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 I. ABOUT THE HANDBOOK 
 
 We prepared this Employee Handbook as a guide to help you “get acquainted” with Abhe 
& Svoboda, Inc. (“ASI” or “Company”).  It will help you to understand ASI’s way of doing 
business. 
 
 In this Handbook, you will find information about your opportunities, benefits, and 
responsibilities.  We hope it will help you feel comfortable with us.  We depend on you - your 
success is our success.  The policies and guidelines as presented here are not designed to restrict 
you as an individual, but rather to provide the basis for the teamwork that is necessary whenever 
a group of people work together. 
 
 Please read this Handbook carefully and keep it handy for future reference.  Some of the 
information is of a general nature and some of it is ASI’s policy.  You can obtain detailed 
information about the subjects covered and their application to your particular situation from your 
supervisor and/or from ASI’s Equal Employment Opportunity Officer.  Feel free to ask any 
questions that come up at any time. 
 
 ASI is dedicated to providing our customers the best quality product, service and pricing 
while providing you with competitive wages, a comprehensive benefits package and a pleasant 
place to work. 
 
 Always put safety first.  We are committed to providing you with as safe of a working 
environment as we possibly can.   
 
 Again, we welcome you as a member of our team and are glad to have you with us.  We 
look forward to you contributing your abilities, enthusiasm, and suggestions, as we all work 
together for the continued success of our organization. 
 
 

II. OUR POLICIES 

 
This handbook overrides any and all existing policies and practices, and specifically 

supersedes all previous handbooks and policies.  ASI reserves the right to revise this handbook at 
any time. 
 
A. Nature of Our Employment Relationship 

 
 This Handbook is intended to assist you in becoming familiar with our policies, procedures 
and benefits.  It does not constitute a guarantee that your employment will continue for a specified 
period of time or end only under certain conditions.  Unless expressly modified by a written 
agreement, employment with ASI is a voluntary employment-at-will relationship for no definite 
period of time, and nothing in this Handbook constitutes an expressed or implied contract of 
employment or guarantee of any benefit.  You have the right to terminate your employment 
relationship for any reason with or without cause or notice at any time and ASI may do the same. 
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From time to time, ASI may unilaterally, in its discretion, amend, supplement, modify or 
eliminate one or more of the benefits, work guidelines or policies, with or without prior notice.  
However, ASI will attempt to provide advance notice prior to the implementation of any such 
changes or modifications by distributing such changes to you and/or posting them on the official 
bulletin board as well as the Employee Resources Dashboard.  The following policies are not 
necessarily all-inclusive and may be supplemented by local work rules established by each location. 
 
 No supervisor or manager has the authority to amend or modify this Handbook.  Any final 
decision regarding the interpretation of our policies rests with our President.  Only our President 
has the authority to make any individual agreement (or, where applicable, collectively bargained 
agreement) contrary to this policy, and any such individual agreement must be in writing and 
signed by the employee and James Svoboda. 
 

During your course of employment with ASI, you may be working in different states than 
identified by this handbook. State-specific policies can be found on our Employee Resources 
webpage located at https://www.abheonline.com/employee.html (the password is “abhe”).   
 

Nothing in this Handbook, including, but not limited to, its confidentiality, information 
security, visitors, distribution, no solicitation, and electronic communications (email, voicemail, 
internet use, social media, etc.) policies, is intended to interfere with or restrict employees’ rights 
to lawfully engage in or refrain from engaging in protected, concerted activity under the law such 
as pursuing grievances, criticism or complaints about wages, benefits, working conditions or 
employer policies, supporting or opposing union organizing, and/or collective bargaining, or other 
lawful group action, without fear of reprisals. 
 
B. Equal Employment Opportunity 

 
ASI believes in providing equal employment opportunities for all employees.  ASI will not 

violate any law prohibiting discrimination for or against any employee or applicant for employment 
on the basis of race, color, religion, creed, age, sex, or sex stereotype, gender, gender identity, gender 
expression, transgender, pregnancy (including perceived pregnancy, childbirth, breastfeeding, or 
related medical condition), reproductive health decision-making, national origin, ancestry, medical 
condition or HIV/AIDS status, marital status, registered domestic partner, national origin, ancestry, 
marital status, pregnancy, familial status, physical or mental disability (including those related to 
pregnancy or childbirth), membership or non-membership in a labor organization, sexual orientation, 
status with regard to public assistance, military or veteran status, genetic information, complaining 
in good faith to ASI or a public authority, being a victim of human trafficking, status as an unpaid 
intern or volunteer, membership or activity in a local human rights commission, or any other 
characteristic protected under local, state, or federal statute, ordinance, or regulation.  Applicants and 
employees will be evaluated solely on the basis of their conduct, their compliance with ASI’s 
policies, practices, and legitimate expectations, and their performance and experience.  Each person 
is evaluated on the basis of personal skill and merit.  This policy applies to all aspects of 
employment and personnel decisions, including recruitment, hiring, job assignments, promotions, 
working conditions, scheduling, benefits, wage and salary administration, disciplinary action, and 
termination.  ASI will not tolerate any form of unlawful discrimination.  All employees are 
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expected to  fully comply with this policy and are prohibited from engaging in any unlawful 
discriminatory employment practices. 

 
If you believe that you have been unlawfully discriminated against, you must bring this to 

the attention of your supervisor or our Equal Employment Opportunity Officer as soon as possible.  
All supervisors receiving a complaint must immediately report the complaint to Human Resources 
or a Corporate Officer.  Any reported incident will be timely, fairly, and completely investigated.  
ASI will maintain confidentiality to the extent possible.  Remedial action will be taken if any 
misconduct is found.  Employees will not be retaliated against for complaining or participating in an 
investigation.  ASI will not tolerate retaliation against anyone for opposing unlawful discrimination.  
Supervisors, co-workers, and third-parties are prohibited from engaging in unlawful behavior under 
the California Fair Employment and Housing Act.  Employees can bring complaints, ask questions, 
and raise concerns under this policy without fear of reprisal or retaliation.  

 
This policy applies to all aspects of an employee’s employment with ASI including, 

promotions, demotions, transfers, recruitment, advertising, layoffs, terminations, compensation, 
hiring and training, and to all applicants.  All employees and applicants are responsible for 
understanding, adhering to, and strictly enforcing this policy. Please refer to the official bulletin 
board as well as the Employee Resources Dashboard for our most recently updated Policy. 

 
C. Harassment, Discrimination & Retaliation Prevention Policy 

 
1. Policy Statement 
 
As indicated above, ASI is committed to providing a work environment that is free of 

unlawful discrimination, retaliation, harassment and violence (see Workplace Violence Policy 
below).  This policy includes the prohibition of harassment or discrimination based upon any of the 
characteristics listed in our Equal Opportunity Policy as summarized above.  Many harassment 
situations in the work environment involve sexual harassment.  ASI prohibits harassment of any 
employee by another employee, a supervisor or a third party for any reason.  Harassment of third 
parties by our employees is also prohibited.  

 
In California, the following are protected classes: race; religious creed; color; national 

origin; ancestry; physical disability; mental disability; medical condition; genetic information; 
marital status; sex; gender; gender identity; gender expression; sexual orientation; age; requests 
for family care leave; requests for leave for an employee’s own serious health condition; request 
for pregnancy disability leave; reproductive health decision-making; retaliation for reporting 
patient abuse in tax-supported institutions; and military/veteran status. Included in the definition 
of each protected class is the perception of membership in a protected class and an individual’s 
association with an actual or perceived member of a protected class. 

 
Sexual harassment is a form of discrimination based on sex/gender (including pregnancy, 

childbirth, or related medical conditions), gender identity, gender expression, or sexual orientation. 
Individuals of any gender can be the target of sexual harassment. Unlawful sexual harassment does 
not have to be motivated by sexual desire. Sexual harassment may involve harassment of a person 
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of the same gender as the harasser, regardless of either person’s sexual orientation or gender 
identity. 

 
However, complaints alleging harassment, discrimination, workplace violence or retaliation 

based upon other protected characteristics will be handled in the same manner as complaints alleging 
sexual harassment detailed below.  The “work environment” includes all of ASI’s premises, and any 
other locations where Company-sponsored activities take place, any off-site location where 
Company business is conducted, and on social networking sites if ASI, its customers, suppliers or 
employees are referenced or included in communications.  “Sexual harassment” is defined as: 

 
Unwelcome sexual advances, offering employment benefits in exchange for sexual favors, 

leering, gestures, or displaying sexually suggestive objects, pictures, cartoons, or posters, 
derogatory comments, epithets, slurs, or jokes, graphic comments, sexually degrading words, or 
suggestive or obscene messages or invitations, physical touching or assault, as well as impeding 
or blocking movements, and other verbal or physical conduct of a sexual nature when: 

 
a. Submission to such conduct is made a term or condition, either explicitly or 

implicitly, of an individual’s employment; 
 
b. Submission to or rejection of such conduct by an individual is used as a factor 

in decisions affecting that individual’s employment; or 
 
c. Such conduct has the purpose or effect of substantially interfering with an 

individual’s work performance or creates an intimidating, hostile, or 
offensive work environment, and ASI knew or should have known of the 
existence of the harassment and failed to take timely and appropriate action.  
The harassment must be severe or pervasive to be unlawful. That means that 
it alters the conditions of your employment and creates an abusive work 
environment. A single act of harassment may be sufficiently severe to be 
unlawful. 

 
Actual or threatened retaliation for rejecting advances or complaining about harassment is 

also unlawful. 
 

If you believe that you are being subjected to harassment, you must: 
 

First: Tell the harasser to stop, if you feel comfortable doing so. 
 
Second: Make a record and immediately report the incident to your supervisor 

or to the Equal Employment Opportunity Officer. 
 
Third: If the conduct continues, this should also be immediately reported to 

your supervisor and the Equal Employment Opportunity Officer. 
 

All supervisors receiving a complaint must immediately report the complaint to Human 
Resources or a Corporate Officer.  Any reported incident will be timely, fairly, and completely 
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investigated.  Complaints and actions taken to resolve harassment will be handled as confidentially 
as possible, given ASI’s obligation to investigate and act upon reports of such harassment.  
Employees may bring complaints, ask questions, and raise concerns without fear of reprisal under 
this policy.  All employees are responsible for understanding, adhering to, and strictly enforcing this 
policy. Remedial action will be taken if any misconduct is found.  Any violation of this policy may 
result in discipline, up to and including termination.  Making false allegations is also a violation of 
this policy. 

 
Employees or job applicants who believe that they have been sexually harassed or retaliated 

against may file a complaint of discrimination with DFEH within one year of the last act of 
harassment or retaliation. DFEH serves as a neutral fact-finder and attempts to help the parties 
voluntarily resolve disputes. If DFEH finds sufficient evidence to establish that discrimination 
occurred and settlement efforts fail, the Department may file a civil complaint in state or federal 
court to address the causes of the discrimination and on behalf of the complaining party. 
Employees can also pursue the matter through a private lawsuit in civil court after a complaint has 
been filed with DFEH and a Right-to-Sue Notice has been issued.  Legal remedies may include 
damages for emotional distress from each employer or person in violation of the law, hiring or 
reinstatement, back pay or promotion, and/or changes in the policies or practices of the employer.  
FOR MORE INFORMATION Department of Fair Employment and Housing Toll Free: (800) 884-
1684 TTY: (800) 700-2320 Online: www.dfeh.ca.gov.  DFEH also provides online sexual 
harassment training courses.  See https://www.dfeh.ca.gov/resources/ for more information.  

 
2. Investigation and Recommendation 
 
ASI will, upon receipt of a report or complaint alleging harassment or other inappropriate 

conduct, authorize an investigation. ASI will generally respond to an employee’s complaint within 
ten (10) to fourteen (14) days. 

 
In determining whether the alleged conduct constitutes harassment or other inappropriate 

conduct, ASI may consider the surrounding circumstances, the nature of the alleged statements or 
conduct, the relationships between the parties involved, and the context in which the alleged 
incidents occurred.  Whether a particular action or incident constitutes harassment or other 
inappropriate conduct requires consideration of all the facts and surrounding circumstances.  

 
The investigation may consist of personal interviews with the complainant, the individual(s) 

against whom the complaint or report is filed, and others who may have knowledge of the alleged 
incident(s) or circumstances giving rise to the complaint or report.  The investigation may also 
include any other lawful methods deemed pertinent by the investigator.  

 
Upon consideration of the evidence collected, any employee, supervisor or agent of ASI who 

has been found to have violated this policy may be subject to appropriate disciplinary action, up to 
and including immediate discharge. ASI will maintain appropriate documentation of the 
investigation, and close the investigation in a timely manner. Adverse action will not be taken against 
an employee because they, in good faith, reports or participates in the investigation of a violation of 
this policy. ASI will conduct all investigations in a discreet manner and will keep all information 
concerning complaints confidential to the extent practicable. 
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In addition, ASI shall take immediate steps, at its discretion, to protect the complainant, 

witnesses, or other employees pending completion of an investigation.  
 

3. Prohibition Against Retaliation 
 
All forms of unlawful retaliation are prohibited, including any form of discipline, reprisal, 

intimidation or other form of retaliation for participating in any activity protected by law. 
Supervisors, co-workers and third-parties are prohibited from retaliating against any person who 
complains of or reports alleged harassment or other inappropriate conduct or retaliate against any 
person who testifies, assists, or participates in an investigation, proceeding, or hearing relating to a 
harassment complaint.  

 
If you are subjected to any conduct that you believe violates our policy, you must promptly 

speak to, write, or otherwise contact your direct supervisor or, if the conduct involves your direct 
supervisor, the Equal Employment Opportunity Officer within ten (10) days of the offending 
conduct.    Additionally, any manager or supervisor who observes retaliatory conduct must report 
the conduct to the Equal Employment Opportunity Officer so that an investigation can be made and 
corrective action taken, if appropriate. 

 
4. Discipline and Other Appropriate Action 
 
ASI may take any appropriate action it deems necessary in response to complaints which are 

confirmed by investigation or for other violations of this policy. If investigations into employee 
allegations reveal other people were discriminated against and/or harassed, corrective measures will 
extend to all affected parties.  Such action may include: discipline, such as verbal or written 
warnings; paid or unpaid suspensions; demotions; transfers; ineligibility for promotions, benefits, or 
raises; counseling or other required conditions for retaining employment; termination; as well as 
general reminders of this policy. 

 
All California supervisory employees are required to undergo two (2) hours of interactive 

sexual harassment prevention training within six (6) months of assuming a supervisory position and 
once every two (2) years thereafter.  California non-supervisory employees are required to undergo 
one (1) hour of interactive training and education on sexual harassment at least once every two (2) 
years.  This training is mandatory and failure to attend may result in discipline, up to and including, 
termination.  Please refer to the official bulletin board as well as the Employee Resources Dashboard 
for our most recently updated Policy. 

  
D. Solicitation and Distribution 

 
In order to prevent disruption of operations, violations of safety, insurance and customer 

requirements, harassment of employees, and litter, employees and superintendents must work with 
the EEO regarding non-employee solicitation and distribution. 
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E. Visitors 
 
 All visitors are required to report to the receptionist or office manager, and no entry is 
permitted without authorization.  This control is necessary to prevent unauthorized persons from 
entering the premises or a work site, for safety, productivity, loss prevention, confidentiality and 
insurance liability reasons, and to facilitate meetings with authorized visitors. 
 
F. Dress Code 

 
Dress and personal appearance contribute to the morale of employees, promote a safe and 

productive work environment, and affect the business image ASI presents to customers and visitors.  
During business hours, employees are expected to present a clean, well-groomed appearance and to 
dress according to the requirements of their positions.  Employees should consult with their 
supervisor if they have questions as to what constitutes appropriate attire for their position.  
Employees who arrive for work inappropriately dressed will be sent home and directed to return to 
work in proper attire.  Under such circumstances, employees will not be compensated for the time 
away from work. 

 
Inappropriate dress includes skin tight garments, clothing which exposes the body (i.e., 

muscle shirts, briefs, halters, see-through clothing, inappropriately short skirts or short shorts), and 
any kind of clothing with racially, sexually or otherwise offensive legends or slogans.  For safety 
reasons, production, technical or service workers are prohibited from wearing loose or hanging 
exposed jewelry (including hoop earrings, bracelets, or necklaces).  Production, technical and service 
workers’ dress must also meet safety standards, and such employees must wear Company uniforms 
if supplied by ASI. 

 
G. Employee Parking 

 
A designated parking area is available for employees’ use at ASI’s office, but customer and 

work sites may or may not have a provision for parking.  No one is to park in an area that would 
hinder access to any Company, customer or vendor facility, or to a work site. 

 
All employees shall enter and leave the office or a work site through designated entrances.  

Employees may not remain on or return to the production or work areas once they have completed 
their work.  Ex-employees and employees who are on any type of leave are not permitted on ASI 
premises, except with the prior approval of their supervisor and by appointment. 

  
We recommend that you lock your vehicle and avoid leaving valuables where they may be 

seen, since ASI cannot be responsible for loss, damage or theft of personal property or vehicles. 
 
H. Company Vehicles 

 
It is the policy of ASI that Company vehicles will be used within the written scope in which 

the vehicle was assigned.  In general, no Company vehicle will be used for personal business and no 
personal vehicle for Company business, except when prior approval is given by the employee’s 
supervisor (for Company vehicles) or the owner (for personal vehicles).  Employees who are “on 
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call” may use a Company vehicle for events which require two or more hours of attendance.  
However, employees should not transport non-employee passengers or pets in Company vehicles on 
a routine basis which is unrelated to business. 

 
ASI reserves the right to inspect all Company Vehicles at any time, with or without notice 

and/or in an employee’s absence. EMPLOYEES HAVE ABSOLUTELY NO EXPECTATION OF 
PRIVACY IN ANY PORTION, EXTERIOR OR INTERIOR, OF COMPANY VEHICLES. ASI 
MAY MONITOR THE LOCATION AND MOVEMENTS OF ALL COMPANY VEHICLES 
USING GPS AND/OR OTHER TRACKING TECHNOLOGIES. 

 
If a Company vehicle breaks down, do not leave it abandoned on a highway or street.  It is 

your responsibility to secure it and have it towed to a safe place. 
 
No personal items should be stored, in Company vehicles. The vehicle shall be locked each 

night and work tools shall be stored in a lock box, or tool box, if one is installed on that vehicle. ASI 
is not responsible for any personal items that are stolen. 

 
Employees must check Company vehicles and equipment before use for fluid levels and 

leaks, tire and belt condition and other potential safety or maintenance items.  Turn in any expense 
receipts for service and routine maintenance to your supervisor for reimbursement with your time 
card, but do not authorize major repairs without approval from your supervisor. 

 
Employees shall not possess, store, transfer or consume alcoholic beverages or drugs, or be 

under the influence thereof, in motor vehicles at any time in the course of employment, regardless 
of whether or not they are driving or whether they are using a Company Vehicle or a personal motor 
vehicle for Company business purposes. Except for purposes of Company business, Company 
vehicles shall never be parked at any establishment that sells alcoholic beverages as its principal 
business. 

 
The use of radar detectors is prohibited.  Bumper stickers are not allowed on Company 

vehicles. Under no circumstances are keys to be left in an unattended Company vehicle.  It is the 
driver’s responsibility to be sure the tailgate is secured and that any materials or trash are covered 
with a tarp to prevent anything from being blown off a vehicle or trailer. 

 
Vehicle inspections will be performed periodically by Management. However, each operator 

is responsible for: 
 Arranging to take care of dangerous defects immediately! Minor problems should 

be reported to management and arrangements to have them corrected will be made 
at convenient time. 

 Ensuring that their vehicle has current inspection stickers, license plates and proof 
of insurance. 

 Ensuring that tires are properly inflated, and water, oil, fluids and fuel are at proper 
levels. 

 
Drivers of motor vehicles must observe all speed limits and traffic safety rules.  While 

driving, employees must always have in their possession a current valid driver’s license with proper 
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endorsements.  For insurance reasons, employees who have received a DWI, DUI or habitual 
violations within the last two years must inform ASI of such violations and will be prohibited from 
operating Company owned or leased vehicles, or personal vehicles used for Company business, 
unless authorized in writing by James Svoboda.  Employees receiving moving violations and/or 
parking violations in Company vehicles or personal vehicles used for Company business must 
inform their supervisors immediately.  Any moving violation and/or parking violation will be paid 
by the driver of the vehicle unless management determines it was not the fault of the driver. 

 
IN CASE OF AN ACCIDENT:  In general, give the other driver or law enforcement 

authority your name, your driver’s license number and insurance information.  Call a police agency 
immediately if required.  Driver’s of ASI vehicles or personal vehicles used for ASI business must 
report the other driver’s information at the earliest possible time to the office.  The information the 
driver should obtain includes: 

 
- Name of the other driver; 
- Driver’s license number of the other driver; 
- The license plate number of the other vehicle; and 
- The other driver’s insurance company and policy number. 
 
If a police report is made, obtain the police report or case number and notify the office of this 

information also. 
 
When asked a specific question by the other driver or police, give a specific answer, but do 

not volunteer information other than that contained in the list above.  ASI drivers and passengers 
should be courteous, but should not make any statement regarding the cause of the accident, or 
anyone’s culpability or fault.  If you receive a ticket for causing the accident, accept it politely, but 
remember that a ticket is not a final determination of whose fault the accident was.  Fault will be 
determined at a later time. 

 
In the event that an accident occurs which results in an injury or damage to an ASI 

vehicle/equipment, or to another person’s property it should be reported to ASI’s Corporate Safety 
Director at the Corporate Office Immediately! If the Corporate Safety Director cannot be reached in 
a timely manner, the driver should contact their supervisor for assistance in reaching the Corporate 
Safety Director. 
 
I. Business Gifts 

 
Occasionally, it may be appropriate to express appreciation to customers by means of a token 

gift.  Examples of token gifts are tickets to athletic or entertainment events, gift packages or 
beverages, or other items with cash value under $50.00.  However, ASI does not make a practice of 
giving gifts to customers and discourages officers and employees from regularly accepting gifts from 
individuals or firms who do business with us.  Regular gifting and gifting of higher value may 
suggest bribery rather than appreciation and could reflect badly on the image of ASI as well as the 
individual involved.  Company preference would be that you dine with your customer or attend an 
event with them.  “Discretion” is the key word.   
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J. Electronic Communication Devices – Standards of Conduct 
 
This policy governs access and use of ASI’s computer, computer communication, Internet, 

Intranet, email, voicemail, facsimile, cell phone and other communication devices (referred to 
throughout this policy as “Company Electronic Device”), and all similar employee personal 
electronic devices (referred to throughout this policy as “Personal Electronic Device”).  This policy 
applies to all ASI employees and non-employees (including customers, vendors, business partners, 
and their employees and applicants) who use or may use either a Company or Personal Electronic 
Device for business purposes. 

 
ASI reserves the right to restrict or revoke employee or non-employee access to all Company 

Electronic Devices at any time or Personal Electronic Devices during work time or used for business 
purposes.  Violation of this Policy will result in discipline up to and including termination, as well 
as possible civil and/or criminal prosecution.  In the case of a non-employee, violation of this Policy 
will result in cancellation of the applicable business relationship or contract, as well as possible civil 
and/or criminal prosecution. 

 
EMPLOYEES HAVE NO RIGHT TO PRIVACY IN COMPANY SYSTEMS. 
 
1. Use, Restrictions, Monitoring and Access of Company and Personal Electronic 

Devices 
 
All Company and Personal Electronic Devices used for business purposes or during work 

hours may only be used for lawful and authorized work-related purposes.  Company and Personal 
Electronic Devices may be used for personal reasons during scheduled breaks, or the lunch period.  
However, ASI will not prevent any employee from accessing the employee’s mobile device or 
other communication device for the purposes of seeking emergency assistance, assessing the safety 
of the situation, or communicating with a person to verify their safety. 

 
ASI restricts, and reserves the right to monitor Company and/or Personal Electronic Devices 

used for business purposes or during working time for reasons including, but not limited to: ensuring 
that the electronic and telephonic systems are being used in compliance with this Policy; monitoring 
performance, productivity, customer service and compliance with ASI policies; and investigating 
conduct or behavior, which may be unlawful, inconsistent with an approved business purpose, may 
adversely affect ASI, or may jeopardize the welfare of employees, vendors, customers, business 
partners or third parties.   

 
You have no expectation of privacy.  ASI retains the right to monitor, access, retrieve, and 

disclose the content of personal communications sent or received on all Company and/or Personal 
Electronic Devices used for business purposes or during work hours, even if it is from a personal 
account, password protected, and/or designated confidential, private and/or privileged.  By using 
Company and/or Personal Electronic Devices for business purposes or during work hours, the user 
acknowledges that the systems, communications and/or data contained on such systems, are 
Company property and are to be used for authorized business purposes only (except for appropriate 
personal use during non-work time).  The employee consents to monitoring, access, retrieval, and 

PW - CA - 5/24



CALIFORNIA EMPLOYEES ONLY 
 

11 

disclosure by ASI, and acknowledges ASI’s right to monitor and access Company and/or Personal 
Electronic Devices. 

 
Employees may not use Company or Personal Electronic Devices while driving except as expressly 
set forth in the Policy on Use of Wireless Communication While Driving section of this Handbook. 
 

2. Additional Guidelines for Company Electronic Devices 
 
The following additional guidelines should be observed regarding use of all Company 

Electronic Devices outside of the office (i.e., cell phones, laptops, iPads, smart phones, tablets, etc.): 
 
 The device is to be used only by the employee.  During work hours the device is only 

to be used for business purposes. 
 
 Personal communications should be the exception and the duration needs to be limited 

on those communications. 
 

 All non-exempt employees must keep track of all work time spent using a Company 
Electronic Device after hours by filling out a time sheet.  Non-exempt employees are 
prohibited from using Company Electronic Devices outside of the normal work day, 
unless they receive advanced permission from their direct supervisor.     

 
3. Social Media 

 
ASI prohibits employee use of social media during working hours, except for employees 

who are authorized to engage in social media use on behalf of or for ASI.  When engaging in social 
networking, blogging or otherwise posting any information on the internet, during or outside of 
working hours, employees must abide by the Code of Conduct for Electronic Communications as 
well as all other workplace rules in this Handbook for all conduct that may be directly or indirectly 
attributed to, or otherwise adversely affect, ASI.  This policy is not intended to prohibit protected 
activity under the state or federal law.   

 
4. Use of ASI Email Systems 
 

 ASI’s email system is intended to be used principally for authorized business purposes.  
Occasional employee use of the email system for personal and non-business purposes is permitted, 
provided that such use is limited to non-working time, does not interfere with other employees’ 
work, does not create a risk of harm to ASI’s computer systems (i.e., risks of viruses, malware and 
the like), and otherwise complies with ASI’s Code of Conduct for electronic communications.  ASI 
reserves the right to monitor all employee email communications on ASI’s email system for 
purposes of compliance with these requirements, and employees should be aware they have no 
right to privacy in those communications.  Employees who have been given access to a ASI email 
account shall not conduct Company business using a personal email account. 

 
5. Code of Conduct for Electronic Communications  
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ASI strictly prohibits the use of Company and/or Personal Electronic Devices to access, 
create, distribute, store or solicit communications or store data that: 

 
 are hostile, abusive, foul, offensive, defamatory, pornographic, intimidating, 

threatening or otherwise inappropriate; 
 threaten, harass or disparage others based upon any characteristic or activity 

protected under federal, state or local law; 
 constitute or relate to unwelcome sexual advances, requests for sexual favors, sexual 

flirtation or other conduct of a sexual nature; 
 disclose confidential, trade secret or proprietary information, including protected 

health information, concerning ASI or its customers, vendors or business partners to 
any third party, except as required for performance of the employee’s official duties 
in the course of their employment; 

 solicit, advocate or respond to solicitation or advocacy which is not directly 
associated with Company business during working time; 

 may restrict system bandwidth or lines available or reduce business availability; 
 are beyond the scope of their authorization or that misappropriate or misuse ASI 

information;   
 state a position on ASI’s behalf or otherwise communicate on behalf of ASI without 

prior written Company authorization;  
 link any blog, Webpage or Website to the Website of ASI without prior written 

approval from a James Svoboda; or 
 install, transfer or download outside electronic data, programs or components onto 

ASI’s media systems or from ASI’s media systems onto the employee’s personal 
media systems without the express written approval of James Svoboda. 

 
6. Policy on Use of Wireless Communication Device While Driving 

 
Employees are prohibited from operating a Company or employee wireless communication 

device including, but not limited to, a cell phone, while driving a Company vehicle or a personal 
vehicle for Company business.  All wireless communication devices must be turned off or switched 
to silent mode while employees are driving.  If communication is necessary before arrival at a 
destination, employees are required to pull over to a safe location and park before using their 
wireless communication device.  Alternatively, legal hands-free technology that has been 
preapproved by ASI may be utilized while operating a Company vehicle or personal vehicle for 
Company business.  Employees charged with traffic violations involving the use of a wireless 
communication device will be solely responsible for any liability that results from such actions.   

 
K. Company Equipment 
 
Personal Use of Company Equipment 
 

 Employees are not authorized to use Company equipment for personal use without 
written authorization from the employee’s supervisor. Prior to personal use, employees 
will sign a loan form (with liability release). 
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 Employees are prohibited from loaning Company equipment to non-employees 

(family/friends/former coworkers). 
 

Renting of Company Equipment 
 

 Employees are prohibited from renting Company equipment to outside agencies or 
noncompany personnel without authorization from Corporate Management in Jordan. 

o All equipment rented out requires a rental agreement. 
o Employees will inspect, train the safe usage of, and ensure scheduled maintenance 

of any equipment that is rented out. 
 

L. Pregnancy Accommodations 

 
Pregnant employees have the right to request and receive reasonable accommodations, which 

may include, but are not limited to, more frequent or longer breaks, seating, limits to heavy lifting, 
temporary transfer to another position, temporary leave of absence or modification in work schedule 
or tasks. An employer cannot require an employee to take a leave or accept an accommodation. 
Lactating employees have the right to reasonable paid break times to express milk at work unless 
they are expressing milk during a break that is not usually paid, such as a meal break. Employers 
should provide a clean, private and secure room that is not a bathroom near the work area that 
includes access to an electrical outlet for employees to express milk. It is against the law for an 
employer to retaliate, or to take negative action, against a pregnant or lactating employee for 
exercising their rights under this law.  
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III. OUR EMPLOYMENT RELATIONSHIP 

 
A. New Employees 

 
New employees are generally provided an informal evaluation if they complete ninety (90) 

days of employment.  The period is designed to give new employees an opportunity to demonstrate 
their ability to achieve a satisfactory level of performance and to determine whether the new position 
meets their expectations.  ASI uses this period for an initial evaluation of employee capabilities, 
work habits, performance and adherence to ASI policies, practices and rules.  Completion of the 
introductory period does not alter an employee’s at-will status. 

 
ASI also generally reviews employee performance after a transfer or promotion to a new 

position.  These reviews generally occur three months after the transfer or promotion.  
 

B. Promotions and Transfers 
 
ASI will generally seek to fill new or vacant positions from within ASI by promoting 

qualified employees.  Most new employment opportunities will be posted on ASI’s website.  If an 
employee is interested in a posted opportunity, they should submit their internal application 
according to the instructions on the job posting.  However, ASI reserves its right to seek and select 
an applicant from outside ASI.  All candidates will be recruited, interviewed and hired in accordance 
with ASI’s equal employment opportunity policy.   
 
 

IV. OUR WORKDAY 
 

A. Workday  
 
Due to the nature of our work and the need to coordinate our working hours with a wide 

range of vendors, customers and other business partners, changes in work schedules, and work 
locations, required overtime and travel may be necessary. 

 
Employees’ actual work schedules will be assigned or approved by their supervisor or 

manager.   
 

B. California Employees - Rest Breaks & Meal Periods 
 

Your supervisor schedules rest periods and meal periods. Two (2), ten-minute (10-minute) 
rest breaks, one during each four (4) hours of a normal eight (8) hour shift, are provided every 
working day.  These rest breaks may not be combined or added to your lunch period.  Part-time 
employees working less than an eight (8) hour shift will have their rest breaks established by their 
supervisor. Because rest breaks are paid, non-exempt employees are not required to record the break 
times on their timecard.   

 
Non-exempt employees who work more than five (5) hours in a workday are provided with 

an unpaid thirty (30) minute uninterrupted meal period to be taken no later than the end of the fifth 
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(5th) hour of work.  Non-exempt employees who work more than ten (10) hours in a workday are 
provided with a second unpaid, uninterrupted, thirty (30) minute meal period, to be taken no later 
than the end of the tenth (10th) hour of work.  Employees who work more than ten (10) hours, but 
not more than twelve (12) hours in a workday, may waive their second meal period by written 
agreement with your supervisor, provided the first meal period was not waived.   

 
Non-exempt employees are required to record the beginning and end of their meal periods 

on their timecard.  Meal periods are intended to provide employees with an opportunity for rest and 
relaxation.  Accordingly, they should be enjoyed away from your work area and you are not 
permitted to perform any duties during such periods.  Meal periods may not be taken at the beginning 
or end of a shift, or to extend a meal period.  You are considered to be entirely relieved of your 
responsibilities and restrictions during your meal periods, unless you have agreed with your 
supervisor (ahead of time), in writing, to work on an on-duty meal period that will be paid by ASI.  
If such agreement is made, it may be revoked by the employee, at any time. 

 
Any employee, supervisor, or manager who fails to observe meal period and rest break 

policies will be subject to discipline, up to and including termination of employment.  Violations of 
the above must be reported to the Human Resources Department immediately.  Every report will be 
investigated and corrective action taken, where appropriate.  In addition, ASI will not allow any form 
of retaliation against individuals who report alleged violations of this policy or who cooperate in 
ASI’s investigation of such reports. Any form of retaliation in violation of this policy will result in 
discipline, up to and including, termination. 
 

 
V. HOW WE PAY 

 
A. Payday 

 
Employees will be paid weekly for the pay periods starting on Monday and ending on 

Sunday.  Payroll distribution will follow the close of the payroll period, and will take place by the 
Friday following the pay period.  If a regular pay day falls on a ASI observed holiday, you will 
normally be paid the last working day prior to the holiday. 

 
ASI abides by all state and federal laws governing the payment of wages.  Any employee 

who believes that they have not been paid correctly must immediately make a report to payroll in 
the Jordan office (payroll@abheonline.com).  ASI will investigate any such claims and adjust pay 
as is necessary.  

 
B. Overtime 

 
When not otherwise specified in a wage determination, hourly non-exempt workers will be 

paid overtime at the rate of one and one-half times for all hours worked in excess of eight (8) per day 
(up to twelve (12) hours ) and over forty (40) hours per work week.  In addition, hourly non-exempt 
workers will be paid overtime for the first eight (8) hours worked on the seventh (7th) consecutive 
workday in a workweek. Employees will be paid double the employee’s regular rate for all hours 
worked in excess of twelve (12) per workday and in excess of eight (8) hours on the seventh (7th) 
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consecutive day of work in a work week. ASI will pay overtime compensation to all hourly non-
exempt workers based on actual hours worked.  All overtime must be pre-approved.  Holidays, PTO, 
or other paid time off, workers compensation or other leave, or any other absence will not be 
considered “hours worked” for purposes of overtime calculations. 
 
C. Payroll 

 
Normal payroll deductions for federal and state income tax, California’s Family Temporary 

Disability Insurance (“FTDI”), FICA, and Medicare and any required local, state or other 
withholding will be automatically made based upon information provided to the Human Resources 
department by the individual employee and/or pursuant to local, state or federal law.  Other payroll 
deductions required or permitted by law (for example, garnishments, child support, or monies owed 
to or property withheld from ASI) will also be made where appropriate.  Employees are required to 
authorize such payroll deductions as a condition of employment. 

 
All employees will be paid by check payable to the employee only.  ASI will not issue 

employee paychecks to third parties.  Employee paychecks will be given only to the employee unless 
direct deposit is authorized.  ASI will not pay any employee in cash, nor will ASI cash any employee 
payroll or personal check.   

 
All employees should notify Human Resources immediately if their paycheck has unknown 

or unauthorized deductions.  Exempt employees should notify Human Resources immediately if they 
believe illegal or unauthorized deductions have been made (such as for partial day absences).  If 
there are any questions concerning payroll, Human Resources should immediately be contacted in 
order to promptly clarify or correct any issue.  
 
D. Travel and Reimbursable Expenses 

 
Please refer to your jobsite ASI Wages & Benefits posting for details relating to 

compensation relating to travel or per diem. 
 
When not covered through a jobsite Wage and Benefits posting travel time is paid when an 

employee is transferred to a new job site and needs to travel between sites and includes gas and/or 
mileage payments. 

 
Supervisors/Foreman: Will be paid the current job’s hourly rate based on the wage sheet 

without fringe. 
 
All Other Hourly Employees:  Higher of $15 per hour or state/local minimum wage. 
 
You will be paid for all hours driving in a vehicle (we may verify by internet app for 

reasonableness prior to paying). 
 
For passengers, include in hours worked the time spent traveling, e.g., in a car or on airplane 

or train, only if it occurs during the employee’s normal work hours (using the new job’s normal 
shift). For example, if an employee normally works from 8:00 a.m. to 5:00 p.m., include time spent 
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traveling during that time period as hours worked. Time spent traveling before 8:00 a.m. and after 
5:00 p.m. would not need to be included – with one caveat, if the employee performs work while 
traveling, include the time spent working as hours worked. 29 CFR § 785.39 

 
Also, count as hours worked time spent traveling on non-workdays if the travel takes place 

during normal work hours. To clarify, if an employee normally works Monday through Friday from 
8:00 a.m. to 5:00 p.m. and the employee is traveling on Saturday, count as hours worked the time 
spent traveling by the employee between 8:00 a.m. and 5:00 p.m. on that Saturday. If the employee’s 
travel spans that entire normal workday time period, include all that time, minus time usually given 
for lunch or breaks, as hours worked. 29 CFR § 785.39. As noted above, if the employee actually 
performs work on a non-workday while he or she is traveling, count that time as hours worked 
regardless of what time the work is performed. 

 
Employees will be reimbursed for gas receipts when traveling between jobs. 
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VI. ASI’S CODE OF CONDUCT 
 
ASI’s Code of Conduct is designed to provide notice of ASI’s expectations for ASI 

employees.  ASI expects its employees to obey these rules of conduct, which are intended to protect 
the interests and safety of all employees and of the organization.  As an employee, you are 
responsible for knowing, understanding and adhering to the Code of Conduct. 

 
Because it is not possible to provide a Code of Conduct that covers every situation or lists 

every type of unacceptable behavior, the following are examples of conduct that may result in 
discipline: 

 
1. Failure to work efficiently or produce satisfactory results. 

 
2. Employees are expected to be ready to work at starting time.   
 
3. Failure to notify your supervisor in advance of an absence (before start time), and 

daily during any absence of more than one day. 
 
4. Unacceptable absenteeism or tardiness. 
 
5. Leaving work prior to the completion of your schedule or shift without the prior 

authorization of your supervisor. 
 
6. Failure or refusal to follow instructions or directives from supervisors or 

management. 
 
7. Failure to follow safety or health rules, wear appropriate safety or personal protective 

equipment, immediately correct or report an unsafe condition or report injuries or 
accidents (no matter how small or insignificant) as soon as reasonably possible after 
they occur. 

 
8. Inappropriate or unauthorized use, removal, misappropriation, possession, 

destruction, neglect or abuse of employee, Company, or others’ tools and products, 
supplies, money, property or equipment. 

 
9. Possession, consumption, or transfer of alcohol, cannabis or drugs on the job or 

reporting for work or working under the influence of drugs, cannabis or alcohol. 
 
10. Threats, threatening language, and insubordinate behavior, verbal or physical 

intimidation, horseplay, fighting or insubordination. 
 
11. Making false or defamatory statements regarding ASI, its personnel, or policies to 

current or prospective customers, employees, vendors, or other business partners. 
 
12. Personal use of ASI tools, materials, property or vehicles without the express, prior 

permission of a supervisor. 
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13. Working on personal matters during working time. 
 
14. Engaging in any other business or employment that conflicts with or interferes with 

your responsibilities to ASI. 
 
15. Discussion of doing work on the employee’s own account for ASI customers or 

engaging in such work. 
 
16. Unauthorized disclosure of confidential or proprietary information, regarding ASI, 

its employees, or its customers. 
 
17. Violation of any of ASI policies, including the policies on discrimination, harassment 

and Resolution of Complaints, or failing to meet reasonable ASI expectations. 
 
18. Providing false, inaccurate, or misleading information to ASI, such as employment 

application information, including, but not limited to, information about your prior 
employment and qualifications, criminal record, your absences, your time worked, 
expenses, leave requests, or in response to requests for information. 

 
19. Making frivolous, false or malicious statements, claims or charges to ASI or to a third 

party about ASI, its personnel, policies or practices. 
 
20. Inaccurately reporting or recording one’s own time and (without prior supervisory 

approval) reporting the time of another employee (whether accurately or not) or 
allowing one’s own time to be reported by another person (whether accurately or 
not), or working overtime hours without reporting them.  

 
21. Disorderly, dangerous, wasteful inattentive, negligent, or careless conduct. 
 
22. Sleeping during working hours, or taking unauthorized breaks. 
 
23. Failure or refusal to perform assigned duties (other than those that are not safe to 

perform), mandatory overtime, scheduled hours, or to travel to or from, or to report 
to any assigned project or job site. 

 
24. Gambling on ASI premises (including ASI’s parking lots and job sites). 
 
25. Possession of unauthorized firearms, explosives, weapons or other dangerous or 

unlawful materials or contraband on ASI property including ASI parking lots and 
project or job sites, unless otherwise permitted under state or federal law. 

 
26. Making false, frivolous, malicious or derogatory statements concerning clients, 

customers, and vendors of ASI. 
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27. Entering or remaining in production or work areas before or after the completion of 
one’s scheduled hours or shift, or during non-work periods, without prior permission. 

 
28. Unauthorized use of electronic communications which includes but is not limited to 

telephones, facsimile, mail, email, copiers, computers, “smart phones” or other 
equipment of ASI. 

 
29. Smoking in an unauthorized area. 
 
30. Failure to observe traffic and parking rules on vendor, customer, other business 

partner, or ASI property or at project or job sites. 
 
31. Failure or refusal to work cooperatively with other employees. 
 
32. Uncooperative, rude or offensive treatment of vendors, customers or business 

partners in person, in writing or by phone. 
 
33. Failure to report to the supervisor when taking over-the-counter or prescription 

medication which might affect the employee’s ability to perform or create a safety 
risk.  

 
34. Committing a gross misdemeanor, felony or serious regulatory offense, or any similar 

act or omission, whether on or off duty, which adversely affects ASI by bringing ASI 
into disrepute, exposing ASI to the risk of liability or expense, undermining the 
employee’s ability to effectively perform their duties or reducing customer, vendor, 
business partner, or co-employee confidence in the employee. 

 
35. Inadequate performance, violation of any ASI policy, rule, practice or standard, 

failure to meet standards or reasonable expectations of ASI or any other conduct 
which ASI determines to be adverse to its business interests. 

 
36. Behavior disruptive of business or the performance of other employees. 
 
37. Removing or modifying any environmental regulatory devices or gauges from any 

Company vehicle or equipment. 
 

38. Failure to report a defect or malfunction of equipment. 
 
39. Operating a piece of equipment not authorized to operate. 

 
 An employee who commits an act that is contrary to ASI Code of Conduct or who violates a 
rule of common sense or decency may face discipline or corrective action.  The basic purpose of 
discipline is to encourage the employee to modify their behavior in accordance with ASI policies or 
standards by imposing penalties upon the employee.  Corrective action is intended to assist the 
employee to improve their performance or conduct through additional training, modification of job 
expectations, etc. 
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 Discipline may include, but is not limited to: verbal or written warnings; paid or unpaid 
suspensions; demotions; transfers; ineligibility for promotions, benefits or raises; counseling or other 
required conditions for retaining employment; or termination.  A progressive form of discipline may 
not be followed in all cases.  Depending upon the nature of the violation and the surrounding 
circumstances including, but not limited to, the nature of the conduct or the employee’s past work 
record and past conduct, one or more steps of the discipline process may be repeated or skipped.  In 
some circumstances and in ASI’s sole discretion, immediate discharge may result from a single 
incident. 
 

Your supervisor can answer questions employees may have about acceptable personal 
conduct. 

 

VII. HOW WE COMMUNICATE 
 

A. Open Door Policy 
 
 ASI is firmly committed to maintaining open lines of communication with all of its 
employees.  ASI encourages its employees to bring suggestions, ideas, questions, or concerns to 
the appropriate supervisor.  
 

Job related questions should initially be discussed with the employee’s immediate 
supervisor.  Employees who do not feel their problem or question was satisfactorily addressed by 
their supervisor or who are uncomfortable discussing a particular issue with their supervisor are 
encouraged to contact their next level of management, the Equal Employment Opportunity Officer, 
or any other member of management with whom the employee feels comfortable. 

 
B. Problem Resolution: Work Together 

 
We are concerned about every ASI employee, and about every employee’s concerns, 

questions, or complaints.  ASI has the following procedure for responding to employee concerns or 
complaints.  

 
If you ever have a complaint, concern, or question about any aspect of your employment at 

ASI, you are urged, and required, to use the following procedure: 
 

a. In most cases, you must first talk with your supervisor if you have any 
concerns, complaints, or questions regarding your employment at ASI.  
Often, an informal discussion of such issues will lead to their quick, effective 
resolution.  Be polite, but direct about your concern.  If you have a concern, 
complaint, or question that isn’t resolved after you have had such an informal 
discussion, you should proceed to Paragraph b.  If you don’t feel comfortable 
approaching your supervisor about your concern, go to Paragraph e(i) and 
follow the instructions there. 
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b. Please give your written complaint to your supervisor within 14 calendar days 
of the date the problem arose (unless you are following Paragraph e(i)).  Your 
supervisor will forward a copy of your complaint to ASI’s management. 
 

c. Your written complaint should indicate: 
 
(i) Your name, position or department, and shift, if applicable; 
 
(ii) What you are unhappy about.  State clearly what happened, who was 

involved, when it happened, why you believe it happened, and why it 
is a problem for you; 

 
(iii) Provide any other information you think is relevant to your complaint; 

and 
 
(iv) Describe what you think should be done to correct the problem. 
 

d. We will generally investigate and respond to your complaint within 10 to 14 
days.  This period may be extended, depending on the facts and circumstances 
of each case (such as the number of people who need to be interviewed or 
facts to be investigated). 

 
e. Please keep the following additional guidelines in mind: 
 

(i) If you have a complaint or concern and you don’t feel comfortable for 
any reason discussing it with your supervisor or submitting a written 
complaint to them, you must bring your complaint (verbally or in 
writing) to the Equal Employment Opportunity Officer. 

 
(ii) Don’t be afraid to speak for yourself.  This is an informal procedure 

and you should present your concerns in your own words.  Formal 
representation of employees by other employees or non-employees is 
unnecessary.  

 
(iii) Retaliation against employees who raise concerns or complaints is 

prohibited and may result in discipline up to and including 
termination. 

 
C. Bulletin Boards and Employee Resources Dashboard 

 
 ASI maintains a bulletin board in the lunch room to keep employees informed of notices 
pertaining to matters directly concerning Company business and announcements of a business 
nature which are equally applicable and of interest to employees.  Mandatory federal and state 
postings are displayed as well.  Each employee has the responsibility to read the information that is 
posted.  Employees should check this board regularly for important notices including information 
on safety rules, job postings, and changes in policies, practices and benefits. Only official ASI notices 
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may be posted on this board. Employees who have opted into electronic notification also have access 
to our policies through the Employee Resources Dashboard. 

 
D. Personnel Information 

 
ASI maintains a personnel file on each employee containing appropriate employment 

records.  Upon request, employees may receive a copy of, or inspect, their own personnel files. 
Inspection of personnel files will be done at a mutually agreeable time, on ASI premises in the 
presence of an ASI official, to the extent required by law. Maintaining personnel files with up-to-
date information is very important as it provides ASI with contact information in case of 
emergency, addresses for mailings, data for payroll purposes, and information required for 
insurance programs as well as other benefits.  Please notify us of any relevant changes to your 
personal information.  Personnel files are the property of ASI and access to the information they 
contain is monitored.   

 

VIII. WHEN YOU NEED TO BE AWAY FROM WORK 
 

A. Attendance 
 
You are expected to report for work on time, ready to work and with a minimum of absences.  

Good attendance habits are an integral part of every employee’s job description.  Unnecessary 
absenteeism and lateness is expensive, disruptive, and places an unfair burden on your co-workers 
and your supervisor.  Unsatisfactory attendance will adversely affect an employee’s opportunity to 
be retained, promoted, receive pay increases or become eligible for certain benefits. 

 
If you are going to be late or absent for any reason, you must personally telephone your 

supervisor prior to and as far in advance of your starting time as possible.  Simply advising the 
receptionist or a coworker or leaving a text or voicemail message, or sending an e-mail, is not 
acceptable notification for these purposes.  Explain why you are going to be absent and when you 
expect to return to work.  It is your responsibility to ensure you provide proper notification to your 
supervisor.  If you are absent for more than one day, you must provide your supervisor with a daily 
status report on your absence each day until you return to work.   

 
An excused absence occurs only when ASI approves an employee’s request for legally 

mandated leave or for approved absence for another sufficient reason.  ASI reserves the right to 
require satisfactory documentation or substantiation of reasons for employee absences or lateness 
for work.  Employees must continue to notify their supervisor daily during an extended absence. 

 
If an employee is absent for three consecutive days without notifying their supervisor, or 

after notice but without approval of a legally mandated leave or sufficient reason for the absence, it 
will be treated as a resignation or job abandonment and employment will be automatically 
terminated. 

 
Good attendance, being on time and honesty in connection with any absenteeism or tardiness 

which is unavoidable are essential to successful employment at ASI. 
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B. Leaves of Absence (Generally) 
 
Leaves of absence will only be granted with prior approval to eligible full-time employees.  

Leaves of absence must be pre-approved and may be granted or denied at ASI’s sole discretion.  
Except where required by law, seasonal, temporary, part-time and introductory workers are not 
eligible for leaves of absence.  ASI reserves the right to require satisfactory documentation or 
substantiation of reasons for employee leaves of absence.  In each case, leaves are unpaid and subject 
to restrictions.  

 
C. Family and Medical Leave of Absence 
 

ASI offers Family and Medical Leave of Absence (FMLA) leave to eligible employees for: 
the birth, adoption, or foster care placement of a child; for the employee’s serious illness; for the 
serious illness of the employee’s spouse, child or parent; or to care for a covered servicemember 
with a serious illness or injury incurred in the line of duty.   

 
Employees are allowed up to twelve (12) weeks FMLA leave in a twelve (12) month period 

if they have worked for ASI at least twelve (12) months prior to the commencement of the leave 
and have worked at least 1,250 hours during the twelve (12) month period prior to the leave.  The 
right to FMLA leave in a twelve (12) month period is calculated as a “rolling” twelve (12) month 
period measured backward from the date of any FMLA usage.   

 
An employee is not eligible for FMLA if both: 

 The employee works at a facility with fewer than 50 employees, and 
 ASI has fewer than a total of 50 employees within 75 road miles of that facility. 

 
An eligible employee is entitled to twenty-six (26) weeks of leave to care for a covered 

servicemember undergoing medical treatment, recuperation or therapy for a serious illness or 
injury incurred in the line of duty.  A covered servicemember is: (1) a current member of the 
Armed Forces (including National Guard or Reserves); or (2) a veteran who was discharged or 
released under conditions other than dishonorable at any time during the five year period prior to 
the first date the eligible employee takes FMLA leave to care for the veteran. If an employee takes 
leave to care for a covered servicemember, they are entitled to twenty-six (26) weeks of FMLA 
leave during one (12) month period; however, they are only entitled to a combined total of twenty-
six (26) weeks for all leave taken during that (12) month period measured forward from the date 
of an employee’s first FMLA leave to care for the covered servicemember begins.  The leave shall 
not exceed twelve (12) weeks in duration if an employee takes leave for: the birth, adoption or 
foster care placement of a child; the employee’s own serious illness, or the serious illness of the 
employee’s spouse, child or parent; or a qualifying exigency arising out of the fact that the spouse, 
child or parent of the employee is on (or has been called to) active duty. 

 
If the FMLA leave is to care for the employee’s spouse, child or parent with a serious health 

condition, or to care for a covered servicemember (who is the spouse, child, parent or next of kin 
of the employee) with a serious illness or injury incurred in the line of duty, or if the FMLA is due 
to the employee’s own serious health condition, the leave may be taken intermittently or on a 
reduced leave schedule, but only when medically necessary.  A serious health condition is an 
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illness, injury, impairment, or physical or mental condition that involves either an overnight stay 
in a medical care facility, or continuing treatment by a health care provider for a condition that 
either prevents the employee from performing the functions of the employee’s job, or prevents the 
qualified family member from participating in school or other daily activities.  Subject to certain 
conditions, continuing treatment may be met by:  (1) a period of incapacity of more than 3 
consecutive calendar days combined with at least two visits to a health care provider; (2) one visit 
to a health care provider and a regimen of continuing treatment; or (3) other equivalent conditions.  
An employee must make reasonable efforts to schedule leave for planned medical treatment so as 
not to unduly disrupt ASI’s operations.  The employee must provide medical certification in 
support of a leave due to serious illness, or for “caregiver leave” for the ill or injured 
servicemember.  ASI reserves the right to require a medical certification, recertification or 
confirmation thereof from a health care provider of ASI’s choice and at its expense. 

 
If the FMLA leave is for a qualifying exigency because the spouse, child or parent of the 

employee is on (or has been called to) active duty, the leave may be taken intermittently or on a 
reduced leave schedule.  Exigencies include various events (i.e., military event, counseling 
sessions) and arrangements (i.e., alternative child care, financial/legal arrangements) associated 
with deployment.  Employees requesting such leave may be required to supply ASI with 
supporting certification or recertification. 

 
If the FMLA leave is foreseeable, the employee must notify ASI at least thirty (30) days 

prior to the first day of the FMLA leave.  If thirty (30) days’ notice is not possible, or if the leave 
is not foreseeable, the employee should notify ASI as soon as practicable and, in any event, within 
two business days of learning of the need to take FMLA leave.  The employee must provide the 
anticipated start date and return date of the leave as well as sufficient information for ASI to 
determine if the leave qualifies for FMLA protection.  ASI will notify the employee whether the 
employee is eligible for FMLA and whether the leave will be designated as FMLA protected. 

 
FMLA leave is not paid leave by ASI.  If the employee has PTO grants available, the 

employee must use the PTO time or other accrued paid time off for the FMLA leave and such time 
will count both as FMLA leave and as PTO.  Certain employees may be eligible for short-term 
disability pay in the event of a serious illness of the employee, but the receipt of short term 
disability or workers’ compensation benefits in the event of a work-related injury or illness during 
FMLA leave shall not extend the FMLA leave beyond the twelve (12) or twenty-six (26) week 
limit. 

 
The employee shall not be granted PTO or other leave grants during the FMLA leave, nor 

will the employee receive holiday pay for any holidays which occur during the FMLA leave.  Use 
of FMLA leave will not result in the loss of any employment benefit that accrued prior to the start 
of an employee’s leave. 

 
ASI will continue to provide group health insurance benefits to employees on FMLA leave, 

provided they were eligible for such benefits prior to the leave.  The employee shall continue to 
be responsible for the employee’s portion of the premium, which shall be deducted from any pay 
received by the employee during the FMLA leave.  If the employee does not receive compensation 
from ASI during the FMLA leave, the employee shall pay the premium to ASI on or before the 
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time it would be made if by payroll deduction.  If the employee does not return to work at the end 
of the FMLA leave, the employee may elect, if eligible under COBRA, to continue, at their own 
cost, group health insurance at the full group rate cost of such coverage, including the portion paid 
by ASI for employees, but must reimburse ASI for ASI’s premium payments paid during the 
FMLA leave in such cases of non-return. 

 
Upon returning from an FMLA leave, the employee shall be restored to the same position 

held prior to the leave, or to an equivalent position with equivalent employment benefits, pay, and 
other terms and conditions of employment.  The employee shall retain eligibility for group benefits 
as prior to the leave, including group health insurance, even if the employee did not pay the 
employee’s portion during the FMLA leave, but ASI retains the right to recover any unpaid 
employee portion of group health insurance for the period of the FMLA leave, or other amounts 
due ASI from the employee, upon the employee’s return to work. 

 
If the FMLA leave was for the employee’s own serious illness, the employee must submit 

a medical certification to ASI which states that the employee is able to resume work, and perform 
all the essential duties of their position without restrictions, before the employee may be restored 
to their same position.  ASI reserves the right to require a medical certification or confirmation 
thereof from a health care provider of ASI’s choice and at its expense. 

 
Your rights to FMLA leave are legally protected and do not affect other discrimination 

laws or supersede other laws granting greater benefits.  If you have any questions or concerns 
about your FMLA leave rights or your rights under state or federal leave law, please raise them 
with Human Resources.  You may also bring them to the U.S. Department of Labor or to a private 
attorney.  If you have any questions about your entitlement to leave, please contact Human 
Resources for more information. 
 
D. California Leave of Absence Laws 

 
For qualifying employees, ASI complies with and offers leaves of absence required under 

state laws.  Where not otherwise noted, leaves of absence under state law will run concurrently 
with FMLA leave.  State leave is not paid by ASI unless otherwise noted below, but ASI will 
continue to make group health insurance coverage available to the employee while on leave of 
absence at the employee’s cost.   

 
Unless otherwise noted, employees returning from a state leave of absence longer than one 

month must notify a supervisor at least two weeks prior to returning from leave to confirm the date 
of return.  Upon returning from leave, the employee shall be restored to the same position held 
prior to the leave, or to a position with comparable duties and hours at the same rate of pay the 
employee had been receiving when the leave commenced, together with any automatic adjustments 
in that pay rate occurring during the leave.  The employee shall also retain available pre-leave 
employment benefits.  For state leaves, reference to “spouse” will also apply to a registered 
domestic partner. 
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1. California Family Rights Act 
 

Under the California Family Rights Act of 1993 (“CFRA”), employees who have more 
than 12 months of service with ASI, and have worked at least 1,250 hours in the 12-month period 
before the date the employee wants to begin CFRA leave, may have a right to family care or 
medical leave (CFRA leave). CFRA leave may be up to 12 workweeks in a 12-month period for 
the birth, adoption, or foster care placement of the employee’s child or for the employee’s own 
serious health condition or that of the employee’s child, parent, spouse, grandparent, grandchild, 
sibling, other covered family member, or other designated person identified by the employee at 
the time of the leave request. ASI requires the use of accrued paid leave while taking CFRA leave 
(before the leave will be unpaid).  

 
Even if an employee is not eligible for CFRA leave, if the employee is disabled by 

pregnancy, childbirth or a related medical condition, the employee is entitled to take a pregnancy 
disability leave of up to four months, depending on the period(s) of actual disability (see Pregnancy 
Leave below). If an employee is CFRA-eligible, the employee has certain rights to take BOTH a 
pregnancy disability leave and a CFRA leave, for reason of the birth of the employee’s child. Both 
leaves contain a guarantee of reinstatement: for pregnancy disability it is to the same position and 
for CFRA it is to the same or a comparable position at the end of the leave, subject to any defense 
allowed under the law.  

 
If possible, the employee must provide at least 30 days’ advance notice for foreseeable 

events (such as the expected birth of a child or a planned medical treatment for the employee or of 
a family member). For events that are unforeseeable, the employee must notify ASI, at least 
verbally, as soon as the employee learns of the need for the leave. Failure to comply with these 
notice rules is grounds for, and may result in, deferral of the requested leave until the employee 
complies with this notice policy.  

 
ASI requires certification from the employee’s health care provider before a leave for 

pregnancy disability or for the employee’s own serious health condition will be granted. ASI also 
requires certification from the health care provider of the employee’s child, parent or spouse, who 
has a serious health condition, before a leave to take care of that family member will be granted. 
When medically necessary, leave may be taken on an intermittent or reduced work schedule.  

 
If an employee takes a leave for the birth, adoption, or foster care placement of a child, the 

basic minimum duration of the leave is two weeks, and the employee must conclude the leave 
within one year of the birth or placement for adoption or foster care.  

 
Taking a family care or pregnancy disability leave may impact an employee’s benefits and 

seniority date. If an employee wants more information regarding eligibility for a leave and/or the 
impact of the leave on seniority and benefits, please contact Human Resources. 

 
2. Pregnancy Leave  

 
Employees disabled due to pregnancy, childbirth, or a related medical condition, may be 

eligible for up to four (4) months of pregnancy disability leave (“PDL”).  PDL does not need to be 
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taken all at once but can be taken on an as-needed basis as required by an employee’s health care 
provider, including intermittent leave or a reduced work schedule, all of which counts against the 
employee’s four-month entitlement to leave.  PDL is unpaid.  However, an employee must use all 
available PTO during PDL.  The employee will maintain the employee’s existing coverage under 
the medical and dental plans at same cost as when the employee was actively at work, for a 
maximum period of four (4) months.  The employee must continue to pay their portion of the 
contribution to the plan to maintain coverage. PDL runs concurrently with FMLA.  For foreseeable 
leaves, the employee must provide a completed and signed medical certification by a health care 
provider to Human Resources for approval before the employee’s leave beings. When this is not 
possible, the employee must provide the required certification no later than fifteen (15) calendar 
days from ASI’s request.  Before the employee is permitted to return to work from PDL, the 
employee must provide a note from his/he health care provider releasing the employee back to 
work.  

 
Upon return from PDL, the employee will be reinstated to their previous position or to a 

comparable position with equivalent pay, benefits, and other terms and conditions for employment 
consistent with applicable law.  ASI cannot guarantee that the employee will be returned to their 
original position. A woman who qualifies for CFRA may combine PDL (up to 4 months) with a 
CFRA-covered leave to care for the newborn (up to 12 workweeks) for a total maximum job 
reinstatement period of seven (7) months. 

 
3. School-Related Leave 

 
ASI recognizes that it benefits the parent, the child, and the community, when a parent or 

legal guardian is able to take time off from work to attend functions and meetings related to 
children’s education.  Therefore, ASI allows employees to take leave from work for this purpose.  
California-based employees may take up to 40 hours off each year (not to exceed 8 hours per 
month) to visit the child’s school or licensed child day care facility, provided ASI has given 
reasonable notice. California-based employees who are parents or legal guardians of a child 
suspended from school are entitled to take time off to appear at the school, if the school has asked 
for the employee to appear, and the employee gives ASI reasonable advance notice.  Employees 
must first use any and all existing PTO for such leave, after which such time will be unpaid. 

 
4. Victims of Domestic Violence, Sexual Assault or Stalking Leave 
 
Employees must first use accrued PTO (then unpaid) for absences due to being the victim 

of a domestic violence or sexual assault crime or stalking and taking time off to: appear as a witness 
in court; seek a temporary restraining order or other injunctive relief; seek medical attention; obtain 
services from a domestic violence shelter; obtain psychological counseling; or to participate in 
safety planning or relocation.  Employees will not be discriminated against, discharged, or 
retaliated for taking time off for any of the above. 

 
5. California Reproductive Loss Leave 

 
 Eligible employees may take up to 20 days in a 12 month period following a reproductive 
loss event. This loss can be due to failed adoption, failed surrogacy, miscarriage, stillbirth, or 
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unsuccessful assisted reproduction. Employees will not be discriminated against, discharged, or 
retaliated for taking time off for any of the above. Employees must first use any and all existing 
PTO for such leave, after which such time will be unpaid. 

 
 
E. Military Leave 

 
It is ASI’s policy to offer reemployment to employees returning from military service in 

appropriate circumstances.  ASI requests as much notice as possible for those desiring a military 
leave.  Such reemployment opportunities will be granted for employees as follows: 

 
1. Employees entering active military service for a single enlistment period will be 

granted a general unpaid military leave of absence.  ASI will reinstate employees 
returning from military leave to their former jobs, or to an equivalent position, except 
in cases where changed circumstances make it impossible to do so or create an undue 
hardship for ASI. 

 
2. Employees who are members of a National Guard or Military Reserve unit may elect 

to treat summer training periods as PTO to the extent the employee has available PTO 
grants for the period. 

 
3. Employees who elect not to treat military training periods with a National Guard or 

Military Reserve unit as PTO will receive unpaid military leave for the period of the 
training. 

 
F. Leave of Absence Time Limitations and Impact Upon Employee Benefits 

 
Time spent on a leave of absence of over 30 days, except legally mandated leave time, will 

not be counted as time employed in determining an employee’s length of employment, nor will 
benefits be granted, paid or available during such time, except where required by law.   

 
Employees who remain away from work beyond the return date of an approved leave, will 

be treated as having resigned or abandoned their employment and such separation will be 
automatically recorded as of that date, without right of reemployment, recall or reinstatement.  

 
ASI will deduct from employee wages, or otherwise seek reimbursement for, any PTO, 

disability, workers’ compensation or other leave-of-absence-related benefits paid to the employee 
during any period of leave of absence if: 1) the employee made or provided false or inaccurate 
statements or representations in connection with requesting or taking the leave of absence; or 2) if 
the employee remains away from work beyond the return date of an approved leave. 

 
G. Inclement Weather 

 
Occasionally, ASI’s business hours may be altered or operations may be reduced or 

temporarily closed down due to inclement weather or emergency conditions.  If threatening weather 
is forecast or occurs, contact the office for more information prior to your start time.  If such an event 
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occurs after the business day commences, employees may be sent home by decision of ASI.  
Employees who elect to stay home, or to leave when operations are continuing, will be considered 
absent without excuse. 
 
H. Other Leaves of Absence 
 

In addition to those leaves specifically noted herein, California employees may have certain 
leave rights relating to kin care, organ and marrow donation; Civil Air Patrol service; voting; jury 
duty; voluntarily entering drug or alcohol rehabilitation programs; being the victim of a crime; 
family crisis situation; military spouse with spouse on leave from deployment; and time off to 
perform emergency duty as a volunteer firefighter, reserve peace officer, or emergency rescue 
person.  Should you need or desire leave for any of these situations, please contact Human 
Resources for more information. 
 
I. Lactation Accommodation 

 
ASI provides a reasonable amount of break time to accommodate a female employee’s 

need to express breast milk for the employee’s infant child.  ASI will provide an employee with 
the use of a room or other location for the employee to express milk in private as required by 
applicable law.  The requested break time should, if possible, be taken concurrently with other 
provided break periods.  ASI will provide the employee with a written response if it cannot 
provide break time or a location that complies with applicable law.  Non-exempt employees 
should clock out for any lactation breaks that do not run concurrently with normally scheduled rest 
periods.  Any such breaks will be unpaid.  An employee has the right to file a complaint with the 
Labor Commissioner for any violation of this policy. 

 
J. Paid Family Leave Insurance 
 

California’s Family Temporary Disability Insurance (“FTDI”), is a paid family leave 
insurance that provides wage replacement benefits to eligible employees for up to eight (8) weeks 
in a 12-month period to care for a family member with a serious illness or for new child bonding 
time.  Based on California law, the costs of this program are paid by employees who must make 
contributions through legally required payroll taxes. The law requires that these taxes be 
automatically withheld from each employee's wages every pay period. Eligible employees must 
apply directly with the California Employment Development Department to receive benefits. ASI 
does not distribute FTDI benefits to employees.   Employees must use all available paid leave 
time (up to 2 weeks) before becoming eligible for this benefit.  Please note, this is a wage 
replacement benefit only and does not create any leave of absence, legally required time off, or 
job reinstatement period. 
 

 

IX. TIME OFF TO REST 
 
A. California Paid Sick Leave (PSL) 
 
Eligibility 
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The Company provides PSL to all employees who work in California for 30 or more days 

within a year from the beginning of employment, and who are not eligible for PTO as set forth in 
Section IX(A) above.   

 
Entitlement 
 

An employee who works in California for thirty (30) or more days within a year from the 
beginning of employment is entitled to PSL. PSL accrues at the rate of one (1) hour per every thirty 
(30) hours worked, paid at the employee’s regular wage rate. Accrual begins on the first day of 
employment. Accrued paid sick leave carries over to the following year of employment and is capped 
at eighty (80) hours or ten (10) days total.  
 
Usage 
 

Employees may use PSL beginning on the ninetieth (90th) day of employment. The Company 
will provide PSL upon the oral or written request of an employee for themselves or a family member 
for the diagnosis, care or treatment of an existing health condition or preventive care, or specified 
purposes for an employee who is a victim of domestic violence, sexual assault, or stalking. 
Employees may use up to forty (40) hours of PSL annually. 

 
Retaliation or discrimination against an employee who requests PSL or uses PSL or both is 

prohibited. An employee can file a complaint with the California Labor Commissioner against an 
employer who retaliates or discriminates against the employee. 
 
B. Holidays 

 
Please refer to your jobsite ASI Wages & Benefits posting for details relating to Holiday pay. 
 

X. HOW WE CARE FOR YOUR HEALTH AND SAFETY 
 

A. Safety and Health 

 
 ASI is committed to providing all employees with a safe work environment.  Safety is an 
integral part of each employee’s job. 

 
 All employees are responsible for working safely and maintaining a general safety 
awareness of their surroundings, to use good judgment and common sense, to follow proper 
procedures and to comply with OSHA standards and ASI safety rules.  All employees are expected 
to maintain good housekeeping on our premises and work sites.  

 
 No matter how minor a potential or suspected safety hazard might be, employees must 
immediately correct or report it to their supervisor.  Correcting a safety hazard before an injury 
occurs is the best way to prevent workplace accidents.  Personal hygiene and clean work areas make 
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for a more pleasant, as well as a safer, place to work.  Employees are required to wash or sanitize 
their hands before returning to work after visiting the toilet areas. 

 
Any employee who is furnished safety equipment by ASI will be required to wear such safety 

equipment at all times while doing the work for which the equipment is furnished.  Safety equipment 
furnished by ASI, which is damaged or worn out in use, will be replaced free of charge, provided 
the worn or damaged equipment is turned in when the new equipment is issued.  Employees who 
abuse or lose equipment, however, will be subject to discipline. 

 
ASI prohibits any form of discipline, reprisal, intimidation, or retaliation for: 
 Reporting a violation of ASI’s safety rules, a hazardous condition, or other safety 

concern. 
 Reporting an injury or illness. 
 Reporting an incident, accident, or near miss. 
 Participating or cooperating in any investigation related to a safety issue, injury, illness, 

accident, or near miss. 
 

If you believe that you or a coworker has been retaliated against for reporting a safety 
concern, injury, illness, accident, or near miss, you must report this conduct to your direct supervisor 
human resources or our Equal Employment Opportunity Officer. 

 
B. Medical Examinations 

 
Medical examinations may be required for personnel as a condition of a final offer of 

employment, for determination of fitness to return to work, for assessment of accommodations, for 
confirmation of reasons for absence or leave, as required by our corporate safety policy,  and in other 
appropriate circumstances.  Such examinations will be conducted at ASI’s expense and conducted 
by an ASI-appointed doctor.  Pre-employment examinations will only be conducted after ASI has 
extended a conditional offer of employment to the applicant.  Employment, return to work or a new 
job assignment is conditional on receipt of a satisfactory doctor’s report when an examination is 
required, even if the employee has provisionally begun work prior to receipt of all such information.  
Any such procedures will be designed and administered in conformance with applicable law, and at 
employer expense when the law so requires. 

 
C. Substance Use and Abuse 
 

ASI is a Drug-Free Workplace. 
 
 ASI is strongly committed to providing a safe workplace for its employees and promoting 
programs with a high standard of health.  Consistent with this commitment, ASI will strive to 
maintain a work environment that is free from the effects of alcohol, illegal drugs or any controlled 
substance.  Reporting to work under the influence of illegal drugs or alcohol, or the possession, 
storage, transfer, dispensation, distribution, manufacture, or use of any illegal drug, alcohol, or 
controlled substance while on ASI premises, at ASI’s work site or in Company vehicles is strictly 
prohibited.  These activities may create unsafe working conditions, result in serious violation of 
ASI’s work rules, and can jeopardize your co-workers and ASI.   
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 1. Alcohol 

 
Consumption of alcohol on ASI premises (including ASI parking lots), within Company 

vehicles, or on any project or job site is prohibited, except for refreshments served by designated 
personnel during Company sponsored events conducted for our customers and during occasional 
officially sanctioned Company sponsored employee functions.  On those occasions, all employees 
are expected to act responsibly and to exercise prudence in the amount of alcohol they consume.  

 
 2. Drugs 

 
Drugs are defined as (i) illegal controlled substances as defined by applicable state law; (ii) 

legal controlled substances that are being used or possessed illegally; or, (iii) legal controlled 
substances that could adversely affect the ability of the Employee to perform their job safely.  
Employees are prohibited from possessing, storing, transferring or using drugs, or reporting for work 
under their influence.  The only limited exception to the prohibition against drugs is prescription 
drugs used in accordance with a valid prescription.  An employee who is taking any drug or 
medication that may affect their ability to work safely, or could reasonably impair their job 
performance, is responsible for informing Human Resources before beginning work.  Employees 
will be subject to disciplinary action up to and including termination if such notice is not provided.  
An employee who is deemed incapable of working safely, or performing their job duties, will not be 
permitted to work.   

 
 
3.  Cannabis 
 
Cannabis is defined as tetrahydrocannabinols, cannabis flower, cannabis products, lower-

potency hemp edibles, and hemp-derived consumer products. Employees cannot consume, use, 
possess, sell, transfer, or be impaired by cannabis in the course of: (i) reporting for or remaining on 
duty; (ii) performing (or being about to perform) any work tasks, including, but not limited to, Safety-
Sensitive duties; (iii) being on ASI’s or a customer’s premises; or, (iv) operating a Company vehicle, 
machinery or equipment used in the service of ASI. An employee who is deemed incapable of 
working safely, or performing their job duties, will not be permitted to work.   

 
 
For more information please refer our Drug and Alcohol Abuse Policy included in our Safety, 

Health & Environmental Employee Handbook which is routinely updated to reflect federal law, state 
and local statutes and ordinances. 

 
D. Smoking 

 
Smoking of tobacco products is only allowed where expressly permitted.  Smoking is 

prohibited in all ASI’s indoor facilities, and in ASI vehicles.  Follow the customer’s and vendor’s 
policies and work site regulations on smoking.  Failure to comply with applicable smoking policies 
may result in disciplinary action. 
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For purposes of this policy, smoking includes lighting, smoking or carrying a lighted 
cigarette, cigar or pipe, and the use of any electronic smoking device. This list is illustrative only and 
not exhaustive. 

 
E. Temporary Alternative Work: Light/Restricted Duty 

 
ASI will offer light/restricted duty positions, to the extent available, only to current regular 

employees of ASI who have been injured in the course of employment and are entitled to benefits 
under the workers’ compensation statute.  Non-employee applicants for employment and employees 
injured away from work are not eligible for light/restricted duty positions.   

 
Employees injured in the course of employment who have been certified for return to work 

must provide a satisfactory response from their physician to ASI’s requests for information so that 
appropriate placement to a light/restricted duty position may be made, to the extent positions are 
available.  Some restrictions may prevent any placement in a light/restricted duty position at ASI, 
even though those restrictions may permit employment with another employer.   

 
Light/restricted duty positions will be limited in number, and ASI will not create additional 

positions when such positions are unwarranted or uneconomic.  In all cases, the essential duties of a 
position must be performed by the employee or the light/restricted duty position will be denied.  

 
Employees may not work in these positions beyond a period of twelve (12) weeks, subject 

to availability of positions and in accordance with state and federal law.  If an employee who is 
subject to medical restrictions is able to perform all the essential duties of a regular full-time position 
within those restrictions, that individual’s employment status is “regular” and not that of a 
light/restricted duty position employee. 

 
F. Workplace Violence 

 
 ASI’s policy is to promote a safe environment for its employees.  ASI is committed to 
working with its employees to maintain a work environment that is safe, secure, and free from 
violence, threats of violence, harassment, intimidation and other disruptive behavior.  Physical 
violence, threats of physical violence, harassment, intimidation and other disruptive behavior in 
our workplace or involving ASI’s employees, vendors, customers, or other business partners will 
not be tolerated; that is, all reports of incidents will be taken seriously and dealt with appropriately.  
Individuals who commit such acts may be removed from the premises and may be subject to 
disciplinary action, up to and including termination, criminal penalties or both. 
 
 All ASI employees are responsible for notifying their supervisor of any acts or threats of 
violence they have witnessed, received or been told that another person has witnessed or received.  
Even without an act or threat of violence, employees should also report any behavior they have 
witnessed which they regard as threatening or violent when that behavior is job related or might 
be carried out on a ASI controlled site, or is connected to ASI employment.   
 
 In support of this policy, ASI also establishes an informed weapons policy.  No employee, 
visitor, guest, vendor or anyone else dealing with ASI in the course of business may possess, 
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transport or use a weapon of any kind while on ASI property or at any Company sponsored event, 
without prior consent.  Employees with a state issued carry permit are to notify their supervisor of 
their intent to carry prior to doing so.  Supervisors will clear such requests through James Svoboda 
who will, at his sole discretion, grant or deny the request.  Such permission shall be granted in 
writing and, in such case, the possession of such weapon must be discrete and the weapon must be 
under the licensed carrier’s control at all times.  Weapons include all firearms, knives, explosives 
or any device which is likely to produce bodily harm and which ASI, at its discretion, deems 
dangerous.  Small pocket knives or knives designed and used in the production process or in the 
preparation of food are generally not prohibited by this policy.   
 
 

XI. PROTECTING OUR BUSINESS 
 

A. Confidentiality 
 
The nature of our business is highly competitive.  Confidential, trade secret, or proprietary 

information (“Confidential Information”) includes, but is not limited to, discussions, documents and 
research, notes, memoranda and data (including audio and video tapes and electronic or computer 
data stored on hard drives, disks or otherwise) regarding proposals, estimates, pricing, bidding, 
projects, marketing, customers and prospective customers and projects, which employees prepare, 
compile, have access to, or receive at any time during the course of their employment, which is not 
available to persons or firms outside of ASI.  “Trade secrets” do not include common trade skills or 
inventions the employee devises outside their employment with ASI.  If you are ever in doubt as to 
whether information is restricted or confidential, treat it as such until you are advised in writing by 
your supervisor or ASI officer to the contrary. 

 
Employees shall not disclose or provide any such Confidential Information to outsiders 

without the prior written authorization of an ASI officer, except as provided in the final paragraph 
of this Section.  An employee’s unauthorized disclosure or removal of Confidential Information may 
result in possible civil and/or criminal prosecution, as well as discipline. 

 
When your employment with ASI ends, you must return all Confidential Information and all 

other ASI property, documents, materials, tools or equipment issued to you by ASI during the term 
of your employment, including all copies and information storage versions and including any ASI 
information and ASI customer information stored on your Personal Electronic Devices as that term 
is defined earlier in this Handbook.  Your obligation to maintain the confidentiality of such 
information and not to disclose or remove it continues, both during and after your employment with 
ASI, without time limitation. 

 
Nothing in this Section is intended to discourage an employee from discussing their own 

terms and conditions of employment, or the terms and conditions of other employees who freely 
share such information with other employees, or with third parties who are not competitors of ASI, 
or from engaging in concerted activity with such employees or third parties. 
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B. Notice/Policy on Privacy in Connection with Employment 
 
Employees have no expectation of privacy in ASI property.  ASI reserves the right to 

investigate and to interview employees in the course of implementing and enforcing our policies, 
to require truthful answers to inquiries in connection with such investigations and interviews, to 
administer tests, to conduct searches of employees’ persons, vehicles, work stations and locations, 
furniture, clothing, purses, briefcases, luggage, lockers, toolboxes, personal items and other 
possessions, mail addressed to employees at work, documents, computer, email, voicemail, 
Internet and telephone communications and databases and any and all other articles or information 
within their possession or control while employees are on duty, on Company, customer, vendor, 
or business partner property or while operating or being transported in a commercial motor vehicle 
or any other vehicle used, at that or any other time, in the service of ASI.  ASI may, in its sole 
discretion, take into custody any items or information which it deems to represent possible 
evidence of a violation of its policies or local, state or federal law.  An employee’s interference, 
non-cooperation or refusal to submit to such investigations, interviews, searches and seizures, or 
to required tests, may lead to disciplinary action, up to and including discharge.  

 
C. Moonlighting 

 
Employees may engage in outside employment (including self-employment) or any non-

employment activities while working for ASI so long as such activity does not conflict with your 
commitments to ASI or with ASI’s interests. Please notify your supervisor if you are considering 
outside employment.  ASI may object to outside employment activities if it feels the outside 
employment violates this policy.  ASI’s work requirements, including any ASI overtime, must take 
precedence over any outside employment. 
 
D. False Information and Claims 

 
ASI will not pay medical, income replacement or other benefits for injuries or sicknesses 

resulting from other employment or self-employment, or from outside activities.  Providing false 
information to ASI, any attorney, investigator, health care or treatment provider, insurer or 
government agency or tribunal in connection with a claim for benefits, or in pursuit of any other 
legal remedies, or acting in bad faith in connection thereto, will result in civil and/or criminal 
prosecution, forfeiture of benefits and/or civil damages in addition to discipline.  Filing a charge, 
proceeding with other legal remedies or cooperating with a governmental investigation, in good faith 
and without falsification of facts, will not constitute a violation of this policy and will not be grounds 
for discipline. 
 
E. Protected Health Information 
 

ASI is committed to complying with the requirements of the Health Insurance Portability 
and Accountability Act of 1996 (HIPAA) and the statutory amendments made to HIPAA under 
the Health Information Technology for Economic and Clinical Health Act (HITECH) enacted as 
part of the American Recovery and Reinvestment Act of 2009 (ARRA).  ASI’s Equal Employment 
Opportunity Officer is designated as ASI’s Medical Information Officer.  In this capacity, the 
Medical Information Officer is responsible to ensure that ASI maintains safeguards against the 
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improper disclosures of an employee’s medical information.  For all nonroutine disclosures of an 
individual employee’s medical information, ASI will provide notice to the affected employee and 
obtain their consent before disclosure is made.  ASI will document all disclosures of an employee’s 
medical information.  Employees are instructed to direct any questions or complaints regarding 
medical information or ASI’s policies or procedures concerning medical information to the 
Medical Information Officer.  Further, any employee may bring a complaint, ask a question or 
raise a concern regarding medical information without concern over adverse employment action. 
 
F. Whistleblower Protection 
 

This policy is intended to encourage and enable directors, employees, volunteers, and 
contractors to raise any concerns about suspected violations of law or regulations so that the 
Company can address and correct any inappropriate conduct and actions. This policy establishes 
a confidential way to report any inappropriateness within the financial or other activities of the 
Company. It is intended to provide protection for whistleblowers – those employees who 
potentially risk their careers by reporting suspected illegal activities within the organization. This 
policy describes a formal process to deal with complaints, which will be taken seriously. 

 
The Company requires directors and employees to observe high standards of business and 

personal ethics in the conduct of their duties and responsibilities. As representatives of this 
organization, they practice honesty and integrity in fulfilling their responsibilities and comply with 
all applicable laws and regulations. 

 
It is the responsibility of all employees to report financial or other violations or suspected 

violations in accordance with this policy. 
 
1.  Reporting procedure.  
 
The Company follows an “open door policy” and thus suggests that employees share their 

questions, concerns, suggestions or complaints with someone who can address them properly. 
 
2.  Acting in good faith and no retaliation.  
 
Anyone filing a complaint concerning a violation or suspected violation must be acting in 

good faith and have reasonable grounds for believing the information disclosed indicates a 
violation. Any allegations that prove not to be substantiated and which prove to have been made 
maliciously or knowingly to be false will be viewed as a serious disciplinary offense. No officer 
or employee who in good faith reports a violation or suspected violation, or who cooperates in 
good faith with the investigation of a reported violation, shall suffer harassment, retaliation, or any 
adverse employment consequence. An employee who retaliates against someone who has reported 
a violation or suspected violations in good faith is subject to discipline up to and including 
termination of employment. This policy is intended to enable employees and others to raise serious 
concerns within the organization prior to seeking resolution outside the organization. 
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3.  Confidentiality.  
 
Violations or suspected violations may be submitted on a confidential basis by the 

complainant or may be submitted anonymously in writing to one of the contacts listed in this 
policy. Reports of violations or suspected violations will be kept confidential to the extent possible, 
consistent with the need to conduct an adequate investigation. 
 
 

XII. PARTING WAYS 
 
A. Resignation/Termination 

 
Termination of employment is an inevitable part of business.  Examples of some of the most 

common circumstances under which employment is terminated include: 
 
RESIGNATION - voluntary employment termination initiated by the employee when further 
gainful employment with another employer or self-employment is expected. 
 
DISCHARGE - involuntary employment termination initiated by ASI for reasons other than 
those described below under Layoff, Reduction-in-Force. 
 
LAYOFF, REDUCTION IN FORCE - involuntary employment termination initiated by ASI 
due to lack of work or funds, elimination of position, changes in ASI’s organizational 
structure or operations, business setbacks or seasonal reduction in operations. 
 
RETIREMENT - voluntary employment termination initiated by the employee when no 
further gainful employment or self-employment is expected. 
 
California-based employees who voluntarily resign their employment without notice will be 

paid all earned wages within 72 hours.  Employees who provide at least 72 hours notice of 
resignation will be paid all wages earned on the date of the resignation.  Employees who are 
involuntarily terminated will be paid all earned wages at the time of termination.  Employees will be 
paid all earned, unused PTO with the final payroll. 
 

In the event you resign, you are requested, but not required, to provide two weeks advance 
notice of your decision for hourly personnel and thirty days advanced notice for salaried personnel. 
Upon receipt of an employee’s notification of resignation, an exit interview may be scheduled to 
resolve outstanding issues such as final pay, payment of employee debts, return of any Company 
property within the employee’s possession and any concerns of the employee.  The effective date of 
resignation may be advanced by ASI to an earlier date.   

 
All pay and benefits, and eligibility for recall, reemployment or reinstatement, terminate 

upon termination, resignation, retirement, or layoff/reduction in force unless the employee is eligible 
for and timely elects COBRA continuation pursuant to the COBRA communication, in which case 
only COBRA-eligible benefits may be continued if ASI receives employee’s premium payments on 
time. 
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ASI will seek to provide advance notice to its employees if it becomes necessary to terminate 

their employment by layoff or reduction in force situations.  However, ASI does not guarantee such 
notice, and reserves its at-will right to terminate for any reason, with or without cause, notice or prior 
discipline.  There are no recall or reemployment rights at ASI, and applicants and ex-employees who 
receive but fail to accept or decline offers of employment are ineligible for further consideration for 
employment. 

 
 

B. Layoff; Reduction in Force 
 
You may be laid off under certain circumstances, including, but not limited to a lack of work 

or funds, elimination of position, changes in ASI’s organizational structure or operations, or seasonal 
reduction in operations.  If layoffs or reductions in force are necessary, the selection of persons to be 
laid off will be at ASI’s discretion based upon an evaluation of factors including, but in no way 
limited to, seniority, merit, prior discipline, attendance and performance record, qualifications, 
business requirements and efficiency, as determined solely by ASI’s management.   

 
 

XIII. BENEFITS TO SUPPORT AND ASSIST YOU 
 

In general, employees must enroll in a Company-sponsored benefit; participation is not 
automatic.  ASI may, on occasion, and at its sole discretion, add to, discontinue or modify any ASI 
benefit program, as well as the relative Company and employee allocation of the costs of such 
programs.  ASI will attempt to provide as much advance notice as practicable prior to the 
implementation of any such changes or modifications by distributing written or electronic notice, 
posting such changes on the official ASI Bulletin Board and/or Employee Resource Dashboard as 
appropriate given the circumstances.  The following is intended to be a brief overview of certain 
benefits.  Nothing in this Handbook is intended to, nor should be construed as, altering, amending 
or modifying any requirement, term, condition or limitation in any plan document or summary plan 
description.  Please refer to these documents for the exact requirements, terms, conditions and 
limitations. 
  
A. Insurance and Pre-Funded Benefits 

 
1. Medical Insurance 

 
 ASI currently offers group medical insurance to all permanent employees.  Coverage cannot 
be waived.  Please refer to the Explanation of Fringe Benefits for Prevailing Wage Employees that 
was included in your hire packet which is also available on the Employee Resources Dashboard as 
well as upon request. 
 

2. Dental Insurance 
 
 ASI also currently offers dental insurance to all full-time, regular employees, upon the 
employee’s application and acceptance after a qualifying period.  Insurance premium is shared by 

PW - CA - 5/24



CALIFORNIA EMPLOYEES ONLY 
 

40 

ASI and the employee (please refer to open enrollment documents for the current Plan year).  Since 
the cost and characteristics of insurance benefits change periodically, this coverage and the portion 
of coverage paid by ASI are subject to change. 
 

3. Life Insurance 
 
 ASI also currently offers life insurance coverage to all full-time, regular employees, upon 
application and acceptance after a qualifying period.   

 
4. 401(k) Retirement Plan and Profit Sharing Plan 

 
ASI also currently offers a 401(k) Plan, which generally enables eligible full-time, regular 

employees to make contributions through payroll deduction of a portion of their compensation, 
before federal and state taxes, subject to IRS rules. 

 
 ASI can make additional discretionary ASI contributions, in an amount determined by the 
Board of Directors, to each eligible employee’s account through ASI’s Profit Sharing Plan.  Please 
refer to the Summary Plan Description for details. 
 
B. Social Security, Unemployment Compensation and Workers’ Compensation Insurance 

Benefits 
 
ASI covers the full cost of unemployment compensation insurance benefits and workers’ 

compensation insurance benefits for employees and covers a portion of the cost of social security 
retirement and disability benefits. 

 
Employees who sustain work-related injuries or illnesses should inform their supervisor as 

soon as reasonably possible after they occur.  No matter how minor an on the job injury may appear, 
it is important that the injury be reported.  This will enable an eligible employee to qualify for 
coverage as quickly as possible and is required for ASI’s records and reporting requirements.  Delay 
or failure to report an injury may jeopardize an employee’s eligibility for workers’ compensation 
benefits, as well as result in disciplinary action. 

 
Neither ASI nor its insurance carrier will be liable for the payment of workers’ compensation 

benefits for non-work related injuries or illnesses.  Filing a claim for workers’ compensation benefits 
for a non-occupational injury or illness or providing false information to ASI or other involved 
parties in connection with a workers’ compensation, unemployment compensation, disability or any 
other claim, will result in denial of benefits and civil and/or criminal prosecution, as well as 
discipline. 

 
 
C. Extension of Health and Life Insurance Coverage (COBRA) 

 
Employees and their dependents covered under ASI’s group insurance benefit plans may be 

eligible to elect to continue their coverage upon certain “qualifying events,” such as a reduction in 
hours resulting in ineligibility for benefits, termination of employment (except for serious 
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misconduct) or dissolution of marriage.  Employees who are covered under group insurance 
programs must notify the Benefits Manager, within certain timeframes, of changes in status which 
could result in a change in eligibility for benefits.  The Human Resources Representative, after such 
notice, will provide information on the employee’s or the dependent’s right to continuation of 
coverage and the cost of such coverage.  Eligible employees must apply and timely pay premiums 
to obtain and continue COBRA coverage.  If you have any questions about continuation of coverage, 
please contact the Benefits Manager. 
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A. OPEN DOOR POLICY 
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WHEN YOU NEED TO BE AWAY FROM WORK 
A. ATTENDANCE 
B. LEAVES OF ABSENCE (GENERALLY) 
C. FAMILY AND MEDICAL LEAVE OF ABSENCE 

D.  CALIFORNIA LEAVE OF ABSENCE LAWS 
E. MILITARY LEAVE 
F. LEAVE OF ABSENCE TIME LIMITATIONS AND 

IMPACT UPON EMPLOYEE BENEFITS 
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J. PAID FAMILY LEAVE INSURANCE 

TIME OFF TO REST 
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HOW WE CARE FOR YOUR HEALTH AND SAFETY 
A. SAFETY AND HEALTH 
B. MEDICAL EXAMINATIONS 
C. SUBSTANCE USE AND ABUSE 
D. SMOKING 
E. TEMPORARY ALTERNATIVE WORK: 

LIGHT/RESTRICTED DUTY 
F. WORKPLACE VIOLENCE 

PROTECTING OUR BUSINESS 
A. CONFIDENTIALITY 
B. NOTICE/POLICY ON PRIVACY IN CONNECTION 

WITH EMPLOYMENT 
C. MOONLIGHTING 
D.      FALSE INFORMATION AND CLAIMS 
E. PROTECTED HEALTH INFORMATION 
F.      WHISTLEBLOWER PROTECTION 
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A. RESIGNATION/TERMINATION 
B. LAYOFF; REDUCTION IN FORCE 

BENEFITS TO SUPPORT AND ASSIST YOU  
A. INSURANCE AND PRE-FUNDED BENEFITS 
B. SOCIAL SECURITY, UNEMPLOYMENT 

COMPENSATION, AND WORKERS COMPENSATION 
INSURANCE BENEFITS 

C. EXTENSION OF HEALTH AND LIFE INSURANCE 
COVERAGE (COBRA) 

 
This will acknowledge that I have received a copy of ASI’s Employee Handbook, which includes 
all policies described above. Further, I acknowledge that I have read and understand the Employee 
Handbook and I understand and agree to follow the policies and rules as specified therein.  I 
understand that I am responsible for reviewing and understanding any future changes, additions, or 
deletions to this Handbook. I understand that the Employee Handbook does not alter the at-will 
nature of my employment nor create a contract or a guarantee that my employment will continue for 
a specified period of time or end only under certain conditions. 
 
I read, understand, and agree to comply with ASI’s policies prohibiting illegal discrimination, 
sexual and other unlawful harassment, and retaliation. I know how to make a complaint about 
illegal discrimination, harassment, including sexual harassment, and/or retaliation. ____ 
(employee’s initials) 
 
 
    ______________________  ______________________ 
Date    Employee’s Name (Printed)  Employee Signature 
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This will acknowledge that I have received a copy of ASI’s Employee Handbook, which includes 
all policies described above. Further, I acknowledge that I have read and understand the Employee 
Handbook and I understand and agree to follow the policies and rules as specified therein.  I 
understand that I am responsible for reviewing and understanding any future changes, additions, or 
deletions to this Handbook. I understand that the Employee Handbook does not alter the at-will 
nature of my employment nor create a contract or a guarantee that my employment will continue for 
a specified period of time or end only under certain conditions. 
 
I read, understand, and agree to comply with ASI’s policies prohibiting illegal discrimination, 
sexual and other unlawful harassment, and retaliation. I know how to make a complaint about 
illegal discrimination, harassment, including sexual harassment, and/or retaliation. ____ 
(employee’s initials) 
 
 
    ______________________  ______________________ 
Date    Employee’s Name (Printed)  Employee Signature 
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