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WELCOME TO AUTOMATED BUILDING SYSTEMS, INC. 

(ABS) 
 
 
Introduction  
 
This handbook has been prepared as a guide and reference for all employees. The 
purpose of written policies is to establish guidelines for what you may expect from the 
Company and what the Company expects of you. This handbook, however, is not a 
contract of employment or a guarantee of future employment for any particular period of 
time and should not be construed as such. This Company adheres to the policy of 
employment- at- will, which enables either the employee or the employer to terminate 
the employment relationship at any time. 
 
All employees should use this handbook as a reference that will, we hope, answer your 
questions regarding the Company’s policies. It is hoped that the use of these policies will 
assist us in dealing with each other in a fair and equitable manner. 
 
This handbook supersedes all existing handbooks, policies, policy memos or recent 
practices, whether written or verbal. 
 
In order to adapt to its changing needs, the Company reserves the right to revise, 
discontinue, suspend or modify any of the policies contained in this handbook at any 
time, at the Company’s sole discretion. 
 

 

Mission   
 
“To be the chosen provider of Automated Environmental Control Systems by 
Building Owners, Engineers and Contractors” 
 
We will accomplish our mission by: 
 

• Listening to our clients and providing them with the products and services they 
request. 

• Continually striving to supply the highest quality, most reasonable priced 
products, and services. 

• Conducting fair, honest, and ethical business practices with our employees, 
vendors and clients. 

• Developing leading edge technology that increase client comfort, productivity, 
and knowledge. 

• Encouraging all of our employees to be imaginative in developing “best practices’ 
for delivery of exceptional customer service. 

 

 
 

Again, welcome to ABS and we are glad that you are part of our team! 
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Equal Opportunity/Affirmative Action  

ABS is an Equal Opportunity/Affirmative Action Employer. ABS has an ongoing 
commitment to a diverse workplace free of discrimination and harassment. ABS recruits, 
hires, trains, and promotes individuals in all job titles without regard to race, color, creed, 
religion, ancestry, sexual orientation, genetic information, gender identity, national origin, 
age, sex, physical or mental disability, being a disabled veteran, veteran of the Vietnam 
era, or other eligible veteran. At ABS, we are committed to a fair and equitable 
workplace. 

It is the policy of ABS  to comply with all applicable discrimination laws – defined here as 
including (but not limited to) all provisions of all current federal and state employment 
statutes, local ordinances, as well as their respective implementing regulations and 
related case law, the Acts for Civil Rights, Equal Employment Opportunity (EEO), 
Americans With Disabilities Act (ADA), Genetic Information Nondiscrimination Act 
(GINA), Age Discrimination in Employment, Equal Pay and Fair Labor Standards. 

 ABS is committed to equal employment opportunity in all employment facets for all 
employees and applicants for employment without regard to their membership in 
Protected Classes.  

All managers and supervisors will take an active part in the Company's affirmative action 
commitment to ensure that all employees and applicants for employment are considered 
and treated in a nondiscriminatory manner with respect to all employment decisions.  
Furthermore, ABS will solicit the cooperation and support of all employees for the 
Company's nondiscrimination policy. 

There shall be no discrimination, harassment and/or retaliation against any individual or 
group of individuals on the basis of belonging to, or being perceived as belonging to, a 
Protected Class in Company policies, programs, services, activities, practices, terms, 
privileges, benefits or conditions,  

In employment and providing services to the disabled, ABS will make reasonable 
accommodations as required for all employees, applicants or citizens with a disability, 
provided that the individual is otherwise qualified to safely perform the essential 
functions connected with the job and provided further that any accommodations made 
would not require undue hardship on the Company.  

ABS is committed to providing opportunities to address all issues relating to workplace 
discrimination, harassment or retaliation Company recognizes that workplace issues 
must surface early in order to minimize the direct and indirect costs of discrimination, 
harassment or retaliation. 

Accommodating Individuals with Disabilities 

It is ABS’ policy not to discriminate against any qualified employee or job applicant with 
respect to any terms, privileges, or conditions of employment because of such 
individual's disability or perceived disability so long as the individual has the knowledge 
and skills to perform the essential functions of the job effectively with or without 
reasonable accommodation. Consistent with this policy of non-discrimination, ABS will 
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provide reasonable accommodations to a qualified individual with a disability, as defined 
by applicable law, who has made the Company aware of his or her disability, provided 
that such accommodation does not constitute an undue hardship on the Company. 
Employees with a disability who believe they need a reasonable accommodation to 
perform the essential functions of their job should promptly contact the Human 
Resources Representative.  

An employee or job applicant who has questions regarding this policy or believes that he 
or she has been discriminated against based on a disability should promptly notify the 
Human Resources Representative. All such inquiries or complaints will be treated as 
confidential to the extent practical under the circumstances. Employees may raise their 
good faith complaints of illegal discrimination without fear of reprisal. 

Pregnancy Discrimination and Accommodation 

ABS prohibits discrimination against an employee or job applicant because of her 
pregnancy, childbirth or other related conditions, including breastfeeding or expressing 
milk at work, and prohibits following actions: 

▪ Refusing to hire a woman because she is pregnant;  

▪ Forcing a pregnant employee to leave work if she is willing and able to work; 

▪ Terminating a woman’s employment because of her pregnancy; 

▪ Refusing to grant an employee a reasonable leave of absence for disability 

resulting from her pregnancy; 

▪ Denying an employee, who is disabled as a result of pregnancy, any 

compensation to which she is entitled as a result of the accumulation of disability 

or leave benefits accrued pursuant to plans maintained by the employer; 

▪ Failing to reinstate the employee to her original job or to an equivalent position 

with equivalent pay and accumulated seniority, retirement, fringe benefits and 

other service credits upon her signifying her intent to return unless, the 

employer’s circumstances have so changed as to make it impossible or 

unreasonable to do so. 

▪ Limiting, segregating or classifying a pregnant employee in a way that would 

deprive her of employment opportunities due to her pregnancy; 

▪ Discriminating against an employee or person seeking employment on the basis 

of her pregnancy in the terms or conditions of her employment; 

▪ Failing to make a reasonable accommodation for an employee or person seeking 

employment due to her pregnancy, unless the employer can demonstrate that 

such accommodation would impose an undue hardship on such employer; 

▪ Denying employment opportunities to an employee or person seeking 

employment if such denial is due to the employee’s request for a reasonable 

accommodation due to her pregnancy; 

▪ Forcing an employee or person seeking employment affected by pregnancy to 

accept a reasonable accommodation if such employee or person seeking 

employment does not: 

o Have a known limitation related to her pregnancy; or   

o Require a reasonable accommodation to perform the essential duties 

related to her employment. 
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▪ Requiring an employee to take a leave of absence if a reasonable 

accommodation can be provided in lieu of such leave;  

▪ Denying reasonable leave of absence for disability due to pregnancy (e.g., doctor 

prescribed bed rest during 6-8 week recovery period after birth);  

▪ Denying disability or leave benefits accrued under plans maintained by the 
employer; and 

▪ Retaliating against an employee in the terms, conditions or privileges of her 
employment based upon such employee’s request for a reasonable 
accommodation. 

“Reasonable accommodation” means, “but shall not be limited to, being permitted to sit 
while working, more frequent or longer breaks, periodic rest, assistance with manual 
labor, job restructuring, light duty assignments, modified work schedules, temporary 
transfers to less strenuous or hazardous work, time off to recover from childbirth or 
break time and appropriate facilities for expressing breast milk.” 

“Undue hardship” means an action requiring significant difficulty or expense when 
considered in light of factors such as (A) the nature and cost of the accommodation; (B) 
the overall financial resources of the employer; (C) the overall size of the business of the 
employer with respect to the number of employees, and the number, type and location of 
its facilities; and (D) the effect on expenses and resources or the impact otherwise of 
such accommodation upon the operation of the employer. 

Prohibition of Retaliation  

An employee may not be retaliated against because of a request for reasonable 
accommodation. 

 

Employment At Will  

Employees are considered to be “at will.” At-will employment means that employees 
have the right to terminate their employment with the Company at any time, for any 
reason or for no reason. Similarly, the Company has the right to terminate the 
employee’s employment at any time, for any reason or for no reason.  

This handbook nor any other policy, procedure, practice or form creates or shall be 
construed as an expressed or implied contract of employment or as a guarantee of any 
fixed term(s) or condition(s) of employment. The Company retains the right to change or 
cancel the policies, procedures, practices, or benefits contained in this handbook (or any 
other manual or form) in any manner, with or without notice and with or without 
consideration. The Company will attempt to give notice, however, of such changes 
whenever practical. 

No representative of the Company, other than the President of the Company, has the 
authority to enter into any agreement for a specified period of time or to make any 
agreement at any time during an employee’s employment with the Company that 
purports to guarantee a specific term or condition of employment or to alter the at-will 
policy. Any such agreement is only valid if it is by individual agreement, in writing, and is 
signed by the employee and by the President. 
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Summary of Application Process 

A formal application for employment is normally completed by each applicant and may 
be followed by interviews, reference checks, a review of driving record, and/or drug 
screening by a company designated care provider. Applicants must be eligible to work in 
the United States and able to provide proof of U.S. citizenship or work-eligible 
immigration status upon hire. 

Drivers 

ABS transports its own products to our customers. If you were hired in this capacity, you 
will be subject to all regulations set forth by the D.O.T.  

Medical Examinations 

Employees may be required to take medical examinations from time to time during their 
employment if, in the sole judgment of the company, such examinations appear 
warranted for employment related reasons, or if an examination is required by applicable 
law. A Company-designated health care provider may perform examinations, or the 
employee may be required to provide the results of a medical examination from the 
employee’s health care provider. The Company will maintain employee medical records 
in a file separate from other personnel records, and access to such medical information 
will be restricted. 

Immigration Law Compliance Policy  

ABS is committed to employing only United States citizens and aliens who are 
authorized to work in the United States and does not unlawfully discriminate on the basis 
of citizenship or national origin. 
 

In compliance with the Immigration Reform and Control Act of 1986, each new 
employee, as a condition of employment, must complete the Employment Eligibility 
Verification Form I-9 and present documentation establishing identity and employment 
eligibility. Former employees who are rehired must also complete the form if they have 
not completed an I-9 with ABS within the past three (3) years, or if their previous I-9 is no 
longer retained or valid. 

Business Ethics and Conduct 

The successful business operation and reputation of ABS is built upon the principles of 
fair dealing and ethical conduct of our employees. Our reputation for integrity and 
excellence requires careful observance of the spirit and letter of all applicable laws and 
regulations, as well as a scrupulous regard for the highest standards of conduct and 
personal integrity. 
 
The continued success of ABS is dependent upon our customer’s trust, and we are 
dedicated to preserving that trust. Employees owe a duty to ABS its customers, and 
suppliers to act in a way that will merit the continued trust and confidence of the public. 
ABS will comply with all applicable laws and regulations and expects its directors, 
officers, and employees to conduct business in accordance with the letter, spirit, and 
intent of all relevant laws and to refrain from any illegal, dishonest, or unethical conduct. 
 



Page 9 of 48 

 

In general, the use of good judgment, based on high ethical principles, will guide you 
with respect to lines of acceptable conduct.  If a situation arises where it is difficult to 
determine the proper course of action, the matter should be discussed openly with the 
President. Compliance with this policy of business ethics and conduct is the 
responsibility of every ABS employee. Disregarding or failing to comply with this 
standard of business ethics and conduct should lead to disciplinary action, up to and 
including possible termination of employment. 
 

Conflict Of Interest Policy 

Employees have an obligation to conduct business within guidelines that prohibit actual 
or potential conflicts of interest. This policy establishes only the framework, which ABS 
wishes the business to operate. The purpose of these guidelines is to provide general 
direction so that employees can seek further clarification on issues related to the subject 
of acceptable standards of operation.  Contact the President for more information or 
questions about conflicts of interest. 
 
Transactions with outside firms must be conducted within a framework established and 
controlled by the executive level of ABS. Business dealings with outside firms should not 
result in unusual price breaks, and other windfalls designed to ultimately benefit either 
the employer, the employee, or both.  Promotional plans that could be interpreted to 
involve unusual gain require specific executive-level approval. 
 
An actual or potential conflict of interest occurs when an employee is in a position to 
influence a decision that may result in a personal gain for that employee or for a relative 
as a result of ABS business dealings. For the purposes of this policy, a relative is any 
person who is related by blood or marriage, or whose relationship with the employee is 
similar to that of persons who are related by blood or marriage. 

Personal gains may result not only in cases where an employee or relative has a 
significant ownership in a firm with which ABS does business, but also when an 
employee or relative receives any kickback, bribe, substantial gift, or special 
consideration as a result of any transaction or business dealings involving ABS. 

 
No “presumption of guilt” is created by the mere existence of a relationship with outside 
firms.  However, if employees have any influence on transactions involving purchases, 
contracts, or leases, it is imperative that they disclose to an officer of ABS as soon as 
possible the existence of any actual or potential conflict of interest so that safeguards 
can be established to protect all parties. 

It is the policy of the company to separate the employee's company and private interests 
and to safeguard the company and employees from charges of favoritism in acquisition 
of goods and services. Goods or services shall not be purchased from an employee or 
near relative of the employee unless there is a specific determination that the goods or 
services are not available otherwise. Company credit, purchasing power, and facilities 
shall be used for the purchase of goods and services that relate directly to company 
business and shall not be used to purchase material for individual or non-company 
activities. 

No one in the service of the company shall devote to private purposes any portion of 
time due the company nor shall any outside employment interfere with the performance 
of company duties. 
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Outside Employment 

Working elsewhere in addition to your primary job can create conflicts of interest. To 
avoid these conflicts of interest certain restrictions apply to work outside of the 
Company. You may not accept employment with a business that is in any way a 
competitor of ABS, nor may you, for yourself or a third party, sell or solicit orders for the 
purchase of any of the goods, products or services that ABS sells. Also, you are not 
permitted to work outside of ABS on your own if it interferes with your duties here or 
competes in any way with the sale of goods, products, or services that we provide our 
customers. 

If you find it necessary to seek a second job or wish to engage in your own business, we 
encourage you to discuss the situation first with your supervisor. This kind of early 
communication can help prevent misunderstandings and problems later. 

Gifts/Gratuities 

Employees and their immediate families are not permitted to accept gifts, except those 
of nominal value, or any special discounts or loans from any person or firm doing, or 
seeking to do, business with ABS.  
 
Some, but not all, examples of the meaning of gifts for purposes of this policy include the 
acceptance of: 

• Entertainment, travel, lodging and meal expenses; 

• Personal Clothing; 

• Appliances; or 

• Supplies intended solely for the use of the employee and or their 
immediate family  

 
Employees are not to give, offer, or promise, directly or indirectly, anything of value to 
any representative of a customer or potential customer, or of a financial institution in 
connection with any transaction or business that ABS may have with such customer, 
potential customer, or financial institution. 
 

Non-Disclosure 

The protection of confidential business information and trade secrets is vital to the 
interests and the success of ABS. Such confidential information includes, but is not 
limited to, the following examples: 
 

• Pending projects and proposals                            • Marketing strategies 

• Computer processes • Customer preferences 

• Computer programs and codes • Customer documentation 

• Development strategies • Financial information 

• Customer lists • Pricing  

 
Employees who are exposed to confidential information may be required to sign a non-
disclosure agreement as a condition of employment. Employees who improperly use or 
disclose trade secrets or confidential business information will be subject to disciplinary 
action, up to an including termination of employment and legal action, even if they do not 
actually benefit from the disclosed information. 
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Job Postings and Employee Referrals 
 
ABS provides employees an opportunity to indicate their interest in open positions and 
advance within the organization according to their skills and experience. In general, 
notices of all regular, full-time job openings are posted, although ABS reserves its’ 
discretionary right not to post a particular opening. Each job posting notice will include 
the dates of the posting period, job title, department, location, grade level, job summary, 
essential duties, and qualifications (required skills and abilities). 
 
To be eligible to apply for a posted job, employees must have performed competently for 
at least six months in their current position. Employees with exceptional skills and 
qualifications may qualify for more rapid advancement. However, employees who have 
received a written warning during the past six months, or who are on probation or 
suspension are not eligible to apply for posted jobs. Eligible employees should only 
apply for those posted jobs for which they possess the required skills, competencies, 
and qualifications. To apply for an open position, employees should sign the job posting 
and submit a brief memo outlining what qualifies them for job opening. An applicant’s 
supervisor will be contacted to verify performance, skills, and attendance. Any staffing 
limitations or other circumstances that might affect a prospective transfer may also be 
discussed.   
 
ABS recognizes the benefit of developmental experiences and encourages employees 
to talk with their supervisors about their career plans. Supervisors are encouraged to 
support employees’ efforts to gain experience and advance within the organization. Job 
posting is a way to inform employees of openings and to identify qualified and interested 
applicants who might not otherwise be known to the hiring manager. Other recruiting 
sources may also be used to fill open positions in the best interest of the organization. 

ABS also encourages employees to identify qualified applicants who are interested in 
employment opportunities and refer them for posted jobs. Employees should obtain 
permission from the individual before making a referral, share their knowledge of the 
organization, and must not make commitments or oral promises of employment. 

Business Travel 

Employees working on a non-prevailing wage job will be compensated for any travel 
time incurred above and beyond the employee’s normal commute (ie. If it takes you 30 
minutes to drive to the office, then you will be paid for any travel time incurred above the 
30 minutes).  Employees receiving prevailing wage will not be compensated for travel 
time incurred.  Travel time is not eligible for overtime and will always be paid as regular 
time. 
 

Employment Categories 

It is the intent of ABS to clarify the definitions of employment classifications so that 
employees understand their employment status and benefit eligibility. These 
classifications do not guarantee employment for any specified period of time. 
Accordingly, the right to terminate the employment relationship at will at any time is 
retained by both the employee and ABS. 
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Each employee is designated as either NON-EXEMPT or EXEMPT from Federal and 
State wage and hour laws. NON-EXEMPT employees are entitled to overtime pay under 
the specific provisions of Federal and State laws. EXEMPT employees are excluded 
from specific provisions of Federal and State wage and hour laws. 
 
In addition to the above categories, each employee will belong to one other employment 
category: 

Regular Full-Time Employees: Employees who are not in a temporary status and who 
are regularly scheduled to work ABS’s full-time schedule. The normal workweek for non-
exempt full-time employees is 40 hours. 

Part -Time Employees: Employees who are not assigned to a temporary status and 
who are regularly scheduled to work less than 40 hours per week.  
 
Temporary Employees: Employees who are hired as interim replacements, to 
temporarily supplement the work force, or to assist in the completion of a specific 
project. Employment assignments in this category are of a limited duration.  Employment 
beyond any initially stated period does not in any way imply a change in employment 
status. Temporary employees retain that status unless and until notified of a change.  

Personnel Records Policy 

Official personnel records for all employees of ABS are maintained by Human 
Resources. Copies of documents such as employment applications, performance 
evaluations, job classifications, and other relevant documents are typically maintained in 
the employee’s personnel file. 
 

It is the employee’s responsibility to notify Human Resources immediately of any 
changes to: 

• Home Address 

• Phone Number  

• Marital Status 

• Number of Dependents 

• Emergency Contact  

• Group Life Beneficiary Designations   

ABS believes that personnel files are of a private nature and therefore attempts to limit 
access to employee personnel files to an employee’s supervisor, Human Resources, 
ABS management, and to those officials and individuals with a legitimate need to access 
such personnel files in order to conduct Company business. 

Employees may review the contents of their personnel file at reasonable times by 
arranging for such a review through Human Resources. The employee is permitted to 
make copies of the contents of their personnel file. The contents of the file remain the 
exclusive property of ABS.   
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Problem Resolution/Employee Relations 
 
ABS is committed to providing the best possible working conditions for its employees.  
Part of this commitment is encouraging an open and frank atmosphere in which any 
problem, complaint, suggestion, or question receives a timely response from ABS 
supervisors and management. 
 
ABS strives to ensure fair and honest treatment of all employees. Supervisors, 
managers, and employees are expected to treat each other with mutual respect.  
Employees are encouraged to offer positive and constructive criticism. If a situation 
occurs when employees believe that a condition of employment or a decision affecting 
them is unjust or inequitable, they are encouraged to make use of “The Open Door 
Policy.” 
 
We request employees to present problems first to their immediate supervisor or 
department manager. Supervisors and/or managers should respond accordingly.  
Employees may wish to present their problem Human Resources. Human Resources 
should counsel and provide advice to the employee. At all times, employees may utilize 
“The Open Door Policy’’ and present their problem to their supervisor or any 
management personnel. 
 
Not every problem can be resolved to everyone’s satisfaction, but only through 
understanding and discussion of mutual problems can employees deal openly and 
directly with supervisors, the work environment can be productive, communications can 
be clear, and attitudes can be positive. We believe that ABS amply demonstrates its 
commitment to employees by responding effectively to employee concerns. 

Pay Policies  

Pay Period – ABS work week begins on Sunday and ends on Saturday. The standard 
work week for non-exempt employees is Monday through Friday. General Operation 
hours are from 7:00 am to 3:30 pm. Non-exempt employees are relieved of all active 
responsibilities during 30-minute meal breaks and will not be compensated.  

Pay Checks – Employees are paid weekly or Bi-weekly based on job position or 
requirements. All employees are notified of their pay schedule upon hire. Paychecks will 
be distributed/direct deposit will be deposited on Friday for all hours in the previous 
week(s). If a holiday falls on Friday, paychecks will be distributed the 1st workday before 
the holiday. 

Under NO circumstances will an employee’s paycheck be given to any other person, 
including relatives, without written permission from the employee and a confirmation 
telephone call. 

Work Scheduling – It is the sole responsibility of the supervisor to schedule work hours 
based on business need. Work schedules vary throughout our organization depending 
on various needs. Supervisors will advise employees of their individual work schedules. 
Staffing needs and operational demands may necessitate variations in starting and 
ending times, as well as variations in the total hours that may be scheduled each day 
and week. 
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Overtime – Overtime must be approved by your supervisor. Overtime for non-exempt 
employees will be paid after 40 hrs worked during a fixed work week at one and one half 
time hourly rate. Approved paid time off (PTO) and holidays will be counted as time 
worked.  

Timesheets – Accurately recording time worked is the responsibility of every non-
exempt employee. Federal and State laws require ABS to keep an accurate record of 
time worked in order to calculate employee pay and benefits. Time worked is all the time 
actually spent on the job performing assigned duties. 

Timesheets must be filled out completely, using “About Time” by all non-exempt 
employees on a daily basis. Non-exempt employees must accurately record the time 
they begin and end their work, as well as the beginning and ending of each meal period. 
Non-exempt employees must also record the times of any departure from work for non-
work related reasons. 

Timesheets must be approved by supervisors and submitted to payroll by 10am every 
Monday. 

Altering, falsifying, tampering with timesheets or recording time on another employee’s 
timesheet may result in disciplinary action, up to and including termination of employment. 

Hours worked by all non-exempt employees for any pay period must be submitted to and 
approved by the supervisor prior to processing. The supervisor will approve by reviewing 
“About Time” submissions, before submitting to payroll. If any corrections or 
modifications are made to the timesheet, the correction(s) must be confirmed by email 
from the supervisor to payroll. 

Improper Deductions from Pay  

It is our policy and practice to accurately compensate employees and to do so in 
compliance with all applicable state and federal laws. To ensure that non - exempt 
employees are paid properly for all time worked and no improper deductions are made, 
non - exempt employees must record correctly all work time and review your paychecks 
promptly to identify and to report all errors. Nonexempt employees must not engage in 
off-the-clock or unrecorded work. 
 

The Company complies with the salary basis requirements of the Fair Labor Standards 
Act (FLSA). The Company does not make improper deductions from the salaries of 
exempt employees. Exempt employees are those employed in a bona fide executive, 
administrative, or professional capacity and who are exempt from the FLSA’s overtime 
pay requirements.  

Permitted Deductions 

There are certain circumstances where deductions from the salaries of exempt 
employees are permissible. Such circumstances include: 

• When an exempt employee is absent from work for one or more full days 
for personal reasons other than sickness or disability;   

• When an exempt employee is absent for one or more full days due to 
sickness or disability if the deduction is made in accordance with a bona 
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fide plan, policy or practice of providing compensation for salary lost due 
to illness; or 

• To offset amounts received as witness or jury fees, or for military pay.   

Also, an employer is not required to pay the full salary: 

• In the initial or terminal week of employment if a full week was not 
worked; 

• For weeks in which an exempt employee takes unpaid leave under the 
Family and Medical Leave Act (FMLA); or  

• For penalties imposed in good faith for infraction of safety rules of major 
significance.  

 
In these circumstances, either partial day or full day deductions may be made. 

 
Note:  Exempt employees will be required to use accrued vacation, personal or other 
forms of paid time off for full or partial day absences for personal reasons, sickness or 
disability.  However, their salary will not be reduced for partial day absences if they do 
not have accrued paid time off.  
 
To Report Concerns or Obtain More Information  
 
If you have any questions about deductions from your pay, please contact your 
supervisor. If you believe you have been subject to any improper deductions or your pay 
does not accurately reflect your hours worked you should immediately report the matter 
to your supervisor. 

If you are an exempt employee and believe that an improper deduction has been made 
to your salary, you should immediately report this information to your direct supervisor, 
or to the manager of the Human Resources Department.  

All reports of improper deductions will be promptly investigated. If it is determined that an 
improper deduction has occurred, you will be promptly reimbursed for any improper 
deduction made. 

It is the Company’s policy and practice to accurately compensate employees and to do 
so in compliance with all applicable state and federal laws.  

In addition, the Company will not allow any form of retaliation against individuals who 
report alleged violations of this policy or who cooperate in The Company's investigation 
of such reports. Retaliation is unacceptable, and any form of retaliation in violation of this 
policy will result in disciplinary action, up to and including termination. 

Attendance 

Punctuality and regular attendance are essential to insure optimal productivity and 
customer service. In order for the Company to achieve these goals employees are 
required to maintain a satisfactory record of attendance.  Supervisors are responsible for 
communicating the attendance policy to employees and for consistent application of the 
policy. 
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Attendance Policy  

All employees are expected to report to work on time every day that they are scheduled 
to work and to maintain a satisfactory record of attendance. If an employee is unable to 
report to work or cannot avoid being late to work the employee must notify their 
supervisor directly, messages are not acceptable. Whenever possible notification should 
be before the start of their shift but must occur no later than one (1) hour after the shift 
begins. 

In the case of prolonged or extended absences, the employee is required to keep the 
supervisor informed as to the expected return date. On the third consecutive day of 
an employee failing to call-in and talk to his/her supervisor, and failing to report as 
scheduled, ABS will, at their sole discretion, terminate this employee. This 
termination will be deemed a “voluntary quit” and will be noted on all employment 
records as such.  

No absence is considered to be “excused” as such. The only distinction made is 
between those absences, which are counted for disciplinary action, and those, which are 
not counted for disciplinary action. 
 
Absences, which do not count toward disciplinary action, include: 
 

• Doctor’s note with restricted work activity that company can’t meet 

• Funeral leave (must be an immediate family member) 

• Time off as a result of a work related injury 

• Military leave 

• Time missed due to being admitted to a hospital 

• Planned and Approved Paid Time Off (PTO) according to policy  

• Unpaid leave as covered under Federal or State Family Medical Leave 
Acts 

• Unpaid leave as covered under the Family Violence Leave Act  

• Paid Holidays 

• Jury Duty 
 
When an employee is absent for five (5) consecutive days or more he/she must contact 
their supervisor one (1) day in advance of the expected return to work date.  In order for 
the employee to be allowed to work, he/she will be required to submit appropriate 
documentation from a physician, which includes: 
  

(1) Date(s) the employee was seen by the physician. 
(2) Dates the employee was totally disabled. 
(3) What, if any, restrictions that would prevent the employee from performing 

their normal job functions.  If restrictions exist, ABS management, in its sole 
discretion, will determine if it has a job for that employee to perform. 

(4) If the employee is taking any medication that may affect the employee’s 
personal safety or the safety of fellow employees. 

 
Tardiness – Tardiness is defined as not being at your workstation, ready to work at the 
assigned start time at the beginning of the shift or returning to your workstation after the 
assigned times from breaks or meals.  
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Early Departure – Early Departure is defined as leaving earlier than your scheduled 
quitting time or leaving for breaks or meals earlier than scheduled. 
 

Discipline For Absenteeism/Tardiness/Early Departure - Chronic, habitual or 
excessive absenteeism, tardiness or early departures, as judged solely by the 
management of ABS will result in disciplinary action up to and including termination at 
ABS’s sole discretion. 
 

Each period of consecutive “unexcused” absence from work, whether reported or 
unreported and regardless of duration, shall be considered one (1) incident.  Two (2) 
tardiness’ in reporting for work, or returning to work after breaks or meals, or two (2) 
early departures from work, or a combination of one (1) tardiness and one (1) early 
departure, shall also be considered one incident under this procedure. 
 

A non-exempt employee who accrues three (3) or more incidences, in any combination, 
within a rolling six (6) month window will be subject to disciplinary action, up to and 
including termination at ABS ’s sole discretion.  
 

Failure of an employee to give their supervisor timely notice of his/her absence, tardiness, 
or early departure will be treated as a separate violation of the above attendance 
standards and will result in disciplinary action taken up to and including termination at 
ABS ’s sole discretion. 

 

 
Fit For Duty 
 

If an employee reports to work but is seen in the sole discretion of ABS ’s management, 
not fit to perform the job in which he/she is being paid to perform the employee will be 
taken to a medical provider of ABS ’s choice, and at ABS ’s expense, for an appropriate 
medical evaluation. Any employee who refuses a fit for duty exam by the medical 
provider will be subject to disciplinary action up to and including termination at the sole 
discretion of ABS ’s management. Any resulting absence may be considered 
“unexcused” and as such may subject the employee to disciplinary procedures. All 
matters and concerns should be documented with Human resources.  

Inclement Weather  
Inclement weather can cause transportation problems or locally hazardous conditions. 
Regionally, conditions can vary widely, with some localities experiencing much more 
weather-related disruption than others. Severe weather may result in some business 
closures, delayed openings, and/or early closings even as ABS remains open for regular 
business.  
 

ABS maintains the policy of remaining open during bad weather conditions unless the 
severity of conditions and/or municipal or state government rulings closes the office.  
Employees should make every reasonable effort to get to work, or to continue working. 
 

In the event of a business closure, delayed openings and /or early closing employees 
will be notified in the following manner:  

• Voice mail/Text message from Supervisor/Manager 

• Company wide E-mail notification  
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It is each employee's responsibility to know how to check on the operational status of the 
Company and of their department.  

In departments that provide "essential services," the supervisors or managers must 
inform employees, in advance, of their responsibilities in the event of a Company 
closing.  

The Company recognizes that personal safety is an important consideration when 
evaluating the ability to commute to and from work during severe weather. The 
Company greatly appreciates the efforts of those who feel that they can safely come to 
work during times of inclement weather.  

PTO Use for Inclement Weather and Other Unforeseen Events  

If the company does not close or have a delayed opening but an employee feels that 
weather conditions necessitate, they come in late, leave early, or do not come in at all 
due to inclement weather conditions the employee will be paid only for hours actually 
worked and may choose to use PTO, when available. Hours will be applied to the 
balance of the scheduled workday.  

In the event the Company closes early due to inclement weather, or other unforeseen 
events (i.e., power outage), non-exempt employees will be paid only for hours actually 
worked and may choose to use PTO, when available. Hours will be applied to the 
balance of the scheduled workday. 

If weather conditions prevent an employee from working as regularly scheduled, the 
hours not worked due to inclement weather will be unpaid. Employee may choose to use 
PTO when available. 

 

Other Work Options: 

Work from home 

Supervisors can approve requests for employees to temporarily work from home. 
Approval to work at home due to inclement weather must be defined and approved by 
the department supervisor in advance. Hours worked must be tracked and approved by 
supervisor.  

Make up time 

Supervisors can approve employees to make up time not worked due to delayed 
opening or early closure only if the make up time is: 

• Less than 4 hours total per work week  

• Made up in the same work week  

If the business is not closed and you are unable to come to work, notify your supervisor 
according to your department’s established procedures.  
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Benefits  
Health Insurance 

Details of the insurance program can be found in the Summary Plan Documents. 

 

 

Paid Time Off (PTO) 

Sick Days 

All Regular Full-Time employees are granted five (5) Sick Days per calendar year. 
Employees who are hired after January 1st and before October 1st will be granted five 
(5) sick days. Employees hired after October 1st will be granted get two (2) Sick days. 
These are to be used for illness and medical appointments. Please schedule these with 
your supervisor in advance if/when possible. 

Unused Sick time does not roll over into the next calendar year and will not be paid out. 

Unused sick time will not be paid out upon termination.  

PTO    

Regular full-time and part time employees are eligible to use paid time off (PTO) after 
they have completed ninety (90) days of employment. Employees receive PTO for each 
continuous year of service as of their anniversary date. PTO will be tracked based on 
calendar year and employees will receive PTO based on their full years of employment 
on January 1st. 
 
At the end of each calendar year, employees will not be allowed to carry their vacation 
balance into the next year and will not be paid out. Each year on January 1st, 
employees will be granted PTO time based on their years of service.    
 
Non-exempt employees can take PTO in increments of one (1) hour.  
Exempt employees can take PTO in increments of half (4 hour) or full (8 hour) days. 

 
 
Full Time Employees - PTO  
 

 
 
 

Years of Employment as 
measured each Jan. 1st 

Total Annual Vacation Allowance 

Hire Year  
Jan- March Start Date  
April – June Start Date   
July – Sept Start Date  
Oct – Dec Start Date  

Prorated based on start date  
8 days 
6 days   
4 days 
0 days  

Calendar year 0-5                                                   10 days (starts January 1st after hire)   

Calendar 6-10                                                            15 days   

Calendar year 11+  1 additional day per year, up to 20 days maximum   
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Part Time Employees - PTO  
 
Part time employees who work a regular weekly schedule are entitled to PTO prorated 
based on number of days and hours worked per week. Part time employees who work 
an irregular schedule will not be granted PTO.  
 
 

 
• Example: A part time employee who has a regular schedule of Tuesday and 

Thursday, 4 hours per day would receive 16 hours of PTO (2 days per week x 4 
hours per day x 2 weeks).   

 
 

PTO Guidelines 

Employees should submit a written request (email) for vacation to their supervisor, at 
least two (2) weeks in advance. All requests are subject to management approval. 
Manager/Supervisors are required to send all requests to payroll before approving time 
to the employee to ensure the time is available and for accurate record keeping. Once 
the time is confirmed available the Manager/Supervisor will email the employee with a 
copy to Payroll and Human Resources.  
 

• Employees will be paid for the number of hours the employee otherwise would be 
scheduled to have worked on that day, up to a maximum of eight (8) hours. PTO 
pay is calculated based on the base pay rate at the time of absence, and it will 
not include any special forms of compensation, such as incentives, commissions, 
bonuses, overtime, or shift differentials. 

 

• Every effort will be made to accommodate an employee's vacation requests. 
However, due to business conditions and needs, Management reserves the right 
to assign a specific time for an employee's vacation.  

 

• If there is a conflict over vacation requested by employees in the same 
department, or management feels that proper levels of departmental coverage 
will not be met, any scheduling conflicts will be resolved at the sole discretion of 
Management. 

 

• All PTO requests are subject to your manager’s approval, it is the employee’s 
responsibility to communicate PTO requests in advance. ABS operates as a 
team and having several teammates out during the same week will make it 
difficult to maintain workload. Managers approve PTO according to business 
needs and in the order in which the PTO requests are received. (PTO is subject 
to supervisory approval and not every employee can take accumulated time in 
December; the company must continue to serve customers.) 

 

Years of Employment as 
measured each Jan. 1st 

Total Annual Vacation Allowance 

1st calendar year 
  

Prorated based on start date and schedule 
 

Calendar year 1-5                                                   *Prorated 2 weeks per employee’s schedule 
(starts January 1st after hire)   

Calendar 6-10                                                            *Prorated 3 weeks per employee’s schedule   
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• Employees may not take more than ten (10) days or two (2) weeks of vacation in 
one block without both their manager’s and the Company President’s approval. 

 

• Unused vacation does not roll over into the next calendar year and will not be 
paid out.  
 

• Upon termination, unused PTO will be paid out. 
 

• Unscheduled, unplanned use of PTO time is disruptive to the business and may 
result in disciplinary action such as, Verbal or Written warning, up to and 
including termination, at the Company's sole discretion. 
 

• Unscheduled, unpaid time off is disruptive to the business and may result in 
disciplinary action such as, Verbal or Written warning, up to and including 
termination, at the Company's sole discretion. 

 

• PTO must be used before any request for unpaid time off is approved. 
 

Floating Holiday 

All employees are granted one (1) Floating Holiday per calendar year. This paid day off 
is to be used for the employee’s choice of day off. Please schedule this day at least one 
week in advance with your Supervisor.  

Unused Floating Holiday does not roll over into the next calendar year and will not be 
paid out. 

Unused Floating Holidays will not be paid out upon termination. 

 

Jury Duty 

Jury duty benefits will be provided in accordance with all applicable state and federal laws. 
 

In order to receive payment, an employee must notify their supervisor in advance and in 
writing that he she/ has been summoned for jury duty and must furnish satisfactory evidence 
that jury duty was performed for the days and hours claimed. 
 

An employee who is summoned by the court but does not serve as a juror or is excused with 
four (4) or more hours of their shift remaining must promptly report for work after being 
excused. 
 

Employees will be paid for the number of hours the employee otherwise would be scheduled 
to have worked on that day, up to a maximum of eight (8) hours. Jury Duty pay is calculated 
based on the base pay rate at the time of absence, and it will not include any special forms 
of compensation, such as incentives, commissions, bonuses, or overtime.  

 

Bereavement 

Employees will be granted up to three (3) days off with regular pay in the event of the death 
of a spouse, child, father, father-in-law, mother, mother-in-law, son-in-law, daughter-in-law, 
brother, sister, brother-in-law, sister-in-law, stepfather, stepmother, stepbrother, stepsister, 
stepson, stepdaughter, grandparent, grandchild, niece, or nephew. 
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Employees will be granted one (1) day off from regular scheduled duty with regular pay in the 
event of death of the employee's, aunt, uncle, or cousin.  
 

Bereavement leave may be granted for: 
 

• Attendance at a funeral or comparable service.  

• Related travel time.  

• Time necessary to conduct arrangements.  
 

An employee may be required to submit documentation, of the immediate family member’s 
familial relationship and/or death, to be eligible for bereavement leave. 
 

Bereavement leave must be used at the time of death &/or funeral/memorial services. Leave 
used for funeral/memorial services that have been postponed, for the convenience of the 
family, can only be used for the actual service and any related travel time and shall not 
exceed the total leave as defined above.   
 

An employee who wishes to take time off due to the death of an immediate family member 
should notify his/her supervisor as soon as possible. 
 

Employees will be paid for the number of hours the employee otherwise would be scheduled 
to have worked on that day, up to a maximum of eight (8) hours. Bereavement pay is 
calculated based on the base pay rate at the time of absence, and it will not include any 
special forms of compensation, such as incentives, commissions, bonuses, overtime, or shift 
differentials. 

Voluntary Quit 

Any employee who misses three (3) consecutive days of work without notice to their 
supervisor may be considered to have voluntarily quit their job. 

 
Holidays  
 
ABS normally grants holiday time off to all employees on company designated holidays. 
ABS will issue the holiday schedule by January 15th of each year.  
 
ABS will grant paid holiday time off to all regular full- time employees after 90 calendar 
days of employment. Holiday pay will be calculated based on the employee’s straight 
time pay rate (as of the day of the holiday). Holidays will be paid for the number of hours 
the employee otherwise would be scheduled to have worked on that day up to a 
maximum of eight (8) hours. 
 
To be eligible for holiday pay, employees must work the last scheduled day immediately 
preceding and the first scheduled day immediately following the holiday. Personal days 
taken adjacent to a holiday must be approved in advance in writing, by management, for 
the employee to be eligible for holiday pay. 
 
If eligible non-exempt employees work on a company designated holiday, they will 
receive holiday pay plus wages at their straight time rate for the hours worked on the 
holiday. Hours worked over forty (40) hours will be paid at time and one-half. Holidays 
will not be counted as hours worked for the purpose of determining overtime. 
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Family Medical Leave Act (FMLA)  
 

FMLA benefits will be provided in accordance with all applicable state and federal laws. 
 
Employees are eligible for FMLA under the Federal Law after twelve (12) months of 
employment and after having worked a minimum of 1,250 hours in the previous twelve 
(12) months.  
 
Employees are eligible for FMLA under the State of Connecticut law after three (3) 
months of service.  
 
The Company uses the calendar year/date when FMLA 1st begins to calculate the 
federal and state allowance for FMLA leave.  
 
The Company requires that any paid leave you have accrued be run concurrently with 
unpaid FMLA leave in accordance with Federal or State laws. 
 
An employee will not accrue Paid Time Off (PTO) or be eligible for holiday pay while on 
FMLA Leave. 
 
An employee must make arrangements to pay the normal employee portion of their 
insurance premiums in order to maintain insurance coverage. The premium and due 
dates will be provided as part of the FMLA paperwork package.  It is the employee’s 
responsibility to stay current with premium payment. Insurance coverage may be 
cancelled if the premium payment is more than 30 days late. 

The Company will adhere to all Federal and State FMLA requirements and/or additional 
leave laws employees are eligible for.  

 

Leave of Absence (LOA)   
 

All regular full-time employees are eligible to request an unpaid leave of absence, for 
personal reasons or recovery from bona fide physically disabling illness or injury, after 
90 continuous days of employment.  
 

All disability leaves are conditioned upon the employee's furnishing satisfactory medical 
proof of need. Satisfactory medical proof must accompany the application and will 
normally include a written statement from the treating physician clearly explaining why 
the employee will be unable to work, estimating the length of time the employee will 
need to recover and describing those conditions which make it physically impossible for 
the employee to do his or her job or some other job. 
 

All leaves of absence shall be subject to the following conditions: 
 

1. Leaves of Absence will be granted at the sole discretion of management and 
based on the business needs of the Company at the time the leave is requested.  

 

2. It is an employee's responsibility to initiate all arrangements for a leave of 
absence (or any extension of an existing leave) and to provide any required 
medical proof or other documentation. Except in emergency situations, all 
requests must be submitted to the President in writing at least thirty (30) 
calendar days prior to the proposed commencement of the leave (or any 
extension.) 
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3. An employee will be notified in writing when a request for leave of absence (or 

extension) has been approved. An employee who misses work prior to the 
approval of a leave (or extension) runs the risk that the leave may be denied and 
the time missed counted as an unexcused absence. An employee must also 
follow the call-in requirements of the attendance policy each day until he/she has 
been officially notified that a leave has been granted. Each failure to do so will be 
treated as a violation of the call-in policy. 

 
4. An employee who applies for or engages in any work for compensation while on 

a leave of absence will be subject to immediate termination unless the Company 
has consented to the arrangement in writing in advance 

 
5. An employee who engages in any conduct or activity in which violates restrictions 

imposed by a physician or which might otherwise delay full return to regular 
employment will be subject to disciplinary action up to and including termination 
of employment. 

 
6. Disability leaves are always granted for an estimated period of time. If the reason 

for the leave ceases to exist prior to the estimated expiration date, an employee 
is required to immediately inform the Company so that he/she can be returned to 
employment.  For example, if an employee has been granted a six-week leave of 
absence to recover from a broken leg, and if the treating physician determines 
that he/she can return to work after four weeks, the employee is required to 
inform the Company immediately. An employee who knows or should have 
known that he/she is released to return to work and fails to do so for three 
consecutive workdays (or shifts) will be considered a voluntary quit. 

 
7. An employee who is on a leave of absence for longer than four weeks must 

contact the office not less than once a week throughout the period of the leave to 
advise of his/her progress. Each failure to do so will be treated as a violation of 
the call-in policy. All requests for reinstatement/re-employment from a disability 
leave of absence must be made to the office. 

 
8. An employee who is absent for more than five days because of illness or injury 

will be required to provide medical evidence confirming his/her recovery and 
release for duty at the time he/she seeks to return to work. 

 
9. In the event there are any questions of whether an employee should be granted 

a personal or medical leave of absence, and/or whether a physician's statement 
of return to work slip should be considered acceptable, it is the employee's 
responsibility to bring all relevant facts and documents to the Company's 
attention. 

 
10. Employees on a leave of absence will be reinstated to their original job if it is 

available or to any other suitable job that is available, provided that the 
requirements for obtaining and returning from the leave are satisfied. If the 
attending physician places temporary or permanent physical restrictions on the 
employee, the Company will endeavor to find the employee work to the extent 
that positions are available for which the employee is qualified. Since any job 
assignment may vary considerably from the employee's original job assignment, 
compensation benefits will be adjusted accordingly. 
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11. The Company reserves the right to initiate a leave of absence in cases where it 
concludes that an employee's attendance, quality or quantity of work or efficiency 
have been adversely affected by a verifiable medical condition.  

 
12. The Company requires that any paid leave an employee has accrued be run 

concurrently with an unpaid leave of absence. 
 

13. An employee will not accrue PTO or be eligible for holiday pay while on a leave 
of absence. 
 

14. During an approved leave of absence, the employee’s group health insurance 
will be maintained under the same conditions as if the employee were working.  
Since an employee normally pays a portion of the premiums for medical and 
dental insurance, these payment obligations will continue during an employee’s 
disability leave. Failure to pay the employee’s portion of the premiums, on time, 
may result in cancellation of the insurance. 

 
15. Except as specifically required by applicable law, a leave of absence (including 

extensions) will not be granted for more than 12 weeks in a 12 month period. The 
Company uses the date when the leave 1st begins to calculate the 12 month 
period. An employee who has not returned to work at the expiration of a leave 
and has not obtained an extension will be treated as a voluntary quit. 

 

Drug and Alcohol Use 

ABS is setting the following policy in place as a means of maintaining a drug-free 
workplace. The management of our company has developed this substance abuse 
policy in order to provide our employees with an environment that is free of the effects of 
illegal drugs or alcohol, while also ensuring the efficient operation of ABS this policy 
applies to all employees of ABS. This policy was developed after careful review of the 
latest medical information, the policies and experiences of other employees and 
appropriate legal consideration. 
 
Our approach toward employees with problems of any kind has always reflected a 
caring, supportive attitude, and it is our intention to continue this approach when dealing 
with employees who have drug or alcohol problems, while also ensuring the safety and 
security of all our employees.  Because the use of drugs or alcohol poses a serious 
threat to that safety and security, ABS has adopted the following policy: 
 
(1) To assure the fitness for duty of our workforce, ABS prohibits any employee from 
arriving for work under the influence of illegal drugs or alcohol. This policy violation will 
result in disciplinary action up to and including termination, at the Company’s sole 
discretion.  
 
(2) The use, sale, possession, manufacture, distribution, dispensing, or the condition of 
being under the influence of alcohol while on Company property, within Company 
vehicles, or while on Company business is against Company policy, is strictly prohibited 
and is subject to disciplinary action up to and including termination, at the Company’s 
sole discretion. The Company does not allow the purchase of alcohol for guests or 
customers of ABS; therefore, any expense submitted will not be reimbursed. 
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(3) Legal Drugs, which include prescribed drugs and over-the-counter drugs which have 
been legally obtained and are being used solely for the purpose for which they were 
prescribed or manufactures, should be reported to appropriate supervision if they have 
the potential of any side effects, as indicated on the prescription bottle, that could put 
you or a co-workers’ safety in jeopardy. 
 

(4) Criminal arrest, either on or off the job, for related offenses will not constitute grounds 
for discipline unless the offense is confirmed by criminal conviction.  Criminal conviction 
for a drug related offense would be subject to disciplinary action up to and including 
termination, at the Company’s sole discretion. 
 

(5) The storing of any illegal drug or drug paraphernalia in a locker, desk, automobile, or 
other repository on Company premises is prohibited. 
 

(6) Testing for the presence of illegal drugs or alcohol will take place in the following 
situations: 
 

Pre-Employment/Post Offer Testing - Testing may take place before applicants are 
hired or after an offer to hire, but before actually reporting to work for the first time. 
Testing is also required when an employee is transferring to a safety sensitive position, 
as defined by Federal or State regulations. 
 

Post-Accident Testing - Testing will be conducted after accidents, on employees, 
whose performance could have contributed to the accident.    
 

Reasonable Suspicion Testing – Testing will be conducted when a supervisor 
observes behavior or appearance that is characteristic of drug or alcohol misuse. 
 

Random Testing – Testing will be conducted on a random, unannounced basis just 
before, during or after the performance of safety sensitive functions, as defined by 
Federal or State regulations.  A computer program or other independent, bias free 
method of name selection will be used to ensure that employees are tested randomly. 
 

Return-To-Duty and Follow-Up Testing – Testing will be conducted if an individual 
who has violated the prohibited alcohol or drug conduct standards returns to duty as part 
of a last chance agreement.  Follow-up tests will be unannounced and at least 6 tests 
will be conducted in the first 12 months after an employee returns to duty.  Follow-up 
testing may be extended for up to 60 month following return to duty at Company’s sole 
discretion. 
 

All testing information will be treated confidentially. Results will be reported to the 
designated employer representative and the medical review officer only.  Results will 
only be released to those with a “need to know”. The supervisor referring an employee to 
a treatment program has the right to know about compliance with counseling attendance 
but does not have the right to know about an employee’s diagnosis or treatment. 
Information may be released upon an employee’s or applicant’s written authorization or 
upon a court order. All laboratory results will remain in separate confidential personnel 
files and will be retained as a permanent part of the employee’s or applicant’s medical 
records. The following information is considered confidential and is therefore only 
communicated on a “need to know” basis: 
 

(a) Dates, times, and locations of behavior causing concern. 
(b) All drug test results and pending schedules of random testing. 
(c) All meeting minutes or records concerning rehabilitation. 
(d) All reports of prescribed drug use. 
(e) All reports of arrest or convictions. 
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All alcohol or controlled substance testing procedures shall be done in accordance with 
applicable Federal, State, and Local laws in existence at the time of the testing. 
Employees in safety sensitive positions, as defined by either Federal or State 
regulations, shall be provided on yearly basis information on drug use and the treatment 
resources that are available. Employees are encouraged to request specific information 
regarding substance abuse.   
 
Key terms and Definitions 
 

Legal Drug:  Includes prescribed drugs and over-the-counter drugs which have been legally 
obtained and are being used solely for the purpose for which they were prescribed or 
manufactured. 
 

Alcohol:  Means the intoxicating agent in beverage alcohol, ethyl alcohol, or other low molecular 
weight alcohols including methyl and isopropyl alcohol. 
 

Alcohol Use:  Means the consumption of any beverage, mixture, or preparation, including any 
medication, containing alcohol. 
 

Illegal Drug:  Any drug which: (1) is not legally obtainable; (2) may be legally obtainable but has 
not been legally obtained; (3) is being used in a manner or for a purpose other than as 
prescribed; (4) includes but is not limited to, cocaine, marijuana, opiates, amphetamines, and 
phencyclidine. The term “illegal drug” also refers to mind-altering and/or addictive substances 
which are not sold as drugs or medicines but are used for mind or behavior altering effect. 
 

Employees: Any person working for ABS including; full-time, part-time and temporary help. 
 

Job Applicant:  A person who has applied for, or is being considered for, a position.  Note: This 
does not include anyone who has worked for ABS within one year of the time of offer of 
employment; they may only be tested following the guidelines for current employees. 
 

Safety Sensitive Position:  Any position which requires the performance of physical or 
supervisory tasks directly affecting operations which, if performed improperly, could result in 
injury or death to employees or others or could result in significant property damage. These 
positions are designated by the State Department of Labor or by Federal or State regulations. If 
you have a question about your specific job being safety-sensitive as defined above, please ask 
your immediate supervisor, or any Company officer, before performing that function. 
 

Under the Influence:  A drug test or breath alcohol test result which was conducted using 
reliable methodology and produced positive results. 
 

Medical Review Officer:  A licensed physician with MRO certification who provides consultation 
and guidance with regard to drug testing and who is responsible for reviewing laboratory results 
generated by a testing agent.  
 

Refused Drug/Alcohol Test:  Includes refusing to consent to a drug a drug/alcohol test, 
producing a non-normal urine sample, switching or altering any sample submitted for testing, 
submitting a false sample for testing, producing a less than appropriate amount of breath during a 
breath alcohol test, without explainable medical reasons, or failure to complete or sign any 
drug/alcohol test related form. 
 

AN INDIVIDUAL WHO VIOLATES ANY OF THESE POLICIES, OR REFUSES TO 
PARTICIPATE, WHICH INCLUDES PRODUCING A NON-NORMAL URINE SAMPLE, 
SWITCHING OR ALTERING ANY SAMPLE SUBMITTED FOR TESTING, OR SUBMITTING A 
FALSE SAMPLE FOR TESTING, OR A LESS THAN APPROPRIATE AMOUNT OF BREATH 
DURING A BREATH ALCOHOL TEST, WITHOUT EXPLAINABLE MEDICAL REASONS, 
WOULD BE SUBJECT TO DISCIPLINARY ACTION UP TO AND INCLUDING TERMINATION, 
AT THE COMPANY’S SOLE DISCRETION. 
 

IF AFTER READING THIS POLICY, YOU HAVE ANY QUESTIONS OR WISH ASSISTANCE IN DEALING 
WITH A DRUG OR ALCOHOL RELATED PROBLEM, PLEASE CONTACT YOUR SUPERVISOR OR ANY 
OFFICER OF THE COMPANY. 
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Marijuana Use Policy 

In recent years, many US states have legalized Marijuana use including Connecticut and 
Massachusetts. The purpose of this policy is to inform employees that Automated 
Building Systems, Inc. remains a Drug Free Workplace, including marijuana. 

Automated Building Systems, Inc. is committed to ensuring a safe, healthy, and 
productive work environment for all employees. Using marijuana in the workplace hurts 
productivity and poses a danger and safety concern to everyone. For these reasons, 
ABS prohibits the use of marijuana in the workplace or while performing work remotely, 
including at home, during working hours. Compliance with this policy is a condition of 
continued employment for all employees. 
 

State laws concerning marijuana do not limit an employer’s right to take adverse action 
when there is a good faith determination by the employer that the employee manifests 
specific articulable symptoms of drug impairment at work. Employees are prohibited 
from reporting to work or working while under the influence of marijuana, which can 
adversely affect their ability to safely and effectively perform their job duties. 
 

Employees, including employees who are authorized to use marijuana for medical 
purposes, are prohibited from consuming, smoking, or otherwise ingesting marijuana or 
marijuana products during work hours, including during meal, rest, lunch breaks, 
Company events and/or business travel. 
 

Employees, including employees who are authorized to use marijuana for medical 
purposes, are prohibited from bringing marijuana or marijuana products including but not 
limited to consumables, gum, supplements and ointments onto Company property.  
 

THC, the principal psychoactive component in marijuana, remains in the body for some 
period of time after the effects have worn off. Employees who use marijuana outside of 
working hours and fail a drug test under the following circumstances will still be subject 
to disciplinary action up to and including termination: 
 

▪ Applicants who fail a post offer pre-employment drug test will have their offer 

rescinded; 

▪ Employees who show signs of impairment while on the job and fail a reasonable 

suspicion drug test; and   

▪ Marijuana is still illegal under Federal law. Employees who are subject to drug 

testing under federal programs, i.e., the DOT, and/or whose positions are 

classified as safety sensitive and fail a required drug test for marijuana.  
 

Signs of impairment may include but are not limited to: out of the ordinary behaviors, 
bloodshot eyes, slurred speech, smell of marijuana, sleepiness, impaired motor function, 
physical dexterities and/or agility, usual demeanor, impaired cognition and negligence or 
carelessness attitudes.  

This policy is in addition to any Company Drug Use policy already in place and is 
intended to clarify the Company’s policy on marijuana.  
 

Automated Building Systems, Inc. complies with the state laws concerning the use of 
medical marijuana.  
 

Employees who fail to comply with Automated Building Systems, Inc. Marijuana Use 
Policy will be subject to disciplinary action, up to and including termination. 
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Sexual and Other Unlawful Harassment 

Sexual harassment is illegal and contrary to the policy of ABS. Consistent with the 

guideline on sex discrimination issued by the Equal Employment Commission and the 

Connecticut Commission on Human Rights and Opportunities (CHRO), ABS endorses 

the following statement of policy: 

 

It is the policy of ABS to foster a work environment free of sexual discrimination, 

intimidation and insult. ABS PROHIBITS any employee, male/female/non-binary, from 

making unwelcome and unsolicited sexual advances, requests for sexual favors or 

engaging in other or physical conduct of a sexual nature, when (a) submission to or 

rejection of such  advances, requests or conduct is made explicitly or implicitly a term or 

condition of an employee’s employment, or (b) submission to or rejection of such 

advances, requests or conduct is used as a basis for employment decisions affecting the 

employee, and (c) such advances, requests or conduct have the purpose or effect of 

unreasonably interfering with an individual’s work performance by creating an 

intimidating, hostile or offensive working environment. 

 Sexual harassment may include, but is not limited to: 

• Offensive remarks or gestures of a sexual or suggestive nature 

• Unwelcome physical contact 

• Pressure or demands for sexual favors when accompanied by implied or 

overt threats concerning individual’s employment status or by implied or 

overt promises of preferential treatment in employment matters. 

 

Sexually harassing or offensive conduct in the workplace, committed by an 
employee, is prohibited. Such conduct includes, but is not limited to: 
 

• Sexually degrading words to describe an individual 

• Graphic or suggestive comments about an individual’s dress or body 

• Verbal abuse of a sexual nature 

• Sexual flirtation, touching, advances 

• The display of sexually suggestive objects or pictures, including nude 

photographs. 

ABS prohibits taking any retaliatory action for reporting or inquiring about alleged 

improper or harassing behavior. All employees should take special note that retaliation 

against an individual who has complained about sexual harassment, and retaliation 

against individuals for cooperating with an investigation of a sexual harassment 

complaint is unlawful and will not be tolerated by the Company. 

Please note that while this policy sets forth ABS goals of promoting a workplace that is 

free of sexual harassment, the policy is not designed or intended to limit our authority to 

discipline or take remedial action for workplace conduct which we deem unacceptable, 

regardless of whether that conduct satisfies the definition of sexual harassment.  
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Complaint Process 

(a)   Any employee who believes that they have been the victim of sexual harassment 
should report the alleged act immediately by bringing the matter to the attention of 
anyone who is in a supervisory or management position that the employee feels 
comfortable talking to.  
 
(b)   It is then the responsibility of the higher management to conduct a prompt and 
thorough investigation of all the circumstances surrounding the alleged incident of sexual 
harassment. If the investigation discloses that an employee has committed an act of 
sexual harassment, the employee shall be subject to appropriate disciplinary action, up 
to and including termination.  
 

 
Management Responsibility: 
 
a) Supervisors are responsible for creating and maintaining a positive and 

productive work environment. Supervisors are required to: 

• Report all incidents to upper management and Personnel Department 
immediately. 

• Take all steps possible to eliminate any harassment they become aware 
of. 

• Bring this policy to the attention of their subordinate supervisors and 
employees. 

• Initiate disciplinary action whenever it appears a violation of this policy 
may have occurred. 

 
b) ABS recognizes that some incidents may constitute purely personal or social 

conduct and may be neither discriminatory nor related in any way to employment. 

Distinguishing these personal non-employment related incidents from genuine sexual 

harassment may be a difficult task, which can be accomplished only after thorough 

factual investigation. 

 
c) Given the nature of this type of discrimination, ABS recognizes also that false 

accusations of sexual harassment can be made, can be difficult to refute, and can have 

serious effects on innocent individuals. Any employee who knowingly makes a false 

accusation of sexual harassment is also subject to disciplinary action, up to and 

including termination. We expect that all employees will act responsibly to establish a 

pleasant working environment free from discrimination. 

d) All employees are provided the Company’s Sexual Harassment Policy and a 

copy of the CHRO’s Sexual Harassment is Illegal poster during orientation.  

e) All current employees have been provided two (2) hours of training and 

education in sexual harassment. All new employees must receive this training within six 

(6) months of hire. 

f) This training includes information concerning sexual harassment and remedies 

available to victims of sexual harassment and conforms to the training requirements 

outlined in the regulations adopted by the Connecticut Commission on Human Rights 

and Opportunities. 
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g) Postings on the State and Federal laws on Sexual Harassment are located on 
the kitchen area bulletin board. A copy of the Company’s Sexual Harassment Policy is 
posted on our website: www.absddc.com  
 
h) Any employee who believes that the action(s) of a fellow employee constitute 
unwelcome harassment has a responsibility to report, as soon as possible, to any 
supervisor. 
 
i) Complaints of harassment must be investigated promptly and in as impartial and 
confidential a manner as possible. If any employee is not satisfied with the handling of a 
complaint or the action taken, then the employee should bring the complaint to the 
attention of the President. 
 
j) In all cases, the employee is to be advised of the investigator’s or the President’s 
findings and conclusions. 
 
k) Any employee, supervisor, or manager if found, after appropriate investigation, to 
have engaged in harassment of another employee will be subject to appropriate 
disciplinary action, depending on the circumstances, up to and including termination. 
 
l) Any employee who, after an appropriate investigation has been made, is found to 
have knowingly made a false accusation of sexual harassment will be subject to 
termination. 

 
m) Retaliation against any employee who makes a complaint in good faith or co-
operates with an investigation is prohibited. Any employee found to have retaliated will 
be subject to disciplinary action, up to including termination.  
 

 
Workplace Violence Prevention 
 
ABS strives to provide a safe workplace for all employees and maintains a zero 
tolerance standard of violence in the workplace. To ensure a safe workplace and to 
reduce the risk of violence, all employees are prohibited from making threats or 
engaging in violent activities. 

Prohibited Behavior - Violence in the workplace may include the following behaviors. 
This list, while not inclusive, provides examples of conduct that are prohibited: 

▪ Causing physical injury to another person; 

▪ Making threatening remarks;  

▪ Threatening or menacing behavior; 

▪ Stalking; 

▪ Aggressive or hostile behavior that creates a reasonable fear of injury to another 
person or that is reasonably certain to subject another person to emotional 
distress; 

▪ Intentionally damaging employer property or property of another employee; 

▪ Committing acts motivated by or related to sexual harassment or domestic 
violence; 

▪ Possession of weapons of any kind on Company property, including parking lots, 
other exterior premises or while engaged in activities for Company in other 

http://www.absddc.com/
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locations, or at Company-sponsored events, unless such possession or use is a 
requirement of the job. This prohibition is inclusive of any individual who has 
permits to carry weapons; 

▪ Assault of any form; 

▪ Physical restraint, confinement; 

▪ Dangerous or threatening horseplay; 

▪ Loud, disruptive or angry behavior or language that is clearly not part of the 
typical work environment; 

▪ Blatant or intentional disregard for the safety or well-being of others; 

▪ Commission of a violent felony or misdemeanor on Company property; 

▪ Any other act that a reasonable person would perceive as constituting a threat of 
violence. 

 
Any employee determined to have engaged in such behaviors will be subject to 
disciplinary action, up to and including termination of employment and the involvement of 
appropriate law enforcement authorities as needed. 
 
Any person who makes substantial threats, exhibits threatening behavior, or engages in 
threatening or violent behaviors on Company premises or is otherwise deemed to pose a 
threat to the safety of employees or other persons shall be asked to leave the Company 
premises pending the outcome of an investigation into the incident. This policy also 
applies to people who commit these acts of a threatening or violent nature outside the 
workplace but which have a harmful impact on the workplace.  ABS reserves the right to 
respond to any actual or perceived acts of violence of a threatening nature in a manner 
we see fit according to the particular facts and circumstances. 
 
When threatening behavior is exhibited or acts of violence are committed, ABS ’s 
intention is to respond appropriately to threatening behavior or acts of violence.  This 
response may include, but is not limited to evaluation by our employee assistance plan 
(EAP) professionals and/or outside professionals, suspension and/or termination of any 
business relationship, suspension and/or termination of employment and/or criminal 
prosecution of the person(s) involved. 
 
Reporting Procedure - Employees are encouraged to notify their supervisor and/or 
Human Resources of any threats which they have witnessed, received or have been told 
that another person has witnessed or received - including those related to Family 
violence.  Even without an actual threat, employees are also encouraged to report any 
behavior they have witnessed which they regard as threatening or violent, when that 
behavior is job-related or connected to company employment, or when it is reasonably 
anticipated that the behavior might be carried out on company property or is connected 
to company employment.   
 
The Company understands the sensitivity of the information requested.  Employees 
should at all times take action in ways that maintain respect and dignity for individuals’ 
privacy and dignity while acting in a responsible and swift manner to address any 
potentially dangerous situation. 
 
Retaliation against an employee who makes a good faith complaint regarding violent 
behavior or threats of violence is also prohibited. 
 
ABS recognizes also that false accusations can be made, can be difficult to refute, and 
can have serious effects on innocent individuals. Any employee who knowingly makes a 
false accusation is also subject to disciplinary action, up to and including termination.  
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Protective or Restraining Orders - All individuals who apply for and obtain a protective 
or restraining order which lists company locations as being protected areas, must 
provide a copy of the petition and order to Human Resources. 
 

Family Violence and the Workplace - The Company recognizes the impact of family 
violence on the workplace.  Family violence has been defined to include abusive 
behavior occurring between two people in an intimate relationship. It may include 
physical violence, sexual, emotional, and psychological intimidation, verbal abuse, 
stalking and economic control. The Company is committed to heightening awareness of 
family violence and providing guidance for employees and management to address the 
occurrence of family violence and its effects on the workplace. 
 

ABS intends to make assistance available to employees involved in family violence. This 
assistance may include confidential means for coming forward for help, resource and 
referral information and special considerations at the workplace for employee safety. In 
responding to family violence, the Company will maintain appropriate confidentiality and 
respect for the rights of the employee involved. 
 

We also encourage victims and those in whom victims may confide to contact 
community agencies for resources and referrals.  Many provide free services for safety 
planning, counseling, support groups, shelter and legal assistance.  To contact these 
resources and receive referrals, call the following numbers which are available 24 hours 
a day and seven days per week: 
 

National Domestic Violence Hotline - 1-800-799-7233 
Center for Victims of Crime - 1-800-374-2255 

CT Coalition Against Domestic Violence - 1-888-774-2900 
OR dial 211 - Connecticut info line for help 

 

Family Violence Leave benefits will be provided in accordance with all applicable state 
and federal laws. 
 

Weapons   

ABS prohibits all persons who enter our property from carrying a handgun, firearm, or 

prohibited weapon of any kind onto the property regardless of whether the person is 

licensed to carry the weapon or not. This policy applies to all full and part time 

employees, contract and temporary employees, visitors, customers and contractors on 

our property, regardless of whether or not they are licensed to carry a concealed 

weapon. The only exceptions to this policy will be police officers, security guards or 

other persons who have been given written consent, by us, to carry a weapon on the 

property.  

All employees are also prohibited from carrying a weapon while in the course and scope 

of performing their job for the Company, whether they are on our property at the time or 

not and whether they are licensed to carry a handgun or not. Employees may not carry a 

weapon covered by this policy while performing any task on the Company's behalf.  

This policy also prohibits weapons at any Company sponsored function such as parties 
or picnics. 
 

Prohibited weapons include any form of weapon or explosive restricted under local, 
state or federal regulation. This includes all firearms, illegal knives or other weapons 
covered by the law. Legal, chemical dispensing devices such as pepper sprays that are 
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sold commercially for personal protection are not covered by this policy. If you have a 
question about whether an item is covered by this policy, please contact Human 
Resources You will be held responsible for making sure beforehand that any potentially 
covered item you possess is not prohibited by this policy.  
The property covered by this policy includes, without limitation, all owned or leased 
buildings and surrounding areas such as sidewalks, walkways, driveways and parking 
lots under the Company's ownership or control.  Company vehicles are covered by this 
policy at all times regardless of whether they are on our property at the time.  

The Company reserves the right to conduct searches of any person, vehicle or object 
that enters onto our property. The Company reserves the right to conduct searches on 
its property or authorizes searches by law enforcement on its property without the 
employee being present.  

 

Use of Phone/Mail/Computer/E-Mail Systems 

All electronic, telephonic, and mail communication systems (including e-mail, voice mail, 
telephones, computers, faxes, and mail) and all communications and information 
transmitted by, received from, or stored in these systems, including information sent 
and/or received from a private internet service provider (ISP), are the property of ABS 
and as such are to be used solely for job-related purposes. Employees should refrain 
from sending or receiving personal communications at work.  

Employees are not permitted to use a password, code, access a file, or retrieve any 
stored communication unless authorized to do so or unless they have received prior 
clearance from an authorized Company representative. All pass codes are the property 
of the Company. No employee may use a pass code that has not been issued to that 
employee or that is unknown to the Company. Employees who violate this policy are 
subject to disciplinary action, up to and including termination. 

Employees are not permitted to make personal phone calls during working hours, except 
during company defined breaks or meals using their cell phone. Personal calls are not 
permitted to be made on company phones without authorization from management. 
Telephone bills are reviewed monthly and personal long distance charges will be 
brought to the employee’s attention for reimbursement to the Company and possible 
disciplinary action for misuse of Company time.    

Employees are not permitted to use the computer, including internet and e-mails, for 
non-business related purposes. Employees are not permitted to install any software, 
other than that the Company provided, without prior approval from IT.  

To ensure that the use of electronic and telephonic communications systems and 
business equipment is consistent with the Company's legitimate business interests, 
authorized representatives of the Company may monitor the use of such equipment from 
time to time in accordance with applicable state and federal laws relating to employees 
right to privacy.  

ABS seeks to maintain a workplace free of harassment and sensitive to the diversity of 
its employees. Therefore, the use of any computer, telephone, or mail system in a 
disruptive or offensive manner is strictly prohibited. 
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Misuses include, but are not limited to, displays or transmission of: 

• Sexually explicit images, messages, or cartoons 

• Ethnic slurs 

• Off- color jokes 

The mail, fax, or e-mail systems may not be used to solicit others for commercial 
ventures, religious or political causes, outside organizations, or non-business matters. 

Employees should notify their immediate supervisor, Human Resources, IT, or any other 
member of management upon learning of any violation of this policy. Employees who 
violate this policy will be subject to disciplinary action, up to and including termination.  

Cellular (Cell) Phone Use Policy 

This policy applies to any device that makes or receives phone calls, leaves messages, 
receives and/or sends text messages, surfs the Internet, and/or downloads and allows 
for the reading of and responding to email or other forms of electronic messaging 
whether the device is company-supplied or personally owned. This includes wearable 
technology devices. 

Cell Phones or Similar Devices at Work - Office Areas 

The Company is aware that employees utilize their personal or company-supplied cell 
phones for business purposes. At the same time, cell phones are a distraction in the 
workplace. All employees shall adhere to the following:  

• Personal Cell phones should not be used for business calls in the workplace. 

Business calls should be made and received on landline phones or Company 

Cell phones. 

• Personal text messaging or the reading of personal text messages, during work 

time is not permitted. 

• Personal Cell phones should not be used at customer sites during work hours. 

• Personal cell phones should only be used for personal calls or text messaging 

during breaks or meal breaks. 

• Discussions on a personal cell phone during a break or meal break should not 

disrupt other employees. 

• Personal cell phones are the sole responsibility of the employee and the 

Company will not be responsible for repair or replacement if damaged or lost. 

 
Any employee who violates this policy will be subject to will be subject to disciplinary 
action, up to and including termination, at the Company’s sole discretion.  

Cell Phones or Similar Devices at Work – Job Site   

The Company is aware that employees utilize their personal or company-supplied cell 
phones for business purposes. At the same time, cell phones are a distraction and can 
present a safety hazard on the job site.  
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• To foster a safe and productive work environment and avoid situations that are 

disruptive to the public or fellow employee cell phones should be kept with the 

ringers turned off or placed into the silent or vibrate mode, while at work. 

• Employees are not use cell phones for personal business at height or while using 

tools/equipment. Business use while working at heights or while using 

tools/equipment should be extremely limited. 

• Personal text messaging or the reading of personal text messages, during work 

time is not permitted. 

• Employees must notify their families that calls are not permitted during working 

time. Family members should not be calling or texting during work time.   

• Personal cell phones should only be used for personal calls or text messaging 

during breaks or meal breaks. 

• Discussions on a personal cell phone during a break or meal break should not 

disrupt other employees. 

• Personal cell phones are the sole responsibility of the employee and the 

Company will not be responsible for repair or replacement if damaged, lost or 

stolen. 

Violation of this policy on the job site will be considered a violation of a safety policy and 
will be defined as a “near miss” incident, requiring a “near miss/accident” report to be 
completed by the supervisor. 

Any employee who violates this policy will be subject to disciplinary action, up to and 
including termination, at the Company’s sole discretion.  
  

Cell Phone/Electronic Devices Use While Operating a Vehicle 

Hands Free 

State law prohibits the use of cell phones while operating a vehicle unless the driver is 
using a hands-free device.  

Employees must refrain from: operating cell phones, other electronic devices or any 
activity that may distract from safely operating a motor vehicle. Using cell phones or 
other electronic devices while driving leads to increased risk of accident and liability to the 
company and the employee. 

To limit the risk, all employees shall adhere to the following: 

• Use a hands-free device if you must make or receive a call. State law prohibits 
drivers from using a cell phone unless they are also using a hands-free device.  

 

• Text messaging or reading text messages, while driving is prohibited. 

• Make calls before starting the vehicle and proceeding to your destination. 

• Whenever possible, pull over or park in an appropriate manner before initiating 
or answering a call. 

• Allow voice mail to handle your incoming calls and return them at your safe 
convenience. 

• Refrain from making business and personal calls, except for emergencies; 
while operating a Company owned vehicle, rental vehicle or your own vehicle for 
Company related business. 
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• Suspend conversations during hazardous driving conditions or situations. 

• Always drive vehicles in a safe manner. It is recommended that employees 
avoid activities that can cause a distraction and/or take your eyes and attention 
off of the road, including, but not limited to; taking notes, looking up phone 
numbers, text messaging, eating, drinking, smoking, loading or unloading CD's, 
or changing radio stations. 

• While driving vehicles equipped with laptops, GPS/Navigation tools or 
other computerized equipment employees shall use such equipment in a safe 
manner and, when safe to do so, pull over and park to use such equipment. 
 

All employees, while operating a vehicle for Company related business, will adhere to 
all State and Federal Laws regarding the use of a cell phones or similar devices. Any 
fines received while operating any company owned, rental or personal vehicle for 
Company related business are the sole responsibility of the driver. 

Any employee who violates this policy will be subject to will be subject to 
disciplinary action, up to and including termination, at the Company’s sole 
discretion.  
 

Workplace Monitoring 
Workplace monitoring may be conducted by the Company to ensure quality control, 
employee and customer safety and security, and customer satisfaction. The personal 
use of radios, CD/DVD, MP3 players, and wearable technology devices by employees 
during work, for non-work purposes, may be prohibited if the use interferes with the 
employee's job duties/responsibilities or is disruptive to customers and/or other 
employees at the sole discretion of management.  
 

No employee, customer or visitor should have any expectation of privacy in public areas 
of this business that are subject to monitoring. Public areas shall include all Company 
owned and/or leased space excluding bathrooms or changing areas. There should be no 
expectation of privacy in regard to all business or personal messages, files, images or 
data created, sent, retrieved or received through the Company’s equipment. The 
Company will monitor any and all aspects of their public business areas as previously 
defined, computer, phone, and cellular systems and will do so without further notice in 
accordance with Federal and State law. Computers, including desktop, laptops and 
tablets, and cellular devices, furnished to employees are the property of the Company. 
As such, computer and cellular device usage and files, along with bills and records, will 
be monitored or accessed. These electronic devices may contain GPS technology and 
the Company reserves the right to monitor employee movement during normally 
scheduled work hours. 
 

Telephone calls may be monitored to ensure quality control and/or for training purposes. 
All personal phone calls should be made from an employee’s personal phone. Computer 
monitoring of e-mails and internet usage may occur. All e-mails and computer files are 
automatically backed up and archived and may be reviewed at anytime by the Company.   
Desks, lockers, toolboxes, and other storage devices may be provided for the 
convenience of employees but remain the sole property of the Company. Accordingly, 
they, as well as any articles found within them, can be inspected by any agent or 
representative of the Company at any time, either with or without prior notice. 
Employees can request access to information gathered through workplace monitoring 
that may impact employment decisions. Access will be granted unless there is a 
legitimate business reason to protect confidentiality or an ongoing investigation. 
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Because the Company is sensitive to the legitimate privacy rights of employees, every 
effort will be made to guarantee that workplace monitoring is done in an ethical and 
respectful manner.  
 

The Company may use, but is not limited to using still photo, video/audio cameras, 
hidden video/audio cameras, audio monitors, GPS, computer software, photo 
electronics, and /or photo-optical technology for workplace monitoring. 
 

The personal data/images collected may include analog, digital, magnetic, radio, film, 
tape and/or binary formats. This data may be stored and or archived in hard or soft copy 
and may be encrypted and/or unencrypted. 
 

The Company will monitor 24 hours a day, 7 days a week in accordance with Federal 
and State statutes. In accordance with Connecticut General Statutes a copy of the notice 
to employees concerning our use of electronic monitoring is posted and should be read 
by all employees. Additionally, a copy of this notice to employees, customers and visitors 
concerning our use of electronic monitoring is posted and should be read by all 
employees, customers and visitors to this business location.  
 

Customers may also use but are not limited to using still photo, video/audio cameras, 
hidden video/audio cameras, audio monitors, GPS, computer software, photo 
electronics, and /or photo-optical technology for monitoring the customer’s job site, 
home, business, phone, vehicle and/or property. No employee should have any 
expectation of privacy in public areas of the job site, home or business, that are subject 
to monitoring. Customer public areas shall include all customer owned and/or leased 
space, vehicles and/or property excluding bathrooms or changing areas. 

Social Media  

It is the Company’s policy to ensure that employees who use social media to discuss 
the Company or Company-related matters, do so in a responsible manner. It is an 
employee’s personal choice to create or participate in a blog, wiki, online social network, 
or any other online publishing venue. It is also important for employees to remember that 
activities that affect your job performance, the performance of other employees, or the 
Company’s business interests are still covered by Company policies. Specifically, when 
discussing or posting information about the Company, its employees or customers in an 
online forum, regardless of whether during or outside of work, the following guidelines need 
to be observed:  
 

1. Social Media is defined as any tool or service that facilitates conversations over 
the internet. Social Media applies not only to traditional big names, such 
as Facebook® and Twitter, but also applies to other platforms you may use that 
include user conversations, which you may not think of as social media. 
Platforms such as, YouTube™, Instagram™, blogs and wikis are all part of social 
media. 
 

2. The personal use of blogs, wikis, Twitter, or other social networking web sites is 
not allowed during working hours.  

 

3. Company approval is required in writing by the President, Gregory Canna of the 
Company for authors who use electronic resources of the Company to post 
public messages.    

 

4. These accounts must be relinquished upon voluntary or involuntary termination. 
Please see IT if you have any question about the ownership of an accounts you 
operate. If you participate in Social Media activities as part of your job at the 
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Company, that account may be considered Company property. The Company 
maintains ownership of the contacts and connections gained through the 
account. Passwords will be managed by the Company’s IT department and 
material can be edited/deleted by the Company. 

 

5. Respect copyright and fair use laws. For both your personal and the Company’s 
protection compliance with all laws governing copyright and fair use of 
copyrighted material must be adhered to.  

 

6. Identify yourself. Do not share opinions about the Company or Company-related 
matters anonymously. Do not link a personal blog, website or social media site to 
the Company website without identifying yourself as a Company employee.  

 

7. Use a disclaimer. Employees do not have authorization to speak on behalf of 
the Company, unless permission is specifically granted in writing by the 
President, Gregory Canna of the Company. Information shared via social media 
is the opinion of the employee only — not the Company — and this should be 
communicated to recipients of the information. Please use a disclaimer such as 
“The views expressed on this site are my own personal views and do not 
represent ABS ’s opinions or positions.” 

 

8. Abide by confidentiality requirements. Respect the Company's policy on 
Confidential Information and any confidentiality, non –disclosure, restrictive 
covenant, and/or employment agreements that you signed with the Company. Do 
not give out confidential and/or proprietary Company or customer information. Do 
not post pictures of any customer product without obtaining written permission. 

 

9. Abide by all federal and state privacy laws. Posting employee or customer 
confidential data, Personally Identifiable Information (PII), or Protected Health 
Information (PHI) is unlawful and may lead to disciplinary action, up to and 
including termination, at the sole discretion of the Company. 

 

10. Our employees and customers come from diverse backgrounds that represent 
a wide range of customs, values, and viewpoints. When communicating or 
posting online about the Company or Company-related matters, do not send or 
display any information that may be construed as sexual or other unlawful 
harassment. Messages that may be viewed as sexual or other unlawful 
harassment include, but are not limited to, pornographic images, sexual 
references, racial slurs, comments regarding an individual's gender, age, sexual 
orientation, religious beliefs, national origin, disability or any other characteristic 
protected by law, or comments that intimidate or threaten another person.  

 

11. While your activities outside of work are generally your business, the 
Company reserves the right to take all legal actions available and/or disciplinary 
action if public comments violate state or federal law and or negatively affect or 
defame our customers.  

 

12. Managers should not issue or accept “friend” requests to subordinates. An 
employee can reject a” friend” request from any other employee without 
repercussion.  

 

13. The Company will not allow any form of retaliation against employees for 
acceptable use of social media and/or employees who report alleged violations of 
this policy in good faith or who cooperate in the Company's investigation of such 
reports. Retaliation is unacceptable, and any form of retaliation in violation of this 
policy will result in disciplinary action, up to and including termination. 
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REMEMBER – Electronic messages and postings are, or can become, public.  
Electronic communication has blurred the lines between what is public and 
private. Please use good judgment before posting.  
 
It is ABS ’s policy that employees use the Company's electronic communications 
systems, including email and the Internet, exclusively for Company business. 
Employees are not permitted to use the Company's electronic communications systems 
for personal communications, including social networking, at any time. 
 

All electronic communications and postings via social media channels that discuss the 
Company or Company-related matters will be subject to monitoring and/or search by the 
Company at any time and for any reason, regardless of whether created during or 
outside of work time. When online networking affects an employee's job performance, 
the performance of others or the Company's business interests, the Company will 
respond as necessary, regardless of whether the information was posted during or 
outside of work. Therefore, employees may not maintain an expectation of privacy with 
respect to public, online communications involving the Company or Company-related 
matters. Nothing in this policy (or any other company policy) will be implemented or 
should be interpreted in any manner so as to prohibit or inhibit employees from engaging 
in any lawful activities through social media, including exercising any rights they may 
have to engage in protected concerted activity or political activities.  
 
 

Personal Information Privacy 

The Company values your privacy and has taken steps to ensure that your personal 
information, and the personal information of anyone we do business with, including but not 
limited to, job applicants; former employees; potential, current, and former customers and 
vendors, is not available to any unauthorized person. The following policy has been put in 
effect to safeguard Social Security numbers and personal information. 
 

1. All employees must recognize that personal information, such as social security numbers, 
drivers' license numbers, state identification card numbers, bank account numbers, credit or 
debit card numbers, passport numbers, alien registration numbers, and health insurance 
identification numbers, is confidential information, and such information shall always be 
handled in a manner reasonably designed to protect it. No employee has the authority to 
release such personal information to anyone without written permission. Further, no 
employee may access such information unless that employee has a legitimate business 
need to use such information for a work-related purpose. 

2. All employees, whose job duties and responsibilities provide them with access to personal 
information, such as social security numbers, drivers' license numbers, state identification 
card numbers, bank account numbers, credit or debit card numbers, passport numbers,  
alien registration numbers, and health insurance identification numbers, will be notified 
that such information must be treated as confidential and such employees shall take all 
reasonable steps to ensure that there is no unauthorized release of that information. 

3. Any written document that contains personal information, including but not limited to social 
security numbers, drivers' license numbers, state identification card numbers, bank account 
numbers, credit or debit card numbers, passport numbers, state alien registration 
numbers, and health insurance identification numbers, shall be kept in locked file cabinet, 
and access to such documents shall be limited to employees with a legitimate business 
need to use such information for a work related purpose. 
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4. Any personal information, such as social security numbers, drivers' license numbers, 
state identification card numbers, bank account numbers, credit or debit card numbers, 
passport numbers, alien registration numbers, and health insurance identification numbers 
that is stored on the company's computers, shall be reasonably protected by limiting 
access to such information to employees with a legitimate business need to use such 
information for a work related purpose. Such information shall be password protected. 

5. Personal information, such as social security numbers, drivers' license numbers, state 
identification card numbers, bank account numbers, credit or debit card numbers, 
passport numbers, alien registration numbers, and health insurance identification 
numbers, shall be erased, made unreadable, or deleted from any document or 
computer file prior to the disposal of the document or the computer file. 

6. Personal information does not include publicly available information that is lawfully 
made available to the general public from federal, state or local government records 
or widely distributed media. 

7. Any individual who learns that personal information is being mishandled shall report 
such misuse to Human Resources as soon as reasonable under the circumstances. 

8. Any employee who mishandles any data, documents, and/or computer files that 
contains personal information, including but not limited to social security numbers, drivers' 
license numbers, state identification card numbers, bank account numbers, credit or debit 
card numbers, passport numbers, state alien registration numbers, and health insurance 
identification numbers, will be subject to disciplinary action, up to and including termination, 
at the sole discretion of the Company.  

 

Company Property 

Equipment and vehicles essential in accomplishing job duties are expensive and may be 
difficult to replace. Employees are responsible for safeguarding all ABS property, 
materials, or written information issued to them or in their possession or control. When 
using company property, employees are expected to exercise care, perform required 
maintenance, and follow all operating instructions, safety standards, and guidelines. 
 

Employees are required to notify the supervisor if any equipment, machines, tools, or 
vehicles appear to be damaged, defective, or in need of repair. Prompt reporting of 
damages, defects, and the need for repairs could prevent deterioration of equipment and 
possible injury to employees or others. The supervisor can answer any questions about 
an employee’s responsibility for maintenance and care of equipment or vehicles used on 
the job. 
 

No one is allowed to ride in or on a vehicle where no seat(s) are provided. All occupants 
of vehicles operating on public roads will wear vehicle safety belts. All employees, while 
operating a vehicle for Company related business, will adhere to all State and Federal 
Laws. Any fines received while operating any company owned, rental or personal vehicle 
for Company related business are the sole responsibility of the driver. 
 

The improper, careless, negligent, or unsafe use or operation of equipment or vehicles, 
as well as excessive or avoidable traffic and parking violations, can result in disciplinary 
action, up to and including termination of employment.  
 

Employees on, or before, their last day of work must return all ABS property. Where 
permitted by applicable laws, ABS may withhold from the employee’s check or final 
paycheck the cost of any items that are not returned when required.  ABS may also take 
all action deemed appropriate to recover or protect its property. 
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Solicitation 
 

In an effort to ensure a productive and harmonious work environment, persons not 
employed by ABS may not solicit or distribute literature on Company property or in the 
workplace at any time for any purpose. 
 
ABS recognizes that employees may have interests in events and organizations outside 
the workplace. However, employees may not solicit or distribute literature concerning 
these activities during working time. Working time does not include meal breaks, work 
breaks, or any other periods in which employees are not on duty. 
 
Examples of impermissible forms of solicitation include: 
 

• The collection of money, goods, or gifts for political groups 

• The sale of goods, services, or subscriptions outside the scope of official   
organization business 

• The circulation of petitions 

• The posting and/or distribution of literature not approved by the employer 

• The solicitation of memberships, fees, or dues 
 
In addition, the posting of written solicitations on company bulletin boards is restricted. 
These bulletin boards display important information, and employees should consult them 
frequently for: 

• Job Openings 

• Employee announcements 

• Internal memoranda 

• Organization announcements 

• Payday notices 

• Workers’ Compensation insurance information 

• State disability insurance/unemployment insurance information. 
 
If employees have a message of interest to the workplace; they may submit it to the 
Human Resources for approval. Human Resources will post all approved messages. 
 

Safety  
 

ABS is committed to providing a safe and healthful work environment for employees, 
customers, and visitors. To facilitate a safe environment, ABS has established a 
workplace safety program. This program is a top priority for the Company. The Safety 
Committee has responsibility for implementing, administering, monitoring, and evaluating 
the safety program. Its success depends on the alertness and personal commitment of 
all employees. 
 
ABS provides information to employees about workplace safety and health issues 
through regular internal communication channels such as supervisor-employee 
meetings, bulletin board postings, memos, or other written communications. 
 
Employees and supervisors receive periodic workplace safety training. The training 
covers potential safety and health hazards and safe work practices and procedures to 
eliminate or minimize hazards. 
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ABS provides all employees with the appropriate personal protective equipment (PPE). 
Damaged or worn PPE must be turned into your supervisor who will issue replacements. 
Performing any job function without using the required PPE are subject to disciplinary 
action, up to and including termination. 
 

Some of the best safety improvement ideas come from employees. Those employees 
with ideas, concerns, or suggestions for improved safety in the workplace are 
encouraged to raise them with their supervisor, or with another supervisor or manager, 
or bring them to the attention of the Safety Committee.  Reports and concerns about 
workplace safety issues may be made anonymously if the employee wishes.  All reports 
can be made without fear of reprisal. 
 

Each employee is expected to obey safety rules and to exercise caution in all work 
activities. Employees must immediately report any unsafe condition or behavior to the 
appropriate supervisor. Employees who violate safety standards, who cause hazardous 
or dangerous situations, or who fail to report, or where appropriate, remedy such 
situations, may be subject to disciplinary action, up to and including termination of 
employment. 
 

ABS wants to make sure that all employees are aware of their right to report a work-
related injury or illness and how they should report the injury. 
 

In the case of accidents that result in injury, regardless of how insignificant the injury 
may appear, employees must report injuries, or work-related illnesses, as soon as 
reasonably known or recognized to their supervisor and if he/she is not available, 
another member of management or a member of the Human Resources Department. 
Such reports are necessary to insure prompt medical treatment, comply with laws and 
initiate insurance and Workers’ Compensation benefits procedures. 
 

The Company takes the safety of all employees seriously and recognizes an employee’s 
right to report. The Company will not discriminate or retaliate against any employee for 
reporting any work related injury, illness or near miss and will not tolerate harassment, 
discrimination and/or retaliation by other employees for making a report.  
 

Please don’t hesitate to see your supervisor or Human Resources if you have any questions about 
injury reporting. 
 
 

Smoking  
 

ABS follows State laws and regulations as a Smoke, Tobacco & Vape-Free Workplace. 
 

Smoking, and use of any tobacco products including vape or electronic cigarettes, is 
prohibited throughout the workplace and on company property.  
 
DEFINITIONS:   
 

• Cigar - any roll of tobacco for smoking, irrespective of size or shape, and 
irrespective of the tobacco being flavored, adulterated or mixed with any 
other ingredients, where such roll has a wrapper made chiefly of tobacco.  
 

• Cigarette - any roll of tobacco for smoking, irrespective of size or shape, and 
irrespective of the tobacco being flavored, adulterated or mixed with any 
other ingredients, where such roll has a wrapper made chiefly of paper or any 
other material except tobacco.  
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• Smoking or Smoke - the use or the carrying by a person of a lighted cigar, 
cigarette, pipe or other lighted smoking device.  
 

• Tobacco products - cigars, cigarettes, chewing tobacco, tobacco snuff or 
tobacco in any other form. 
 

• Electronic Cigarettes/Vape Pens - unregulated high-tech smoking devices, 
also referred to as "e-cigarettes," that closely resemble and purposefully 
mimic the act of smoking by having users inhale vaporized liquid nicotine 
created by heat through an electronic ignition system. 

 

• Workplace - offices, common work areas, rest rooms, conference rooms, 
warehouses, and all other indoor spaces.  

 

• Company Property - Any property owned or leased by the Company 
including but not limited to buildings, parking lots, sidewalks, and lawn and/or 
picnic areas.  

 

This policy applies equally to all employees, clients, suppliers, contractors, tenants, and 
visitors. 
 

Violation of this policy may result in disciplinary action, at the sole discretion of Company 
management, up to and including termination of employment. 
 

If you have a complaint about a violation of this policy, notify your supervisor or Human 
Resources immediately. 
 

Discrimination or retaliation in any manner against a person for making a complaint of a 
violation of the smoke-free workplace policy or for furnishing information concerning a 
violation will not be tolerated. Any employee who retaliates or discriminates against any 
person or persons for making a complaint under this Policy or for furnishing information 
concerning a violation of this Policy shall be disciplined, at the sole discretion of 
Company management, up to and including termination of employment.  
 

 
Visitors and Vendors 
 

It is the policy of ABS that in order to avoid disruptions and possible security problems: 
 

• Visitors to the company who are here on business (i.e., vendors) must identify 
themselves by checking in at the main office. 

• Visits by personal friends and family members of employees are discouraged. 

• No visitor is allowed to wander about the premises unescorted. 

• Visitors must adhere to all company rules affecting safety. Any employee seeing 
any rule being broken should immediately inform their supervisor. 

 
Suggestions 
 
ABS encourages suggestions from employees. Some of the best improvement ideas 
come from employees. Those employees with ideas or suggestions for improving 
production, quality, safety, and/or reducing costs in the workplace are encouraged to 
raise them with their supervisor, or with another supervisor or manager. 
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Progressive Discipline 

ABS has adopted a progressive discipline policy. Progressive steps will be followed in 
employee disciplinary matters except in matters the Company, its’ representatives, or its’ 
management determine need to be addressed outside of the progressive system. It is 
important to note, however, that the Company reserves the discretion to start the 
disciplinary process at any point in the following procedure, and nothing contained in this 
policy should be construed to create a ‘good cause’ standard for termination from 
employment. Nothing in the Progressive Discipline Policy is to be construed as 
abrogating the employee’s status as an employee-at-will. 

Normally, the employee's immediate supervisor will administer any appropriate 
corrective or disciplinary action. Appropriate action will be determined based on factors 
such as severity, frequency, and degree of deviation from expectations and length of 
time involved. Because a great variety of situations may arise, the Company may need 
to make decisions related to employment in a manner other than as provided in this 
section. 

Disciplinary actions may take place in several forms such as Verbal Warning; Written 
Warning; Suspensions; Terminations. Disciplinary actions may take place in any order 
dependent of individual behavior. 

Verbal Warning - Verbal Warnings may take place between employees and 
supervisors in situations that are deemed less serious in nature. Every effort to 
determine and resolve the cause of the problem should be made. At the same time, 
however, it should be specifically stated that the employee is receiving a formal warning. 
Documentation of the verbal warning should be made and maintained in the employee’s 
personnel file. 

Written Warning - Written warnings take place between a supervisor and an 
employee when the behavior of the employee: is a repeated violation and a verbal 
warning has been administered; hinders the progress of the department in which the 
employee works; or hampers the progress of the Company. Written warnings will 
become part of the employee’s personnel file. 

 

Suspension – Suspension, or release from duty, is a more severe action that may be 
used to continue investigations and/or for constructive improvement. Suspensions are 
issued when it is determined that a second warning would not suffice or that an initial 
incident is too severe for a warning yet not sufficiently severe for termination. 
Suspensions may vary in length, according to the severity of the offense or deficiency. 
Where a suspension has failed to produce the proper results, consideration should be 
given for a more lengthy suspension or the termination of the employee. Suspensions 
will be documented and maintained in the employee’s personnel file. 

Termination – An employee may be terminated after other disciplinary measures have 
failed or when a first-time incident occurs that in the Company’s sole discretion is 
serious. An employee may be terminated at any time without regard to any progressive 
steps if he or she commits an offense for which immediate termination is specified as a 
penalty or if, in the Company's judgment, the employee's continued presence would be 
contrary to the well-being of the Company or its’ employees. The Company's Human 
Resources department should be consulted beforehand when the termination of an 
employee is necessary.  
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Behaviors That May Result in Disciplinary Action: 

Employees are prohibited from engaging in conduct listed below and may receive 
discipline, up to and including termination for doing so. This list has been established to 
provide examples of behavior that could warrant a range of disciplinary sanctions. 
Appropriate levels of discipline may be based on the severity of employee behavior. This 
list is not exhaustive or all inclusive. 

• Displaying disrespectful and/or inappropriate behaviors toward a fellow employee 
or supervisor;  

• Refusing to do assigned work or failing to carry out the reasonable assignment of 
a manager, supervisor or department head; 

• Being inattentive to duty, including sleeping on the job;  

• Falsifying a time record or other Company record or giving false information to 
anyone whose duty is to make such record;  

• Being repeatedly or continuously absent or late, being absent without notice or 
reason satisfactory to the Company or leaving one's work assignment without 
appropriate authorization;  

• Loafing, defined as sleeping or intentionally slowing down on the job; 

• Smoking within no-smoking areas or no-smoking operations or any area of the 
Company that must be entered for the conduct of Company business; 

• Conducting oneself in any manner which is offensive, abusive or contrary to 
common decency or morality; carrying out any form of harassment including 
sexual harassment; 

• Operating Company vehicles or equipment on Company business without proper 
license or operating any vehicle on Company property or on Company business 
in an unsafe or improper manner;  

• Having an unauthorized weapon, firearm or explosive on Company property;  

• Computer abuse, including but not limited to, plagiarism of programs, misuse of 
computer accounts, unauthorized destruction of files, creating illegal accounts, 
possession of unauthorized passwords, disruptive or annoying behavior on the 
computer and non-work-related utilization of computer software or hardware; 

• Conviction for a felony;  

• Misusing or willfully neglecting Company property, funds, materials, equipment or 
supplies; 

• Unlawfully distributing, selling, possessing, using or being under the influence of 
alcohol or drugs when on the job or subject to duty;  

• Fighting, engaging in horseplay or acting in any manner which endangers the 
safety of oneself or others. This includes acts of violence as well as threats of 
violence; 

• Interfering in any way with the work of others; 

• Stealing or possessing without authority any equipment, tools, materials or other 
property of the Company or attempting to remove them from the premises 
without approval or permission from the appropriate authority;  

• Marking or defacing walls, fixtures, equipment, tools, materials or other Company 
property, or willfully damaging or destroying property in any way;  

• Willful violation of safety rules or Company policies. 
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Dress-Code and Personal Appearance  

Employees are expected to be properly and conservatively dressed for their 
performance and safety. Personal hygiene, cleanliness and neat appearance are 
essential. 
 

• Hair should be clean; 

• Good personal hygiene must be maintained; and 

• Use of perfume or cologne should be minimal because some customers or colleagues 
may be sensitive to various scents.  

 

The specific dress policy consists of: 
 

• Clean, pressed, properly fitting business casual attire is appropriate for the office; 

• No tattered/torn jeans; t-shirts displaying advertising or writing with potentially offensive 
words, terms, or slogans, political statements and/or affiliation; 

• No cartoons, pictures or logos other than ABS or affiliated companies of ABS; 

• No tattered/torn overalls, bicycle shorts, short shorts, tank tops or recreational attire; 

• No tattered/torn uniforms; 

• No clothing with spaghetti straps, clothing revealing bare backs, midriffs or shoulders; or 
any revealing or provocative clothing; 

• No outfits where underwear is intentionally revealed; 

• Skirts and shorts must be no shorter than 4” above the knee, long enough to cover the 
upper leg while sitting; 

• No dresses and skirts with slits above the knee; 

• Pant legs should not drag on the floor; 

• Employees working with tools and/or equipment in production are not allowed to wear 
necklaces, bracelets and rings (wedding bands excluded), hoop earrings or body jewelry 
of any size or earrings or body jewelry that dangles. Long hair must be pulled back, ties 
cannot be worn, sleeves must be fitted and clothing cannot have drawstrings or fringe; 
and 

• Proper footwear is required, for safety reasons. Open toed shoes, open heel shoes, and 
heels over 1” are not permitted outside of the office areas.   

 

The supervisor is responsible for evaluating the dress and appearance of employees 
under his or her supervision. If an employee is not dressed appropriately, the supervisor 
should take the following steps:  
 

1. On the first occasion, a documented verbal warning should 
be given to the employee, and the department's dress and 
appearance standards should be reviewed. If the supervisor 
deems it necessary, the employee may be instructed to 
leave the facility, unpaid, to go change into proper attire.  
 

2. On the second occasion, the employee should be instructed 
to leave the facility, unpaid, to go change into proper attire 
as well as given a written warning. Further violations may 
result in discipline, up to and including termination.  

 

Fire  

In case of a fire the employees should exit the building using the closest exit. 
Congregate outside the building and follow the instructions of the ABS management. Do 
not block the path of emergency vehicles and do not leave the property unless told to do 
so by ABS management or emergency personnel. 
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ABS 

Employee Acknowledgement Form 

 
I understand that this handbook does not imply or constitute a contract or employment 
agreement between myself and ABS. I have received this handbook, and my employee 
rights under FMLA WHD Publication 1420, and I understand that it is my responsibility to 
read and comply with the policies contained in this handbook and any revisions made to 
it. 
 
I understand that I work at ABS “at will”, meaning that I am free to leave ABS at any 
time, with or without reason, and that the Company has the same right to terminate my 
employment. No one at ABS has authority to make a contrary agreement with me except 
the President of the company, Gregory Canna. Any such contrary agreement must be in 
a formal written document and signed by the President of the company, Gregory Canna, 
and myself. The employee handbook and all other policies and procedures of ABS are 
intended to be consistent with the Company’s employment- at- will philosophy. 
 
I understand that this handbook contains general statements about current Company 
policy, and that ABS retains the right to revise or modify the terms, information, policies, 
and benefits at its sole discretion and at any time. 
 
I understand that the Company may, at its sole discretion, depart from policy from time 
to time.  
 
I understand the Company reserves the right to make changes in content or application 
of its policies and benefits and the terms and conditions of employment, as it deems 
appropriate or necessary. These changes may be implemented even if they have not 
been communicated, reprinted or substituted in this handbook. 
 
I understand that if I have knowledge, either direct or indirect, of harassment or 
discrimination in any form, I am obliged to report the circumstances immediately to my 
supervisor or to another manager. 
 
I understand that the Company requirements and expectation regarding attendance and 
hours of work. I also realize that, if necessary, I may be assigned mandatory overtime, 
evening and/or weekend hours as part of my work schedule. 
 
I understand I should consult with my supervisor regarding any questions I may have 
about Company policies and practices. 
 
 
Employee Signature ______________________________ 
 
Employee Name Printed ___________________________ 
 
Date ________________ 


