who are not sick. 

• Quarantine separates and restricts the movement of people who were exposed to a contagious 

disease to see if they become sick. 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/social-distancing.html
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1. Purpose 
 

1.1 To provide employees with a uniform method of reporting and accounting. 

 

1.2 To set standards identifying acceptable expenses that the company will reimburse. 

 

1.3 To improve the management and control of travel and entertainment expenses 

incurred on company business. 

 

2. Policy Statement 
 

2.1 It is the policy of Alexander Mechanical to reimburse employees for bona fide 

travel and entertainment expenses. In order to qualify, expenses must meet the 

reporting requirement of this policy and be directly related to the active conduct 

of business. As a general practice, employees are to use the most cost-effective 

alternatives in making travel and entertainment commitments. 

 

2.2 The corporation will not pay for purely personal expenses nor permit the use of its 

property for personal benefit except as expressly provided in this policy.  

Employees are expected to spend money carefully and it should not result in 

lavish or unusually high expenditures. 

 

2.3 Periodically, notices will be issued on major travel-related activities. Employees 

are expected to follow the notices except in isolated cases, when doing so would 

cause undue hardship. 

 

2.4 The expense report approver, as well as the employee, is responsible for seeing 

that all provisions of this policy are complied with, and for justifying, with 

adequate and reasoned explanations, any exceptions to the policy. 

 

3. Administration of Policy 
 

3.1 Responsibility and authority to implement and enforce this policy is placed with 

each [????your policy???] who has employees who incur reimbursable travel and 

entertainment expenses. This responsibility includes effective communication of 

the policy and related procedures to all personnel affected. 
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3.1.1 Director of Human Resources—the Alexander Mechanical Director of Human 

Resources is responsible for the publishing, interpreting and modification of this 

policy and its provisions. 

 

3.1.2 Chief Financial Officer (CFO)—the Alexander Mechanical CFO is responsible 

for establishing the forms and controls necessary for proper administration of 

this policy. 

 

3.1.3 Exceptions – there may be employees for whom strict adherence to this policy 

may cause an undue hardship due to the nature and extent of business travel 

required. 

 

3.1.4 Other Exceptions – whenever an employee requests a travel itinerary that fails 

to meet the guidelines stated in this policy (e.g., request to use other than the 

lowest airline fare), an exception report may be required. 

 

4. Approval Procedures 
 

4.1 President and CEO, Alexander Mechanical must approve all business expense 

reports of Department Heads and other employees reporting to the President and 

CEO. 

 

5. Corporate Credit Card 
 

5.1 [???Your policy???] Credit cards will be issued to all eligible business travelers.  

This card is to be used for all airline tickets, lodging, car rentals, meals and other 

business expenses. 

 

5.2 CEO will determine which employees have need of a credit card.  The employee 

will be liable for all charges to the card, and the credit card should be used for 

business purposes only. 

 

5.3 Reimbursement for expenses charged on the credit card will be made following 

completion and approval of a “Business Expense Report”. 

 

6. Cash Advances 
 

It is company policy to not issue cash advances. 
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7. Transportation 
 

7.1 Employees must use Human Resources in making airline, hotel and rental car 

reservations and the purchase of airline tickets. If it is not possible for the 

employee to use this service, a full explanation of this action must be included in 

the expense report. 

 

7.2 There will not be individual air travel cards. 

 

 

8. Air Travel 
 

8.1 When making reservations, the lowest available airfare is to be used without 

regard to frequent flyer programs or giveaway incentives. For purposes of 

achieving the lowest fare, Human Resources with research flights within two 

hours before and after the requested time. 

 

8.2 Reservations should be made and tickets purchased as far in advance as possible 

to take advantage of advance purchase discounts. While most of the discounts are 

for 30 days advance purchase, there are may be 3 or 7 day discounts available.  

Schedule same day return trips whenever a one-day trip is justified. 

 

8.3 Employees must use coach class when traveling. 

 

8.4 Free upgrade coupons may be used if the full fare or the fare required by the 

airline for coupon use is less than $50.00 more than the lowest available fare. 

 

8.5 It is not the policy of Alexander Mechanical to reimburse employees for the 

purchase of airline upgrade coupons. 

 

8.6 Travel vouchers (including cash) received from the airlines due to en-route delays 

or overbooking are the property of the Corporation. Upon receipt, the travel 

voucher should be endorsed and forwarded to Human Resources to reduce the 

cost of future travel. If cash is received, it should be treated as a travel advance 

and recorded in the employee’s expense report. 

 

8.7 Airline mileage credits are the property of the employee and may be used for 

personal travel. 

 

8.8 Company will not reimburse the cost of membership in airline-sponsored clubs. 
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8.9 Personally, owned or rented aircraft operated by employees is not an authorized 

means of transportation for employees on corporate business. 

 

9. Ground Transportation 
 

Public transportation and hotel provided transportation should be used whenever 

possible. 

 

9.1 Rail Travel – employees traveling by rail must use coach accommodations for 

trips that are not overnight. 

 

9.2 Rental Cars – rental cars should be used only when more economical than public 

transportation (including taxis) or if required for entertaining customers.  

Employees should request no larger than a mid-sized car, unless travel 

circumstances and the number of people traveling require a larger vehicle. 

 

9.2.1 Car rentals should be arranged through Human Resources using negotiated 

corporate rates, if available. Employees should always ask for lowest available 

rates upon arrival at the car rental agency. 

 

9.2.2 Insurance coverage offered by the rental car company should not be purchased, 

except when renting vehicles in a country outside of the United States or Canada, 

or when unusual circumstances warrant its purchase. 

 

9.2.3 The gas tank should be refilled where practical before returning car and the 

expense shown in the miscellaneous section as “gas”. 

 

9.3 Other Transportation – local transportation charged for taxis, airport 

transportation, commuter trains or other related travel expenses are reimbursable 

if incurred for a valid business purpose. Transportation costs including parking, 

tolls, etc. incurred during normal commuting will not be reimbursed. The use of 

private limousines is not a reimbursable expense. Individuals are to use the most 

cost-effective means of transportation. 

 

9.4 Private Automobiles – It is Alexander Mechanical’s policy to discourage the use 

of an employee’s personal auto for business purposes. The CEO may authorize 

employees to use their personal autos for business, but only on an occasional basis 

when absolutely necessary. 



 

 38 

ALEXANDER MECHANICAL HUMAN RESOURCE POLICIES 
Travel and Entertainment Expenses                                                Section Q 

Page 5 of 10 
 

9.4.1 Employees will be reimbursed per mile based upon IRS deductible mileage 

guidelines. 

 

9.4.2 Expense reports should show all miles traveled, the rate and total dollar amount. 

Bridge, highway or parking tolls are fully reimbursable and should be entered in 

expense reports as separate items. 

 

9.4.3 Cost for repairs or damages to an employee’s private auto while traveling on 

company business are considered included in the mileage allowance. 

 

9.4.4 It is recommended that an employee using a personal automobile for company 

business carry $100,000/$300,000 public liability and $25,000 property damage 

insurance or more, but employee must carry at least the minimum legal limit of 

liability insurance as specified in the state where the car is registered. 

 

10. Lodging 
 

10.1 Reasonable lodging expenses will be allowed when employees are traveling on 

corporate business. The hotel or motel should be in the area where the employee 

will work.  Reservations should be made through Human Resources. 

 

10.2 Charges to the hotel bill, other than room expense and taxes, must be itemized 

separately under the appropriate categories on the expense report form. 

 

11. Meals 
 

11.1 Expenses for traveling days are allowed at actual costs within reason. 

 

11.2 No meals before your departure or after your return to your home city will be 

reimbursed by the company. Gratuities and refreshments must be included in the 

meal expense categories. 

 

11.3 When dining with other company employees, any member of the group may pay 

for meals as long as the traveler records the names of those people, he is paying 

for on the expense report. 
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12. Entertainment and Meals 
 

12.1 Entertainment expenses and business meal expenses will be reimbursed to 

employees if they are directly related to the active pursuit of business, and are 

reasonable and customary for the purpose at hand.  To substantiate such expenses 

(and to meet IRS requirements), the employee must account for: 

 

12.1.1 Cost, date, place and description of the entertainment; 

 

12.1.2 Business purpose of such entertainment; 

 

12.1.3 Names, titles and business relationship of all guests; and 

 

12.1.4 Specific meals, e.g., breakfast, lunch or dinner. 

 

12.2 In addition, itemized receipts supporting each separate expenditure are required 

by the company. When a receipt is not available, a full explanation of the expense 

and the reason for lack of receipt is required. 

 

12.3 Casual lunches, retirement functions, birthdays, personal occasions and other 

entertainment of fellow employees are not generally reimbursable business 

expenses. If a business purpose exists the senior member at the luncheon must 

always pick up the check for the luncheon. 

 

13. Telephone 
 

13.1 When traveling each employee will be reimbursed for one, non-emergency, 

personal phone call of reasonable length per day of domestic travel. For 

international travel, two non-emergency calls per five-day week are reimbursable.  

One additional call is allowed if you are out of the country over the weekend. All 

business calls are reimbursable. 

 

13.2 Calls should be made collect, charged to a credit card or made from a public 

phone to avoid hotel surcharges. Internationally, it is cost effective to direct dial 

the office and have them call you back. 
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14. Club Memberships 

 
14.1 All dues and assessments with private club memberships are the responsibility of 

the employee/club member and will not be reimbursed by the corporation unless 

specifically approved by the Chief Executive Officer of Alexander Mechanical. 

 

14.2 The corporation will reimburse employees on their expense reports for the 

variable club usage when a business function or authorized purpose is involved.  

Only direct charges, such as restaurant, guest fees, gratuities, etc., are acceptable. 

 

14.3 Employees are required to document club usage consistent with the entertainment 

and business-meals expense reporting procedure outlined earlier. 

 

15. Tickets to Theater or Athletic Events 
 

15.1 As a general practice, the company discourages the purchase of season tickets or 

other long-term commitments for entertainment purposes. Season tickets or 

tickets for individual events may be acquired for business purposes only. The 

location that obtains such tickets will be required to retain a log showing the 

number of tickets used and the employee requesting the tickets. 

 

15.2 Employees requesting the tickets shall, on their expense report, indicate receipt of 

such tickets and show the following information to substantiate the deductibility 

for the use of the tickets: 

15.2.1 Name and title of recipient; 

 

15.2.2 Business relationship of recipient; 

 

15.2.3 Cost of tickets (if purchased outside the company); 

 

15.2.4 Date tickets were used; and 

 

15.2.5 Business purpose and benefit to be derived. 

 

15.3 Tickets that are surplus and unclaimed for business entertainment at the close of 

the business day preceding the event may be distributed to employees for personal 

use rather than wasted. Surplus tickets will be distributed to all employees 

regardless of position and are not considered compensation to the employee.  

Human Resource Director must keep a log of all employees receiving tickets. 



 

 41 

ALEXANDER MECHANICAL HUMAN RESOURCE POLICIES 
Travel and Entertainment Expenses                                                Section Q 

Page 8 of 10 
 

 

16. Seminars, Conventions, Conferences, Roundtables and Committee 

Meetings 
 

16.1 The corporation will reimburse the expenses of certain employees, who with prior 

approval (before registration) attend seminars, conventions, conferences or 

industry committee meetings that have a definite business purpose, 

 

16.2 The expenses subject to reimbursement include transportation, room, meals, 

registration fees and other miscellaneous expenses associated with the particular 

meeting. 

 

17. Miscellaneous 
 

17.1 All miscellaneous expenses must be categorized and itemized by day. 

 

17.1.1 Gifts – business gifts to any one person during the year are to be limited to 

$25 and must have prior approval from the CEO. Excluded from this 

category are sales promotional items and advertising specialties, bearing 

the company’s name.  All business gift expenditures must be supported by 

a receipt attached to the expense report. 

 

17.1.2 Laundry – personal expenses for laundry, dry cleaning or pressing are 

reimbursable only when the travel is in excess of one week or when 

unusual circumstances justify this type of expense. 

 

17.1.3 Tips – tips for meals and refreshments should be included in the meals or 

entertainment section, should fairly represent the level of service received 

and should generally conform to the following guidelines: 

 

-Breakfast, lunch, refreshments – no more than 15% 

-Dinner – no more than 20% 

 

Tips for taxi or limousine rides see exclusion in 9.3 should be in the local 

transportation section and should not exceed 20%. Tips to document 

baggage handlers, etc.  are at the discretion of the spender and should be 

grouped together in a line item labeled “tips”. Lavish or unreasonable 

gratuities will not be reimbursed. 
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17.1.4 Other – expenses, other than those outlined above, may, on occasion be 

incurred and reimbursed. These expenses are to be entered in the 

miscellaneous section of the expense report and further explained or 

detailed and supported by a receipt attached if over $25.00.  Are subject to 

approval. 

 

18. Other Non-Reimbursable Expenses 
 

18.1 Reimbursement will not be approved for purely personal entertainment or 

personal expense. Toilet items, personal theater tickets, hotel movie rentals and 

special travel accident insurance are examples of such non-reimbursable 

expenses. 

 

18.2 Any employee who takes his or her spouse on a business trip will do at his or her 

own expense. In such circumstances, the employee will be reimbursed only for 

those authorized, reasonable expenses that would have been incurred if traveling 

alone. 

 

18.3 Employees assume legal responsibility for the loss of or damage to their personal 

property. 

 

19. Employee Expense Reports 

Add link to form 
 

19.1 Expense reports must be submitted on a timely basis on designated forms signed, 

and dated to attest the expenses were incurred in the best interest of the Company.  

Expense reports, with required receipts attached, are to be submitted by 

employees to their supervisors for approval on completion of travel assignment. 

 

19.2 The following information is required for all travel expenses: 

 

19.2.1 Amount of each separate expenditure; 

 

19.2.2 Dates of departure and return; 

 

19.2.3 Method of transportation; 

 

19.2.4 Destination or locality of travel; 
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19.2.5 Number of days spent on business; 

 

19.2.6 Business reason or purpose for travel; and 

 

19.2.7 Corporation or organization and person visited. 

 

19.3 Expenses are to be itemized daily. 

 

19.4 Original receipts for items such as lodging, plane fare, auto rental, entertainment 

expense, etc., should always be included with the expense reports. Any 

expenditure of $25.00 or more must be supported by an original receipt. 
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1. Purpose of Policy 
 

1.1 To establish the authorization and approval process for assigning company owned 

and leased vehicles to employees who require vehicles to conduct company 

business. 

 

1.2 To establish which employees are eligible for assignment of company vehicles or 

car allowances in lieu of company vehicles. 

 

1.3 To establish standards and guidelines for acquiring maintaining and utilizing 

company vehicles. 

 

2. Policy Statement 
 

2.1 It is the policy of Alexander Mechanical to provide automobiles or other vehicles 

only to employees who have a legitimate business need for such vehicles. As a 

general rule, a legitimate business need exists if: 

 

2.1.1 The employee, due to the nature of his/her job, is required to use a vehicle 

for visiting job sites, customers or vendors 

 

2.1.2 This travel is expected to exceed 10,000 miles per year. 

 

2.2 Commuting from home to office or job site does not constitute a legitimate 

business need. 

 

2.3 Vehicle assignments will be reviewed annually during the business planning 

process to determine if a business need exists, vehicles will be sold or reassigned. 

 

2.4 Use of company vehicles is limited to company business. Company vehicles may 

only be driven by Alexander Mechanical employees. Employees driving company 

vehicles must company comply with all applicable laws. 

 

2.5 Company vehicles shall be leased through a single source in order to obtain 

standard vehicles and volume-based pricing.?? 
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3. Administration of and Responsibility for Policy 
 

3.1 All requests for automobiles and other vehicles must be submitted in writing to 

and approved by the CEO prior to initiating or renewing a vehicle lease 

agreement. 

 

3.2 Requests for autos and other vehicles for use by CEO and Alexander Mechanical 

staff must be submitted in writing to and approved by the CEO. 

 

3.3 An employee being considered for a company vehicle is subject to a background 

check of his/her driving record. An unsatisfactory driving record is ground for 

denying a company vehicle. 

 

3.4 Employees who are assigned company vehicles must be notified that the 

assignment of the vehicle is in effect only so long as considered necessary by the 

company and may be revoked at any time and for any reason. 

 

3.5 CEO is responsible for the publishing interpretation and modification of this 

policy.  Exceptions to any of the provisions of this policy must be approved by the 

CEO. 

 

3.6 CFO is responsible for establishing the accounting procedures for administering 

the vehicle assignment and car allowance policy need car allowance policy 

including ensuring proper tax treatment. Your CEO is responsible for establishing 

procedures for acquiring, transferring and selling company vehicles and shall 

maintain fleet records and analyze company requirements. Controllers are 

responsible for ensuring that these procedures are implemented and complied 

with. 

 

3.7 Your CEO is responsible for periodically auditing compliance with this policy. 

 

3.8 Director of Human Resources is responsible for conducting and reviewing driving 

background checks, as well as, evaluating the driving record of an employee 

being considered for a company vehicle. 

 

4. Guidelines 
 

4.1 Eligibility 
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Eligibility for a company vehicle assignment is based exclusively on need as 

defined at Section above. Title and grade are not determining factors. However, it 

is understood that vehicle assignment is generally limited to employees who have 

responsibility for managing a “profit center” (company, district, line of business 

or job), or manage job site labor (superintendents) or perform business 

development involving local business travel that exceeds the 10,000 mile limit. It 

is intended that field project managers and similar job specific assignments will 

be offered a “car allowance” in lieu of a leased vehicle, the allowance will 

terminate upon the individual’s reassignment to the office or in the case of a 

leased vehicle, the vehicle will be reassigned to another job site. 

 

4.2 Vehicle Standards 

 

Two sizes of automobiles are available. Personnel not assigned full-sized 

automobiles. Operations Managers, Project Managers and Service Manager will 

be assigned mid-sized automobiles, pickup trucks, vans or station wagons.  

Superintendents and other eligible project personnel will be assigned pickup 

trucks (1/2 ton or 3/4 ton) or vans depending on the requirements of the particular 

jobs and local custom. The CEO must approve non-conforming vehicles. Vehicle 

acquisitions should be made through Alexander Mechanical’s Fleet Manager with 

sufficient time to take advantage of factory and volume discounts. 

 

4.3 Pool Cars 

 

Pool cars are encouraged particularly for larger offices where a number of 

employees not eligible for vehicle assignment may need occasional access to a 

company vehicle to carry out company business. 

 

Pool cars may not be taken home by employees and must remain at the 

company’s place of business after business hours. 

 

4.4 Vehicle Expenses 

 

Alexander Mechanical will pay for insurance, gasoline, maintenance and repairs 

on assigned vehicles. Approval must be obtained from the Line of Business 

Manager prior to obtaining repairs in excess of $500. Alexander Mechanical’s 

Fleet Manager must be advised in writing of repairs in excess of 1,000. 
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4.5 Company Gasoline Credit Cards 

 

Company gasoline credit cards must be controlled and may only be issued with 

the approval of the CEO. A vehicle mileage report must be submitted to 

substantiate charges made on the account. 

 

4.6 Personal Use of Company Vehicles 

 

Employees with assigned vehicles are permitted to use them for commuting to 

and from work and for other local personal trips. This benefit will be treated as 

non-cash compensation to the employee and is subject to taxation. No other 

personal use is permitted. 

 

Company vehicles may only be driven by an Alexander Mechanical employee.  

No family members or non-employees may drive company vehicles. 

 

4.7 Compliance with Applicable Laws 

 

Employees assigned company vehicles must be advised in writing of the 

provisions of Section 4.7 of the policy. 

 

Employees driving company vehicles are expected to obey all applicable local, 

state and federal laws particularly speed limits and reckless driving statutes.  

Employees driving company vehicles and their passengers must wear seat belts at 

all times. 

 

It is absolutely mandatory that employees not operate a company vehicle while 

under the influence of alcoholic beverages, illegal drugs or other controlled 

substances. Furthermore, employees assigned company vehicles must not permit 

open containers of alcoholic beverages or any illegal drug or controlled substance 

in the company vehicle at any time. Failure to company with this provision of the 

policy will result in immediate revocation of the vehicle assignment and could 

result in disciplinary action up to and including termination of employment. 

 

4.8 Return and Sale of Company Vehicles 

If an assigned company vehicle is no longer required by an employee, the vehicle 

may be reassigned to another employee or returned to the leasing company for 

sale. 
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As a general rule, company vehicles should not be sold to employees.  In those 

cases where exceptions to this rule are appropriate, the vehicle will be sold for the 

higher of the Fair Market Value or the “book” value (the amount remaining on the 

lease. ????? 

 

4.9 Car Allowances 

 

In lieu of assigning a company vehicle CEO may grant monthly allowances for 

employees who must travel frequently in the course of company business using 

their personal vehicles. The same eligibility criteria used to determine the 

assignment of a company vehicle must be used when granting a car allowance.  

Car allowance amounts must be in the range of $200-$600 per month depending 

on the amount of business use required. Allowances may not exceed $600 per 

month. 

 

Employees granted car allowances will be required to pay for their own gasoline, 

maintenance, repairs, insurance and will not be reimbursed by the Company for 

these expenses. In unusual situations, the company may reimburse the employee 

for gasoline expenses. 

 

Employees granted car allowances are required to carry personal auto insurance in 

the minimum amounts required by state law. 

 

Car allowances must be paid through the payroll system and are subject to 

withholding taxes. Car allowances are understood to be temporary in nature, 

continuing only as long as the employee is required to drive his or her own 

vehicle on company business. Employees receiving car allowances must be 

notified that the allowance is in effect only so long as considered necessary by the 

company and may be revoked at any time and for any reason. 
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1. Solicitations by Employees 
 

Employees are not to solicit other employees or other persons for any non-business-

related purpose during working time. Break time and mealtime are not considered 

working time. 

 

2. Distribution of Literature by Employees 
 

Employees are not to distribute literature of any non-business-related kind at any time in 

working areas. 

 

3. Solicitations and Distribution of Literature by Non-Employees 
 

Individuals who are not employees of the Company are prohibited from soliciting 

employees or other persons and/or distributing literature to employees or other persons 

for any purpose at any time on Company property. 
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All employee purchases whether through a vendor or directly from Alexander 

Mechanical must be approved by CEO or VP prior to purchase. Approved employee 

purchases from a vendor must have a P.O. issued to vendor and the P.O. forwarded to the 

Accounting Manager 
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Alexander Mechanical grants time off work for employees in the military reserve training 

program.  

You may elect to utilize accrued vacation for the time you are away at training, if desired. If they 

are employed less than one (1) year, leave will be granted without pay for the time away for 

reserve duty.  

All employees in the military reserve training program should provide a copy of their report 

orders to their supervisor as immediately as possible. 
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1. FMLA Leave 
 

For eligible employees, the Company provides family and medical leaves of absence in 

accordance with the requirements of the federal Family and Medical Leave Act 

(“FMLA”) for the following reasons: 

 

1.1 employee’s serious health condition; 

 

1.2 father’s attendance at birth of child; 

 

1.3 birth of a child or parent’s care of child after birth; 

 

1.4 placement of a child with employee for adoption or foster care; 

 

1.5 serious health condition of employee’s child under 18 years, or older child is 

incapable of self-care because of a mental or physical disability; and 

 

1.6 serious health condition of employee’s spouse or parent. 

 

2. Eligibility for FMLA Leave 
 

Each employee who has worked for the Company for at least 1,250 hours during the prior 

12 months is eligible for Family and Medical Leave Act Leave “(FMLA leave)” provided 

there are at least 50 employees of the Company within 75 employee’s work sites. 

Employers with under 50 employees are not subject to FMLA, is this statement an 

adequate disclaimer in leaner times? Are collective bargaining employees included in the 

50?,, do we need a disclaimer?  

3. Length of FMLA Leave 
 

3.1 Twelve (12) Weeks Per Year.  The maximum time allowed for FMLA leave is a 

total of 12 weeks during any calendar year. Although most leaves would be taken 

in a single block of time, intermittent leaves or reduced work schedules also may 

be approved when medically required. Employees taking intermittent leave or 

reduced schedules may be required to temporarily transfer to another job with 

equivalent pay and benefits so that the leave may be better accepted. Any request 

for FMLA leave, which exceeds 12 weeks within a calendar year, must receive 

approval from the Director of Human Resources and will be at the sole discretion 

of the Company. 
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3.2 Leaves Aggregated. Leave provided for under any other Company policy or plan 

will count toward the maximum available FMLA leave of twelve (12) weeks. 

 

3.3 Husband and Wife. If a husband and wife both work for the Company, they are 

limited to an aggregate of 12 weeks of leave for the birth or adoption of a child or 

to care for a family member with a serious health condition. 

 

4. Notice and Procedures 
 

4.1 Thirty (30) Day Notice by Employee. Whenever possible, an employee must 

notify the Director of Human Resources at least 30 days prior to leave. If an 

employee is unable to give 30 days’ advance notice because of the circumstances 

of the leave, the employee must give whatever notice is practicable. Requests for 

FMLA leave must be made in writing jointly to the Company head and to the 

corporate Director of Human Resources, stating the reason for the leave, starting 

date, and planned date for return to work. 

 

4.2 Medical Certification. Medical certification of a serious health condition of the 

employee or family member is also required. If notification and certification are 

not provided in a timely manner, approval of the leave may be delayed. Periodic 

medical recertification will be required by the Company. The employee may also 

be required from time to time to report on status and intention to return to work. 

 

4.3 Second and Third Medical Opinions. The Company may require at its expense 

a second health care provider of its selection to determine whether a serious 

health condition exists.  If the second health care provider determines that there is 

a non-qualifying serious condition, the Company may then require at its expense a 

third health care provider of its selection to determine whether a serious health 

condition exists. The opinion of the third health care provider is final. 

 

4.4 Work Release. A physician’s release certifying fitness for return to work after 

leave is required prior to return. 

 

5. Benefits Continuation During FMLA Leave 
 

5.1 Health and/or Dental Insurance. The Company will maintain coverage(s) for  

 

5.2 the employee as currently elected under its group health and/or dental plans for  
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the duration of the FMLA leave and will continue to pay all portions of the premiums for 

health and dental insurance that it normally pays, provided the employee timely pays the 

employee’s normal share of all such premiums. For any portion of the leave that the 

employee receives pay, appropriate deductions for insurance will be made from the 

employee’s paycheck. For portions of the leave that are without pay, payment of the 

employee’s share of coverage costs is due to the Human Resources Department by the 

30th of the month for the succeeding month’s coverage. If the employee fails to pay the 

required share, the employee’s health insurance and/or dental coverage(s) will be 

canceled following a 30-day grace period in which to make the required payments. 

 

5.1.1 Reimbursement by Employee. If the employee is able but does not return 

to work after the expiration of the leave, the employee will be required to 

reimburse the Company for payment of health and/or dental premiums 

during the FMLA leave. 

 

5.2 Life Insurance. The Company will continue to maintain Basic Life Insurance 

coverage and the employee may maintain Supplemental Life Insurance coverage 

for a maximum of 12 weeks, provided the employee timely pays the 

Supplemental Life Insurance coverage costs.  For any portion of the leave that the 

employee timely pays the Supplemental Life Insurance coverage costs.  For any 

portion of the leave that the employee receives pay, appropriate deductions for 

Supplemental Life Insurance will be made from the employee’s Supplemental 

Life Insurance costs is due to the Human Resources Department by the 30th of the 

month for the succeeding month’s coverage.  If the employee fails to pay such 

costs, the employee’s Supplemental Insurance coverage will be canceled 

following a 30-day grace period in which to make the required payment.  Once 

the policy terminates for a reason an employee must wait a 90-day qualifying 

period after returning to work on a full-time basis before Supplemental Life 

Insurance coverage is reinstated and such reinstatement may be subject to proof of 

insurability.   Life is part of Health; will company maintain only if employee pays 

health premium? 

 

6. Salary Continuation 
 

6.2 Paid Leave and Vacation Time. During FMLA leave, employees are required to 

first use any earned and accrued paid leave and vacation time. Specifically, salary 

continuation during FMLA leave is drawn from paid leave time (see Section 5.01. 

Short Term Disability) and from accrued and unused vacation (see Section 5.01. 
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Vacation).  After employee’s exhaust all earned and accrued paid leave and vacation, the 

remainder of the FMLA leave is without pay. 

 

7. Return from Leave 
 

7.1 Medical Release. Employees on leave must contact the Human Resources 

Department prior to their return date to reaffirm their intent to return to work and 

provide a medical release from their health care providers if their leave was for 

health reasons. 

 

7.2 Reinstatement to Same or Equivalent Position. Employees returning from 

leave will be reinstated to the same or an equivalent position upon return to work 

if employment would have continued in the absence of FMLA leave. 

 

7.3 Possible Employment Termination. Failure to either return to work on the 

agreed upon date (or to apply and be granted a discretionary Personal Leave) will 

result in termination of employment. 

 

8. Highly Compensated Employees Enforcement 
 

Under the FMLA statute, while highly compensated employees are eligible for FMLA 

leave, the company may notify a salaried employee who is among the highest paid 10 

percent of employees within 75 miles of employee’s worksite that employee will not be 

eligible to return to employment if FMLA leave is taken. Such notification will occur at 

the time FMLA Leave is requested or at such later time as the company determines that 

denial of restoration is necessary to prevent substantial and grievous economic injury to 

the Company’s operations.  Following such notification, an affected employee may elect 

not to use FMLA leave. 

 

9. Prohibited Acts and Enforcement 
 

The Company may not interfere with, restrain, or deny the exercise of any right provided 

by the FMLA, nor may the Company discharge or discriminate against any person for 

opposing any practice made unlawful by the FMLA or for involvement in any proceeding 

under or relating to the FMLA. The U.S. Department of Labor is authorized to investigate 

and resolve complaints of violations and employees may bring civil actions for alleged 

violations. 
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10. Employer Obligations Upon Notice of Leave 
 

When an employee gives notice to the Company of need for leave under the FMLA, the 

Company must provide the employee with notice detailing the Company’s specific 

expectations and the employee’s obligations and explaining any consequences of failure 

to meet these obligations. Specifically, the notice should contain the following 

information: 

 

10.1 that the leave will be counted against the employee’s annual FMLA leave 

entitlement. 

 

10.2 requirements that the employee furnish medical certification of serious health 

condition and consequences of failing to do so; 

 

10.3 employee’s right to substitute paid leave, and the conditions related to any such 

substitution; 

 

10.4 requirement that the employee make premium payments to maintain health 

benefits an arrangement for making such payments during the leave; 

 

10.5 requirement that the employee present a fitness-for-duty certificate before the 

employee will be restored to employment; 

 

10.6 whether the employee is designated as a “key employee’ and the potential 

consequence that restoration may be denied following leave, including the 

conditions required for denial; 

 

10.7 employee’s right to restoration to the same or an equivalent job upon return from 

FMLA leave; and 

 

10.8 employee’s potential liability for payment of health insurance premiums paid by 

the Company during employee’s unpaid FMLA leave if employee fails to return 

to work after FMLA leave. 
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Alexander Mechanical provides payment of income (sick leave) for eligible employees when that 

employee is away from work due to illness. Employees will be eligible for sick leave after 

completion of 90 calendar days of service, if they work at least thirty (30) hours per week unless 

specified otherwise by the CEO. Sick leave is the same as the employee's regular salary, and is 

subject to the same withholding elections.  

The balance of unused, but accrued, sick leave days as of December 31st will not be carried 

forward from one year to the next. All sick leave used by employees will be charged against the 

employee's total sick leave balance. Employees eligible for retirement from Alexander 

Mechanical will be paid for all accrued, but unused, sick leave. 

Any employee that is out on sick leave longer than three days must return to work with a doctor's 

certificate stating the nature of the illness and the employee's fitness to return to duty.  

If an employee is unable to work due to illness, the employee must notify their immediate 

supervisor as soon as possible after the onset of the illness, and certainly by the time the 

employee was to report to work. It is not permissible to be gainfully employed elsewhere while 

out on sick leave. Any employee doing so will be considered to have voluntarily quit without 

notice and to not be in good standing at the time of resignation.  

Sick leave may be taken in hourly increments for hourly employees, while salaried employees 

will be charged for sick leave for full day absences only, as salaried employees are not paid for 

overtime.  

Alexander Mechanical permits use of available sick leave for use during absence due to the birth 

or adoption of a child to an employee. The sick leave will be in addition to other available time 

(see Maternity section).  

Industrial accidents and illness are covered by Worker's Compensation Insurance pursuant to the 

requirements of the laws in the various states in which Alexander Mechanical operates. The sick 

leave policy outlined above does not apply to those illnesses or injuries that are covered by an 

applicable worker's compensation policy.  
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Alexander Mechanical employees are allowed up to six (6) weeks of leave after they have given 

birth to or following the adoption of a child. Additional time may be allowed under extraordinary 

circumstances (see Sick Leave) with the permission of your supervisor.  

 
 

 

 

 
 

 

http://www.smallbusinessnotes.com/managing-your-business/employee-handbook-sick-leave.html
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Alexander Mechanical makes health insurance, life insurance and accidental death, vision and 

dental coverage (group benefits) available to eligible employees and their eligible family 

members.  

The Company pays 90% of the premiums on the employee and 50% of the premiums on family, 

spouse or child(ren) coverage for the group medical and vision benefits, with the employee 

sharing the balance of the cost.  

The Company pays 50% of the premiums on the employee, family, spouse or child(ren) coverage 

for group dental benefits, with the employee sharing the balance of the cost. 

Life insurance and accidental death group coverage is 100% employer paid for eligible 

employees. 

The low cost of these benefits is an important part of each eligible employee's compensation 

package.  

Eligible employees are all full time employees who have completed ninety (90) calendar days of 

employment, and part time employees who work at least thirty (30) regular hours a week and 

have completed ninety (90) (we need to change this to 60 or less with the new healthcare reform 

legislation, we will have to pay a penalty if over 60 days) calendar days of employment.  

Please see the Human Resources Manager for specific details on coverage and benefits. 
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Upon termination from Alexander Mechanical for any reason other than gross misconduct??, an 

employee may elect to continue group medical coverage at group rates as long as the employee 

pays the required monthly premium. It is also possible to convert other group plans to individual 

plans. Details on the conversion of any benefits will be discussed with you at the time of your 

termination by a personnel representative. You may, of course, request information on this 

subject at any time prior to actual termination.  
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Alexander Mechanical employees have the opportunity to participate in a retirement plan which 

allows employees to save a portion of their compensation for retirement. After one year of 

service, employees are eligible to participate in the plan. Contributions to this plan are pre-tax 

dollars, which means the amount specified by the employee is taken from their salary before 

federal and state income taxes are taken out. The employee is then taxed on the remaining salary, 

resulting in additional savings. It should be noted that any distribution from the 401(k) plan will 

be subject to tax, whether that be early or qualified distribution. Early distribution may also carry 

a monetary penalty. See your personnel representative for more details and a copy of the 

Alexander Mechanical Employee Savings Plan.  

Contributions by the company are based on the amount contributed by the employee, with 

Alexander Mechanical matching your payroll contribution not to exceed 4% of the employee's 

contribution.  

Vesting refers to your “ownership” of a benefit from the plan. You are always 100% vested in 

your payroll contributions, rollovers if applicable, and any earnings they generate. You are also 

100% bested in the “safe harbor” contributions Alexander Mechanical makes on your behalf; 

plus, any earnings they generate. Other employer contributions to the plan, plus any earnings 

they generate, are fully and immediately vested. 
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1.  Corporate Safety Policy 

 
It is the policy of Alexander Mechanical to provide a safe and healthful work environment 

for each of its workers. Each employee in this company from top management to field 

personnel shall strive for zero injuries and illnesses. 

 

The Chief Executive Officer shall evaluate safety performance continuously by comparing 

the following criteria with current industry averages: 

• number of injuries/illnesses requiring medical attention; 

• number of lost workday cases; and 

• number of lost workdays 

 

     Assignments of responsibility are as follows: 

 

     Management shall: 

 

• conduct pre-job/pre-task planning for every new job or task; 

• establish safe work rules; 

• provide all workers with appropriate safety and health training; 

• provide personal protective equipment required; 

• record and report job site injuries and illnesses as required; 

• implement the company’s disciplinary action policy; 

• provide incentives for workers to perform their work task safely; 

• implement the company’s substance abuse and drug testing program; 

• investigate accidents and reported close call incidents; 

• continuously address the most common hazards in mechanical construction; 

• encourage worker participation in establishing company safe work practices; 

• obey all established safe work rules; 

• participate in safety orientation training session; 

• immediately address all unsafe or unhealthy acts or conditions they observe; 

• immediately address all safety and/or health issues raised by any worker; 

• not report to work under the influence of alcohol or drugs;  and??? 

• not have any alcohol or illegal drugs in their possession. 

 

 

 

 

 



 

 63 

ALEXANDER MECHANICAL HUMAN RESOURCE POLICIES 
Safety and Accident Rules                                                         Section BB 

                            Page 2 of  3 
 

     Workers shall: 

 

• obey all established safe work rules; 

• attend and participate in all required safety training sessions; 

• immediately report any unsafe or unhealthy acts or conditions they observe; 

• not report to work under the influence of alcohol or drugs; and 

• not have alcohol or illegal drugs in their possession. 

      

1.  Disciplinary Action 
 

      As a matter of policy all employees of Alexander Mechanical are required to: 

 

• obey all established safe work rules and company policies; 

• attend and participate in designated safety training sessions; and 

• immediately report any unsafe acts, conditions or company policy violations. 

 

Failure to comply with any of these requirements will result in immediate disciplinary action 

as follows: 

 

• 1st offense – The supervisor addressing the violation shall take immediate action to 

ensure that the unsafe act is stopped or the unsafe/unhealthy condition is abated and 

the worker responsible for the violation receives a verbal warning. The supervisor will 

document the warning and place it in the worker’s personnel file. 

• 2nd offense – The supervisor addressing the violation shall take immediate action to 

ensure that the unsafe act is stopped or the unsafe/unhealthy condition is abated and 

the worker responsible for the violation receives a written warning. A copy of the 

written warning shall be placed in the worker’s personnel file. 

• 3rd offense – The supervisor addressing the violation shall take immediate action to 

ensure that the unsafe act is stopped or the unsafe/unhealthy condition is abated and 

the worker responsible for the violation is suspended for three days without pay.  

Documentation regarding the suspension shall be placed in the worker’s personnel 

file. 

• 4th offense – Occurrence of the same violation a fourth time shall be documented and 

placed in the worker’s personnel file. The worker shall be discharged. 
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This course of disciplinary action does not apply to managers or workers determined to be      

under the influence of alcohol or drugs. See the Alcohol & Substance Abuse Policy in Section  

XX for more information. (See Appendix XX for Safety Violation Reporting Form) 
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Alexander Mechanical has a no tolerance policy for substance abuse in the workplace. This 

policy is being implemented to help prevent workplace injuries and ensure high quality 

mechanical construction work. Employees under the influence of alcohol or drugs, or who 

possess alcohol or illegal drugs while working for the company shall be subject to immediate 

disciplinary action as stated below. 

 

• Employees or applicants for work who possess illegal drugs or alcoholic beverages 

during working hours shall be discharged or refused employment. 

• Employees or applicants for work who fail to pass a required drug or alcohol test, under 

the descriptions described in this policy, shall be discharged or refused employment. 

• Employees operating any company vehicle who are determined to be under the influence 

of alcohol or illegal drugs shall be discharged. 

• All drug testing shall be done in strict accordance with U.S. Department of 

Transportation standards found in Title 49 of the Code of Federal Regulations, Part 40. 

Subpart B. 

• All alcohol testing shall be done in strict accordance with U.S. Department of 

Transportation standards found in Title 49 of the Code of Federal Regulations, Part 40, 

Subparts C and D. 

• The results for all alcohol and drug testing shall be kept confidential. 

• The following types of drug testing shall be conducted: 

-Pre-Employment; 

-For Cause; 

-Post-Accident 

-Return from Treatment; and 

-Random 

• Testing shall be conducted for the following substances: 

-alcohol; 

-amphetamines; 

-cocaine; 

-marijuana; 

-opiates; 

-phencyclidine (PCP); and 

-substance-of-choice drugs. 

• All supervisors shall be trained on: 

-the effects of substance abuse on personal health and the work environment; 

-behavior associated with substance abuse; and 

-Title 49 Code of Federal Regulations, Part 40 Subparts B, C, and D. 
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• The use of prescription drugs shall not be cause for disciplinary action if the employee’s 

health care provider has authorized the prescription for use during work. Whether an over 

the counter or prescription drug impairs the employee’s ability to perform work safely 

shall be determined by the employee’s health care provider. 

• Employees of Alexander Mechanical shall not be required to submit to a “For Cause” or 

alcohol test unless: 

-first hand observation of the employee’s behavior is made by a trained supervisor; and 

-the observing supervisor generates a signed and dated report describing the perceived 

condition of the employee and makes copies available to the employee. 

• Employees who test positive in any type of test shall have the right to have the sample 

retested at their own expense by an independent, federally certified facility. If the results 

of the initial test are found to be inaccurate, the employee shall be allowed to return to 

work immediately with back pay and equal benefits. The company shall reimburse the 

employee for the cost of the retest. The supervisor in charge shall protect the integrity of 

the sample by monitoring chain of custody between testing facilities. 

• Employees who are discharged due to a positive drug or alcohol test are eligible to be 

rehired following successful completion of an alcohol and/or drug treatment program. If 

the company chooses to re-hire an employee following treatment, the employee shall 

receive “Return-From-Treatment Testing”. 

 

Substance Abuse and Drug Testing Policy 

-Definitions- 

 

Drugs of Choice: Substance other than those listed in this policy, which may be prevalent 

locally. Examples include but are not limited to, barbiturates, benzodiazepines, methadone, 

methaqualone and peyote. 

 

Employee: Any manager or worker employed by Alexander Mechanical to perform work on its 

behalf. 

 

For-Cause Testing: Testing of employees whose behavior causes trained supervisors to 

conclude that the behavior is the likely result of substance abuse. 

 

Post-Accident Testing: Testing of workers involved in “OSHA-Recordable” injuries or “near 

misses” in which injury of property damage in narrowly avoided. 

 

Pre-Employment Testing: Testing of employee prospects prior to offering them employment 

(does not include alcohol). 
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Random Testing: Testing of employees at random times and on a randomly selected basis.  

Between 25% and 100% of all managers and workers should be selected annually. Each pool of 

names for selection should include previously tested employees. 

 

Return-Following-Treatment Testing: Periodic testing of employees who are re-hired 

following successful completion of a drug and/or alcohol treatment program. 
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Alexander Mechanical employees are required to abide by the State of Missouri’s Indoor Clean 

Air Act which prohibits smoking in all enclosed public places (including workplaces) and public 

meeting, except in designated smoking areas. For office employees, the designated smoking area 

is located outdoors on the south side of the building within the concrete patio area. 

 

Smoking breaks must be taken only at the designated break times throughout the day and 

shall not infringe on company time. 

 
Employees are required to abide by the rules and regulations, as set forth by the General 

Contractor and/or property owner, for the specific project or work location in they are 

visiting or assigned to at the time. 
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 Alexander Mechanical 

Employee Handbook 

This employee handbook has been prepared for your information and understanding of the 

policies, philosophies and practices and benefits of Alexander Mechanical. Please read it 

carefully. Upon completion of your review of this handbook, sign the statement below, and 

return it to your supervisor by the due date. A copy of this acknowledgment appears at the back 

of the handbook for your records.  

I, ____________________, have received and read a copy of the Alexander Mechanical 

Employee Handbook which outlines the goals, policies, benefits and expectations of Alexander 

Mechanical, as well as my responsibilities as an employee.  

I have familiarized myself with the contents of this handbook. By my signature below, I 

acknowledge, understand, accept and agree to comply with the information contained in the 

Employee Handbook provided to me by Alexander Mechanical. I understand this handbook is 

not intended to cover every situation which may arise during my employment but is simply a 

general guide to the goals, policies, practices, benefits and expectations of Alexander 

Mechanical.  

I understand that the Alexander Mechanical Employee Handbook is not a contract of 

employment and should not be deemed as such.  

______________________________________ 

(Employee signature)  

Please return by: ______________________ 

(put date here) 


