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Douglas Machine Shop, Inc. 
Employee Handbook Updated 11/02/2015 
Important Legal Notice 

Please read this manual thoroughly so you will be familiar with Douglas Machine Shop, Inc.'s 
policies and benefit plans. Upon receipt, sign and date the bottom portion of the last page and 
return entire page to your supervisor or human resources. 

This manual does not create any legal obligation on the part of Douglas Machine Shop, Inc. or 
legal rights on behalf of the employees. The policies and procedures discussed in this manual 
are subject to change at any time, without advance notice. Douglas Machine Shop, Inc. may 
make exceptions to these policies as circumstances warrant. Nothing in this manual should be 
read as a guarantee of employment or change in any way the employment relationship between 
Douglas Machine Shop, Inc. and its employees. Just as employees are free to terminate their 
employment with Douglas Machine Shop, Inc. at any time, Douglas Machine Shop, Inc. is also 
free to terminate the employment of any of its employees at any time with or without cause. 
This “at will” employment relationship may not be changed by any written document or by 
conduct unless such change is specifically acknowledged in writing by an authorized executive 
of Douglas Machine Shop, Inc.. 
This handbook is intended to summarize the major employment policies and benefit plans. It is 
not intended to cover positions that are on-call or temporary, nor is it intended to address every 
condition that may arise during your employment. If you would like more detailed information 
about the policies that follow, please contact your human resource representative. Changes, 
improvements and plan termination will be communicated as soon as possible. However, in the 
case of any conflict in meaning, the language in the official plan documents shall be controlling. 



TABLE OF CONTENTS 

COMPANY NAME WELCOMES YOU .........................................................................................2 

COMPANY HISTORY...................................................................................................................3 

SECTION 1:  PAY AND PROGRESS ..........................................................................................4 
Pay Periods ...............................................................................................................................4 
Overtime Pay.............................................................................................................................4 
Performance Reviews ...............................................................................................................4 
Compensation Program ............................................................................................................4 
Promotions and Transfers .........................................................................................................4 

SECTION 2:  TIME AWAY FROM WORK AND OTHER BENEFITS ..........................................5 
Military Leave of Absence .........................................................................................................5 
Bereavement .............................................................................................................................5 
Holidays.....................................................................................................................................5 
Paid Time Off (PTO)..................................................................................................................6 
Jury Duty ...................................................................................................................................7 
Family and Medical Leave.........................................................................................................7 
Personal Leave .........................................................................................................................7 
Benefits (Dental, Vision and Health Plans) ...............................................................................8 
COBRA......................................................................................................................................8 
Workers’ Compensation ............................................................................................................8 
Retirement Plan.........................................................................................................................9 
Employee Development and Training .......................................................................................9 
Tuition Assistance .....................................................................................................................9 
Bonus Plan for Employees ........................................................................................................9 

SECTION 3:  ON THE JOB – CONDUCT AND EXPECTATIONS ............................................10 
Equal Employment Opportunity...............................................................................................10 
Changes in Policy....................................................................................................................10 
Voluntary Termination of Employment ....................................................................................10 
Involuntary Termination of Employment..................................................................................10 
Arbitration Clause....................................................................................................................10 
Workplace Discrimination and Harassment ............................................................................11 
Meal Time................................................................................................................................11 
Break Time ..............................................................................................................................11 
Absenteeism and Tardiness....................................................................................................12 
Dress Policy ............................................................................................................................12 
Standards of Conduct..............................................................................................................12 
Theft ........................................................................................................................................13 
Telephone, Internet and E-mail Policy ....................................................................................13 
Care of Equipment ..................................................................................................................13 
Employment and Activities Outside Company Name..............................................................13 

SECTION 4:  VEHICLE SAFETY AND USE..............................................................................15 
Vehicle Policies .......................................................................................................................15 
Company Drivers.....................................................................................................................15 
Driver Motor Vehicle Records .................................................................................................16 

Page i



Company Vehicle Accident Reporting.....................................................................................17 
Vehicles with a Gross Vehicle Weight Rating (GVWR) of 10,001 or Greater..........................17 
Drivers Pulling Trailers ............................................................................................................17 

SECTION 5:  SAFETY IN THE WORKPLACE ..........................................................................19 
Safety on the Job ....................................................................................................................19 
Disciplinary Procedures...........................................................................................................19 
Job-Specific Safety Practices..................................................................................................19 
General Safety Rules ..............................................................................................................20 
General Work Environment .....................................................................................................21 
First-Aid Teams .......................................................................................................................21 
First-Aid Supplies ....................................................................................................................21 
AED Equipment (Automated External Defibrillators)...............................................................22 
Reporting a Medical Emergency .............................................................................................22 
Hazard Awareness ..................................................................................................................22 
Reporting Identified Hazards...................................................................................................22 
Workstation Assessments and Ergonomics ............................................................................22 
Personal Protective Equipment ...............................................................................................23 
Chemicals in the Workplace....................................................................................................23 
How to Report an Accident/Incident ........................................................................................23 
Accommodation for Medical Condition....................................................................................23 
Accommodations for Employees with Disabilities ...................................................................24 
Medical Record Confidentiality................................................................................................24 
Weather Emergencies and Shelters........................................................................................24 
Evacuation Procedures ...........................................................................................................24 
Facility Waste Handling and Recordkeeping...........................................................................25 
Smoking in the Workplace.......................................................................................................25 
Weapons in the Workplace .....................................................................................................25 
Workplace Violence.................................................................................................................25 
Substance Abuse ....................................................................................................................25 
Drug and Alcohol Testing ........................................................................................................28 

ACKNOWLEDGEMENT OF RECEIPT ......................................................................................30 

Page ii



COMPANY NAME LOCATION INFORMATION 

1



Douglas Machine Shop, Inc. WELCOMES YOU 

On behalf of your colleagues, I welcome you to our team and wish you every success here. 
Each employee contributes directly to the organization’s growth and success, and we hope you 
will take pride in being a member of our team.  

This handbook was developed to describe some of the expectations of our employees and to 
outline the policies, programs and benefits available to eligible employees. Employees should 
familiarize themselves with the contents of the employee handbook as soon as possible.  

We have established a superior reputation in the industry through the skills, ability, 
determination and integrity of your fellow employees and the excellent service they have 
provided to our customers. Our continuing success will now also depend on you. If you wish, 
you will have the opportunity for advancement depending upon your ability, your continuing 
desire to succeed and your cooperation with all the other people who need and depend upon 
your best efforts.  

Having a safe working environment at Douglas Machine Shop, Inc. means that we constantly 
strive to protect one another by minimizing the causes of accidents, and thereby demonstrate 
that employees are our single most important asset. Everyone is responsible for using good 
judgment, following safe work practices and learning and improving safety skills in order to 
avoid situations that could lead to an injury. Your cooperation is necessary for the protection 
of yourself and others. It is important that you follow safety rules, use all safeguards and 
safety equipment provided and make safety a part of your job. 

If you have any questions, please contact your supervisor or facility manager. We hope that 
your experience here will be challenging, enjoyable, and rewarding. Again, welcome!  

Sincerely,  

Kenny Douglas 
President 
 



COMPANY HISTORY 

[Insert text that is unique to your company history.] 
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SECTION 1:  PAY AND PROGRESS 

Pay Periods 

Paychecks are issued every other Friday. Pay periods cover a two-week span ending every 
other Saturday at midnight. On payday, employees receive compensation for the previous pay 
period. Check stubs itemize all deductions from earnings and provide year-to-date totals for 
these deductions. Should a holiday fall on a payday, paychecks will be issued the preceding 
business day. Direct deposit is available with most financial institutions. 

Overtime Pay 

Company Name will occasionally allow overtime for non-exempt employees with supervisor 
approval. On occasion, overtime will be a requirement when the amount of work warrants it. 
This may be a requirement of non-exempt and exempt employees, and may include evening 
and weekend work. Only non-exempt employees are eligible for overtime pay. Anything over 
40 hours per week will be considered overtime. 

Performance Reviews 

All employees will receive semiannual performance reviews, except for sales and customer 
support personnel who will receive a performance review annually. 

Employees will periodically be asked what their desired career objectives are. This information 
will be kept on file and given due consideration when advancement opportunities occur. If an 
employee is interested in a specific job, their supervisor can provide the job description, 
reviewing skills and prerequisites for that job. 

Compensation Program 

Company Name does not provide cost-of-living increases, automatic annual salary increases or 
salary increases for time in position. The compensation program is based on the principle of 
“contribution equals compensation”. The value of each job is evaluated on a regular basis, as is 
each employee’s contribution. 

Salary is based on the value of the job as well as the following factors: 
• Internal equity: The salary levels of employees within the company in similar positions

with similar skills. 
• External equity: The salary levels of employees outside of the company, in the

surrounding geographic area, in similar positions with similar skills. 
• Job performance: Individual job performance.
• Budget dollars available for salary administration.

Promotions and Transfers 

[In this section, indicate your company's policies regarding promotion or transfers 
and where available job openings will be posted.] 
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SECTION 2:  TIME AWAY FROM WORK AND OTHER BENEFITS 

Company Name depends on you to work at your scheduled times. The expectation that you will 
be present each workday is a condition of employment. 

Some absences may be unavoidable. Programs and policies have been established to provide 
approved time off and, in many cases, continued compensation for reasonable periods. 

Military Leave of Absence 

[Define type of employees covered by this section (full time, part time, etc.), the benefits 
available for the type of military leave that applies, and procedures for applying for the 
benefit.] 

Military leave generally falls into one of two categories: annual military training or emergency 
duty ("short-term leave") and extended active military service ("extended leave"). 

Annual military training policies cover employees required to participate in annual training or 
called out by state or federal authorities for short-term, active duty during emergency situations. 
Generally, regularly scheduled employees are eligible to receive supplemental pay for up to 
12 weeks while participating in short-term leave. 

Extended active military service policies cover employees participating in extended military or 
reserve training, enlisting in the Armed Forces or reserves for extended time periods, and called 
up for long-term military duty (i.e., beyond 12 weeks) for national emergencies, war, 
peacekeeping duty, etc. Generally, regularly scheduled employees are eligible to receive 
supplemental pay for up to 12 months while participating in extended military leaves. 

The Uniformed Services Employment and Reemployment Rights Act (USERRA) provides for 
the reemployment rights of persons honorably released or discharged. Generally, employees 
are restored to the same or similar position at normal salary for that position when they return 
from leave. To maintain reemployment rights with the company, the cumulative length of all 
military absences may not exceed five years. 

For short-term or extended leave, the employee must submit a military pay voucher to receive 
the supplemental military pay. The amount paid is subject to the same applicable tax 
withholdings as regular payroll. Military pay includes base pay only. No allowances are included. 

Bereavement 

[Insert your policy regarding employee time off in the event of the death of a family 
member. Indicate those employees (full time, part time) that are eligible and the day(s) 
allowed. Define who qualifies as a family member (spouse, children, parents, etc 

Holidays 

[Define which employees (full time, regular part time, etc.) are eligible for benefits. 
Specify the holidays your company observes and how the schedule of holidays will be 
communicated. Note any exceptions to observing the holidays listed.] 
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Company Name observes the following holidays:  
• New Year’s Day
• Memorial Day
• Independence Day
• Labor Day
• Thanksgiving Day
• Christmas Eve (half day)
• Christmas Day

Company Name will annually publish a schedule of holidays and their official observance date. 
Employees may be required to work if management decides that a location should be open for 
business on any of these designated days, in which case employees will be given an alternative 
day off with pay. 

Paid Time Off (PTO) 

[Define how hourly and salaried employees are eligible for benefits specified under this 
section. Define how PTO time is accrued, when it can be taken and what type of 
advance approval is required.] 

PTO days cover the days away from work because of illness or injury; as well as for vacation 
and personal business. To limit interruptions to Company Name's business operations, 
schedule PTO days as far in advance as possible and keep unplanned absences to a minimum. 
PTO days for vacation and personal business require advance approval from your supervisor. 

With your supervisor's approval, you may draw on your annual allotment of PTO days to take 
Paid Time Off before the days are earned. With some limited exceptions, absence from the 
office may be unpaid if you exceed the allotment of PTO days. Any deficit of earned PTO days 
at the time of termination from Company Name may be deducted from your final paycheck. 

Regular part-time employees are eligible for PTO days on a prorated basis. 

Hourly (Non-exempt) Employees 

New, non-exempt employees will begin to accrue PTO time (insert # of days) days after their 
hire date. Hourly employees accrue PTO time at a rate of (insert # of hours) hours per pay 
period (# days) days per year). 

The rate increases based on anniversary dates according to the schedule located below. 

To request paid PTO, hourly employees must submit a written request to their supervisor prior 
to the requested time off. The maximum amount of PTO hourly employees may carry over from 
one calendar year to the next is (insert # of hours) hours. Upon termination of employment, 
hourly employees will be paid for PTO accrued but not used. 

Salaried (Exempt) Employees 

PTO is allotted annually for salaried employees based on the calendar year. PTO allowances 
are dispensed according to the schedule below. For years when the schedule allows for more 
days, PTO will be pro-rated based on the employee’s length of service. 
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PTO time for salaried employees may be carried over from year to year with a (insert # of 
weeks)-week cap on vacation accrual. 

Maximum Annual PTO Award 
Length of Service Salaried 

(per year) 
Hourly 

(per pay period) 
Date of hire - # anniversary date days hours 
# anniversary date - # anniversary date days hours 
# anniversary date - # anniversary date days hours 
# anniversary date - # anniversary date days hours 

Jury Duty 

Regular pay will be received for jury duty. If the jury duty extends beyond two weeks, the 
difference between regular pay and the jury duty or court service fee is paid. An exception to 
this is that some courts pay a nominal out-of-pocket amount intended to cover parking, mileage, 
lunch, and other expenses. This kind of payment is not deducted even after the first two weeks. 

An employee excused from jury duty during the period of service is expected to return to work. 

Family and Medical Leave 

The federal Family and Medical Leave Act provides eligible employees a total of 12 workweeks 
of unpaid leave during any 12-month period: 

• for the birth or adoption of a child, or placement of a foster child
• to care for a spouse, child or parent with a serious health condition
• for your own serious health condition

A serious health condition means: 
• an illness, injury, impairment or physical or mental condition that involves inpatient care

or absence from work, school, or other regular daily activities of more than three 
calendar days; and continuing treatment by a health care provider 

• pregnancy or prenatal care
• a chronic, serious health condition requiring treatment and causing episodic or

continuing incapacity

See the Family and Medical Leave Act Policy for complete definitions of serious health condition 
and other details. Copies are available from human resources. 

Personal Leave 

Employees may request an unpaid, extended leave of absence for personal reasons. The leave 
will be considered only when an employee has used all available vacation and sick time. 
Company Name will review such requests on a case-by-case basis and reserves the right to 
deny such requests. If approved, the employee will be informed if their job, or a job with like 
status and pay, will be held. 
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Benefits (Dental, Vision and Health Plans) 

Company Name's employee benefit plans are available to provide financial protection for you 
and your family. The benefit plans are described in summary plan descriptions that are available 
from human resources. The benefit plans are governed exclusively by the terms of the formal 
plan documents. Company Name reserves the right to modify or terminate its plans. 

All full-time employees are eligible for the following coverage: 

• Group health insurance
[Insert explanation of your plan eligibility and enrollment procedures.] 

• Dental
[Insert explanation of your plan eligibility and enrollment procedures.] 

• Optical
[Insert explanation of your plan eligibility and enrollment procedures.] 

• Group life
[Insert explanation of your plan eligibility and enrollment procedures.] 

• Short term and long term disability
[Insert explanation of your plan eligibility and enrollment procedures.] 

COBRA 

Employees that are retiring and want to continue their Company Name health coverage will be 
given the option of electing COBRA coverage as of the employee’s retirement date. 

Company Name complies with the Consolidated Omnibus Budget Reconciliation Act of 1985 
(COBRA). Under COBRA, qualified employees and/or dependents are eligible for continued 
health insurance coverage in the event of coverage loss. Qualifying events include: 
• End of the employee’s employment with the employer for any reason (this includes

retirement and voluntary resignation) other than gross misconduct 
• Reduction in the employee’s hours
• Death of employee
• Divorce or legal separation from the employee
• Loss of dependent status for an employee’s child
• Entitlement of the employee to Medicare benefits

If the qualifying event is termination or reduced hours, continued coverage is extended to 
18 months. For other qualifying events, continued coverage extends to 36 months. Under 
COBRA, the qualified employee or dependent pays 100 percent of health insurance cost. 

Workers’ Compensation 

When an employee is injured while performing their job, they may be covered by insurance that 
Company Name provides at no cost to the employee. If an injury or illness occurs at work or due 
to the working environment, report it immediately to a department supervisor and complete a 
Report of Hazard Form and an Employers Report of Industrial Injury. In the case of injury, a 
drug screen must be taken immediately. 
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Retirement Plan 

[Insert a description of your plan including eligibility, enrollment, vesting, early retirement 
eligibility and potential reductions in the benefit.] 

Employee Development and Training 

[Insert a description of opportunities and eligibility for employee development and 
training.] 

Tuition Assistance 

[Insert a description of the purpose, opportunities and eligibility for college or vocational 
tuition assistance or loans for the employee or dependents.] 

Bonus Plan for Employees 

Company Name is hopeful that our collective efforts will create improved customer satisfaction, 
improved employee satisfaction, and increased prosperity for all. In order to help tie these 
results together, an employee bonus plan has been created that is tied to company profits. 
Here’s how the plan works: 

[Insert text for detail on your company's bonus plan.] 
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CONDUCT AND EXPECTATIONS 

Equal Employment Opportunity 

Douglas Machine Shop, Inc. complies with all applicable laws, regulations and guidelines 
regarding equal employment opportunities without regard to race, religion, color, sex, age, 
national origin, handicap or veteran status; and includes complying with the Americans with 
Disabilities Act, the Genetic Information Nondiscrimination Act (GINA) and other protected 
categories prescribed by law. 

Changes in Policy 

Douglas Machine Shop, Inc. reserves the right to unilaterally withdraw, supplement or modify 
these policies, procedures and benefits at any time. We anticipate that we will be able to 
give you adequate notice of any changes; however, we reserve the right to change the 
policies, procedures and benefits without advance notice to you. 

Voluntary Termination of Employment 

In the event you voluntarily terminate employment at Douglas Machine Shop, Inc., we 
request that you notify Douglas Machine Shop, Inc. of your resignation in writing with at 
least two weeks notice. 
Once a resignation is received, human resources reviews final pay and benefits status and will 
establish a last day of work. 

Involuntary Termination of Employment 

Some actions which may result in termination include, but are not limited to:  
• Less than satisfactory performance
• Allowing outside employment to interfere with work at Douglas Machine Shop, Inc.
• Reduction in the workforce
• Threats or acts of workplace violence
• Dishonesty
• Misappropriation of company funds
• Falsification of company records

•
Untrue statements•

Felony or misdemeanor conviction•
Cash irregularity

• Unauthorized release of company records or other information
• Fraudulent claims

Arbitration Clause 

Any dispute or difference arising out of or in connection with employment by Douglas 
Machine Shop, Inc. shall be resolved by the appointment of a single arbitrator the parties 
agree on within 14 days after either party has given to the other a written request to concur in 
the appointment of an arbitrator. An arbitration clause is a commonly used clause that 
requires the parties to resolve their disputes through an arbitration process. 



Workplace Discrimination and Harassment 

Douglas Machine Shop, Inc. is committed to providing a work environment free of any form of 
unlawful discrimination or harassment. Our “Zero Tolerance” policy involves discrimination or 
harassment based on race, color, religion, gender, marital status, disability, sexual orientation, 
national origin, ancestry, pregnancy, childbirth or related medical condition. Such acts are in 
violation of company policy. 

Our harassment prevention policy applies to all persons involved in our operations and prohibits 
unlawful harassment by any employee of our organization, including supervisors and 
coworkers; as well as by or of any person doing business with or for Douglas Machine Shop, 
Inc. including subcontractors, suppliers, and volunteers. 

Prohibited unlawful harassment because of sex, race, ancestry, physical handicap, mental 
condition, marital status, age, religion or any other protected basis includes, but is not limited to 
the following: 

• Making sexual favors a term or condition of an employment
• Derogatory and/or sexually oriented posters, photography, cartoons, drawings, e-mail,

and faxes
• Creating an intimidating, hostile or offensive working environment
• Retaliation to an employee who reported or threatened to report harassment

Douglas Machine Shop, Inc. will protect the confidentiality of harassment complaints to the 
greatest extent possible. Employees that feel they have been unlawfully harassed should 
provide a complaint to human resources as soon as possible after the incident. Complaints 
should include details of the incident or incidents, names of the individuals involved and names 
of any witnesses. 
Alternatively, a complaint may be directed to the supervisor. Supervisors will refer all 
harassment complaints to human resources. Upon receipt of a complaint, Douglas Machine 
Shop, Inc. will undertake a thorough, objective and good-faith investigation of the harassment 
allegations. 
If Douglas Machine Shop, Inc. determines that harassment has occurred, effective remedial 
action will be taken in accordance with the circumstances involved. Any employee 
determined by Douglas Machine Shop, Inc. to be responsible for harassment will be subject 
to appropriate disciplinary action, up to and including termination. 

Employees will not be retaliated against for filing a complaint and/or assisting in a complaint 
or investigation process. Further, Douglas Machine Shop, Inc. will not tolerate or permit 
retaliation by supervisors or coworkers against any complainant or anyone assisting in a 
harassment investigation. 

Meal Time 

Full-time employees are allowed to take a 30-minute, unpaid meal break each day. 

Break Time 

Employees are allowed to take a 10-minute break for every four hours worked.  Part-time 
employees are allowed one 10-minute break per day.  



Absenteeism and Tardiness 

Employees are expected to work their scheduled hours and required overtime. If unable to 
do so, employees must notify administration of planned absences or tardiness at least one 
day earlier or phone administration at the start of the workday to explain the reason. 

Dress Policy 

A neat appearance is a requirement of Douglas Machine Shop, Inc.. It is expected that all 
employees will exercise good judgment and dress in a manner that reflects a professional 
work environment that is appropriate for their job. 

Douglas Machine Shop, Inc. requires all employees to wear steel-toe or composite shoes and 
safety glasses. There may be additional requirements for employee safety such as hard hats,  
ear protection, other eye protection beyond safety glasses, protective aprons and special suits 
when handling chemicals and hazardous materials or performing certain jobs. 

All uniforms must be returned to Douglas Machine Shop, Inc. upon termination of employment. 
If employees have any questions regarding the dress code policy they should contact their 
supervisor. 

Standards of Conduct 

Douglas Machine Shop, Inc. expects employees to conduct themselves in a professional, 
ethical, and businesslike manner both on and off the job, as well as at all company meetings, 
functions, and training sessions. Each employee should be guided by good judgment and 
common sense. Douglas Machine Shop, Inc. promotes and encourages: 

• Environments free of sexual and other unlawful harassment, and racial insensitivities
• Employment rights of handicapped employees
• Proper conduct toward customers, clients, and fellow employees
• Avoidance of situations which may lead to a conflict of interest or a suspicion of conflict

between self interests and a duty to the employer or its customer

Certain types of conduct will not be permitted at Douglas Machine Shop, Inc.. Unacceptable 
conduct includes embezzlement, gross unprofessional misconduct, release of proprietary 
information, commission of a crime, gross insubordination, dishonesty, illegal acts, engaging in 
unfair methods of competition, theft or activities that cause an unreasonable restraint of trade. 
These acts will not be tolerated and will result in disciplinary actions up to and including 
termination. 



Theft 

Theft from Douglas Machine Shop, Inc. will not be tolerated. Employees must immediately 
report to their supervisor anyone stealing from Douglas Machine Shop, Inc.. Failure to report 
theft is considered aiding or abetting and is not tolerated by Douglas Machine Shop, Inc. and 
will result in disciplinary actions up to and including termination. 

Telephone, Internet and E-mail Policy 

Inappropriate or offensive messages or downloaded material, such as racial, sexual or 
religious slurs or pictures are prohibited on Douglas Machine Shop, Inc.'s time and/or property. 
Defamatory remarks about competitors are also forbidden. Violation of this policy will result in 
disciplinary actions up to and including termination. This policy applies to all of the electronic 
and telephonic communications systems and software and business equipment systems 
mentioned above. 

Douglas Machine Shop, Inc.'s software programs and databases are password protected. 
Personal passwords may be assigned to authorized employees as deemed necessary. 
Passwords should be kept confidential at all times. All pass codes are the sole property of 
Douglas Machine Shop, Inc.. Employees are not permitted to use codes, access files, or 
retrieve any stored communication unless permitted to do so by an authorized Douglas Machine 
Shop, Inc. representative. If employees have not been issued access to e-mail or use of the 
Internet, they may not use them. Security passwords are changed regularly in order to maintain 
security. Unauthorized use of codes, passwords or other means to gain access to systems will 
not be tolerated. 

To ensure that the use of electronic and telephonic communication systems and software 
and business equipment is consistent with Douglas Machine Shop, Inc.'s legitimate business 
interests, authorized representatives may monitor the use of such equipment. All e-mail is 
subject to review by authorized representatives of Douglas Machine Shop, Inc.. 

Care of Equipment 

Douglas Machine Shop, Inc. has provided very valuable special tools and equipment to its 
employees. A special tool area is provided and all tools shall be returned to their proper places 
after use. Employees should report any broken tools immediately. All hand tools are the 
personal property of the individual employee. It’s the employee’s responsibility to replace these 
tools if lost or stolen. Douglas Machine Shop, Inc. will finance personal tool purchases with prior 
approval. 

Employment and Activities Outside Douglas Machine Shop, Inc. 

When you accept employment with Douglas Machine Shop, Inc., you assume an obligation to 
satisfactorily perform your job. Non- Company work or activities must not interfere with your 
ability to perform Douglas Machine Shop, Inc.'s job responsibilities.  



Avoid any business interests or participation in outside activities that would, could or may 
appear to create: 

• An excessive demand on your time, attention and energy which would deprive Douglas 
Machine Shop, Inc. of your best efforts on the job

• A conflict of interest. This is an obligation, interest or distraction that interferes or may 
appear to interfere with the independent exercise of judgment in Douglas Machine 
Shop, Inc.'s best interest.

Unacceptable actions that may be grounds for discipline include: 
• Working at another job during the time you are expected to be working for Douglas 

Machine Shop, Inc.
• Unauthorized use of company equipment, facilities, supplies or information for another

job or activity
• Working for or on behalf of a business or individual that competes or does business with 

Douglas Machine Shop, Inc.
• Unauthorized soliciting, canvassing or distributing of literature or materials on Douglas 

Machine Shop, Inc.'s premises



VEHICLE SAFETY AND USE 

Vehicle Policies 

It is the responsibility of every employee to maintain the safest of conditions and equipment at 
all times. The safety of employees, customers, the public and the operation is paramount, and 
every attempt must be made to reduce the possibility of accidents. Safety shall take 
precedence over expediency or “shortcuts” at all times. Vehicles owned by Douglas Machine 
Shop, Inc. and/or those used by its employees will be operated in a safe and economical 
manner. 
Douglas Machine Shop, Inc. has developed the following rules as part of their vehicle usage policy: 

• Operate vehicles in a manner consistent with the driving policy of Douglas Machine Shop, Inc.
• Operating any vehicle outside the designated rules in the driving policy may result in

forfeiture of all driving privileges and disciplinary action up to and including termination
• All traffic violations received while operating the assigned vehicle will be paid by the

employee
• Report vehicle defects and needed repairs immediately to management so necessary

repairs can be made
• Douglas Machine Shop, Inc.'s vehicles can only be driven by employees for 

company business or commuting except by special approval from administration

• Employees who have been assigned a company vehicle must report personal use of the
vehicle and will be charged for personal use at the preset mileage schedule

• Report all accidents to administration consistent with Douglas Machine Shop, 
Inc.'s accident reporting policy

Company Drivers 

Drivers of company cars, rental cars and personal cars while on Douglas Machine Shop, Inc. 
business are expected to drive safely and comply with the following: 

Drivers must: 
• Have current driver’s license as prescribed by law in state of driver’s residence and it 

must be in the driver’s possession when operating a company vehicle or a privately 
owned vehicle on company business. Drivers may be required to take an examination as 
to their fitness to operate vehicles.

• Only vehicles properly licensed may be operated
• Know and comply with traffic laws in the state or states and cities in which the vehicle is

operated
• Respect the rights of other drivers and pedestrians
• Inspect vehicle equipment and safety devices prior to use
• Follow company procedures in reporting any equipment problems to administration
• Fasten seat belts and require all passengers to do so
• Comply with all driving laws applicable to vehicle operation
• When transporting employees, see that they are seated in a safe manner
• Load and secure material or tools in a safe manner so that no one will be injured in case

of an unusual occurrence or sudden stop



• Check around parked vehicles for obstructions or hazards before moving forward or
backward

• All personnel using service vehicles are responsible for all aspects of these vehicles. This
ranges from cleanliness to complete and full maintenance.

• Vehicles are to be kept clean as needed, inside and out
• Avoid prescription drugs that may affect your ability to drive
• Secure cargo and keep all doors locked while en route and while the vehicles are parked

Drivers may NOT: 
• Carry unauthorized persons in company vehicle
• Use their cell phones while driving. This includes the use of all cell phone applications

including but not limited to accessing the Internet, text messaging, etc. Cell phones
should be used only when the vehicle is parked

• Be under the influence of drugs or alcohol while operating a vehicle
• Drive while suffering fatigue, illness or lack if sleep; or if not fully alert and capable of

driving safely
• Fuel vehicle with engine running or permit smoking while fueling
• Carry gasoline or other flammables in the trunk of automobiles
• Operate a vehicle that is not in good working order. Vehicles not in good working order

should be taken out of service.
• Use radar detectors

Driver Motor Vehicle Records 

It is the policy of Douglas Machine Shop, Inc. to obtain and review the Motor Vehicle Records 
(MVRs) for each prospective employee; and annually on current employees with driving 
responsibilities. 

Douglas Machine Shop, Inc. will review the Motor Vehicle Record to ascertain whether the 
applicant or employee holds a valid license and whether their driving record is within the 
parameters set by this policy. 

Employees with drug or alcohol-related infractions are excluded from insurance coverage and 
thereby prohibited from operating any motor vehicles owned by the employer. 

A driver may be disqualified from driving Douglas Machine Shop, Inc.'s owned vehicles, or 
employee owned vehicles used for company business for any of the following: 

• Driving while under the influence or while disabled by use of drugs
• Refusal to take a breath analyzer test
• Any reckless driving conviction within the last four years
• Two at-fault incidents within the last four years
• Four moving violations within the last four years. Examples of moving violations are

racing, passing a school bus while flashing lights are operating, speeding, failure to yield
and failure to stop.

• Leaving the scene of an accident without reporting it
• Driving while license is suspended or revoked



Company Vehicle Accident Reporting 

All accidents are to be reported to management within 24 hours after the accident occurs. A 
drug screen will be administered following the accident. Douglas Machine Shop, Inc. will 
review all accidents and make a determination as to whether it was preventable or non-
preventable. A preventable accident is defined as an accident in which the driver failed to do 
everything reasonably possible to avoid it. In the event of an accident, exercise common 
sense and good citizenship. Always: 

• Stop your vehicle at the scene of the accident
• Do not move vehicle until instructed by a law enforcement officer
• Give or arrange for aid and assistance to the injured
• Share insurance information
• Retain a copy of other driver’s insurance and accident report if applicable
• Report accident immediately to administration

A driver will be counseled for the following reasons: 
• Reinstating driving privileges after the required time elapses and driver has been made

insurable under Douglas Machine Shop, Inc.'s insurance plan. 
• After any one at-fault accident that appears on a driver’s record
• After three moving violations within four years that appear on a driver’s record

The laws governing local, state, and federal highways must be followed. Douglas 
Machine Shop, Inc. intends to comply with all traffic and safety laws and regulations. Any 
fines, penalties, or imprisonment levied as results of infractions are the responsibility of 
the employee. 





SAFETY IN THE WORKPLACE 

Safety on the Job 

Douglas Machine Shop, Inc. is committed to providing a safe workplace and appropriate safety 
training. The company is subject to the federal Occupational Safety and Health Act and other 
state safety and health standards and regulations. Employees must abide by all company safety 
and health policies. 

All employees are responsible for their own safety and the safety of their coworkers. All are 
responsible for using good judgment, using the comprehensive training received and following 
the rules set forth in this handbook. 

All injuries, no matter how small or insignificant, should be reported to management. If an 
employee is injured, requires first aid, or witnesses a “near-miss”, they should contact 
management and ask for help in completing an incident report. Incident reports are used to 
build the company’s annual OSHA log as required by law. Near miss scenarios help to 
identify potential danger areas before a serious accident occurs or identify poor safety 
standards and practices. Any employee who is injured and/or loses time from work because 
of a job-related injury will be compensated according to the Workers’ Compensation act. No 
employee who sustains an absence-causing injury will be allowed to return to work until he or 
she is released by a doctor. 

Failing to report an accident or injury could result in disciplinary action for all involved.  

Job-Specific Safety Practices 

Immediately ask your supervisor for direction if you have a question about performing any part 
of your job safely, or if you identify a hazard that could lead to an injury.  



General Safety Rules 

Ultimately, you are responsible for acting reasonably and making your workplace 
safe. Douglas Machine Shop, Inc.’s general safety rules include but are not limited to 
the following: 

• Employees who persist in unsafe practice to the jeopardy of themselves and others will
be subject to discipline

• All accidents, incidents, injuries and unsafe conditions are to be reported to your
supervisor or employee in charge immediately. Details of an accident must not be
discussed with outside parties unless authorized by an immediate supervisor.

• Sufficient time is to be taken to perform job tasks safely
• Job tasks are performed only by individuals who are authorized and qualified to perform

them
• Coworkers must be warned of unsafe practices and conditions
• Employees must comply with all policies and procedures pertaining to workplace safety
• Warning signs, posted instructions and placards marking restricted areas or potential

hazards are properly placed and to be complied with at all times
• Scuffling, horseplay, practical jokes and all conduct of a similar nature while on company

property is prohibited
• Long hair must be pulled back and/or covered to prevent it from being entangled in

moving machinery or equipment, becoming exposed to ignition sources or otherwise
posing a safety hazards to the employee

• Wrist watches, finger rings, earrings, watches, key rings or other suspended jewelry
shall not be worn when working around rotating machinery or electrical equipment. If a
ring or watch must be worn, it shall be adequately covered/protected to prevent it from
becoming a safety hazard (such as tape over a ring).

• Work area must be kept clear of any debris and discarded material
• Knives, pencils, pins, scissors, letter openers or any other sharp objects should not be

left on the edge of a desk or in a place they may cause injury. They should be carried in
a manner to avoid accident and used only for intended purposes.

• Allowing filing cabinets or desk drawers to remain open is prohibited
• Contents of filing cabinets shall be arranged so as not to overbalance the cabinet.

Contents must be distributed evenly throughout the entire cabinet.
• Telephone or electrical cords in walking areas must be encased by floor moldings or

taped to the floor. Debris shall not be left on the floor where it will cause a tripping
hazard.

• Standing on chairs is not allowed. When sitting in chairs, keep all chair legs on the floor.
• Employees shall not lift heavy objects without the help of another employee and/or lifting

device. When lifting any object, safe lifting procedures must be used to avoid back strain
or injury.

• When gasoline or any other flammable material is transported in a company vehicle, it
must be in an approved container and only in approved limited quantities

• Tools, materials and equipment being transported will be loaded to prevent injury to
occupants from sudden starts/stops or shifting loads

• Unauthorized passengers are not allowed in company vehicles or equipment
• Before working in severe weather conditions such as lightning or high winds, consult

your supervisor
• Extreme care must be exercised during adverse weather conditions. Such conditions

can cause slippery surfaces, reduced visibility, increased or decreased body
temperature and additional stress on equipment.

• Use only authorized paths or routes to and from yards, shops and stations. Avoid
dangerous short cuts. Avoid stepping on surfaces covered with oil, grease, wet paint, or



other substances creating a slipping hazard. Do not walk behind parked units or 
between parked units where it can be avoided.  

• Be particularly cautious during cold weather against slipping on snow and ice. Don’t walk
on ice if you can avoid it. Except in an emergency, do not walk through escaping steam 
or smoke which obscures your vision. 

• Any object being transported must be safely secured
• Appropriate Personal Protective Equipment (PPE) and/or clothing must be worn when

doing hazardous work or when in the vicinity where hazardous work is being performed.
If PPE is not specified or you are in doubt, consult your supervisor. Only authorized and
American National Standards Institute (ANSI) approved PPE will be worn.

General Work Environment 

The following practices should be followed to ensure a safe work environment and avoid serious 
injury: 

• All worksites are to be kept clean and orderly. Tool trays, decks and work surfaces must
remain free from accumulations of dirt, grease, scrap or unnecessary items. Work areas
must be cleaned after a job is finished.

• All spilled materials or liquids must be cleaned up immediately
• Combustible scrap, debris and waste must be stored safely and removed from the

worksite promptly
• Covered metal waste cans must be used for oily and/or paint-soaked waste
• All toilets and washing facilities must be kept clean and sanitary
• Pits and floor openings must be covered or otherwise guarded
• Aisles and passageways must be kept clear
• Materials or equipment are to be stored in such a way that they will not interfere with the

walkway or access to emergency equipment (phone, fire extinguisher, circuit breakers,
etc.)

• Exits are to be kept free of obstructions at all times.
• Operating internal combustion motors inside a closed environment (building, van, etc.) is

prohibited unless exhaust is expelled to the outside atmosphere or sufficient ventilation
is provided

• Never stand, walk or drive in the path of a working crane. A crane may move at any time
and the crane path indicates the hazardous area you must avoid.

• Never stand in front of or behind the tires of a forklift
• Never walk or drive under a suspended load
• Never walk between equipment and workload or stationary objects
• Stay clear of all pinch points/crush points

First-Aid 

First-aid is located in front office for response to medical emergencies and provide care and 
first-aid treatment following American Red Cross guidelines. 

First-Aid Supplies 

First-aid supplies are available in front office for the care of minor injuries. 



If first-aid supplies need to be replenished, contact your supervisor or human resources. For 
outlying field offices, contact the designated facilities/office services manager.  

Reporting a Medical Emergency 

Employees should call 911 to reach fire, police and/or rescue personnel. 

When reporting a medical emergency, always remember to: 

• STATE that there is a medical emergency
• GIVE location and condition of victim
• REMAIN on the line
• NOT TOUCH BLOOD

In a medical emergency, check the scene for safety, check the victim for injuries and provide 
first-aid/care if you are properly trained; or shout for assistance. As other employees arrive 
on the scene, have them contact help and direct first-aid team or ambulance to the scene. 

Hazard Awareness 

Be aware of potential hazards in your work area. Follow safety rules and check your equipment 
for safety hazards and report unsafe conditions to your supervisor or the designated facility 
safety coordinator. Prompt correction of a hazardous condition is the key to preventing injury to 
a coworker, customer or vendor. 

Reporting Identified Hazards 

Promptly report any safety hazards you may identify to your facilities’ safety committee, allowing 
them to be fixed before causing an accident. 

 



How to Report an Accident/Incident 

If an accident occurs in which you are injured, immediately get the necessary first aid treatment. 

As soon as practical, report the accident to management. Do not dismiss the incident based 
on your assessment of it being minor. In most circumstances, injuries are to be reported 
within one hour of the incident occurring. 

When notified, your supervisor will complete the appropriate accident/incident report form and e-
mail it to the facility safety coordinator and human resources within three days. 

Human resources will review accident/incident reports and follow up with the employee to 
provide appropriate guidance. 

Failure to report your accident/incident to your employer could result in your claim for 
Workers’ Compensation benefits being delayed or denied. 

You must also promptly notify management if tasks within your job responsibilities cause pain, 
numbness, or tingling. Your awareness of symptoms is a key element to preventing the 
development of an injury. 

Accommodation for Medical Condition 

If a medical condition affects your ability to effectively and safely perform your job, contact 
management. 

You and your health care providers will need to furnish appropriate documentation of any 
limitations to human resources staff. This information will aid in developing accommodations. 

Human resources and management will work with you to identify and implement reasonable 
accommodations that may be needed. 



Accommodations for Employees with Disabilities 

A physical or mental impairment that affects your ability to perform essential job tasks should be 
reported to human resources. This information will be treated as confidential. Human resources 
will work with you to identify and implement reasonable accommodations. 

Medical Record Confidentiality 

Employee medical information filed in the human resources department will not be provided to 
any person, organization or operation for purposes other than originally authorized by you 
without your prior written consent. There are three exceptions in which human resources will, 
without a waiver, disclose medical information: 

1. When an advanced life support provider is directly involved in your emergency care for
life-threatening situations 

2. When required during the course of legal proceedings
3. When required to ensure compliance with federal or state laws

Weather Emergencies and Shelters 

Familiarize yourself with severe weather shelter locations in your work area. You will find these 
posted (insert text). In the event of a weather emergency, a public address announcement will 
be made with instructions to proceed to a designated shelter in your building. 

Do not leave the shelter area until notified that the threat is over. If shelter is unavailable, stay 
away from window areas and seek shelter in a stairwell, basement, a small inner room without 
windows or under a desk. 

Evacuation Procedures 

Know the emergency evacuation routes and procedures for your work area. You will find 
evacuation routes posted (insert text). Ask your supervisor or human resources advisor if you 
are not sure of the evacuation route for your work area. 

In emergencies where it is necessary to evacuate the building, follow these guidelines: 
• Disabled employees should be assisted by their supervisor or designated emergency

management team members 
• Inform persons in conference rooms and remote or noisy environments
• Do not use elevators
• Walk to exits. Do not run.
• The first person to arrive at an exit should hold the door open until all employees using

that exit have evacuated
• Once outside, move away from the building and traffic lanes. Proceed to your

designated evacuation assembly area or rally point. Refer to evacuation routes posted in
your facility.

• Supervisors should confirm that all employees reporting to them are safely evacuated.
Report unaccounted for employees to onsite emergency response personnel.

• Wait at the designated area for further instructions. Do not attempt to use your personal
vehicle unless directed to do so.

• Leave all communication with the media to a designated spokesperson
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Smoking in the Workplace 

Smoking is not permitted anywhere inside Douglas Machine Shop, Inc.. No additional breaks 
are allowed to any employee who smokes. Smokers and users of tobacco products must 
dispose of the remains in the proper container. This helps to keep a neat and clean 
environment for all employees and our visiting partners and customers. It is not acceptable that 
either smoking or non-smoking employees are subjected to smoke that they must walk through 
to reach their vehicle or any other destination on Douglas Machine Shop, Inc. premises. 

Workplace Violence 

Douglas Machine Shop, Inc. prohibits violence in the workplace and makes every attempt to 
maintain a safe workplace. The workplace is not limited to company premises, but includes all 
environments where work-related activities are performed, such as off-site meeting locations 
and business travel. Violence includes physically harming another, shoving, pushing, harassing, 
intimidating, coercing and brandishing weapons; and threatening to engage in those activities. 

Substance Abuse 

Purpose of Policy 

Douglas Machine Shop, Inc. is committed to achieving and maintaining a safe and productive 
work environment for all employees. Drugs or alcohol may pose serious risks to the user and all 
those who work with the user. The company will not tolerate the use of alcohol or drugs on the 
premises, nor will the company allow employees to work while they are under the influence of 
alcohol or drugs. In addition, the use, possession, sale, transfer, manufacture, distribution and 
dispensation of alcohol or illegal drugs in the workplace pose unacceptable risks to the 
maintenance of a safe and healthy workplace and to the security of Douglas Machine Shop, Inc. 
employees, facilities and property. Substance abuse, while at work or otherwise, seriously 
endangers the safety of employees and the general public and creates a variety of workplace 
problems. These include increased injuries on the job, increased absenteeism, increased health 
care and benefit costs, increased theft, decreased morale, decreased productivity and a decline 
in the quality of products and services provided by Douglas Machine Shop, Inc.. You are 
expected and required to report to work in an appropriate mental and physical condition to 
perform your assigned duties. 



Scope of Policy 

This policy applies to all Douglas Machine Shop, Inc. employees and to all applicants who 
have received conditional offers of employment. This policy also applies to all contractors who 
are performing services on Douglas Machine Shop, Inc. property or who are operating 
company equipment, machinery, or vehicles. Contractors are considered “employees” within 
the meaning of this policy. 

Definitions 

A. Illegal Drugs 

“Illegal drugs” means any controlled substance listed in schedules I through V of the 
federal Controlled Substances Act (21 U.S.C. § 812), medication or other chemical 
substance that (1) is not legally obtainable; or (2) is legally obtainable, but is not legally 
obtained, is not being used legally or is not being used for the purpose(s) for which it 
was prescribed or intended by the manufacturer. Thus, “illegal drugs” may include even 
over-the-counter medications if they are not being used for the purpose(s) for which they 
were intended by the manufacturer. 

B. Legal Drugs 

“Legal Drugs” means prescribed or over-the-counter drugs that are legally obtained by 
the employee and used for the purpose for which they were intended by the 
manufacturer. 

C. Company Property 

“Company property” and “Company equipment, machinery and vehicles” means all 
property, equipment, machinery and vehicles owned, leased, rented or used by 
Douglas Machine Shop, Inc.. 

D. On Duty 

“On duty” means all working hours, as well as meal periods and break periods, 
regardless of whether on Douglas Machine Shop, Inc. property; and all hours when 
an employee represents Douglas Machine Shop, Inc. in any capacity.  

Work Rules - Substance Abuse by Employees 

A. Alcohol 

Employees may not use, possess, sell or transfer alcohol while on duty, while working, 
while on company property or while operating company equipment, machinery or 
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vehicles. Employees may not work or report to work with any detectible levels of alcohol 
in their systems.  

Employees who violate either of these rules will be subject to discipline, up to and 
including immediate termination. Douglas Machine Shop, Inc. may make exceptions 
to these rules for certain business or social functions they approve or sponsor.  

B. Illegal Drugs 

Employees may not possess illegal drugs or engage in the illegal use of drugs while on 
duty, while working, while on company property or while operating company equipment, 
machinery or vehicles. 

Employees may not work or report to work with detectable levels of illegal drugs or the 
metabolites of illegal drugs in their systems. 

Employees may not manufacture, distribute, dispense, transfer, or sell illegal drugs. 

Employees who violate any of these rules will be subject to discipline, up to and 
including immediate termination. 

C. Legal Drugs/Medication 

Any employee who has reason to believe that the legal use of drugs, such as a 
prescribed medication, may pose a safety risk to any person or interfere with the 
employee’s performance of their job must report such legal drug use to his or her 
supervisor. Douglas Machine Shop, Inc. shall then determine whether any work 
restriction or limitation is indicated. Failure to report the legal use of a drug that may 
pose a safety risk could result in disciplinary action. 

D. Criminal Drug Convictions 

Any employee who is convicted of violating any criminal drug statute while employed at 
Douglas Machine Shop, Inc. will be subject to discipline up to and including immediate 
termination. 
Employees are required to report any criminal drug statute conviction to management 
within five days of the conviction. 

E. Inspection of Property, Equipment and Vehicles 

Douglas Machine Shop, Inc. reserves the right to conduct unannounced inspections 
of company facilities and company vehicles. 

Employees should not expect that any property or items brought to work or used at work 
are private. If employees do not want their property or items inspected, they should not 
bring them to work. Employees who refuse to permit inspections under this policy or who 
fail to cooperate with inspections under this policy will be subject to discipline, up to and 
including immediate termination. 



Drug and Alcohol Testing 

Douglas Machine Shop, Inc. reserves the right to conduct random, no-notice testing of current 
employees at any time it feels such actions are appropriate. Refusal to submit to drug testing 
may result in disciplinary action, up to and including termination. 

Douglas Machine Shop, Inc. performs drug tests in the following situations: 

• For-cause

• Reasonable suspicion

Douglas Machine Shop, Inc. may require any employee to undergo drug and alcohol testing if 
management has a reasonable suspicion that the employee: 

• Has violated Douglas Machine Shop, Inc.'s written work rules prohibiting the use, 
possession, sale or transfer of alcohol and/or illegal drugs while on duty, while working, 
while on company property or while operating Company equipment, machinery or 
vehicles

• Is under the influence of alcohol and/or illegal drugs while on duty, while working, while
on company property or while operating company equipment, machinery, or vehicles

• Is impaired by alcohol and/or illegal drugs
• May be affected by the use of alcohol and/or illegal drugs and that the use may

adversely affect job performance or the work environment



B. Specimen Testing Procedures 

Specimens will be tested only by laboratories that are properly approved to conduct drug 
and alcohol testing by U.S. Department of Health and Human Services (SAMHSA, 
formerly NIDA) or the College of American Pathologists. 

Specimens will be tested only for the presence of alcohol, illegal drugs and their 
metabolites. 

Company Name will rely only on positive initial screening test results that also have been 
confirmed by gas chromatography/mass spectrometry or other methods of confirmatory 
analysis provided for by the National Institute on Drug Abuse, the Department of Health 
and Human Services or the College of American Pathologists (“confirmatory test”). 

C. Cost of Testing 

Company Name will pay for any drug and alcohol test that it requests or requires. 

D. Test Result Reports 

Company Name will promptly communicate test results to test subjects. Any test subject 
may request a copy of his or her test result report.  

Confidentiality of Test Results 

Company Name will not disclose test results except as authorized by the test subject or as 
authorized, permitted or required by applicable law. 

Consequences of Refusal 

Employees and applicants may refuse to undergo drug and alcohol testing. However, 
employees who refuse to undergo testing or who fail to cooperate with the testing procedures 
will be subject to discipline, up to and including immediate termination. Applicants who refuse to 
undergo testing or who fail to cooperate with the testing procedures will not be hired. 

Right to Explain Test Results 

Any test subject who tests positive on a confirmatory test on any drug and alcohol test required 
by Company Name may: 

• Submit additional information to Company Name in a confidential setting to try to explain
the confirmed positive test result. 

• Request a retest that will be paid for by the test subject and may be conducted only by
laboratories that are properly approved to conduct drug and alcohol testing by the 
National Institute on Drug Abuse, the Department of Health and Human Services or the 
College of American Pathologists. 
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ACKNOWLEDGEMENT OF RECEIPT 

This manual does not create any legal obligation on the part of Douglas Machine Shop, Inc. 
or legal rights on behalf of the employees. The policies and procedures discussed in this 
manual are subject to change at any time without advance notice. Douglas Machine Shop, 
Inc. may make exceptions to these 
policies as circumstances warrant. Nothing in this manual should be read as a guarantee of 
employment or change in any way the employment relationship between Douglas Machine 
Shop, Inc. and its employees. Just as employees are free to terminate their employment with 
Douglas Machine Shop, Inc. at any time, Douglas Machine Shop, Inc. is also free to terminate 
the employment of any of its employees at any time with or without cause. This “at will” 
employment relationship may not be changed by any written document or by conduct. 

I understand the working conditions, policies, procedures, appeal processes and benefits 
described in this handbook are confidential and may not be distributed in any way nor 
discussed with anyone who is not an employee of Douglas Machine Shop, Inc.. 

I understand that if I have questions or concerns at any time about the handbook, I will consult 
my immediate supervisor, my supervisor’s manager, human resources or the president of the 
company for clarification. 

This handbook is intended to summarize the major provisions of the employee benefit plans. 
Changes, improvements and plan termination may occur and, if so, will be communicated as 
soon as possible. However, in the case of any conflict in meaning the language in the official 
plan documents shall be controlling. 

Any dispute or difference arising out of or in connection with employment by Douglas Machine 
Shop, Inc. shall be resolved by the appointment of a single arbitrator to be agreed between the 
parties, or failing agreement within fourteen days after either party has given to the other a 
written request to concur in the appointment of an arbitrator. 

I acknowledge that I have received a copy of this handbook. I agree to act in accord with 
the policies and procedures as a condition of my employment with Douglas Machine Shop, 
Inc.. 

Print Name: 

Signature: 

Date: 
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