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             WELCOME TO Hart Pavement Striping, Corporation

GREETINGS:

On behalf of the management team, and all of Hart Pavement Striping Corp., I take this opportunity to welcome you most sincerely and to assure you we will do our utmost to see that you experience a rewarding working relationship with Hart Pavement Striping Corp.

We are proud to say that as an employee, you have become an integral part of a tradition that, through the years, has guided us to achieve the highest possible degree of excellence.

The fact that Hart Pavement Striping Corp. enjoys an outstanding reputation as a leader in our industry has been a team effort between management and employees.  It is truly a unified effort.  Over time, it will become apparent that management not only directs, but also performs, to assure that there is no compromise in quality, and to keep our customers coming back year after year. 

Ours is a very demanding; competitive business and we have proven ourselves time and again by adherence to the principles, policies and practices best suited for the striping business.  You will come to understand that our method of operation is highly effective and has kept us abreast and often ahead of our competitors.

Very simply, we believe that Hart Pavement Striping Corp. is an outstanding company.  We provide opportunity and a good working environment whenever possible for those who are sincerely dedicated and wish to excel.

This handbook merely sets forth company policies and procedures that will be in effect from the date of your hire until the date of your departure.  The company may issue amendments to the policies and procedures that will offer solutions to problems from time to time.  We are please that you have joined our team, and we look forward to sharing our success with you.  We trust that you will remain as optimistic and enthusiastic as we are about the future.  We ask that you do your best to perform to the best of your ability with dedication and adherence to the policies that have earned us our reputation over the years.

Sincerely,

Dann D. Hart

President

Our Mission Statement:

· The Mission of this company is to apply proper industry application methods in all phases of our job. Minimize waste and maintain environmental quality above industry standards at all times.

· We will strive to utilize all available techniques that apply to our industry.

· We will attempt to maintain the highest level of workmanship and achievement, which apply to our field of expertise.

· Each project completed represents our company’s ability, workmanship and flexibility; therefore, they should be treated accordingly.

· We would like to leave each and every job site with a sense of pride and accomplishment, knowing we have designed, repaired and followed project specifications to the best of our ability.

· We would like to be remembered by our customers as being helpful, courteous and knowledgeable in our field, please act accordingly.

This manual has been prepared to inform all personnel of Hart Pavement’s employee policies and procedures.  Obviously we can’t describe every policy in detail.  If you have any questions, please contact your immediate supervisor.

The Employee Policy Manual does not represent, nor is it meant to represent, an employment contract between Hart Pavement Striping Corporation and its Employees, either by intent or implication.  Management reserves the right to revise, add to, or delete any policy, procedure, guideline, or employee benefit, without notice, as deemed necessary for the efficient operation and maintenance of Hart Striping Pavement Corporation and its facilities.
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Personnel Administration

The task of handling personnel records and related personnel administration functions at Hart Pavement Striping, Corp has been assigned to the Accounting/Office Manager.  Questions regarding insurance, wages, and interpretation of policies may be directed to him/her.

Your Personnel File

Keeping your personnel file up-to-date can be important for your pay, deductions, benefits and other matters. If you have a change in any of the following items, please be sure to notify the Accounting Manager as soon as possible: 

 1.
Legal name

 2.
Home address

 3.
Home telephone number 

 4.
Number of dependents

 5.
Marital status

 6.
Status of driver's license

 7.
Exemptions on your W-4 tax form

 8.
Person to call in case of emergency 

It is important that this information be up to date to protect your benefits. It is your right to see the information, which is kept, in your own personnel file.  You may request and receive copies of all documents that you have signed. Please request these copies, in writing, from the Accounting Manager.

Employment Classifications

At the time you are hired, you are classified as either full-time, part-time or temporary/intern. Unless otherwise specified, the benefits described in this Manual apply only to full-time employees. All other policies described in this Manual and communicated by Hart Pavement Striping Corporation apply to all employees, with the exception of certain wage, salary and time off limitations applying only to "non-exempt" (see the definition that follows) employees. If you are unsure of which job classification your position fits into, please ask your immediate supervisor.

Full - Time Employees

An employee who has successfully completed the ninety (90) day Probationary Period of employment and who regularly works forty (40) hours or more per week is considered a full-time employee. 

Part - Time Employees

An employee who regularly works less than forty (40) hours per week is considered a part-time employee. If you are a part-time employee, please understand that you are not eligible for benefits described in this Manual, except to the extent required by provision of state and federal laws.

Temporary/Intern Employees

Hart Pavement Striping, Corp hires some employees for specific periods of time or for the completion of a specific project. An employee hired under these conditions will be considered a temporary employee (intern). The job assignment, work schedule, and duration of the position will be determined on an individual basis. 

Normally, a temporary position will not exceed six (6) months in duration, unless specifically extended by a written agreement. 

If you are a temporary/intern employee, please understand that you are not eligible for benefits described in this Manual, except to the extent required by provision of state and federal laws. Those temporary/intern employees classified as "non-exempt" (see the definition that follows) who work more than forty (40) hours during any workweek will receive overtime pay.

Probationary Employees

All employees will be placed on probationary status for ninety (90) days after hiring.  During this time you will receive training and experience.  Your Supervisor will formally evaluate your work performance at the end of the ninety-(90) days.  If your job performance and work habits are satisfactory, an offer of regular full or part time employment will be made.  If your work or work habits are unsatisfactory we will find it necessary to replace you.  Your employment may be ended at any time during the ninety (90) day probationary period without notice or cause.

"Non-Exempt" and "Exempt" Employees

At the time you are hired, all employees are classified as either "exempt" or "non-exempt".  By law, some salaried employees are entitled to overtime pay for hours worked in excess of forty hours (40) per week. These employees are referred to as "non-exempt" in this Manual. This means that they are not exempt from (and therefore should receive) overtime pay.  Holiday and Vacation pay do not count towards the hours worked in a week.

Note:  See "Wage & Salary Policies" in the "Compensation & Performance" section of this Manual for a full description of overtime payment policies.

Exempt employees are supervisors, executives, professional staff, officers, directors, owners and others whose duties and responsibilities allow them to be "exempt" from overtime pay provisions as provided by the Federal Fair Labor Standards Act (FLSA) and any applicable state laws. If you are an exempt employee, you will be informed of your status at the time you are hired, transferred, or promoted.

Employment Policies

Anniversary Date

The first day you report to work full-time is your date of hire. If your employment with Hart Pavement Striping Corporation is changed from an intern position to a full- or part-time position, or if you receive a promotion, your first day in your new capacity is considered your hire date for that position.  Your anniversary date is used to compute various conditions and benefits described in this Manual.

At Will Employment

All employment and compensation with Hart Pavement Striping Corporation is "at will".  This means that your employment can be terminated, without cause or notice, at any time, at the option of either Hart Pavement Striping, Corp or yourself, except as otherwise provided by law. 

Business Hours

Because our business is seasonal and is weather driven, the hours worked will be determined by your immediate supervisor.  When you arrive at work it is important that you clock in. You are expected to arrive at work on time.  Tardiness and absenteeism are not acceptable on a regular basis.

Regular full time employees are expected to work a forty (40) hour work week. A thirty (30) minute lunch period is required by the state of Michigan after working (8) hours or more. If you do not write the time on your timecard, it will automatically be deducted from your total hours. We understand that there may be occasions where you will be too busy to take a lunch. In these cases, a supervisor must sign your time card to authorize payment of that time. You may not "work through lunch" in order to arrive late, leave early, or to earn overtime.  The particular hours of your lunch period are flexible but you should always advise your supervisor when your break is beginning.

Confidential Information
As an employee of Hart Pavement Striping Corporation, you will have access to confidential information. All company records, client information, payroll and pricing information and processes and in some cases even the name of the client must be kept strictly confidential. You may be required to sign a Confidential Information Agreement to this effect.  Failure to comply with the confidentiality regulations at Hart Pavement Striping Corporation is considered a serious offense and may result in the termination of your employment.

Conflict of Interest
While you are employed by Hart Pavement Striping Corporation we require that you do not moonlight or work for other companies, industry related, without prior approval.  Please submit your request, in writing, to the Operations Manager.  We will expect that any other work that you perform will have to be arranged around your schedule here at Hart Pavement Striping Corporation
As an employee of Hart Pavement Striping Corporation your primary responsibility is to this company.  Since we serve the Pavement Striping industry it is essential that employees treat information about our customer and work with absolute confidentiality.  Additionally, employee’s personal relationships should in no way compete with or compromise, the company’s interests.  The following guidelines, when strictly adhered to, will help you avoid situations where a conflict of interest could occur:

1.  Do not accept gifts or other favors of value from customers, which are offered as a result of carrying out your duties for the company.

2.  Do not divulge internal information to any one outside of your supervisor, including other employees.

3.  Cooperate with Management in resolving any possible conflict situations.

By observing these guidelines, you will protect yourself and the company from difficulties and/or legal repercussions which naturally result from a conflict of interest.

Customer Relations

The success of Hart Pavement Striping Corporation depends upon the quality of the relationships between Hart Pavement, our employees, and our customers. Our customers' impression of Hart Pavement Striping Corporation and their interest and willingness to engage our services from us is greatly formed by the people who serve them. You are Hart Pavement’s ambassador. The more goodwill you promote, the more our customers will respect and appreciate you, Hart Pavement’s work and services. 

Here are several things you can do to help give customers and the general public a good impression of Hart Pavement Striping Corporation:

1.
Act professionally and deal with customers in a courteous and respectful manner.

2.
Communicate pleasantly and respectfully with other employees at all times. 

3.
Follow up on orders and questions promptly, provide businesslike replies to inquiries and requests, and perform all duties in an orderly manner. 

4.
Take great pride in your work and enjoy doing your very best. 

These are the building blocks for your and Hart Pavement’s continued success. Thank you for adding your support.

Equal Employment Opportunity

Hart Pavement Striping Corporation subscribes to a policy of Equal Employment Opportunity without regard to race, color, sex, age, disability, religion, national origin, marital status, sexual orientation, ancestry, political belief or activity, weight, height, or status as a veteran.

The policy applies to all areas of employment, including recruitment, hiring, training and development, promotion, transfer, termination, layoff, compensation benefits, social and recreational programs, and all other conditions and privileges of employment in accordance with applicable federal, state, and local laws.

It is the policy of Hart Pavement Striping Corporation to comply with all the relevant and applicable provisions of the Americans with Disabilities Act (ADA). Hart Pavement Striping Corporation will not discriminate against any qualified employee or job applicant with respect to any terms, privileges, or conditions of employment on the basis of a physical or mental disability. Hart Pavement Striping Corporation also will make reasonable accommodation, whenever possible, for all employees or applicants with disabilities, provided that the individual is otherwise qualified to safely perform the duties and assignments connected with the job and provided that any accommodations made do not require significant difficulty or expense.

Equal Employment Opportunity notices are posted on appropriate employee bulletin boards as required by law. The notices summarize the rights of employees to equal opportunity in employment and list the names and addresses of the various government agencies that may be contacted in the event that any person believes he/she has been discriminated against.

Management is primarily responsible for ensuring that Hart Pavement’s Equal Employment Opportunity policies are implemented, but all members of the staff share in the responsibility by assuring that their personal actions are nondiscriminatory and that all policies are effective and apply uniformly to everyone.

Any employees, involved in discriminatory practices will be subject to discharge.

Former Employees

Our company is constantly in need of good employees.  You were hired because we believed that you are one of the best.  Therefore, should you leave our employment; we certainly do not want to close the door on rehiring.  Reemployment will be based on the individual’s qualifications for job openings, if any.  Rehires will be considered Probationary Employees for benefit purposes.

Harassment Policy

Harassment is defined as the act of troubling, worrying, or tormenting others.  Illegal harassment is present when an employee, supervisor, or coworkers troubles, worries, or torments a person because of that person’s race, sex, creed, religion, marital status, color, age, handicaps, ancestry, sexual orientation, weight, height, veterans status, arrest, or conviction record.

What Is Harassment?

Harassment can take many forms. It may be, but is not limited to, words, signs, jokes, pranks, intimidation, physical contact, or violence. Harassment is not necessarily sexual in nature.

Sexual harassment is present when:

1.  Submission to, or rejection of, such conduct is used as the basis for employment decisions affecting the individual’s employment or

2.  Such conduct has the purpose or effect of substantially interfering with an individual’s work performance, or creating an intimidating, coercive, hostile, or offensive working environment.

Responsibility

All Hart Pavement Striping, Corp employees have a responsibility for keeping our work environment free of harassment. Any employee who becomes aware of an incident of harassment must report it immediately to a management representative.  Appropriate investigation and disciplinary action will then be taken.  All reports will be promptly investigated with due regard for the privacy of everyone involved.  Any employee found to have harassed a fellow employee or subordinate will be subject to immediate severe disciplinary action up to and including dismissal. Hart Pavement Striping Corporation will also take any additional action necessary to appropriately remedy the situation. No adverse employment action will be taken for any employee making a good faith report of alleged harassment.

Hart Pavement Striping Corporation accepts no liability for harassment of one employee by another employee. The individual who makes unwelcome advances, threatens, or in any way harasses another employee is personally liable for such actions and their consequences. Hart Pavement Striping Corporation will not provide legal, financial, or any other assistance to an individual accused of harassment if a legal complaint is filed.

Probationary Period

Each employee of Hart Pavement Striping, Corporation begins their time with the company with a Probationary Period. The length of this Introductory Period typically is ninety (90) days.  This Probationary Period is a try-out time for both you, as an employee, and Hart Pavement Striping Corporation, as an employer.  During this time, Hart Pavement Striping Corporation will evaluate your suitability for employment, and you can evaluate Hart Pavement Striping Corporation as well.  At any time during this Probationary Period, you may resign without any detriment to your work record.  If, during this period, your work habits, attitude, and attendance or performance do not measure up to our standards, we may release you. 

Before the end of your Probationary Period your supervisor will discuss your job performance with you. This review will be much the same as the normal job performance review that is held for regular full-time or part-time employees on a quarterly basis. During the course of the discussion, you are encouraged to give your comments and ideas as well.  

Interns who are being granted full employment will be eligible for benefits upon the date of the change in employment status.  Those employees hired full-time at the start are eligible for benefits upon their first day of work.

Please understand that completion of the Probationary Period does not guarantee continued employment for any specified period of time, nor does it require that an employee be discharged only for “cause”.

A former employee who has been rehired after a separation from Hart Pavement Striping Corporation is considered a Probationary Period employee upon rehire.

Job Descriptions

We maintain a job description for each position in Hart Pavement Striping Corporation. When your duties and responsibilities are changed, your job description will be updated. If you wish to see your job description, please see the Operations Manager.

Non-Compete Agreement

New employees may be required to sign a Non-Compete Agreement prepared by our attorneys as a condition of employment.

Outside Employment (Moonlighting)

Any outside activity must not interfere with your ability to properly perform your job duties at Hart Pavement Corporation Authorization to engage in outside employment, even self-employment, must be granted, in writing, by the Operations Manager.  This authorization may or may not be granted.  Each case will be reviewed on its own merits.

Proof of US Citizenship / Right to Work

Federal regulations require that:

1)  before becoming employed, all applicants must complete and sign Federal Form I-9, Employment Eligibility Verification Form and

2)  All applicants who are hired need to present documents of identity and eligibility to work in the US.  

These documents and forms must be completed prior to receiving your first paycheck.

Security Checks

Hart Pavement Striping Corporation retains the right to inspect all packages and parcels of any type before entering and leaving our premises.

Spouse Accepts Employment from a Competitor/Works for a Competitor

Should your spouse work for, or accept employment with, a competitor firm, all confidentiality regulations for personnel are fully applicable and enforceable.  Should confidential information be leaked to a competing firm, even by accident, disciplinary action up to and including termination may be taken.

We Need Your Ideas

There may be areas in Hart Pavement Striping Corporation's operation that can be improved. These could be in service, production methods, equipment, communications, safety, and ways to reduce costs, losses, and/or waste, or other improvements.  Please give us the benefit of your unique experience and thoughts.  Also, make sure to document your innovative or money-saving ideas and have them placed in your personnel file (include dates, detailed descriptions of your contributions, estimates from the accounting department regarding cost savings or profits generated, etc.) - these may favorably affect your wage, salary or promotion reviews.

Standards of Conduct

Whenever people gather together to achieve goals, some rules of conduct is needed to ensure that everyone works together efficiently, effectively, and harmoniously.  By accepting employment with us you have a responsibility to Hart Pavement Striping Corporation and to your fellow employees, to adhere to certain rules of behavior and conduct. The purpose of these rules is not to restrict your rights, but rather to be certain that you understand what conduct are expected and necessary. When each person is aware that he or she can fully depend upon fellow workers to follow the rules of conduct, then our organization will be a better place to work for everyone.

Disciplinary Actions

Unacceptable Activities

Generally speaking, we expect each person to act in a mature and responsible way at all times. However, to avoid any possible confusion, some of the more obvious unacceptable activities are noted below. Your avoidance of these activities will be to your benefit as well as the benefit of Hart Pavement Striping Corporation If you have any questions concerning any work or safety rule or any of the unacceptable activities listed, please see your supervisor for an explanation.

Discipline will be administered fairly and equally to all employees.  We are listing offenses in two (2) main categories to provide employees with a fair understanding of what they can expect if they violate certain policies or procedures.  It is not possible to list every conceivable infraction.  However, the two- (2) areas listed should provide a guideline as to what discipline may apply for situations not listed.  Facts surrounding termination will be made a part of the employee’s record for use by prospective future employers when reference calls are received.

Serious Offenses

Occurrences of any of the following violations, because of their seriousness, may result in immediate dismissal without warning:

· Willful violation of any company rule; any deliberate action that is extreme in nature and is obviously detrimental to Hart Pavement Striping Corporation’s efforts to operate profitably.

· Willful violation of security or safety rules or failure to observe safety rules or Hart Pavement Striping Corporation safety practices; tampering with Hart Pavement Striping Corporation equipment.

· Negligence or any careless action which endangers the life or safety of another person.

· Being intoxicated or under the influence of controlled substance drugs while at work; use or possession or sale of controlled substance drugs in any quantity while on company premises except medications prescribed by a physician which does not impair work performance.

· Possession of firearms, weapons or explosives on company property.

· Engaging in criminal conduct or acts of violence, or making threats of violence toward anyone on company premises or when representing Hart Pavement Striping Corporation; fighting, or horseplay or provoking a fight on company property, or negligent damage of property.

· Insubordination or refusing to obey instructions properly issued by your supervisor pertaining to your work; refusal to help out on a special assignment.

· Threatening, intimidating, or coercing fellow employees on or off the premises - at any time, for any purpose.

· Engaging in an act of sabotage; willfully or with gross negligence causing the destruction or damage of company property, or the property of fellow employees, customers, suppliers, or visitors in any manner.

· Theft of company property or the property of fellow employees; unauthorized possession or removal of any company property, including documents, from the premises without prior permission from management; unauthorized use of company equipment or property for personal reasons including punching out other coworkers; using company equipment for personal profit.

· Dishonesty; willful falsification or misrepresentation on your application for employment or other work records; lying about sick or personal leave; falsifying reason for a leave of absence or other data requested by Hart Pavement Striping Corporation; alteration of company records or other company documents.

· Violating the non-disclosure agreement; giving confidential or proprietary Hart Pavement Striping Corporation information to competitors or other organizations or to unauthorized Hart Pavement Striping Corporation  employees; working for a competing business while a Hart Pavement  Striping Corporation  employee; breach of confidentiality of personnel information.

· Malicious gossip and/or spreading rumors; engaging in behavior designed to create discord and lack of harmony; interfering with another employee on the job; willfully restricting work output or encouraging others to do the same.

· Immoral conduct or indecency on company property.

· Conducting a lottery or gambling on company premises.

· Discourteous treatment of customers.

· Unsatisfactory or careless work; failure to meet production or quality standards as explained to you by your supervisor; mistakes due to carelessness or failure to get necessary instructions. 

· Any act of harassment, sexual, racial or other; telling sexist or racial-type jokes; making racial or ethnic slurs.

· Sleeping on the job; loitering or loafing during working hours.

Infractions

The following infractions are of the nature that by counseling the employee or with various forms of discipline (such as reprimands and layoffs without pay) the employee may correct his/her actions or conduct.  Records will be made of disciplinary actions in the event a reference is necessary.  The handling of these violations of company rules and procedures will depend upon the employee’s prior employment performance and the circumstances relating to the offense.  All employees are subject to disciplinary action for the violation of any rule or regulation.

· Excessive use of company telephone for personal calls.

· Excessive use of business time for non-business purposes.

· Smoking in restricted areas, or at non-designated times.

· Creating or contributing to unsanitary conditions.

· Failure to report an absence or late arrival.

· Excessive absence or lateness.

· Irregular attendance.

· Obscene or abusive language toward any supervisor, employee, or customer; indifference or rudeness towards a customer or fellow employee; any disorderly/antagonistic conduct on company premises.

· Failure to immediately report damage to, or an accident involving company equipment.

· Soliciting during working hours and/or in working areas; selling merchandise or collecting funds of any kind for charities or others without authorization during business hours, or at a time or place that interferes with the work of another employee on company premises.

· Failure to maintain a neat and clean appearance in terms of the standards established by your supervisor; any departure from accepted conventional modes of dress or personal grooming; wearing improper or unsafe clothing.

· Failure to report an accident or injury.

· Sleeping or loafing on the job.

2  Compensation & Performance

Wage & Salary Policies

It is Hart Pavement Striping Corp's desire to pay wages and salaries that are competitive with other employers in the marketplace in a way that will be motivational, fair and equitable, variable with individual and company performance and in compliance with all applicable statutory requirements.

You are employed by Hart Pavement Striping Corporation and will be carried directly on our payroll. No person may be paid directly out of petty cash or any other such fund for work performed. The only exception to this policy is where a contract relationship exists with a bona fide independent contractor.

Deductions From Paycheck (Mandatory)

Hart Pavement Striping Corporation like all employers, is required by law to make certain deductions from your paycheck. Among these are your federal, state and local income taxes and your contribution to Social Security. These deductions will be itemized on your check stub. The amount of the deductions may depend on your earnings and on the information you furnish on your W-4 form regarding the number of dependents/ exemptions you claim. Any change in name, address, telephone number, marital status or number of exemptions must be reported to your Accounting Manager immediately, to ensure proper credit for tax purposes. The W-2 form you receive for each year indicates precisely how much of your earnings were deducted for these purposes. 

Any other mandatory deductions to be made from your paycheck, such as court-ordered attachments, will be explained whenever Hart Pavement Striping, Corp is ordered to make such deductions. 

Note:  See "Wage Assignments (Garnishments)" later on in this section for further information. 

Direct Deposit

At this time we do provide direct deposit.

Error in Pay

Every effort is made to avoid errors in your paycheck. If you believe an error has been made, please contact the Accounting/Office Manager immediately. He/she will take the necessary steps to research the problem make any necessary corrections within seven (7) days. 

Overtime Pay & 'Comp' Time

From time to time, it may be necessary for you to perform overtime work in order to complete a job on time. All overtime will be dictated by your work schedule. When it is necessary to work overtime, you are expected to cooperate as a condition of your employment. There are two types of overtime work: 

1.
Scheduled Overtime: Scheduled overtime work is announced in advance and generally will involve an entire department or operation. This type of overtime becomes part of the required workweek of the members of the department or operation. If you need to be excused from performing scheduled overtime, please speak with the Operations/Manager. He/ she will consider your situation and the requirements of the department or operation in deciding whether you may be excused from performing the scheduled overtime.

2.
Incidental Overtime: Incidental overtime is not scheduled, but becomes necessary in response to extenuating circumstances. It is extra time needed to complete work normally completed during regular hours. Incidental overtime may become necessary when an illness or emergency keeps coworkers from being at work as anticipated. It may require you to return to the workplace for emergency work. The opportunity to perform incidental overtime will be given first to the employee who normally performs the task. If that employee cannot perform the overtime, the Operations/Manager will offer the overtime to a suitably qualified person who is available to perform the overtime work. 

Overtime policies are determined by the Federal Wage and Hour Laws.  Time and one half is paid to all hourly employees and some salaried employees for more than forty (40) hours worked in a seven (7) day period.  

Work Performed on Company Holidays

Because are business is seasonal all Holidays will be scheduled as work days if necessary. There will be no additional compensation for work performed on Holidays.

Pay Cycle 

(52 pay periods per year)  Payday is normally on Friday each week. The Pay is for Monday through Sunday for the past week.

Paycheck Distribution & Cashing Procedures

At your option, paychecks can be:


distributed by your supervisor.

mailed to your home address.

.


Paychecks may not be cashed at Hart Pavement Striping Corporation.
Termination & Severance Pay 

Hart Pavement Striping Corporation hopes and expects that you will give at least two weeks notice in the event you intend to leave our employment. Hart Pavement Striping, Corp. does not pay severance pay.  When you leave Hart Pavement Striping Corporation you will be paid for actual time worked.

Time Records

By law, we are obligated to keep accurate records of the time worked by "non-exempt" employees.  This is done with the use of the Paycheck System.

Your time card is the only way the Accounting/Office Manager knows how many hours you have worked and how much to pay you are entitled to. The time clock indicates when you arrived and when you departed. All employees are required to keep your supervisor advised of their departures from and returns to the premises during the workday.

Do not alter another person's record, or influence anyone else to alter your record for you. In the event of an error in recording your time, please report the matter to your supervisor immediately.

Wage Assignments (Garnishments)

We hope you will manage your financial affairs so that we will not be obligated to execute any court-ordered wage assignment or garnishment against your wages. However, whenever court-ordered deductions are to be taken from your paycheck, you will be notified. 

According to the Federal Wage Garnishment Act, three (3) or more garnishments may be cause for dismissal.

Performance & Compensation Reviews

Performance Reviews

Your supervisor is continuously evaluating your job performance. Day-to-day interaction between you and your supervisor should give you a sense of how your supervisor perceives your performance. 

However, to avoid haphazard or incomplete evaluations, Hart Pavement Striping, Corp conducts a formal review a minimum of once a year for every employee.  An evaluation may, however, be conducted at any time, at the discretion of your supervisor.

New employees may be reviewed more frequently. A review may also be conducted in the event of a promotion or change in duties and responsibilities or at the request of any Supervisor.

During formal performance reviews, your supervisor will consider the following things, among others:

•
Attendance, initiative, and effort

•
Knowledge of your work

•
Job evaluation

•
The quality and quantity of your work

•
Employee contributions to the overall profitability of the company.

The primary reason for performance reviews is to identify your strengths and weaknesses in order to reinforce your good habits and develop ways to improve in your weaker areas. This review also serves to make you aware of, and to document, how your job performance compares to the goals and description of your job. This is a good time to discuss your interests and future goals. Your supervisor is interested in helping you to progress and grow in order to achieve personal as well as work-related goals - perhaps he or she can recommend further training or additional opportunities for you. 

In addition to individual job performance reviews, Hart Pavement Striping, Corp periodically conducts a review of job descriptions to insure that we are fully aware of any changes in the duties and responsibilities of each position and that such changes are recognized and adequately compensated. 

Compensation Reviews

Wage and salary increases are based on merit alone, not length-of-service or the cost-of-living. Having your compensation reviewed does not necessarily mean that you will be given an increase.

Hart Pavement Striping Corporation conducts compensation reviews quarterly on or about each employee, following their performance review. Any wage or salary increases will appear in the pay period ending after the dates they are granted. Wage and salary increases may be retroactive in the case of late reviews, at the discretion of Hart Pavement Striping Corporation.
Work Schedule

Your workweek may consist of seven (7) days, fourteen (14) hours long, Monday through Sunday, depending on the work schedule. Your schedule of daily work hours will be assigned to you by the Accounting/Office Manager.  You will be notified promptly whenever a change is necessary. Should you have any questions concerning your work schedule, please ask your supervisor.

Absence or Tardiness

From time to time, it may be necessary for you to be absent from work. Hart Pavement Striping Corporation is aware that emergencies, illnesses, or pressing personal business that cannot be scheduled outside your work hours may arise. 

If you are unable to report to work or if you will arrive late, please contact the office and your Crew Leader or the Operations Manager as soon as possible. Give him/her as much time as possible to arrange for someone else to cover your position until you arrive. If you know in advance that you will need to be absent, you are required to request this time off directly from your supervisor. He/she will determine when will be the most suitable time for you to be absent from your work.

When you call in to inform Hart Pavement Striping Corporation of an unexpected absence or late arrival, ask for your supervisor directly.  Notifying the Operations Manager is sufficient if your supervisor is not available. For late arrivals, please indicate the time you expect to arrive for work.  If you are unable to call in yourself because of an illness, emergency or for some other reason, be sure to have someone call on your behalf. 

Absence from work for three (3) consecutive days without notifying your supervisor will be considered a voluntary resignation. 

Attendance

You are expected to be at the yard and ready to work at the beginning of your assigned daily work hours, and you are expected to remain at the yard or job locations until the end of your assigned work hours, except for approved breaks and lunch. When your work takes you away from either location, please let your supervisor know where you are going and how long you expect to be gone.

Be aware that excessive time off could lead to disciplinary action.

Excessive Absenteeism or Lateness

In general, five (5) absences in a year will be considered excessive, and the reasons for the absences may come under question. Tardiness or leaving early is as detrimental to Hart Pavement Striping Corporation as an absence. Three (3) such incidents in a 90-day period will be considered a "tardiness pattern" and will carry the same weight as an absence. Other factors, like the degree of lateness, may be considered. 

Be aware that excessive absenteeism, lateness or leaving early may lead to disciplinary action, including possible dismissal.

Lunch Period

If you work longer than eight (8) hours, you will be given an unpaid one half hour lunch period.  Scheduling for lunch periods are left to the discretion of the employee, but should be taken around midday.  In the event of a Company-sponsored lunch meeting, the meeting itself is considered the employee's lunch hour.

You are expected to take your full-allotted time for lunch.  Partial lunch hours do not allow employees to leave work early.  You are requested not to perform any work during your regularly scheduled lunch period, unless specifically requested to do so by your supervisor. 

You may leave the premises during your lunch period.  It is important to return to work on time at the end of your lunch period. 

Record of Absence or Lateness

If you are absent because of illness for three (3) or more successive days, your supervisor may request that you submit written documentation from your doctor. If you are absent five (5) or more days because of illness, you will be required to provide written documentation from a doctor that you are able to resume normal work duties before you will be allowed to return to work. You will be responsible for any charges made by your doctor for this documentation.

The Accounting/Office Manager will make a note of any absence or lateness, and the reason, in your personnel file. Your attendance record will be considered when evaluating requests for promotions, transfers, leaves of absence, and approved time off, as well as scheduling layoffs, etc.
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Benefits

The Benefits Package

In addition to receiving an equitable wages and having an equal opportunity for professional development and advancement, you may be eligible to enjoy other benefits which will enhance your job satisfaction. We are certain that you will agree that the benefits program described in this Manual represents a very large investment by Hart Pavement Striping Corporation and we trust that you will avoid abusing any of the program's benefits.

A good benefits program is a solid investment in Hart Pavement Striping Corporation and its employees.  Hart Pavement Striping Corporation will periodically review the benefits program and will make modifications as appropriate to the company's condition and the needs of the employees.

Eligibility for Benefits

If you are a full-time employee, you will enjoy all of the benefits described in this manual as soon as you meet the eligibility requirements for each particular benefit.

If you are a part-time employee, you will enjoy only those benefits, which are required by law to be afforded to you, provided that you meet the minimum requirements set forth by law and in the benefit plan(s).

Temporary employees are not eligible for benefits. 

Holiday Policies

Because the work at Hart Paving Striping, Corporation is seasonal, all scheduled holidays will be considered workdays with no additional compensation. 

Vacations

Because the work at Hart Paving Striping, Corporation is seasonal, there is no vacation pay.

Other Paid Leaves

Funeral (Bereavement) Leave

You are entitled to take one work day without pay to attend the funeral and take care of personal matters related to the death of a member of your immediate family.  Immediate family is defined as spouse, children, siblings, parents, and grandparents.  

With your supervisor's approval, you may take up to one full day without pay to attend funerals of other relatives and friends. 

Unpaid Leaves of Absence

Occasionally, for medical, personal, or other reasons, you may need to be temporarily released from the duties of your job with Hart Pavement Striping Corporation but may not wish to submit your resignation. Under certain circumstances, you may be eligible for an unpaid leave of absence. 

There are several types of unpaid leaves, which you may be eligible for.
Family/Medical Leave of Absence

In general, a leave of absence is an official authorization to be absent from work without pay for a specified period of time.  Eligible employees may be entitled to job-protected family or medical leaves of absence if they are unable to come to work due to pressing family or medical concerns as described under the following Family/Medical Leave Policy, which shall be administered in accordance with applicable State and Federal laws:

1)
Employees are eligible if they have been actively employed for 12 continuous months, and have worked at least 1250 hours (an average of 25 hours per week) during those 12 months. 

2)
Under the circumstance set forth below, each eligible employee shall have up to a total of 12 weeks unpaid leaves during any one-year period.

3)
A family leave shall be granted upon the birth or adoption of a child of the employee, or upon the serious illness of the employee's child, spouse, or parent.

4)
A medical leave shall be granted upon the employee's own serious illness.

5)
Whenever possible, and subject to your health care provider's approval, absences for planned medical treatment should be scheduled so as not to unduly disrupt company operations.

6) In appropriate circumstances, we may require you to be examined by a company-designated physician, at company expense.

7)
In the event of a serious illness to the employee or his/her child, spouse, or parent, creating a need for unforeseeable family or medical leave, the employee should provide us with notice, as soon as practicable, of any needed time off, and a written doctor's certificate indicating the expected duration and nature of the illness, particularly as it relates to the employee's ability to come to work or the need for that employee's presence at home to care for a seriously ill family member.

8)
Employees shall be required to give 30 days advance notice in the event of a foreseeable medical treatment. To assist us in arranging work assignments during your absence, we ask that you give us prior notice, to the extent possible, of an expected birth or adoption, as well as an indication, to the extent known, of your expected return date.  To facilitate your return to work, we also ask that you provide us with two weeks advance notification of your intended return date.  Failure to do so may delay your return date.

9)
For purposes of this policy, a child is defined as a natural, adopted, or foster child, a stepchild or a legal ward.  If the child is over 18 he/she must be unable to care for himself/herself due to a serious illness.  

10)
A parent is defined as the employee's or his/her spouse's natural, adoptive, or foster parent, stepparent, or legal guardian.

11)
A serious illness is defined as a disabling physical or mental illness, injury, impairment, or condition involving (1) inpatient care in a hospital, nursing home, or hospice; or (2) outpatient care requiring continuing treatment or supervision from a health care professional.

12)
Leave of absence rights available to you under other sections of our policy shall be counted towards the total time off available under this section.

13)
Upon completion of a leave granted under this section, you shall be reinstated to your original position, or an equivalent one.

14)
If, due to your own medical circumstances, you are no longer able to perform your original job, we will attempt to transfer you to alternate suitable work, if available.

15)
While on a leave of absence provided for under this policy, we will continue your group health insurance benefits under the same terms as provided to other employees, for up to a maximum of 12 weeks leave time during any one year period.  If your leave extends beyond 12 weeks, you shall be offered the opportunity to purchase continuing coverage under state and federal COBRA continuation rules.

16)
Other accumulated fringe benefits such as seniority, retirement, service credits, sick pay, vacation pay, etc., shall be preserved at the level earned as of commencement of the leave, but shall not accrue further during any such leave period.

17)
The pay allowances while on disability leave are based on an employee's length of service, as well as the state in which he/she is employed.  Disability laws may vary from state to state, and at all times our disability leave policy will be in compliance with the laws of the state in which you are employed.
18) During a period of disability, you may be eligible for disability pay benefits.  Please refer to the applicable plan documents for details on eligibility, benefit amounts, and other particulars.

19)
Should you require an extended leave beyond the period of time described in this policy, we will seek to return you to a suitable position, but cannot guarantee that one will be available.

19) Should you seek a Leave of Absence for reasons other than described above, we will evaluate such a request based on particular circumstances present at that time including, but not limited to, your current and anticipated work responsibilities, performance, company needs, etc.  Hart Pavement Striping Corporation reserves the right to refuse such a request at its sole discretion.

Jury Duty

It is your civic duty as a citizen to report for jury duty whenever called. If you are called for jury duty you will be granted the necessary time off.  No wages will be paid time.  You must present a statement of jury service to administration upon completion of your service. The court issues this document.
You must notify your supervisor within forty-eight (48) hours of receipt of the jury summons.

On any day or half-day you are not required to serve, you will be expected to return to work. 
Military Leave of Absence

If you are a full-time employee and are inducted into the US Armed Forces, you will be eligible for re-employment after completing military service, provided:

1.
You show your orders to your supervisor within forty-eight (48) hours of their receipt. 

2.
You satisfactorily complete your active duty service.

3.
You enter the military service directly from your employment with Hart Pavement Striping Corporation.
4.
You apply for and are available for re-employment within ninety (90) days after discharge from active duty. If you are returning from up to six (6) months active duty for training, you must apply within a reasonable time (usually thirty (30) days) after discharge. 

Military Reserves or National Guard Leave of Absence

Employees who serve in US military organizations or state militia groups may take the necessary time off, without pay, to fulfill this obligation, and will retain all of their legal rights for continued employment under existing laws. These employees may apply accrued personal leave and unused earned vacation time to the leave if they wish; however, they are not obliged to do so.

You are expected to notify your supervisor as soon as you are aware of the dates you will be on duty so that arrangements can be made for replacement during this absence. 

Personal Leave of Absence

In very special circumstances, Hart Pavement Striping Corporation may grant an unpaid leave for a personal reason, but never for taking employment elsewhere or going into business for yourself. You should request an unpaid personal leave of absence from management. A personal leave of absence must not interfere with the operations of Hart Pavement Striping Corporation 

A personal leave of absence may be granted for up to thirty (30) days. If your leave is extended for more than thirty (30) days, vacation and other benefits will no longer continue to accrue. Consult your group insurance booklet to determine your insurance coverage during a leave of absence. Failure to return from a leave at the time agreed will result in termination of employment.

Accepting Other Employment or Going into Business 


While on Leave of Absence

If you accept any employment or go into business while on a leave of absence from Hart Pavement Striping Corporation you will be considered to have voluntarily resigned from employment with Hart Pavement Striping Corporation as of the day on which you began your leave of absence. 

Insurance Premium Payment During Leaves of Absence

You will be responsible for paying the total premiums for your coverage and that of your dependents while on leave. Failure to do so may result in loss of coverage and possible refusal by the insurance carrier to allow your coverage to be reinstated. 

Insurance Coverage

Health Insurance
Today's many health insurance plans and options can be confusing and complicated. That is why Hart Pavement Striping Corporation has taken the time to carefully review the coverage and plans available. We have selected the plan we feel provides the best coverage for our employees. Refer to the literature provided by our insurance company for details on your health coverage.

You are required to pay 100% of the premiums for health insurance through payroll deduction. 

Termination of Insurance

Your insurance will terminate when the insurance policy terminates, when you fail to make an agreed contribution to premium when due, when you cease to be eligible for coverage under the terms of our group insurance program, or when you cease to be employed as a regular full-time employee eligible for the insurance. 

Government Required Coverage

Workers' Compensation

The Michigan Workers' Compensation Law is a no-fault insurance plan, which is supervised by the state, and one hundred percent (100%) paid for by Hart Pavement Striping Corporation This law was designed to provide you with benefits for any injury, which you may suffer in connection with your employment. Under the provisions of the law, if you are injured while at work, you are eligible to apply for Workers' Compensation. 

What Is Workers' Compensation?

Before Workers' Compensation, an injured worker had to sue his employer to recover medical costs and lost wages. Lawsuits took months and sometimes years. Juries and judges had to decide who was at fault and how much, if anything, would be paid. In most cases, the injured worker got nothing. It was a costly, time-consuming and unfair system. Today, if you're unable to work because of a job injury, Pavement Striping Corporation and our Workers' Compensation Insurance carrier work together to take care of your medical expenses and pay you money to live on until you're able to come back to work - automatically, without delay or red tape.

Who Is Covered?

Every Hart Pavement Striping Corporation employee is protected by Workers' Compensation while on the job and working for the company.

What Is Covered?

Any injury is covered if it's caused by your job - not just serious accidents, but even first-aid type injuries. Illnesses may also be covered, if they're related to your job. For example, common colds and flu are not covered, but if you caught tuberculosis while working at a TB hospital, that would be covered. The main question is if the injury or illness is the result of the performance of your job.

When Am I Covered?

Coverage begins the first minute you're on the job and continues anytime you're working for Hart Pavement Striping Corporation You don't have to work a certain length of time, and there's no need to earn any minimum amount of wages before you're protected.

What Are the Benefits?

  To review benefits ask the Accounting/Office Manager for the Workmen’s Compensation Booklet.

.  

How Do I Get the Benefits?

All injuries, no matter how slight, must be reported immediately to Dann Hart and your supervisor to assure consideration under Workers' Compensation Insurance, should complications develop later. Dann Hart or your supervisor will see that you receive medical attention.

If you are physically able to, fill out an injury report form and tell your supervisor what, where, when, and how it happened - enough information so that he or she can arrange medical treatment and complete the necessary reports. In an emergency, you may go directly to one of the medical facilities nearby. Later, you may be required to furnish your supervisor with written statements regarding the on-the-job accident so that we may accurately document the incident, and so you may receive all the benefits to which you are entitled. If the injury is not an emergency you will go to North Oakland Medical Facility in Waterford for evaluation. (Failure to do this could result in loss of benefits.)

Prompt reporting is the key. Benefits are automatic, but nothing can happen until Hart Pavement Striping Corporation know about the injury. Protect your right to benefits by reporting every injury in writing, no matter how slight. Even a cut finger can be disabling if an infection develops.

Unemployment Compensation

Hart Pavement Striping Corporation pays a percentage of its payroll to the Unemployment Compensation Fund according to Hart Pavement Striping Corporation's employment history. If you become unemployed, you may be eligible for unemployment compensation, under certain conditions, for a limited period of time. Unemployment compensation provides temporary income for workers who have lost their jobs. To be eligible you must have earned a certain amount and be willing and able to work. You should apply for benefits through your local State Unemployment Office as soon as possible.

Hart Pavement Striping Corporation pays the entire cost of this insurance. 

Social Security 

The United States Government operates a system of contributory insurance known as Social Security. As a wage earner, you are required by law to contribute a set amount of your weekly wages to the trust fund from which benefits are paid. As your employer, Hart Pavement Striping Corporation is required to deduct this amount from each paycheck you receive. In addition Hart Pavement Striping Corporation matches your contribution dollar for dollar, thereby paying one-half of the cost of your Social Security benefits. 

Borrowing Equipment and Company Assets
If you want to use Hart Pavement Striping Corporation equipment or tools during or after work hours for personal benefit, you must have the approval of management. You must have a written permission before removing the equipment or tools from Hart Pavement Striping Corporation property. You understand and agree that Hart Pavement Striping Corp. is not liable for personal injury incurred during the use of company property for personal projects. As a Hart Pavement Striping Corporation employee, you accept full responsibility for any and all liabilities for injuries or losses which occur, or for the malfunction of equipment. You are responsible for returning the equipment or tools on the agreed date and in good condition, and you agree that you are required to pay for any damages that occur while using the equipment or tools for personal projects.  The Operations Manager maintains a log of all borrowed materials and they must be signed in and out through this person.

Communications

Successful working conditions and relationships depend upon successful communication. Not only do you need to stay aware of changes in procedures, policies and general information, you also need to communicate your ideas, suggestions, personal goals or problems as they affect your work.

In addition to the exchanges of information and expressions of ideas and attitudes which occur daily, make certain you are aware of and utilize all Hart Pavement Striping Corporation methods of communication, including this Employee Manual, discussions with your supervisor, memoranda, staff meetings, training sessions, etc. 

You will receive other information booklets, such as your insurance booklets, from time to time. You may take these booklets home so that your family may know more about your job and your benefits.

In addition, you may receive letters from Hart Pavement Striping Corporation. There is no regular schedule for distribution of this information. The function of each letter is to provide you and your family with interesting news and helpful information which will keep you up-to-date on the events here at Hart Pavement Striping Corporation
Company Meetings 

On occasion, we may request that you attend a company sponsored meeting. If this is scheduled during your regular working hours, your attendance is required. If it is held during your non-working hours and you decide to attend, you will be paid for the time you spend traveling to and from the meeting as well as for time spent at the meeting, but only if you are one of our "non-exempt" employees. (If you are qualified for overtime pay by virtue of working more than forty hours that same work week, then you will receive your overtime rate.)

If you are a "non-exempt" employee, you are under no obligation to attend a company meeting which is held outside of regular working hours. No one in management is permitted to exert any degree of pressure on you to attend.

Computer Software (Unauthorized Copying)

Hart Pavement Striping Corporation does not condone the illegal duplication of software. The copyright law is clear. The copyright holder is given certain exclusive rights, including the right to make and distribute copies. Title 17 of the US Code states that "it is illegal to make or distribute copies of copyrighted material without authorization" (Section 106). The only exception is the user’s right to make a backup copy for archival purposes (Section 117).

The law protects the exclusive rights of the copyright holder and does not give users the right to copy software unless a backup copy is not provided by the manufacturer. Unauthorized duplication of software is a Federal crime. Penalties include fines of as much as $250,000, and jail terms of up to five years.

Even the users of unlawful copies suffer from their own illegal actions. They receive no documentation, no customer support and no information about product updates.

1.
Hart Pavement Striping Corporation licenses the use of computer software from a variety of outside companies. Hart Pavement Striping Corporation does not own this software or its related documentation and, unless authorized by the software manufacturer, does not have the right to reproduce it.  This software may only be used on an in-house basis.

2.
With regard to use on local area networks or on multiple machines, Hart Pavement Striping Corporation employees shall use the software only in accordance with the license agreement.

3.
Hart Pavement Striping Corporation employees learning of any misuse of software or related documentation within the company shall notify a supervisor or Hart Pavement Striping Corporation’s legal counsel.

4.
According to the US Copyright Law, illegal reproduction of software can be subject to civil damages and criminal penalties, including fines and imprisonment. Hart Pavement Striping Corporation employees who make, acquire or use unauthorized copies of computer software shall be disciplined as appropriate under the circumstances. Such discipline may include dismissal. 

Dress Code/Personal Appearance

It is not the desire of Hart Pavement Striping Corporation to impose strict dress and appearance standards.  However, you will be expected to dress in a manner appropriate to your job. 
Hart Pavement Striping Corporation may require certain employees to conform to a higher dress code.  Generally, these would include employees with a high degree of visibility and/or contact with clients.  Hart Pavement Striping Corporation management also reserves the right to request formal or business casual dress for all employees upon certain special occasions.

A neat, tasteful appearance contributes to the positive impression you make on our customers. You are expected to be suitably attired and groomed during working hours or when representing Hart Pavement Striping Corporation. A good clean appearance bolsters your own poise and self-confidence and greatly enhances our company image. When working at a customer's site, please observe what the customer is wearing and dress appropriately.

Election Day

We encourage you to register to vote and exercise your voting privileges in local, state, and national elections.  Voting must be done before or after regular working hours. 

Exit Interviews

In instances where an employee voluntarily leaves our employ Hart Pavement Striping Corporation management would like to discuss your reasons for leaving and any other impressions that you may have about Hart Pavement Striping Corporation If you decide to leave, you will be asked to grant us the privilege of an exit interview.  During the exit interview, you can express yourself freely.  It is hoped that this exit interview will help us part friends, as well as provide insights into possible improvements we can make. All information will be kept strictly confidential and will in no way affect any reference information that Hart Pavement Striping Corporation management will provide another employer about you.

Expense Reimbursement

To be reimbursed for all authorized expenses, they must be pre-approved by management. Please submit original signed receipts only.  When traveling on company business, employees may use their own vehicle and an allowance for fuel will be paid, provided you have obtained prior approval from your supervisor.  The employee must give their Supervisor a signed voucher stating the beginning and ending odometer reading from their vehicle and the purpose of use.

First Aid

FOR MEDICAL EMERGENCIES:

It is very important that you make sure that your employment records reflect your current contact in the event of a medical emergency.  Changes should be made in writing with the Accounting/Office Manager.

In the event that you witness a medical emergency:


Summon necessary medical assistance.


Locate someone qualified to administer first aid, if needed.


Wait for help to arrive.


Report injuries to management, even though medical attention may not be required.

Federal law ("OSHA") requires that we keep records of all illnesses and accidents which occur during the workday. The Michigan State Workers' Compensation Act also requires that you report any illness or injury on the job, no matter how slight. If you hurt yourself or become ill, please contact your supervisor for assistance. If you fail to report an injury, you may jeopardize your right to collect workers' compensation payments as well as health benefits. OSHA also provides for your right to know about any health hazards which might be present on the job. Should you have any questions or concerns, contact the Human Resources officer for more information.
Grievances 

Our goal is to maintain a comfortable working environment for everybody. We do this in several ways:

• 
By treating each of you as an individual and encouraging your maximum development;

• 
By recognizing that each of you is essential to the success and growth of Hart Pavement Striping Corporation; and

• 
By maintaining direct communications with all of our employees and ensuring that each and every one of you can speak directly and openly with our management team.

We believe that this type of communication, without interference from any outside party, is best for all concerned. Therefore, when you wish to express your problems, opinions, or suggestions, you will always find an open door and an attentive ear.

Resolving Problems

Whenever you have a problem or complaint, we expect you to speak up and communicate directly with us. You can take the following steps:

1.
First, talk to your immediate supervisor. Your supervisor is most familiar with you and your job and is, therefore, in the best position to assist you. Your supervisor works closely with you, and is interested in seeing that you are treated fairly and properly.

2. 
If your supervisor cannot help you resolve the matter, you can speak to the Operations Manager, who will give your problem or complaint prompt consideration.

3. 
If the Operations Manager feels that the situation warrants further review, he/she will ask Hart Pavement Striping Corporation’s President for assistance.

Remember - it is always best to resolve problems right away. Little problems tend to turn into big problems; facts become confused; resentment and anger builds up. It is always best to get things off your chest before they get out of hand.

Housekeeping

Neatness and good housekeeping are signs of efficiency. You are expected to keep your work area neat and orderly at all times - it is a required safety precaution. 

Easily accessible trash receptacles and recycling containers are located throughout the building. Please put all litter in the appropriate receptacles and containers. Always be aware of good health and safety standards, including fire and loss prevention. 

Please report anything that needs repairing or replacing to management immediately.

Information Systems

Hart Pavement Striping Corporation uses a traditional bulletin board system. 

Keys

Building and keys are given to employees whose job description and level of responsibility requires them to have, or makes it advantageous for them to have keys.  No employee who is in possession of keys is permitted to give keys to any other person, including other employees, or make copies of the keys.  All issued keys remain the property of Hart Pavement Striping Corporation
Life-Threatening Illnesses
Hart Pavement Striping Corporation recognizes that employees with a life-threatening illness, including, but not limited to, cancer, heart disease, and AIDS, may wish to continue to engage in as many of their normal pursuits as their condition allows, including work. These employees must be able to meet acceptable performance standards.  Performing normal job functions must not exacerbate their condition. Medical evidence must indicate that their condition is not a threat to other workers.

Management will be sensitive to the employee's condition and ensure that the employee is treated consistently with other employees. Hart Pavement Striping Corporation seeks to provide a safe work environment for all employees and customers.  Therefore, precautions should be taken to ensure that any employee's condition does not present a health and/or safety threat to other employees or customers.

When dealing with situations involving employees with life-threatening illnesses, Hart Pavement Striping Corporation  WILL:

•
Remember that an employee's health condition is personal and confidential, and reasonable precautions should be taken to protect information regarding an employee's health condition.

•
Contact the appropriate agencies if you believe that you or other employees need information about terminal illness, or a specific life-threatening illness, possible contagion, or if you need further guidance in managing a situation that involves an employee with a life-threatening illness.

•
Contact the appropriate agencies to determine if a statement should be obtained from the employee's attending physician that continued presence at work will pose no threat to the employee, coworkers, or customers. Hart Pavement Striping Corporation reserves the right to require an examination by a medical doctor appointed by the company, at the company’s expense.

•
Make reasonable accommodations for employees with a life-threatening illness provided that any accommodations made do not require significant difficulty or expenses.

•
Be sensitive and responsive to coworkers' concerns.

•
Be sensitive to the fact that continued employment for an employee with a life-threatening illness may sometimes be therapeutically important in the remission or recovery process, or may help to prolong that employee's life.

Outside Activities

No employee may take an outside job, either for pay or as a donation of his or her personal time, with a customer or competitor of Hart Pavement Striping Corporation; nor may they do work on their own if it competes in any way with the sales of products or services we provide our customers. If your financial situation requires you to hold a second job, part-time or full-time, or if you intend to engage in a business enterprise of your own, you must receive written authorization from the Operation Manager. 

Parking 

Hart Pavement Striping Corporation maintains parking at the yard.

Payroll Advances

Hart Pavement Striping Corporation does not loan money to employees.

Personal Phone Calls & Mail

Hart Pavement Striping Corporation's telephone bills can be astronomical. Please keep personal phone calls to a minimum - they must not interfere with your work. You are permitted to make limited local area calls on company telephones for essential personal business.  Please do not abuse this privilege. Emergency calls regarding illness or injury to family members changed family plans, or calls for similar reasons may be made at any time. 

Property & Equipment Care

It is your responsibility to understand the machines you need to use to perform your duties. Good care of any machine that you use during the course of your employment, as well as the conservative use of supplies and materials (do not waste), will benefit you and Hart Pavement Striping Corporation If you find that a piece of equipment is not working properly or in any way appears unsafe, please notify management immediately so that repairs or adjustments may be made. Under no circumstances should you start or operate equipment you deem unsafe, nor should you adjust or modify any safeguards provided. 

References

As an employee, do not under any circumstances respond to any requests for information regarding another employee unless it is part of your assigned job responsibilities. If it is not, and you receive a request for a reference, you should forward the request to the Operation Manager for a response.

Resignation

While we hope both you and Hart Pavement Striping Corporation will mutually benefit from your continued employment, we realize that it may become necessary for you to leave your job with Hart Pavement Striping Corporation If you anticipate having to resign your position with Hart Pavement Striping Corporation you are expected to notify your supervisor at least two (2) weeks in advance of the date that you must leave. 

Return of Company Property

Any Hart Pavement Striping Corporation property issued to you must be returned to Hart Pavement Striping Corporation at the time of your dismissal or resignation, or whenever it is requested by a member of management. You are responsible to pay for any lost or damaged items. The value of any property issued and not returned may be deducted from your paycheck, and you may be required to sign a wage deduction authorization for this purpose.

Security

Maintaining the security of Hart Pavement Striping Corporation is every employee's responsibility. Develop habits that insure security as a matter of course. For example:

•  
Always keep all cash, be it company or personal, properly secured. If you are aware that cash is insecurely stored, immediately inform the person responsible.

•  
Know the location of all alarms and fire extinguishers, and familiarize yourself with the proper procedure for using them, should the need arise.

•  
When you leave Hart Pavement Striping Corporation's premises make sure that all entrances are properly locked and secured. 
•      Computer viruses are a huge threat.  Do not ever copy files or programs to company computers. You are not to copy any company information for your own use.
Seniority

Layoffs and promotions will not be based on seniority.  These decisions will be made solely on the basis of skills, abilities, evaluations, attitude, and job performance.  Seniority will only be used as a basis for benefits if all other circumstances are equal.

Smoking

The yard and office is a smoke-free facility. It is dangerous to smoke around equipment and company vehicles

Solicitations & Distributions

Solicitation for any cause during working time and in working areas is not permitted. You are not permitted to distribute non-company literature in work areas at any time during working time. Employees may obtain management approval for certain exceptions to this rule.

Persons not employed by Hart Pavement Striping Corporation are prohibited from soliciting or distributing literature on company property at any time. 

Substance Abuse

The manufacture, possession, use, distribution, sale, purchase, or transfer of, or being under the influence of, alcohol or illegal drugs is strictly prohibited while on Hart Pavement Striping Corporation premises or while performing company business.  

Off-the-job illegal drug use which could adversely affect an employee's job performance or which could jeopardize the safety of other employees, the public or company facilities, or where such usage could jeopardize the security of company finances or business records, or where such usage adversely affects customers' or the public's trust in the ability of the company to carry out its responsibilities, will not be tolerated.  Employees who are involved in or suspected of involvement in off-the-job drug activity will be considered in violation of this policy.  Hart Pavement Striping Corporation  reserves the right to conduct random and/or company-wide drug screening at any time, without prior warning.

Employees will not be permitted to work while under the influence of drugs or alcohol.  Individuals who appear to be unfit for duty may be subject to a medical evaluation which may include drug or alcohol screening.  Refusal to comply with a fitness-for-duty evaluation may result in disciplinary action up to and including discharge.
Hart Pavement Striping Corporation recognizes that alcoholism/drug abuse is a form of illness that is treatable in nature. The company shall not discriminate against employees based on the nature of their illness. No employees shall have their job security threatened by their seeking of assistance for a substance abuse problem. The same consideration for referral and treatment that is afforded to other employees having non-drug/alcohol related illnesses shall extend to them.

Suggestions

We encourage all employees to bring forward their suggestions and good ideas about how our company can be made a better place to work, our products improved, and our service to customers enhanced. When you see an opportunity for improvement, please talk it over with administration. All suggestions are valued and listened to. 

Theft

Property theft will not be tolerated by Hart Pavement Striping Corporation We consider property theft to be the unauthorized use of company services or facilities or the taking of any company property for personal use. Computer software developed by Hart Pavement Striping employees while on company time for use by the company is considered property of Hart Pavement Striping Corporation  .

No item purchased or supplied by Hart. Pavement Striping Corporation should ever be removed from company premises without express authorization. This rule applies to all company property including, but not limited to, compact disks, software, and computers.  You will need authorization from the General Manager to borrow company equipment or to take samples of your work home. A checkout procedure will be used, and if you fail to return any item removed on schedule, the value of the items will be charged against your paycheck and you may be subject to disciplinary action for theft.

Penalty Clause 

The penalty for any incidence of unauthorized possession or removal of company property is immediate dismissal. All examples of unauthorized possession or removal of company property, regardless of the employee's past record, seniority, or the dollar value of the item, will be treated equally. If you are dismissed because of unauthorized possession or removal of company property, the reason for your dismissal will be provided to any future employer that contacts Hart Pavement Striping Corporation. In addition, you may be subject to prosecution.

Use of Company Property 

All company equipment, supplies, computers, paper, company internet access, utility services and phones are to be used for company business only. Personal use is prohibited and is considered theft. Personal business is prohibited on company time. If you want to use Hart Pavement Striping Corp. equipment or tools during or after work hours for personal benefit, you must have the written approval of top management. You must sign the equipment out before removing it from Hart Pavement Striping Corporation property. You understand and agree that Hart Pavement Striping Corporation is not liable for personal injury incurred during the use of company property for personal projects. As a Hart Pavement Striping Corp. employee, you accept full responsibility for any and all liabilities for injuries or losses which occur, or for the malfunction of equipment. You are responsible for returning the equipment or tools in good condition and you agree that you are required to pay for any damages that occur while using the equipment or tools for personal projects. Under no circumstances are employees to download programs or files a company computer or copy programs or files from a disk to company computers, period. Under no circumstances are employees to take company information or property with them when they leave work. Copying company information for employee use to the internet, on to a CD, a disk, a note pad, or any instrument to copy is thief and will not be tolerated and the employee will be prosecuted.
Receipt & Acknowledgment 

of Hart Pavement  Striping Corporation   Employee Manual 

This Employee Manual is an important document intended to help you become acquainted with Hart Pavement Striping Corporation. This Manual will serve as a guide; it is not the final word in all cases. Individual circumstances may call for individual attention. 

Because the general business atmosphere of Hart Pavement Striping Corporation and economic conditions are always changing, the contents of this Manual may be changed at any time at the discretion of Hart Pavement Striping Corporation. No changes in any benefit, policy or rule will be made without due consideration of the mutual advantages, disadvantages, benefits and responsibilities such changes will have on you as an employee and on Hart. Pavement Striping Corporation.
Please read the following statements and sign below to indicate your receipt and acknowledgment of the Hart Pavement Striping Corporation Employee Manual. 

•
I have received and read a copy of the Hart Pavement Striping Corporation Employee Manual. I understand that the policies, rules and benefits described in it are subject to change at the sole discretion of Hart Pavement Striping Corporation at any time. 

•
I further understand that my employment is terminable at will, either by myself or Hart Pavement Striping Corporation, regardless of the length of my employment.

•
I understand that no contract of employment other than "at will" has been expressed or implied, and that no circumstances arising out of my employment will alter my "at will" employment relationship unless expressed in writing, with the understanding specifically set forth and signed by myself and the President of Hart Pavement Striping Corporation.
•
I am aware that during the course of my employment confidential information will be made available to me, i.e., trade secrets, marketing strategies, customer lists, pricing policies and other related information. I understand that this information is critical to the success of Hart. Pavement Striping Corporation  and must not be given out or used outside of Hart Pavement  Striping Corporation  's premises or with non-Hart Pavement  Striping Corporation employees. In the event of termination of employment, whether voluntary or involuntary, I hereby agree not to utilize or exploit this information with any other individual or company.

•
I understand that, should the content be changed in any way, Hart Pavement Striping Corporation may require an additional signature from me to indicate that I am aware of and understand any new policies.

•
I understand that my signature below indicates that I have read and understand the above statements and have received a copy of the Hart Pavement Striping Corporation Employee Manual. 

Employee's Printed Name 

Position

Employee's Signature

Date

The signed original copy of this agreement must be given to the Accounting Manager.  It will be filed in your personnel file.

ADDENDUM #1

HPSC Employee Handbook

Date: January 15, 2003

Re: Vehicle Maintenance

Maintaining company vehicles is absolutely critical to the success of Hart Pavement Striping. Excessive maintenance costs can directly affect profits and prohibit us from completing projects on critical deadlines. 

Crew Leader's will be supplied with vehicle inspection reports. These reports are to be filled out in full, daily and are to be turned in daily with your job sheets.  Crew Leaders are responsible for the cleanliness of their trucks both inside and out. The crew leaders will be issued a weekly allowance to be used solely for the care and upkeep of the trucks. A clean truck projects a positive, professional image which is important to the success of the company. Failure to comply with these directives will result in disciplinary action.

Re: Gas Purchases

HPSC Company gas cards are to be used for the purchase of gasoline for company trucks only. A gas card will be assigned to each truck and are not to be taken out of the trucks except when being used. Crew leaders must get a receipt for every purchase of gas. The receipts are to be turned in daily with your job sheets. Failure to turn in gas receipts and unauthorized purchases will result in a deduction in the crew leader’s wages in the amount in question.

Re:  MDOT and Driver’s Licenses

A Michigan Department of Transportation Certification (MDOT) and a valid State of Michigan Chauffeurs License is required for all drivers of HPSC Vehicles – NO EXCEPTIONS.

It is the driver’s responsibility to notify his/her employer of all traffic violations (other than parking tickets) committed in any motor vehicle within 30 days of conviction.  Notification must be in writing and must include the following:


** Your full name and signature


** Driver license number


** Date of conviction


** Specific violation(s) committed


** Whether the violation was committed in a CMV


** Location of the violation

A driver must also notify his/her employer of any driver license suspension, revocation, cancellation, lost privilege or disqualification by the end of the business day following the day you receive notification of action, and any out-of-service order within 24 hours.

Re: Company Phones

Crew leaders are responsible for the cell phones in their trucks. Personal phone usage will result in wage deductions for the Crew Leader. All company phones are for company business only.
Re: Equipment Repairs

If you find a piece of equipment is not working properly or in any way appears unsafe, please notify management immediately so that repairs or adjustments may be made. Crew leaders need to tag the defective piece of equipment and bring it into the shop. The tag should be dated and the problem described on the tag. 

Hart Pavement Striping Corporation

2530 East Buno Road

Milford, MI  48381

(248) 684-4191

Fax (248) 684-4194

www.hartstriping.com 
Waste Minimization Policy

To Every Employee:

Waste generated by this company will be held to a minimum. Our goal is to have no paint waste and this is very realistic. The only waste will be from the motor oil used in the striping equipment, which will be disposed of by an outside contractor. Management will inspect equipment and can storage areas daily. Trash is to be disposed of in the dumpster or garbage cans, not on the ground or in the vehicles.  Do not leave paint chips that fall off stencils on the ground. Dispose of them in a paint chip pail. If a spill occurs save what you can and document what was done and identify by marking the pail if any paint was wasted.

All paint and thinner will be used in our operations. All fluids used to clean out stripers and parts associated with parking lot striping will be saved and used in our day-to-day operations. Documentation of the cleaning and storage of the paint, water and thinner will be achieved by marking containers and using a Waste Minimization Incident Form that have been supplied to you by management. Thinner used to clean stripers will be used to thin paint when necessary. Paint water will be used to thin the paint and to mix concrete for safety bollard installation. Do not use clean water to mix concrete unless all paint water has been used. Asphalt chunks generated from our operations will be broken up and used to fill the bollards. No asphalt chunks are to be brought back or disposed of at our yard. Purchased bags of cold patch when opened will be used in its entirety on the job site. Empty bags are to be disposed of in our dumpster. Any spilling of paint, oil, or any other chemical will be cleaned up immediately and reused if possible, notify management, document the incident and clearly mark the container if unusable. All 5-gallon pails of paint will be used to the extent that the bottom is clearly visible before disposing of the pail. Pail can lids are to be in place to insure of no run off. The 5-gallon pails are to be disposed of at our yard and not left on any job sites.

Oil change or repair shops will change all truck fluids and perform repairs. If a vehicle is leaking any fluids use a container to catch the leaking fluid, stop the leak (if you can) and notify management. Management will have the truck repaired. Any fluorescent, high intensity discharge, sodium vapor, mercury vapor neon, and incandescent lamps will be changed and disposed of by an out side contractor. We have fluorescent lights in the shop. Fuel purchased to fuel the 5 hp Honda engines will be stored in MDOT approved containers, no more than 5 gallons per truck. Report immediately to management of any and all violations. Violators will be severely reprimanded and may lead to dismissal.

Dann Hart

President and Sales Manager

Hart Pavement Striping Corporation

2530 East Buno Road

Milford, MI  48381

(248) 684-4191

Fax (248) 684-4194

www.hartstriping.com 
Waste Minimization Incident Form

                        (Includes spills, leaks, paint mixing and striping equipment cleaning)

Date:______________                Did you notify management? ______

Employee: __________________ Employee:_____________________

Employee: ___________________Employee:______________________

What Happened?______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What was done? ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

List any waste:   __________________________________________

(gallons, color, product) ___________________________________

_______________________________________________________

_____________________________________________________________________________________________________________________

PROCEDURES FOR CLEANING OUT STRIPERS AND MINIMIZING MATERIAL WASTE.

Never smoke while cleaning, fueling, filling, or operating the striping equipment. You should never operate or clean the striping equipment if you have not been fully trained. 

Always know what chemicals you are using by reading the Material Safety Data Sheets (MSDS) located in every vehicle. 

Use a respirator if you feel the ventilation is bad or you may inhale any of the fumes. 

Always use eye protection, skin protection, and breathing protection.

Do not spray, spill, or dump paint on the ground or on the concrete pad. Always save water and thinner in separate 5 gallon pails clearly marked. When changing striper oil (about 1 quart used for each striper) store in a clearly marked clean 5 gallon pail. When you do clean out the stripers or change the oil you will fill out a waste generated sheet and out line what was done and what was done with the material. Do not mix waterborne paint with Alkyd. Do not mix colors together. Green paint, thinner, and water will be seldom used. If green is generated store in the shop and at first opportunity for green use it. Green can also be mixed with black paint for black out.

Use 3 empty buckets of the same paint that is in the striper paint tank. 

Usually there is enough pressure in the paint tank to push the paint out the drain.

Have a piece of cardboard or tarp large enough under the striper so that no paint gets on to the ground. Center the paint can under the drain and slowly turn the valve on. 

Do not walk away or be distracted while the drain valve is on. 

If while draining the paint tank out into the bucket, it becomes ¾ full, shut the drain off, cover it and move the ¾ full paint bucket out of the way, use the other can to catch the remainder of the paint. 

Be careful, if the paint tank is almost empty the drain valve will start to spit. Turn the valve off.

Dump whatever paint you collect in the second bucket and dump it into the first bucket. Do not over fill the first bucket. There should never be anymore than 3 gallons of paint anyway in the striper paint tank because when you export a striper in the trailers no more than 3 gallons of paint should be left in each striper.

Put the empty can under the drain and slowly turn the valve on. A spray of paint will continue until the air pressure runs out. Turn the drain off and start the striper to build pressure. Spray out the line gun and handgun out into the empty bucket. You now should have 99% of the paint removed out of the striper.

Open the paint tank relief valve to release the pressure from the tank. Take the lid off the tank. Never try to take the lid off while under pressure. Dump about a quart of thinner into the paint tank. Use a toilet brush to wash the paint from the entire inside of the paint tank. When you are satisfied the tank is clean, put the empty paint can under the drain. Turn the valve on and drain the solvent/paint mixture, stirring it with the toilet brush making sure the paint is removed from the tank, into the empty bucket. Use a dirt free rag to wipe the entire inside of the paint tank. The rag should be hung in a well-ventilated area and not laid on the ground. You will be able to use the rag again in the future. Turn the drain valve off. Pour a quart of thinner in the tank. Turn the striper on to build pressure. Make sure the release valve is off. Spray the handgun into the bucket out until there is a clear spray, do the same with the line gun. You will need a completely empty bucket to spray out the remainder of the thinner. Release the pressure from the paint tank. Remove the drain nut and clean the filter. Reinstall the filter and then reinstall the drain nut. Any thinner that has been collected can be added to thin the paint of the same color when needed. Do not dump or spill the thinner out. Be environmentally responsible.

Rules for paint:

DO NOT WASTE PAINT OR THINNER! REUSE THE PAINT AND THINNER THAT IS COLLECTED THROUGH THE CLEANING PROCESS. 

ALWAYS USE PARTIAL PAILS OF PAINT FIRST AND RIGHT AWAY TO ELIMINATE WASTE. IT IS ALL EMPLOYEES RESPONSIBILITY NOT TO WASTE OR POLUTE.

ALL PAINT AND THINNER IN PAILS SHOULD ALWAYS BE COVERED WITH LIDS. 

Do not spray or dump paint on the ground or any other surface not intended for the proper use of the paint.

Do not mix white, yellow, red or blue paint. Do not mix waterborne or alkyd based paints. Do not mix thinners, meaning water and toluene. 

Paint water from cleaning can be used to mix concrete. Paint thinner can be used to thin paint when needed.


[image: image1.emf]ACCIDENT REPORT FORM     (Please Write Legibly)                                                                                                                                                                    Name______________________________    Employee    V isitor         Date of Occurrence ___/___/___     Dept./Class______________________SSN______ _____ ______         Time of Occurrence ___:___ ___  ___                                                                                                                                                                       AM  PM   Facility_______________________________________________         Days Lost from School or Work_______       Address_______________________________________________                                                                                                                                                                                                 DESCRIPTION OF INJURY     Apparent Nature of Injury           Part of Body Injured     Abrasion     Concussion     Punct ure         Abdomen     Elbow L__R__     Head     Amputation     Cut       Scald           Ankle L__R__     Eye L__R__     Knee L__R__     Asphyxiation     Dislocation     Scratch         Arm L__R__     Face       Leg L__R__     Bite       Fracture     Shock           Back       Finger       Mouth     Bruise       La ceration     Sprain           Chest       Foot L__R__     Other     Burn       Poisoning     Other           Ear L__R__     Hand L__R__       Explain Other:_____________________________       Explain Other:____________________________   _________________________________________       ___________ _____________________________     Describe the nature of the injury (cut, third finger, left hand, etc.)______________________________________________   __________________________________________________________________________________________________     Describe  medical attention received, by whom, and address:__________________________________________________   __________________________________________________________________________________________________        DESCRIPTION OF ACCIDENT     Did accident occur while in  an instructional or work activity? __Yes, __ No, If no, explain_________________________   __________________________________________________________________________________________________      Specify any machine, equipment, or tools involved________________ _________________________________________     Were proper machine guards being used? __Yes, __No   Was visitor/employee using Safety Equipment? __Yes, __No     Was visitor/employee given safety orientation? __Yes, __No     Describe Safety Equipment___________________ __     Was visitor/employee doing assigned work? __Yes, __No     If Safety Equipment was not in use, explain:_______                   ___________________________________________       Was this accident due to faulty equipment? __Yes, __No   Action taken to prevent recurrence_ _____________________   ____________________________________________________________________________________________________        Was supervisor present at accident?  __Yes, __No    If no, explain:_____________________________________________      _______________ _____________________________________________________________________________________        Did visitor/employee have permission to use equipment?  __Yes, __No  If no, explain______________________________     __________________________________________________ __________________________________________________         
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ACCIDENT REPORT FORM


(Please Write Legibly)


                                                                                                                                                            




Name______________________________ ( Employee ( Visitor (      Date of Occurrence ___/___/___


Dept./Class______________________SSN______ _____ ______         Time of Occurrence ___:___ ___  ___


                                                                                                                                                                   AM  PM


Facility_______________________________________________         Days Lost from School or Work_______  




Address_______________________________________________


                                                                                                                                                                                        


DESCRIPTION OF INJURY



Apparent Nature of Injury




Part of Body Injured

( Abrasion
( Concussion
( Puncture


( Abdomen
( Elbow L__R__
( Head


( Amputation
( Cut

( Scald



( Ankle L__R__
( Eye L__R__
( Knee L__R__


( Asphyxiation
( Dislocation
( Scratch


( Arm L__R__
( Face

( Leg L__R__


( Bite

( Fracture
( Shock



( Back

( Finger

( Mouth


( Bruise

( Laceration
( Sprain



( Chest

( Foot L__R__
( Other


( Burn

( Poisoning
( Other



( Ear L__R__
( Hand L__R__



Explain Other:_____________________________


Explain Other:____________________________


_________________________________________


________________________________________


Describe the nature of the injury (cut, third finger, left hand, etc.)______________________________________________


__________________________________________________________________________________________________


Describe medical attention received, by whom, and address:__________________________________________________


__________________________________________________________________________________________________ 




DESCRIPTION OF ACCIDENT


Did accident occur while in an instructional or work activity? __Yes, __ No, If no, explain_________________________


__________________________________________________________________________________________________ 


Specify any machine, equipment, or tools involved_________________________________________________________


Were proper machine guards being used? __Yes, __No
Was visitor/employee using Safety Equipment? __Yes, __No


Was visitor/employee given safety orientation? __Yes, __No

Describe Safety Equipment_____________________


Was visitor/employee doing assigned work? __Yes, __No

If Safety Equipment was not in use, explain:_______










___________________________________________  


Was this accident due to faulty equipment? __Yes, __No
Action taken to prevent recurrence______________________


____________________________________________________________________________________________________   


Was supervisor present at accident?  __Yes, __No 
If no, explain:_____________________________________________   


____________________________________________________________________________________________________   


Did visitor/employee have permission to use equipment?  __Yes, __No  If no, explain______________________________  


____________________________________________________________________________________________________       
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DESCRIPTION OF ACCIDENT


(continued)


Visitor’s/ Employee’s description of accident (specify in detail)_____________________________________________  


________________________________________________________________________________________________   


________________________________________________________________________________________________   


________________________________________________________________________________________________    


Visitor’s/Employee’s Signature__________________________________________    
Date _____/_____/_________  


Was family notified by facility?_______________________________________________________________________




Witness’ description of accident (specify in detail)_______________________________________________________  


________________________________________________________________________________________________   


________________________________________________________________________________________________   


________________________________________________________________________________________________    


Witness’ Signature_____________________________________________    

Date _____/_____/_________  




Supervisor’s description of accident (specify in detail)____________________________________________________  


________________________________________________________________________________________________   


________________________________________________________________________________________________   


________________________________________________________________________________________________    


Supervisor’s Signature_____________________________________________    
Date _____/_____/_________  




Administrator’s Comments __________________________________________________________________________    


__________________________________________________________________________________________________   


Administrator’s Signature___________________________________________

Date____/____/___________




List all non-student/non-supervisor witnesses and addresses:


1.  _______________________________
2.  _______________________________
3.  __________________________


     _______________________________          _______________________________          __________________________


     _______________________________          _______________________________          __________________________




Date accident report received by Safety Coordinator
____/____/________


Safety Coordinator:
Sign and date original report and forward to Safety Section at:



HPSC



Safety Section



2530 E. Buno Road

Milford, MI 48381


