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ABOUT THIS HANDBOOK 
This handbook is not all-inclusive, and is only a set of guidelines intended to provide 
employees with a general understanding of the policies, philosophies, and benefits of GI 
Holdings (including Gribbins Insulation, Fit Tight Covers, and IN Supply) for non-union 
employees.  These policies were developed to assist us in our day-to-day working 
relationships and to ensure consistency in the application of policies and benefits.   
 
Everyone should use this handbook as a source of information.  Please read this carefully 
and keep it for reference. 
 
Policies in this handbook are not intended to create a contract of employment, nor are 
they to be construed to constitute contractual obligations, expressed, implied or otherwise 
and does not create any legally enforceable obligations of any kind on the part of the 
Company or between the Company and any of its employees.   
 
All employment with the Company is “at will.”  “At will” means employment with the 
Company is voluntarily entered into, and the employee is free to resign, at will, at any 
time, with, or without, notice or reason.  Similarly, the Company may terminate the 
employment relationship, at will, at any time, with, or without, notice or reason.  No one 
other than the President of the Company has the authority to alter this or to enter into an 
agreement of employment for a specified period of time, or to make any agreement 
contrary to this policy, and any such agreement must be in writing with expressed 
signature approval by the Company’s President. 
 
Because the Company is a growing and changing organization and the provisions of the 
handbook have been developed at the discretion of the Company, any handbook 
provision may be amended, modified, deleted or canceled at any time, at the Company’s 
sole discretion.  As a result, the provisions of this handbook are subject to change and 
that any modifications or revisions to this handbook may supersede or eliminate one or 
more of the existing policies and/or benefits.  After employees are notified of any such 
modification and/or revisions by the Company, their continued employment will constitute 
their acceptance of such modifications and/or revisions. 
 
Descriptions of various fringe benefits (such as group insurance) are summaries only.  
Should the descriptions in this handbook differ with any agreement or document involved, 
the formal agreement or document shall be controlling. 
 
These rules and policies only apply to employees of Gribbins Insulation not working under 
the jurisdiction of a collective bargaining agreement. 
It is not the intent of this handbook to circumvent or violate any federal, state, or local 
statutes.  In this event the statute shall have precedence. 
Some benefits explained in this handbook are not available to part time employees. 
 
ADVANCES AND LOANS 
The Company believes individual employees should be able to handle their own 
financial affairs, but recognizes that emergencies do occur.  The Company may, in rare 
instances and at the discretion of the Company President, lend money to an employee 
who has a just cause for such a loan.  All loans must be repaid, through payroll 
deductions if necessary, within 6 months. 
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ABSENTEEISM - TARDINESS 
Your regular attendance is essential to the efficient flow of work and is considered a 
measure of your desire to perform your job.  The nature of our business dictates that 
absenteeism or tardiness cannot be tolerated.  Irregular attendance increases the need 
for unpredictable overtime by people who are rarely absent or late. 
 
If you cannot report for work for any reason, please contact your supervisor as early as 
possible (within 30 minutes of your scheduled start time).  If your supervisor is 
unavailable, leave him a voice mail message.  Do not leave the message with anyone 
other than your supervisor. 
 
If your supervisor is off for an extended period (illness or vacation) leave the message 
with the Company President or Vice President.  
 
It is essential that you be on time to work.  Habitual tardiness is not acceptable and may 
be subject to disciplinary action up to and including termination.  There is no degree of 
being tardy.  One minute late is viewed the same as two hours late. 
 
ALCOHOL and DRUGS 
Consumption of or being under the influence of alcoholic beverages or illegal drugs on 
company property or in any vehicle used for company business is strictly prohibited.  
Any employee who violates this policy may be subject to disciplinary action up to and 
including termination. 
 
Employees may on occasion attend Company sponsored events or business meetings 
where alcoholic beverages are available for consumption.  It is each employee’s 
responsibility to not abuse these beverages and to conduct themselves in such a 
manner as to not adversely affect their own safety or the safety of others. 
 
APPEARANCE 
You are a vital part of the Company, and as such, you are expected to conduct yourself 
accordingly.  This is defined in part as being neatly and appropriately dressed for the 
duties you perform, being aware of personal hygiene requirements, and having respect 
for the rights of others. 
If your job is in the office, refrain from wearing blue jeans (except when jobsite 
conditions warrant), T-shirts, or casual sweats.   
 
Warehouse personnel and delivery drivers may be provided with uniforms at no cost to 
the employee.  The employee must comply with the rules set by the uniform company in 
caring for the uniforms.  Only Company business should be conducted when in uniform. 
 
All employees should practice common sense rules of neatness, good taste and 
comfort.  Provocative clothing is prohibited.  
 
BEREAVEMENT 
In the event of a death in your immediate family, upon request, you are eligible for up to 
three (3) days paid leave.  The three days starts with the day of death or the day 
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immediately following.  Bereavement leave ends the day of the funeral.  This applies to 
full time employees. 
 
Immediate family is defined as: 

 Husband, Wife, Son or Daughter (leave extended up to 5 days) 
 Mother or Father 
 Brother or Sister 
 Mother-in-law or Father-in-law 
 Stepmother or Stepfather 
 any other relative who resides with or is a dependent of the employee 

 
In the event of the death of a relative not listed above or a close friend, only the day of 
the funeral service may be taken for bereavement leave, if that day is a scheduled work 
day. 
 
Employees may use Paid Time Off for additional time off.  All other bereavement time is 
unpaid. 
 
Exceptions to the above can be discussed with the Company President. 
 
BREAKS 
There are no formal break periods.  Rather than have a rule covering personal rest 
periods, this matter is left to your better judgment. 
 
COLLECTIVELY BARGAINED EMPLOYEES (Union Employees) 
Employees represented by a union will be governed by the collective bargaining 
agreement in all aspects of employment.  This handbook does not apply to collectively 
bargained employees. 
 
COMPANY PROPERTY 
Company facilities, equipment or materials are not to be used for personal purposes or 
activities without permission from the Company’s President.  All requests for personal 
use of Company equipment must be in writing. 
 
COMPANY VEHICLES 
The Company maintains a fleet of vehicles for the use of some employees.  Some 
vehicles are assigned to employees to drive home.  Any employee who drives or may 
drive a company vehicle must review and sign the Vehicle Policy on an annual basis or 
prior to driving a company vehicle.  The Company Risk Manager maintains the vehicle 
policy.  All employees who operate a Company vehicle are required to strictly follow this 
policy. 
 
Since a substantial investment is involved, the Company requires any individual who is 
assigned or otherwise drives a Company vehicle to drive safely at all times and maintain 
the vehicle in a safe operating condition consistent with keeping costs at a minimum.   

  
 
 



GI HOLDINGS  4 

COMPUTER INFORMATION SYSTEMS (INCLUDING E-MAIL, INTERNET, AND 
INTRANET) 
The Company maintains an email system and provides access to the Internet and other 
computer related resources to employees. This policy covers electronic mail messages 
(including attachments), video and video teleconferencing, fax machines, voicemail, 
computers and all computer related software and hardware.  Any employee with 
Company email privileges must also read and sign the Communication Manual. 
 
The email system and the Internet are provided by the Company to be used by 
employees to conduct Company business and not for the employee’s personal use.  
However, personal use is allowed before and after your regular work hours and during 
lunch.  Personal use of the internet or company computers on company time will result 
in loss of all personal use of company computers and may result in additional 
disciplinary action.  
 
The email system software and hardware (including backups) and the Internet/Intranet 
access are considered Company property, and they should not be considered as private 
or personal property of any employee. All messages composed, created, entered, sent, 
received, stored, transmitted or downloaded on the email system or utilizing the 
Internet/Intranet are and remain the property of the Company.  Additionally, all work 
created/produced by employees is and remains the property of the Company. 
 
The Company adheres to the copy protection rights and license restrictions of computer 
software vendors.  Copy-protected software should only be copied in accordance with 
the software vendor’s specifications.  Some proprietary programs have been developed 
for internal use and may not be copied for use outside the Company except for backup 
protection.   
 
The email system and the Internet/Intranet are not to be used in a manner that would be 
offensive, disruptive, or harmful to morale.  For example anything that would be 
embarrassing in mixed company including, but not limited to: the creation, display, or 
transmission of sexually explicit images, messages, cartoons or jokes, derogatory 
statements or any use of ethnic slurs, racial epithets, or any conduct which violates the 
Company policies prohibiting discrimination and/or harassment, is strictly prohibited.  
Any violation may be subject to disciplinary action up to and including termination. 
 
The Company reserves the right to investigate, search, inspect, review, monitor, audit, 
intercept, log and disclose any messages composed, created, entered, sent, received, 
stored, transmitted and/or downloaded over the email system or the Internet/Intranet 
without permission of the employee, including monitoring and logging Internet access.  
Accordingly, employees, or any other individuals authorized to access the 
Company’s information systems, should NOT have any expectation of privacy in 
any of the Company provided computer systems, including the email system or 
the Internet/Intranet and associated phone system.  Employees must disclose any 
password for any password protected information. For purposes of inspecting, 
investigation, or searching the e-mail system and/or Internet/Intranet used by 
employees, the Company may override any applicable passwords in accordance with 
the best interests of the Company.   
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All Company information technology resources must be protected from accidental 
destruction or deliberate attempts at sabotage by computer viruses.  Employees must 
make all reasonable efforts to ensure that all files accessed or collected are virus-free 
and should minimize downloading data from the Internet and via e-mail and should not 
download data from unfamiliar Internet sites. Do not open received messages from 
unknown senders.  Delete these messages before opening.  There are many computer 
viruses most all of which are transferred via email.  The Company has installed virus 
protection on the system, but it is each employee’s responsibility to be proactive in this 
effort.  If you are unsure, do NOT click! 
 
Company employees authorized to access the Company’s information systems, 
including electronic mail and the Internet/Intranet, may have access to sensitive, 
confidential and proprietary Company information. Unauthorized review, duplication, 
dissemination, deletion, removal, damage or alteration of files, passwords, electronic 
mail messages, computer systems of programs, or other confidential material 
proprietary to the Company or any improper use of such information obtained by 
unauthorized means, may be grounds for disciplinary action up to and including 
immediate termination of employment. 
 
Any employee who discovers a violation of this policy shall promptly notify the Company 
President. 
 
DISCIPLINARY PROCEDURE  
 Any violation by an employee of the Company’s rules, regulations, and procedures 
potentially has three levels of severity. Where appropriate, a cumulative and 
progressive approach may be taken when it is necessary to administer discipline, 
depending on the seriousness and the facts and circumstances of the offense: 
 
 Minor:  A minor infraction is a deviation from policy or normal procedure that 
causes minor disruption of operations and may affect the internal function of the 
Company.  It is not an infraction that could affect customer service or Company image.  
A first minor violation is typically a verbal discussion/warning, and minor infractions of 
similar nature may follow progressive disciplinary steps. 
 
 Regular:  A regular infraction is an act or omission by an employee that causes 
serious disruption to operations, yet the act has not severely impaired operations or 
exposed the employee, co-workers or customers to physical harm.  A regular violation is 
typically a written warning, and subsequent infractions may follow progressive 
disciplinary steps. 
 
 Major:  A major infraction is one that caused or created a severe impairment to 
operations that could adversely affect customer service and/or severely expose or result 
in customers, the employee, fellow employees and/or other individuals to immediate 
physical harm or an act that could result in financial or property loss or create a 
hardship to the Company.  A first major violation may result in immediate termination, 
depending on the circumstances involved. 
 
Generally, management may follow a progressive disciplinary procedure that may 
include the following levels of discipline: verbal discussion/warning, written warning and 
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termination. The Company reserves the right to take whatever disciplinary action it 
deems necessary including immediate termination for the first offense or any 
subsequent offense.  
 
DRUG-SCREENING 
The Company has established a program under this policy to detect and remove 
abusers of alcohol, drugs, or other controlled substances.  The use of illegal, controlled 
substances and alcohol abuse is inconsistent with the behavior expected of employees, 
potentially subjects employees and customers to unacceptable safety risks, and 
undermines the Company’s ability to operate effectively and efficiently.    

 
Illegal drugs are those substances controlled under federal, state or local laws that are 
not legal for sale, possession or use and includes other drugs, as determined by 
management, if used illegally (legal drug used illegally, i.e. without a valid prescription). 

 
Drug and alcohol tests may be required, with or without notice, for reasons including, 
but not limited, to the following: annual, random and for cause or reasonable suspicion, 
smell of alcohol, observable behavior, OSHA recordable post-accident, any vehicle 
post-accident, and for an employee to return to work (negative screen required before 
returning to work after a positive screen), and as otherwise determined by the 
Company. 

 
The Company strongly encourages any employee to contact an addictions treatment 
professional program if he/she thinks he/she may have any problems related to the use 
of drugs or alcohol.  The Company has a zero tolerance policy for alcohol and drug 
abuse in the work place.   

 
Employees who refuse to submit to drug and alcohol testing or attempt to alter any 
specimen or provide a specimen other than their own or refuse to complete appropriate 
paperwork may face immediate disciplinary action up to and including termination. 
 
Employees are not allowed to work while being under the influence of a legal drug or 
other substance that impairs the employee's ability to work. Employees who are taking 
over-the-counter medication, or are undergoing prescribed medical treatment with a 
controlled substance and who are not able to perform their job satisfactorily, should 
request a leave of absence. If an employee believes she/he is able to work while taking 
the over-the-counter or prescribed medication, and an issue concerning work 
performance arises, the employee should explain the use of the medication to his/her 
supervisor who can take that fact into consideration. 
 
EMPLOYEE CONDUCT AND WORK RULES 
To ensure orderly operations and provide the best possible work environment, it is 
necessary for all employees to assume certain standards of conduct which govern their 
activities while at work.  The Companies expect employees to follow rules of conduct 
that protect the interests and safety of all employees and the organization.  Employees 
are expected to work in a safe manner, keep their work area neat and clean, produce 
high quality products, and remain alert to the tasks being performed.  
Working safely is a condition of employment! 
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It is not possible to list all the forms of behavior that are considered unacceptable in the 
workplace.  The seriousness of unacceptable conduct will be evaluated on a case-by-
case basis by the management team.  The following are examples of infractions of rules 
of conduct that may result in disciplinary action, up to and including immediate 
termination of employment:    
 

 Theft, attempted theft, stealing, misappropriation, concealment, unauthorized 
possession, use, abuse or inappropriate removal of funds, property or belongings 
of the Company or another’s property including any unauthorized removal or use 
of Company property. 

 
 Falsifying, altering, misrepresenting or withholding information, on any Company 

record, report, document or verbally; including but not limited to: the employment 
application information, personal absence/illness, work related injuries, timesheets 
including someone else’s time keeping or production records, work quality issues, 
expense reports, insurance claims, educational forms, or any other business 
record. 

 
 Use, possession or working under the influence of intoxicants, drugs\alcohol, 

narcotics or illegal drugs at any work site or on Company premises, during 
working hours, inclusive of reporting to work under the influence.  (See Alcohol 
and Drug Policy.) 

 
 Threatening or abusive behavior or language and profanity; including acts, or 

threats of physical violence, verbal or physical assault or threatening bodily harm 
toward customers, co-workers, supervisors or other individuals. 

 
 Negligence in care, use, abuse or improper conduct, which leads to and/or results 

in damaging, defacing, or destroying or potential loss of Company-owned, 
customer-owned or employee property, including but not, limited to:  tools, 
machines, vehicles, equipment and/or work product. 

 
 Unauthorized disclosure, misuse, access or removal from premises without proper 

authorization of confidential information, Company records, Company trade 
"secrets" or other proprietary information. 

 
 Insubordination/failure to follow instructions, failing or refusing to carry out a work 

related directive, instruction or orders related to performance of designated work.   
 

 Violation of the Company Safety Policy or disregard of safety and health rules or 
engaging in conduct which creates a safety hazard. 

 
 Smoking on Company property or on a job site other than in designated areas. 

 
 Loitering/Loafing, including taking unauthorized breaks. 
 Leaving the job, work site, workstation or assigned job/work area during 

working hours without supervisor permission, notification and/or proper relief. 
 Sleeping on the job or during working hours. 
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 Unprofessional conduct, malicious mischief, such as horseplay or reckless 
behavior and/or placing oneself or co-worker in danger or apprehension of harm. 
 Harassment of any kind, including but not limited to, gender, sexual, racial or 

other harassment. 
 Engaging in disorderly, immoral or indecent conduct on Company premises on 

Company time or while representing the Company. 
 Unethical and improper conduct or conduct which creates conflicts of interest. 
 Discourteous behavior toward customers or towards co-workers, supervisors or 

managers of the Company. 
 Making or publishing false, vicious or malicious statements concerning another 

employee or the Company. 
 

 Possessing or threatening to use firearms, any type of weapon, explosives or 
dangerous or unauthorized devices or materials in the workplace or on Company 
premises, including parking lots and work sites or while attending Company 
functions.  (See Weapon-Free Workplace Policy) 

 
 Establishing a pattern of excessive absenteeism or tardiness. 
 Excessive or a pattern of absenteeism or any absence without notice. 
 Failure to notify management of absence or tardiness. 

 
 Failure to follow policies or procedures, knowingly failing to follow standard work 

methods and/or procedures, violating standard Company practices, rules or 
directives. 

 
 Dereliction of job responsibilities or unsatisfactory, knowingly careless work, 

execution of job responsibilities or failure to perform assigned work, including 
failure to meet the general job requirements and responsibilities. 
 Negligent or careless acts in the performance of work that affects quality or 

quantity of work. 
 Any act or lack of action that results in production or work slow down, including 

delaying or restricting production in any way. 
 

 Moonlighting on another job without notification to the Company. 
 

 Personal use of the computer or phone systems. 
 

 The committing of any crime or unlawful conduct on Company property or 
Company time. 
 Conviction of a criminal offense. 
 Violation of any local, state or federal law. 

 
EDUCATIONAL ASSISTANCE 
The Company encourages all full-time employees to be more effective on the job and to 
increase their career potential within the Company by voluntary participation in job 
related classes, continuing education programs or professional seminars outside regular 
working hours.  This does not apply to part time employees. 
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With written approval from the Company President, the Company reimburses eligible 
employees with one or more years of continuous service for the cost of job related 
classes (up to $2,000 in a calendar year) upon successful completion of the class.  
Successful completion is defined as receiving a grade of “B” or equivalent. 
 
Cost to attend a seminar is paid directly by the Company before the employee attends.  
If the employee fails to attend a seminar, the cost to attend the seminar or any 
cancellation fee incurred becomes the expense of the employee. 
 
Employees requesting education assistance must comply with the following conditions: 

 The employee must submit a written request for the educational assistance to the 
Company President listing the name of the school, a description of the course, 
tuition cost, scheduled time, and whether or not the employee is working toward 
a degree. 

 The employee must be employed full time by the Company at the time the 
reimbursement is paid. 

 Upon successful completion of the course, the employee must submit all receipts 
for books, tuition, student fees, etc., along with a copy of the final grade received. 

 Reimbursement for educational assistance is not made if the course is dropped, 
failed, or in any way not complete, or if the employee ceases to be employed by 
the Company for any reason. 

 Reimbursement is not made by the Company if the employee is receiving 
payment for the course by grant or scholarship from other sources. 

 Final approval for all educational assistance can only be given by the Company’s 
President. 

 Any special cases or situations not listed above are at the discretion of the 
Company’s President. 

 
EMPLOYMENT TERMINATION 
Although we hope that no one would want to resign from employment with GI Holdings, 
please do us the courtesy of giving at least 2 weeks advance notice if you intend to do 
so.  Employment with the Company is at-will; either the employee or the Company may 
end the employment relationship at-will at any time, with or without cause or notice.  
 
You are considered to have voluntarily resigned if you: 
 
1. Fail to return from any leave of absence at the specified time. 
2. Seek or accept work with another employer.  
3. Operate your own business during a leave of absence. 
4. Fail to return to work at the specified time and have not requested extension of 

leave, or if your leave (other than for military purposes) exceeds six months. 
5. Are absent from work for the two (2) consecutive work days without notifying the 

Company 
6. Walk off the job without approval. 
 
If an employee terminates employment and at a later date wishes to re-hire, he/she is 
treated as a new employee. 
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EQUAL EMPLOYMENT OPPORTUNITY 
The Companies are equal opportunity employers and provide equality of opportunity in 
all matters of employment, including but not limited to: recruitment, hiring, placement, 
promotion, discipline, termination, layoff, recall, transfer, leaves of absence, 
compensation, and training. It is the intent and resolve of the Company to comply not 
only with the requirements but also the spirit of the law in implementing equal 
employment opportunity. Job applicants and present employees are evaluated solely on 
ability, experience and the requirements of the job.  The Company does not discriminate 
against employees or job applicants on the basis of race, religion, color, sex, age, 
sexual orientation, national origin, disability, status as a disabled veteran or veteran of 
the Vietnam era, or any other status or condition protected by applicable state or federal 
laws.  This policy applies to all terms and conditions of employment. 
 
ETHICAL STANDARDS 
The Companies have excellent reputations for conducting business activities with 
integrity, fairness, and in accordance with the highest ethical standards.  As an 
employee you enjoy the benefits of that reputation and are obligated to uphold it in 
every business activity.  
The Companies’ Core Values are: 
Integrity, Safety, Quality, Productivity, Innovation. 
The Core Values should be considered with every action and decision. 
 
EVALUATIONS 
Supervisors typically evaluate new employees after six months of employment and then 
generally evaluate employees annually, usually on the anniversary of their hire date. 
 
Prior to the evaluation of an employee, the employee’s supervisor reviews the 
evaluation with his or her supervisor. 
 
Salary increases are based on merit and on the employee’s performance.  Most pay 
increases are based on the annual performance appraisal and typically take effect at 
the beginning of the next pay period. 
 
FAMILY AND MEDICAL (FMLA) 
  
Eligibility Requirements for Medical and Family Leave: 
Full-time and part-time regular employees who work at an office or worksite where 50 or 
more employees are employed by the Company within 75 miles of that worksite and who 
work at least 1,250 hours per year, may be authorized unpaid medical or family leave 
(FMLA) providing the employee has completed one (1) year of employment.  
 
Medical leaves may be authorized for: 

 The treatment of a serious health condition, which is defined as an illness, 
injury, impairment or physical or mental condition that involves either in-patient 
care (requiring overnight stay at a medical facility); or continuing care by a 
health care provider. 

 
 Family leaves may be authorized for: 
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 The birth of a son or daughter of an employee and to care for the child during 
the first twelve (12) months after the birth; 

 The placement of a son or daughter (either adopted, foster child, stepchild, legal 
ward or child of a person standing in loco parentis) with an employee for 
adoption, or foster care during the first twelve (12) months after the adoption or 
placement; 

 To care for a spouse, son or daughter, or parent (all defined below) of an 
employee if the family member has a serious health condition: 

 a spouse who is a husband or wife as recognized under State law;  
 a son or daughter (either biological, adopted, foster child, stepchild,  legal 

ward or  child of a person standing in loco parentis) who is under 18 years 
of age (or age 18 or older, and incapable of self-care because of a mental 
or physical disability);  

 a parent who is either biological, or an individual who stands or stood in 
loco parentis to employee (parents do not include parent(s) “in law”). 

 
  Application for Leave of Absence:  

All requests for FMLA leaves of absence are to be submitted, in writing on a Leave of 
Absence Request Form, along with appropriate support documentation, to the 
employee’s supervisor at least thirty (30) days prior to taking FMLA leave, when the 
leave is foreseeable.  When the FMLA leave is not foreseeable, the written request and 
appropriate support documentation should be submitted to the supervisor as soon as 
practicable.   
 
Medical and family leaves for medical reasons may be authorized for the duration 
specified by the health care provider’s documentation up to a maximum of twelve (12) 
weeks.  Additional leave may be requested by submission of appropriate health care 
provider documentation, not to exceed a total of twelve (12) weeks.  The FMLA leave of 
absence period begins on the first day the employee is absent. 
 
Up to twelve (12) weeks of FMLA leave may be granted each year based on a rolling 12-
month period measured backward from the day of the current leave event. 
 
When taking a FMLA leave of absence, an employee must first utilize any and all 
vacation time and paid time off. Any vacation or other paid time would count as part of the 
12-week maximum FMLA leave time. 
 
A workers’ compensation injury or illness that requires leave time to recover, and an 
employee who has a serious health condition to the extent that it qualifies for FMLA 
leave as described in this policy, is designated as a FMLA leave of absence, and runs 
concurrently with the workers’ compensation  absence. 

    
  Certification/Approval/Documentation Requirements: 

Certification/Documentation by a health care provider is required prior to any FMLA leave 
being granted.  In the event of FMLA leave with unforeseeable circumstances, the 
employee has up to fifteen (15) calendar days to provide required certification from the 
date the Leave of Absence Request Form is completed by or mailed to the employee. 

 
  Required certification must include: 
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 The date the serious health condition began; 
 The probable duration of the serious health condition; 
 Appropriate medical facts of the serious health condition; and 
 An assertion that the employee is unable to perform his or her job function due to 

the serious health condition, or that the employee is needed to care for a spouse, 
child or parent (as defined in the eligibility section of this policy) for a specified time 
due to the serious health condition. 

 
  A certification for FMLA leave must be provided by the employee on the Certification of 

Health Care Provider Form completed by the physician or health care provider.  
 
  After Company management receives and reviews the appropriate FMLA leave 

certification, management approves FMLA time that management deems as qualifying for 
FMLA leave time. Time that the Company deems qualifying as FMLA leave time is 
designated as such by the Company with leave approval.  

 
  It is the responsibility of the employee to secure his or her employment by providing proper 

documentation/certification. The employee's failure to provide medical documentation for 
any portion of FMLA leave results in a violation of this policy and is considered to be a 
voluntary resignation by the employee from the Company.   

 
  The Company has the right at any time to request evidence of eligibility to validate FMLA 

leave reasons.  This includes requests for the employee to receive second and/or third 
opinions by a health care provider. 

 
  Employees on FMLA leave are required to periodically report their leave status and their 

return to work intentions. 
 
  Intermittent/Reduced Schedule Leave: 
  FMLA leave time may be taken, when medically necessary, on an intermittent or a 

reduced schedule leave basis.  An example of intermittent leave would be when an 
employee takes a few days a week off at a time for medical reasons, rather than taking 
leave time in one continuous period.  Reduced leave means the employee continues to 
work during the leave, but on a part-time or reduced work schedule, i.e. four days a week, 
or fewer hours per day for medical treatment or other medical reasons. 
 

  Employees seeking intermittent or reduced schedule FMLA leave for planned medical 
treatment are required to produce a medical certification outlining the dates on which 
medical treatment is expected and the duration of the treatment.  A reasonable effort must 
be made subject to the health care provider's approval, to schedule treatment so as not to 
unduly disrupt the employer's operations.  Employees must also give a thirty (30) day 
notice for foreseeable FMLA leave time, or as much notice as possible of their intentions to 
take FMLA leave time.  Leave taken intermittently or on a reduced leave schedule is 
subtracted from the employee's overall FMLA leave balance up to the 12 weeks leave time 
that is granted each year.  

   
  Benefits while on FMLA Leave of Absence: 
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For approved FMLA leaves of absence, the Company pays the employer portion of health, 
dental and long-term disability (LTD) insurance premiums up to a maximum of twelve (12) 
weeks that the employee is on FMLA leave.  
 
In addition for approved FMLA leaves of absence, the Company continues the employee’s 
coverage under the life insurance which is non-contributory by the employee for the 
duration of the authorized leave, up to the maximum of 12 weeks.  
 
The employee is responsible to pay premiums for all insurances that are contributory by 
the employee, including any dependent coverage. 
 
For any portion of authorized FMLA leave that is paid by vacation or other paid time, 
health, dental and LTD insurance premium (including dependent coverages) payments are 
deducted from payroll.   
 
During any authorized unpaid FMLA leave, the employee’s portion of the health, dental 
and LTD insurance premium (including dependent coverages) payments are to be paid 
once per month by the employee to Gribbins Insulation Company, Inc., 1400 East 
Columbia Street, Evansville, Indiana  47711.  Premium payments are due the first day of 
each month. 
 
If insurance premium payments are not submitted during an authorized FMLA leave, the 
employee is required to repay all premiums due upon his/her return to work for any 
period of time that the employee was covered by insurance(s).  
If an employee does not return from an authorized leave and health, dental and LTD 
insurance premium payments were not submitted during the leave period, the employee 
is responsible for reimbursement of all premiums paid by the employer on the behalf of 
the employee. 
 
The employee may choose to continue to fund his/her health savings account while on 
FMLA leave.  If an employee chooses to fund his/her health savings account, he/she may 
submit any funding contributions directly to First Federal Savings Bank, HSA Processing, 
P.O. Box 1111, Evansville, Indiana  47706-1111.  
 
Return from Approved FMLA Leave of Absence 

  A medical certification from the health care provider that provides a fully written medical 
release and verification of the employee’s fitness to return to work (or documented 
restrictions as to the specific modified work or alternate work) is required prior to an 
employee’s return from a medical leave of absence.  

   
  Failure to return to work after expiration of a leave of absence is considered a voluntary 

resignation of employment, unless the project or term of work is completed at the time 
of return. 

  
Employee status after leave:  An employee who takes an approved leave up to a 
maximum of twelve (12) weeks under this policy is able to return to the same position or 
an equivalent position with equivalent pay, benefits and other employment terms, unless 
the project or term of work is completed at the time of return. 
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Company Provided FMLA Governed by FMLA Law and Regulations 
FMLA benefits provided by the Company are described in this policy as FMLA law and 
regulations dictate.  FMLA law and regulations govern the benefits provided, this 
document is not intended to give more or less rights than FMLA law and regulations 
provide.  If discrepancy exits between this policy and FMLA law and regulations, the law 
and regulations prevail as to benefits that are provided by the Company. 
 
GARNISHMENT 
Garnishment of wages results when an unpaid creditor has taken the matter to court.  A 
garnishment is legal permission for creditors to collect part of an employee’s pay directly 
from the Company.  We are compelled by law to administer the court’s orders. 
 
The possibility of resolving the situation before turning it over to implementation should 
be explored.  Employees are encouraged to resolve these matters privately to avoid the 
Company‘s involvement in this mutually unpleasant situation.  The Company only 
honors court orders for garnishment and charges the employee all costs allowed by law. 
 
HARASSMENT 
It is the policy of the Company that harassment of applicants and employees on the 
basis of race, religion, color, national origin, ancestry, handicap, medical condition, 
disability, marital status, age, sexual orientation, sex and pregnancy, including sexual 
harassment (all as defined and protected by applicable law), is unacceptable and will 
not be tolerated. 
This policy applies to all employees. It covers harassment by employees of the 
Company (including supervisor and management), customers, vendors, or other third 
parties with whom the Company has business dealings. 
 
The Company is committed to providing a work environment that is free of 
discrimination and any type of harassment, including ethnic or racial harassment or 
intimidation.  The Company will not tolerate any type of intimidation or harassment 
creating a hostile work environment, acts of physical aggression, racial slurs including 
slurs and inappropriate comments based on an individual’s race, national origin, color, 
age, sexual orientation, religion or disability. 
 
Sexual Harassment 
No employee, regardless of gender, should be subject to unsolicited and/or unwelcome 
sexual or physical conduct.  Sexual harassment does not mean an occasional 
compliment about another person’s appearance that is made without sexual insinuation 
or word play; it refers to behavior that is unwelcome and offensive. Sexual harassment 
is a serious concern to the Company and is strictly prohibited.  Employees who violate 
this policy may be disciplined up to and including termination.  The following guidelines 
explain our policy prohibiting sexual harassment.   
 
This policy is applicable to all employees regardless of their position in the Company. 
Sexual harassment, whether committed by supervisory or non-supervisory personnel as 
well as any agent of the Company is prohibited. 
 
Sexual harassment is defined to include the following inappropriate conduct. 
Sexual harassment includes but is not limited to: unwelcome sexual advances, requests 
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for sexual favors, and other verbal or physical conduct of a sexual nature constitute 
sexual harassment when: 
 

(1) Submission to such conduct is made either explicitly or implicitly a term or 
condition of an individual’s employment (or continued employment or 
advancement including, for example, job training and selection for choice 
assignments);  
 
(2) Submission to or rejection of such conduct by an individual is used for a basis 
for employment decisions affecting such individual; or 
 
(3) Such conduct has the purpose or effect of unreasonably interfering with an 
individual’s work performance or creating an intimidating, hostile, or offensive 
working environment. 

 
This policy prohibits sexual harassment in any form, including verbal, physical, and 
visual harassment, including unwelcome sexual advances, request for sexual favors, 
and other verbal, visual or physical conduct of a sexual nature.  No employee shall 
threaten or insinuate, either explicitly or implicitly.  An employee’s refusal to submit to 
sexual advance may not adversely affect that person’s employment, work status 
evaluation, wages, advancement, assigned duties, or any other condition of 
employment or career development.  Sexual harassment also includes unwelcome 
sexual flirtations, advance or propositions, verbal abuse of a sexual nature, subtle 
pressure or request for sexual activities, unnecessary touching of an individual, graphic 
or verbal commentaries about an individual’s body, sexually degrading words used to 
describe an individual, a display of sexually suggestive objects or pictures in the 
workplace, sexually explicit or offensive jokes, or physical assault. 
 
Procedure: 
Any employee who believes he or she has been harassed (or who has reason to believe 
that someone else has been the subject or harassment) by a co-worker, supervisor, or 
agent of the Company should promptly report the facts of the incident or incidents and the 
names of the individuals involved as follows: 

 At an office location:  directly to the Company President  
 At a jobsite: directly to the Company President, or to the Superintendent or 

Foreman, who will report directly to the Company President 
 
All employees – whether complainant, witness, or accused – are required to be truthful, 
accurate, and cooperative during the investigations.   
After the investigation has been completed, a determination is made as to what action, if 
any will be taken.  Anyone who is found to have engaged in prohibited harassment will 
be subject to appropriate sanctions, which may include termination of employment, 
depending on the circumstances. No one should be presumed to be in violation 
because an investigation is being conducted. The Company will make its findings at the 
conclusion of the investigation. 
This policy is designed to rid the work place of hostile and inappropriate behavior of a 
sexual nature.  The Company reserves the right to take appropriate action in response 
to such behavior even when that behavior does not rise to the level of a violation of the 
law.   
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Our policy prohibits retaliation against employees for making a complaint of harassment 
based upon an honest perception of the events or for cooperating in the investigation of 
a complaint. 
 
HOLIDAYS 
Regular full-time employees, who are normally scheduled and work a full work 
schedule, are eligible to receive holiday pay.  Upon hire, full-time employees are 
immediately eligible for holiday pay.  
 
Full time employees may receive pay for seven (7) designated holidays. 
The holidays typically celebrated are: 
 

 New Years Day 
 Memorial Day 
 Independence Day 
 Labor Day 
 Thanksgiving 
 Day after Thanksgiving 
 Christmas 

 
The Company President typically distributes an annual memo specifically addressing 
the holidays for that year. The list of holidays may be added to or otherwise altered at 
the discretion of the Company President. 
 
If a holiday falls on a weekend day, the day observed by government agencies is 
usually observed as the Company holiday.  
 
Full-time employees are paid eight (8) hours per Company-observed holiday, and paid 
holiday time is considered time worked and is included as hours worked in the 
calculation of overtime pay.  If an employee works less than forty (40) hours on a 
regular basis, holidays are paid prorated to the employee’s normally scheduled hours.  
 
HOUSEKEEPING 
There are many advantages to keeping our work place neat and orderly.  It makes for a 
pleasant place to work, we work more safely and efficiently, it improves the quality of 
our work, and it provides a positive impression on visitors. 
 
The Company employs a third party for weekly cleaning, but it is the responsibility of 
each employee to keep their work place neat and organized. 
 
INSURANCES 
The Company offers medical, dental and disability insurance programs for eligible 
regular full-time employees. These insurance programs are designed to help care for 
the employees and their dependents (if dependent options are selected) in the event of 
illness, death or disability. Part-time employees are not eligible for insurance benefits.  
 
Health Insurance 
The Company offers health insurance for full time employees.  Part time employees are 
not eligible for this benefit.  There may also be instances where the Company is 
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contributing to a union sponsored health and welfare plan for non-union employees who 
were former collective bargaining employees.  These employees are not eligible for this 
benefit. 
 
Full time salaried employees and hourly employees who will be averaging at least 32 
hours per work week are eligible for health insurance on their first day of employment. 
 
Insurance is available for the employee as well as the employee’s spouse and 
dependents.  The Company and the insured employee share the cost of the monthly 
premium for spouses and dependents as follows: 
Spouse 
If spouse is unemployed or working part-time, or if also employed by GI Holdings: 
employee pays 15% of the premium 
If spouse is employed full time elsewhere: employee pays 45% of the premium 
Dependents 
If spouse is unemployed or working part-time, or if also employed by GI Holdings: 
employee pays 15% of the premium 
If spouse is employed full time elsewhere: employee pays 45% of the premium 
 
The balance of the insurance premium is paid by the Company.  If an employee’s 
spouse and/or dependents are covered under a GI Holdings health care plan, the 
employee must inform the Risk Manager of the status of the spouse’s employment. 
 
The Company health insurance plan is a High Deductible plan with a Health Savings 
Account (HSA).  The Company contributes a portion of the deductible into the employee 
HSA account.  The employee has the option of electing a payroll deduction up to the 
total amount of allowable HSA contribution less the amount of the Company paid 
contribution. 
 
If your employment with the Company ceases for any reason except voluntary 
resignation, your insurance premium is paid for the following month.  You may also be 
eligible under COBRA to continue your insurance coverage. 
The information prepared by the Company’s insurance carrier provides a thorough 
explanation of benefits.  For insurance plan details and complete information about this 
insurance benefit, employees should consult the Summary Plan Description. 
 
Dental Insurance 
The Company offers dental insurance for full time employees.  Part time employees are 
not eligible for this benefit.   
 
Full time salaried employees and hourly employees who will be averaging at least 32 
hours per work week are eligible for health insurance on their first day of employment. 
 
Dental insurance is available for the employee as well as the employee’s dependents.  
The Company and the insured employee share the cost of the monthly premium.  
Currently, the employee pays 50% of the total premium for both the employee and the 
employee’s dependents.  For insurance plan details and complete information about this 
insurance benefit, employees should consult the Summary Plan Description. 
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Disability Insurance 
The Company offers disability insurance for full time employees.  Part time employees 
are not eligible for this benefit.   
 
Full time salaried employees and hourly employees who will be averaging at least 32 
hours per work week are eligible for health insurance on their first day of employment. 
 
Disability is only available to the employee.  Dependents are not eligible for disability 
insurance.  The Company and the insured employee share the cost of the monthly 
premium.  Currently, the employee pays 25% of the total premium if disability insurance 
protection is an elected benefit by the employee.  For insurance plan details and 
complete information about this insurance benefit, employees should consult the 
Summary Plan Description. 
 
JURY DUTY 
Recognizing the civic and legal obligations each employee has to jury duty service; it is 
the Company’s policy to reimburse you the difference between the amount paid by the 
court and your normal pay. 
 
There may be occasions when you are released from your jury duties before the end of 
your working hours.  When this happens, you are expected to return to work if there is 
reasonable period of work-time left in the day. 
Employees are entitled up to three (3) weeks of paid leave for jury duty.  After three 
weeks, jury duty is considered an unpaid leave of absence.  A written confirmation from 
the court is needed for paid jury duty. 
 
LUNCH 
The Company encourages you to take a break, up to an hour, for lunch.  Lunch may 
only be taken between 10:30 AM and 2:30 PM.  We believe this break in the middle of 
the day reduces stress and helps you maintain the level of efficiency and productivity 
that is so important to the continued success of the Company.  The lunch period range 
is from 10:30 to 2:30 to allow flexibility for you to address personal issues that require 
your attention during the work day. 
 
Lunch is an unpaid period. 
 
MILITARY SERVICE 
An employee who enlists, or is inducted, into the armed forces, the armed forces 
reserves or the National Guard of the United States receives all benefits and/or 
reinstatement rights required by state or federal law. This type of leave of absence is 
authorized for military commitment duty for a commitment not to exceed five (5) 
cumulative years with the exclusions of involuntary call ups, required training for reservists 
and National Guard and others as required by law.   Employee time in the service is 
counted toward company length of service. 
 
Military leave beyond two (2) weeks is unpaid; however employees may elect to use all or 
any portion of any earned vacation time or paid time off available to them while on 
military leave.   
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Prior to the authorization of this type of leave of absence, it is the employee's responsibility 
to notify his/her supervisor and submit a copy of the official military orders or the 
appropriate military travel documents to his/her supervisor.  If it is not possible to submit 
documentation prior to a military leave, the employee may submit upon return from military 
service. 
 
NEW EMPLOYEES 
All new employees are considered “conditional” until employed for six months, and may 
be dismissed at any time during that period.  Generally, employees are reviewed by 
their supervisor before becoming regular employees. 
The conditional period does not alter the employment-at-will relationship. 
 
Full-time employees 
A regular full-time employee is one who normally is hired for an unspecified period of 
time and works a full schedule on a weekly basis.  A regular full-time employee is 
eligible for benefits.  
 
Part-time employees 
A part-time employee normally is hired for a unspecified period of time and works less 
than 32 hours per week.  A part-time employee does not work a full schedule but may 
work regularly scheduled hours on a weekly basis. Part-time employees are not eligible 
for benefits.   
 
OUTSIDE EMPLOYMENT 
Every full time employee’s primary employment obligation is expected to be with the 
Company.  Therefore, any outside employment should not conflict with your job or the 
scheduling of work.  Report any outside employment to your supervisor. 
 
PERSONAL VEHICLES 
Employees may use their personal vehicles on official Company business provided prior 
approval has been obtained from their supervisor.  A mileage rate based on acceptable 
and current IRS regulations is generally paid for the use of personal vehicles on official 
Company business.  Minimum insurance requirements as specified by the Company’s 
insurance carrier must be in effect at the time the employee’s personal vehicle is used 
and the employee may be required to provide the appropriate proof of insurance. 
 
PAID TIME OFF 
The Company recognizes that employees have diverse needs for time off from work.  
As of April 2013, the company has a flexible approach to time off in which employees 
are provided a paid personal time allotment, or paid time off (PTO).   
 
Earning PTO 
Employees who are employed by Gribbins Insulation on a full-time basis by the first of 
January of each year are entitled to 40 hours of paid time off for the calendar year.  In 
other words, all full-time employees hired prior to January 1st of each year earn 40 hours 
of PTO to use during the same calendar year. 
 
The PTO is pro-rated for full-time employees hired mid-year, calculated at 3 hours per 
month.  Employees hired in subsequent months earn 3 hours for each remaining month 
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in the year.  For example, an employee hired in January earns 36 hours of PTO for the 
calendar year (12 months x 3 hours/month).  An employee hired in August earns 15 
hours of PTO for the remaining 5 months of the calendar year (5 months x 3 
hours/month). 
 
An employee may use his or her full personal time allotment at any point during the 
calendar year; however, personal time is actually earned monthly on the last day of 
each month. An employee must be actively working to earn personal time; no time is 
earned during leaves of absence. 
 
This policy is meant to help out full-time employees in balancing work-life commitments.  
Since our part-time employees already have time away from Gribbins Insulation, part-
time employees are not included in this policy.  Full-time employees are defined as 
those whose work schedule is 32 or more hours per week. 
 
Use of PTO 

PTO is in addition to vacation days.  Absences due to illness, bereavement, jury duty, or 
military reserve duty are not counted against an employee’s personal time allotment.  
Absences in these situations are addressed in other company policies. 
 
PTO is intended for occasional use, such as personal appointments and family 
commitments.  It is not intended to be used for additional vacation time.  Unlike vacation 
time, Gribbins Insulation intends for employees to only use this time if needed.  An 
abuse of PTO will be considered reasonable cause for discipline or termination.  If a 
manager suspects abuse of PTO, the manager should contact the president or vice 
president of operations immediately. 
 
Unused PTO 
PTO does not roll over from year to year.  Employees who choose to not use PTO 
during the calendar year will receive a monetary bonus, as follows: 
 
Hourly Employees: 
Employees will receive a bonus equal to half of their hourly pay multiplied by the 
number of hours earned but not used.  For example, an employee earning $20/hour 
with 10 hours left will receive a bonus of $100.   
Salaried Employees: 
Employees will receive a bonus equal to half of their equivalent hourly pay multiplied by 
the number of hours earned but not used.  Equivalent hourly pay equals their annual 
salary divided by 2000 hours (50 weeks x 40 hours).  For example, an employee 
earning a salary of $40,000/year with 10 hours left will receive a bonus of $200.  
($40,000/2000=20  20x$10=$200) 
 
Compensation For PTO 
Personal time is paid at an employee’s current base salary or hourly wage. 
 
Tracking of PTO 
Employees must notify their supervisors of expected PTO usage before it occurs and as 
soon as possible, if it is an emergency. 
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When an employee returns from PTO, the employee must send an email to his or her 
supervisor and the PTO Admin within one week of the use of PTO.  (Employees without 
email may submit a hardcopy note to their manager, and then the manager must email 
a scanned, electronic version to the PTO Admin.)  The PTO Admin will then track all 
PTO on one spreadsheet for ongoing review by management.   
 
The email or note should include the following information: 
Date of PTO usage 
PTO beginning time 
PTO ending time 
# of PTO hours 
 
All time off will be rounded up to the nearest hour.  For example, an absence from 1pm 
to 2:25 pm will be considered a use of 2 hours of PTO.   
 
PTO Administration 
One GI Holdings employee will be designated as the PTO Admin.  The PTO Admin will 
be responsible for documenting all PTO hours used on the company-wide PTO 
spreadsheet, at least on a monthly basis.   
Each supervisor is responsible for reviewing subordinates’ PTO hours on a monthly 
basis.  The spreadsheet will be reviewed quarterly by the company president. 
 
PAY & OVERTIME 
Hourly employees are paid weekly.  Pay is normally made by Friday following the week 
of work.  Salaried employees are paid twice per month, generally on the 14th of each 
month, and then on the next to last day of each month. All pay is made with an 
electronic direct deposit to a bank account designated by the employee. 
 
Hourly employees are paid overtime for hours worked over 40 hours.  Overtime is paid 
at 1-1/2 times the regular rate of pay for overtime hours worked Monday through 
Saturday; and paid at 2 times the regular rate of pay for overtime hours worked Sunday 
and holidays.  Vacation hours and sick time hours are not considered hours worked and 
are not included as time worked in the calculation of overtime pay.  Holidays are 
considered hours worked and are included as time worked in the calculation of overtime 
pay. 
All overtime must be pre-approved by your supervisor. 
 
PAY OF EXEMPT EMPLOYEES 
In accordance with the Fair Labor Standards Act regulations, exempt employees who 
are required to be paid on a salary basis may not have their pay reduced for variations 
in the quantity or quality of work performed.  Exempt employees normally must receive 
their full salary for any week in which they perform any work, without regard to the 
number of days or hours worked.  However, exempt employees need not be paid for 
any workweek in which no work is performed for the Company.   

 
The exceptions to the requirement to pay exempt employees on a salary basis are listed 
below:  
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1. Absences of one or more full days for personal reasons other than sickness or 
disability.  The Company does require employees to use any available, earned 
vacation days before taking any time off without pay. 

 
2. Absences due to sickness or disability.  The Company does require employees to 

use any available, earned vacation days before taking any time off without pay or be 
placed on any leave without pay. 

 
3. Fees received by the employee for jury or witness duty or military leave may be 

applied to offset the pay otherwise due to the employee for the week.  
 
4. Penalties imposed by infractions of safety rules of major significance.  
 
5. Unpaid disciplinary suspensions of one or more full days in accordance with the 

Company’s disciplinary policy. 
 
6. Deductions for the first and last week of employment, when only part of the week is 

worked by the employee. 
 
7. Deductions for unpaid leave taken in accordance with a legitimate absence under 

the Family and Medical Leave Act, if applicable. 
 
8. Deductions for allowable fees associated with government issued garnishment 

orders. 
 
PROBLEM SOLVING 
If at any time, you have a suggestion, problem, or question concerning your job, your 
hours, your pay or any aspect of your working conditions; first talk it over with your 
supervisor.  If this discussion does not resolve the issue, talk to the Company President. 
 
RETIREMENT PLAN 
The Company has a Company sponsored retirement plan composed of a profit sharing 
plan and 401(k) for your benefit.  This plan is administered by a third party 
administrator.  Part time employees are not eligible for this benefit. 
There may also be instances where the Company is contributing to a union sponsored 
pension plan for non-union employees.  These employees are not eligible for this 
benefit. 
 
The profit sharing plan is 100% funded by Company funds at the discretion of the 
Company President.  The funding of this benefit is on an annual basis and is closely 
related to the annual Company profitability.  This plan has a progressive vesting 
schedule resulting in 100% vesting after five years of participation. 
 
The 401(k) plan is funded by both the Company and the employee and includes 
voluntary contributions by the employee with a matching formula paid by the Company.  
You are 100% vested in this plan with each contribution. 
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RUMORS 
Get the facts!  Don’t rely upon second hand information created from a partially 
overheard remark or because someone might be having a bad day.  You are important 
to GRIBBINS INSULATION COMPANY and we want you to be properly informed. 
 
Any Company activity that affects you or your job is discussed with you in detail.  When 
in doubt, ask! 
 
SAFETY 
Safety of our employees is of utmost importance.  All employees are expected to 
completely adhere to the Company Safety Policies and Guidelines for specific safety 
responsibilities.  See the Company’s safety manager with any safety questions.  
Disregard of safety policies may result in immediate dismissal. 
 
SCRAP MATERIAL 
All scrap material generated through the performance of Company services is the 
property of the Company.  Sale of scrap material must be paid with a check to the 
Company.  If paid with cash it must be turned over to the Company’s Treasurer with a 
receipt showing how much and who paid for the scrap material.  Selling any Company 
property (scrap or otherwise) for cash and failing to report the transaction is considered 
a serious violation of Company policy which may result in immediate termination. 
 
SECURITY 
The Company has installed and maintains a security system to protect the premises 
from fire, unlawful entry, theft, and loss of electronic files.  The details of this system are 
available from your supervisor.   
 
The system in place to prevent after hours or unwanted entry by outside persons and 
requires cooperation and participation by each employee.  You are assigned a number 
that allows both entry and exit.  Each employee is required to arm and disarm the 
system as required. 
 
If you are the last to leave the premises, you must ensure the facility is secure, doors 
are locked, and security system is armed and operational. 
 
SEVERE WEATHER 
In the event of severe weather conditions or other acts of god, the Company’s President 
decides if the conditions warrant closing the office.  If closing becomes necessary, 
employees are notified by their supervisor. 
 
If an employee feels that he/she must leave early because of poor weather, even 
though we are not officially closing, the employee has the option to use paid time off 
hours.  
 
SOCIAL NETWORKING POLICY 
The Company takes no position on your decision to participate in online social 
networking activities. However, it is the right and duty of the Company to protect its 
brand and reputation from unauthorized disclosure of information. The Company’s 
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social networking policy includes rules and guidelines for company-authorized social 
networking and personal social networking and applies to all employees. 
General Provisions 
Unless specifically instructed, employees are not authorized and therefore restricted to 
speak on behalf of the Company. Employees may not publicly discuss clients, products, 
employees or any work-related matters, whether confidential or not, outside company-
authorized communications. Employees are expected to protect the privacy of the 
Company, fellow employees, and clients and are prohibited from disclosing personal 
employee and nonemployee information and any other proprietary and nonpublic 
information to which employees have access.  
Employer Monitoring 
Employees are cautioned that they should have no expectation of privacy while using 
the Internet, on or off company property. Your postings can be reviewed by anyone, 
including the Company. The Company reserves the right to monitor comments or 
discussions about the company, its employees, clients and the industry, including 
products and competitors, posted on the Internet by anyone, including employees and 
non-employees.   
Personal Blogs and Social Networking 
The Company respects the right of employees to write blogs and use social networking 
sites as a medium of self-expression and do not want to discourage employees from 
self-publishing and self-expression.  The Company does not discriminate against 
employees who use these media for personal interests and affiliations or other lawful 
purposes.  Employees are expected to follow the guidelines and policies set forth to 
provide a clear line between you as the individual and you as the employee. 

 Bloggers and commenters are personally responsible for their commentary on 
blogs and social networking sites. Bloggers and commenters can be held 
personally liable for commentary that is considered defamatory, obscene, 
proprietary or libelous by any offended party, not just the Company. 

 Employees cannot use employer-owned equipment, including computers, 
company-licensed software or other electronic equipment, nor facilities or 
company time, to conduct personal bogging or social networking activities, 
unless directly related to job responsibilities with the Company. 

 Employees cannot use blogs or social networking sites to harass, threaten, 
discriminate or disparage against employees or anyone associated with or doing 
business with the Company.  This will be considered harassment. 

 If you choose to identify yourself as a Company employee, please understand 
that some readers may view you as a spokesperson for that Company.  Because 
of this possibility, we ask that you state that your views expressed in your blog or 
social networking area are your own and not those of the company, nor of any 
person or organization affiliated or doing business with any of the Companies. 

 Employees cannot post on personal blogs or other sites the logos of the 
Company or any business with a connection to the Company. Employees cannot 
post company-privileged information, including copyrighted information or 
company-issued documents. 

 If contacted by the media or press about a personal post or comment that relates 
to the business of the Companies, employees should not respond and 
immediately contact Megan Knoll, the Director of Marketing. 
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SOLICITATION 
All solicitations of fellow employees on Company property must be approved by the 
Company President. 
 
STATUS CHANGE 
It is each employee’s responsibility to notify the Accounting Manager of any changes 
that would affect taxes, information that is essential to maintaining his/her personnel file 
and for the administration of benefits.  Accurate information must be provided as 
changes occur in the employee’s: 
1) Legal name, 
2) Address and telephone number, 
3) Marital status (spouse’s name and date of birth), 
4) Number of dependents and their name(s) and dates of birth, 
5) Beneficiary designation, 
6) Emergency contact, 
7) Social Security corrections, and 
8) Other such status reports to insure accuracy of tax and personnel records at all 

times. 
 
Full-time employees receiving health benefits with the Company are required to report 
changes in the status of dependents to allow for coverages to be adjusted in 
accordance with current insurance coverages.  It is the employee’s responsibility to 
notify the Company of any changes that may affect current health care coverage 
including keeping the insurance company informed of children in school beyond the age 
of 18.. 
 
Former employees are responsible to notify the Secretary-Treasurer of any change of 
address to ensure the year-end W-2 form is mailed to the correct address.  
  
TELEPHONE 
Company telephones are for business purposes.  Professional, positive and pleasant 
answering and handling of each and every telephone call is of immense importance to 
the success of our business.  Telephone calls are often the first and only impression our 
clients have.  Each time an employee makes or receives a business telephone call they 
must remember that they are representing the Company and that the manner in which a 
call is handled determines how our clients judge us.  It is extremely important we handle 
the phone in a manner that promotes a professional organization and allows us to 
operate as efficient as we can, for this reason the Company has developed specific 
phone operating procedures (please refer to these procedures for instructions on 
answering and handling phone calls). 
 
Personal Calls 
Personal long distance calls or incoming personal calls on the toll free line are not 
allowed except in an emergency. 
 
It is expected that incoming and outgoing personal calls be kept a minimum both in 
number and length.  It is mandatory that personal calls be less than 1 minute in length 
and kept to a minimum.  If you are on a personal call and it is your responsibility to 
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answer the phone and the phone rings, you should end your personal call immediately.  
If you are on a personal call and you find out you have a call on another line you should 
end your call immediately.  Do not put your personal call on hold except in an 
emergency.  Personal calls longer than one minute must be made before or after work 
hours or during your lunch break. 
 
Refer to the Phone Memo that is issued from time to time concerning details of handling 
phone calls. 
 
Cell Phones 
Dependent upon the nature of the employees' position, they may be assigned a 
Company cell phone in order to perform some of the responsibilities of their position. 
Company assigned cell phones are intended for business use.  
 
All employees using cellular phones during working hours or for Company business at 
any time must always practice cellular phone and/or text messaging safety at all times.  
No employee should use a cell phone or any personal electronic device while operating 
any machine or equipment.  If traveling in a vehicle, pull off to the side of the road or 
other safe location. 
 
TIME SHEETS 
Hourly employees are required to complete a time sheet for the previous week’s hours.  
The time sheet is to be signed by the employee and approved by the employee’s 
supervisor. 
 
Falsifying a time sheet may result in disciplinary action up and including immediate 
termination. 
 
TRAVEL and ENTERTAINMENT EXPENSES 
The Company will reimburse an employee for some expenses incurred when he/she is 
on a work assignment away from the normal work location.  The Company will 
reimburse the employee for the cost of travel, lodging, meals, and other expenses 
directly related to accomplishing the assignment.  Employees are expected to limit 
expenses to reasonable amounts as though they were using their own funds.  
 
The Company will also reimburse an employee for expenses incurred when entertaining 
a customer, client, or potential customer. 
 
Travel and/or business expenses submitted for reimbursement must be on an expense 
account form and accompanied by detailed receipts showing names, dates, business 
discussed, amounts, and locations.  Itemized receipts are required.  All expense records 
and requests for reimbursement must be submitted within two weeks of the expense.  
An Expense Report must be properly completed and submitted.  Documentation for all 
expenses is required.  Any item not accompanied by a detailed receipt will not be 
approved.  Falsifying an expense report is considered a serious violation of Company 
policy. 
 
The Company will only cover tips of 20% or less.  Any tip over 20% will be the 
employee’s personal responsibility. 
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In no case, will there be reimbursement for any illegal, immoral, or unprofessional 
activity.   
 
All unusual expenses must be approved by the Company President before they are 
incurred.  This will prevent a misunderstanding resulting from refusal to reimburse for an 
expense. 
 
All business travel, which will result in expenses, must be approved in advance by your 
supervisor. 
 
Questions concerning the proper procedure for making travel arrangements or 
reservations, the types and amounts of expenses that will be reimbursed, personal 
travel and traveling with companions, use of credit cards, or the completion of expense 
reports should be directed to the Company President. 
 
VACATION TIME 
Vacations are important.  GI Holdings believes that it is both wise and necessary to 
completely depart from the Company atmosphere periodically.  The Company reserves 
the right to alter vacation schedules when necessary.  
 
Vacation time is granted to eligible regular full-time employees and is determined by the 
employee’s length of service.  For the purposes of determining length of service, 
employment in the field as a union employee does not count towards years of service.  
Part time employees are not eligible for paid vacations. 
 
Vacation time is paid at the employee’s base rate at the time the vacation is taken.  
Vacation time is paid as regular straight-time compensation and is not included when 
calculating overtime payments.  Pay for each week of vacation is computed on a basis 
of forty hours at the employee’s current basic straight-time hourly rate. 
 
Salaried employees receive their regular salaries during vacations. 
 
For eligible regular full-time employees hired prior to September 1, 2009, vacation days 
are granted annually on January 1st of each year, according to the table below. 
 
For eligible regular full-time employees hired on or after September 1, 2009, vacation 
days are granted annually on the first day of the month of hire as a full-time employee, 
according to the table below. 
 
Length of Service Vacation Days 
Initial 6 months 0 
6 months to 12 months 5 
12 months to 24 months 5 
2 years to 7 years  10 
7 years to 12 years  15 
12 years to 35 years  20 
35 years or longer  25 
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To promote the smooth functioning of the Company while individuals are on vacation, 
there is a list of various employees who are not allowed to take the same days off for 
vacation.  This list is typically updated annually or as needed. 
 
Vacation days may be taken a day at a time up to one week increments.  Full week 
vacations generally have precedence over partial week vacations as long as the week is 
on the vacation schedule before the end of February for the current year.  Use of more 
than five days of vacation at one time must be approved by the Company President. 
 
Refer to the annual Vacation Memo issued by the Company President for additional 
requirements on vacations. 
 
In the event of a death of an employee, any earned, unused vacation that has been 
earned is paid to the employee’s spouse, beneficiary, estate, or as otherwise required 
by law. 
 
WORK INJURY 
If you should be injured at work, the injury must be immediately reported to the 
Company Safety Manager, no matter how minor or insignificant the injury may seem.  
The Company, in compliance with the statues of the State laws, provides Workers’ 
Compensation coverage for accidents arising out of and in the course of the employee’s 
employment. 
 
The Company Safety Manual is a separate document.  You are required to understand 
and abide by the rules and requirements in the Company Safety Manual. 
 



GI HOLDINGS  29 

GI Holdings, including Gribbins Insulation Company, Inc.; Fit Tight Covers 
Company, Inc.; and IN Supply Company, Inc. 

Acknowledgment of and Understanding of the Company Handbook 

I understand and agree that: 

 The statements contained in the Company Handbook for Employees of GI Holdings 
are intended to serve as general information that describes a set of guidelines 
concerning GI Holdings and its policies, procedures, and practices of employment 
and employee benefits. 
This handbook supersedes any previous handbook or other prior policies, written or 
unwritten. 

 Nothing contained in the Handbook for Employees of GI Holdings is intended to 
create (nor shall be construed as creating) a contract of employment, implied or 
otherwise, or guarantee employment for a definite or indefinite term, and that either 
an employee or the Company may end employment at any time, with or without 
cause.  

 From time to time, GI Holdings may need to clarify, amend and/or supplement the 
information contained in the Handbook and that the provisions of this handbook are 
subject to change and that any modifications or revisions to it may supersede or 
eliminate one or more of the existing policies and/or benefits.  After being notified of 
any such modification and/or revisions by the Company, my continued employment 
will constitute my acceptance of such modifications and/or revisions. 

 My signature below acknowledges that I have received and reviewed a copy of the 
Handbook for Employees of GI Holdings, have read and understand the information 
outlined in the handbook, have asked any questions I may have concerning its 
contents and will comply with all policies and procedures to the best of my ability, 
and that I understand the statements on this page. 

 
 
Employee’s 
Signature             
 
Printed Name            
 
Date         
 
 
Company President 
 
Signature             


