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CONFIDENTIAL MATERIALS 
This handbook is the property of Superior Mechanical.  It contains confidential, trade 
secret and proprietary information.  It may not be duplicated, entered into computer or 
other data storage systems or used in any manner without the express written consent of 
Superior Mechanical and must be returned to Superior Mechanical  when the employee 
separates from employment. 
 
This handbook and its managerial guidelines and policies supersede all previous manuals 
and handbooks, and all other inconsistent employment-related materials, practices, 
procedures, representations or terms and conditions of employment with Superior 
Mechanical whether verbal or written, all of which are hereby revoked and rescinded. 
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I.  EMPLOYEE ACKNOWLEDGEMENT FORMS          Copy A 

 

A.  EMPLOYEE ACKNOWLEDGEMENT FORM 

    Purpose of Handbook:  I understand that this Policy Handbooks describes important 

information about Superior Companies of Minnesota, Inc. (referred to as ‘‘Superior 

Mechanical’’ "the Employer" or "the Company" in this Handbook).  I have received a copy 

of the Handbook, and I understand that it is my responsibility to read and comply with 

the policies contained in this Handbook any revisions made to it.  I understand that I 

should contact the General Manager, Craig Curley, regarding any questions which are not 

answered in the Handbook. 

     Changes to Handbook:  I understand that this Handbook replaces all of the Employer’s 

previous materials, policies and handbooks concerning employment or working relationships 

between employees and the Employer (except individual employment agreements signed by the 

Employer), whether written or verbal.  Since the information, policies, and benefits 

described in this Handbook are necessarily subject to change at any time, I acknowledge 

that revisions to the Handbook may occur, except to the Employer’s policy of employment-

at-will.  I understand that the Employer will generally attempt to communicate any 

revisions, modifications or additions to this Handbook to its employees, but that these 

revisions, modifications and changes will be effective immediately upon adoption, with or 

without such notice and accordingly, I will not rely on the continuation of any such 

information, policies or benefits.  I acknowledge that only the Employer can adopt any 

revisions to the policies in this Handbook. 

     At-Will Employment/Not a Contract:  I furthermore acknowledge that I have entered 

into my employment relationship with the Employer voluntarily and acknowledge that the 

relationship is one of "at-will" employment.  Accordingly, I understand that either I or 

the Employer may terminate the relationship at will for any reason, with or without cause 

or notice, at any time.  I acknowledge that this Handbook is not a contract of employment 

nor is any part of it a promise or representation of any specific term or condition of 

employment, and that no agent of the Employer has made any offer or representation to me 

in connection with my employment which is contrary to the terms of this Acknowledgement 

and this Handbook.  I also acknowledge that this Handbook is not intended to confer 

third-party beneficiary status upon any third party, nor to create any affirmative duty 

on the part of the Employer to the employee or any third party. 

     Confidentiality/Non-Disclosure:  During the course of my employment with the 

Employer, I understand that I may have access to and become familiar with certain 

confidential, proprietary, or trade secret information, including, but not limited to 

sales, performance and/or production data  or projections, customer lists, customer 

confidential information, financial records, documents, files, estimates and promotional 

methods, and products and processes, which the Employer has or intends to develop, sell 

and/or use in course of its business. (referred to collectively as ‘‘Restricted 

Information.’’)  I understand that such  Restricted Information is the property of the 

Employer, and I agree that I will not at any time, during or after my employment with the 

Employer, use or disclose such Restricted Information to any individual or organization 

that is not affiliated with the Employer, without the Employer’s express written 

authorization.  I understand and expressly agree that in the event of a breach of this 

provision, the Employer shall be entitled, in addition to any other remedies, to an 

injunction from any competent court ordering me to cease and desist from any further 

unauthorized retention, use or disclosure of such Restricted Information.  

 

Date:                         Employee Signature________________  

 

 

 

 

Copy A - Retain in Policy Handbook   Copy B - Retain in Personnel File 

 

 

 



 

B.  EMPLOYEE ACKNOWLEDGEMENT FORM                     Copy B 

 

    Purpose of Handbook:  I understand that this Policy Handbooks describes important 

information about Superior Companies of Minnesota, Inc. (referred to as ‘‘Superior 

Mechanical’’ "the Employer" or "the Company" in this Handbook).  I have received a copy 

of the Handbook, and I understand that it is my responsibility to read and comply with 

the policies contained in this Handbook any revisions made to it.  I understand that I 

should contact the General Manager, Craig Curley, regarding any questions which are not 

answered in the Handbook. 

     Changes to Handbook:  I understand that this Handbook replaces all of the Employer’s 

previous materials, policies and handbooks concerning employment or working relationships 

between employees and the Employer (except individual employment agreements signed by the 

Employer), whether written or verbal.  Since the information, policies, and benefits 

described in this Handbooks are necessarily subject to change at any time, I acknowledge 

that revisions to the Handbook may occur, except to the Employer’s policy of employment-

at-will.  I understand that the Employer will generally attempt to communicate any 

revisions, modifications or additions to this Handbook to its employees, but that these 

revisions, modifications and changes will be effective immediately upon adoption, with or 

without such notice and accordingly, I will not rely on the continuation of any such 

information, policies or benefits.  I acknowledge that only the Employer can adopt any 

revisions to the policies in this Handbook. 

     At-Will Employment/Not a Contract:  I furthermore acknowledge that I have entered 

into my employment relationship with the Employer voluntarily and acknowledge that the 

relationship is one of "at-will" employment.  Accordingly, I understand that either I or 

the Employer may terminate the relationship at will for any reason, with or without cause 

or notice, at any time.  I acknowledge that this Handbook is not a contract of employment 

nor is any part of it a promise or representation of any specific term or condition of 

employment, and that no agent of the Employer has made any offer or representation to me 

in connection with my employment which is contrary to the terms of this Acknowledgement 

and this Handbook. I also acknowledge that this Handbook is not intended to confer third-

party beneficiary status upon any third party, nor to create any affirmative duty on the 

part of the Employer to the employee or any third party. 

     Confidentiality/Non-Disclosure:  During the course of my employment with the 

Employer, I understand that I may have access to and become familiar with certain 

confidential, proprietary, or trade secret information, including, but not limited to 

sales, performance and/or production data or projections, customer lists, customer 

confidential information, financial records, documents, files, estimates and promotional 

methods, and products and processes, which the Employer has or intends to develop, sell 

and/or use in course of its business(referred to collectively as "Restricted 

Information’’).  I understand that such Restricted  Information is the property of the 

Employer, and I agree that I will not at any time, during or after my employment with the 

Employer, use or disclose such Restricted Information to any individual or organization 

that is not affiliated with the Employer, without the Employer’s express written 

authorization.  I understand and expressly agree that in the event of a breach of this 

provision, the Employer shall be entitled, in addition to any other remedies, to an 

injunction from any competent court ordering me to cease and desist from any further 

unauthorized retention, use or disclosure of such Restricted Information. 

Date:_________________        Employee Signature_________________ 

 

 

                                         

Copy A - Retain in Policy Handbook         Copy B - Retain in Personnel File 

 

 

 

 

 

 

 



 II.  INTRODUCTION TO SUPERIOR MECHANICAL 

 EMPLOYEE POLICY HANDBOOK 
 

 

A.    PURPOSE 
 

This employee handbook is intended to inform you of the major personnel policies and 
procedures for the employees of Superior Mechanical  (herein referred to as "Superior 
Mechanical ”, the “Employer” or the “Company.”)  The Company urges all of you to take 
the time to read this handbook carefully. 
 

This handbook serves to remind you of our common goals and the general policies under 
which we all work together in the most effective way, as well as the benefits provided to 
you as a valued employee and the conduct expected from you.  You are important to this 
company.  What you do and how you do it reflects directly upon the work, reputation, and 
image of all of us.  We hope this handbook will help you feel comfortable with us.  We 
depend on you.…….. your success is our success. 
 
You are expected to master and maintain your own work with a high degree of efficiency; 
this will result from a desire to do the best possible job for which you are capable. 
 
 
 

B.    MISSION STATEMENT  

 
It is Superior Mechanical’s  mission to be the most honest plumbing and mechanical 
contractor consisting of a team of professionals with individual talents, personalities and 
experience working together in a fund, comfortable, productive workplace building 
relationships and providing consistent, reliable customer service.   
 
 
 

C.    INTRODUCTORY STATEMENT 

 
 Employees receiving this Handbook may wonder, "Why have you prepared and 
distributed this Handbook?"  The Handbook has been developed to acquaint you with 
Superior Mechanical and to provide you with information about current working conditions, 
current employee benefits, some of the general guidelines affecting your employment and 
the Employer's current expectations concerning your performance and conduct. 
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The policies described in the Handbook are decision-making guides and necessarily 
involve discretion on the part of the Employer.  They are not inflexible rules, and are not 
set chronological sequences for action.  Moreover, no Handbook can anticipate every 
question or circumstance about every employment issue, nor would we want to restrict the 
normal questions and answer interchange among us.  The Employer reserves the right to 
revise, supplement, amend, interpret or delete any policies or portion of the Handbook as 
it sees fit, in its sole and absolute discretion. 
 
Employees are advised to periodically check the Company bulletin board and/or their 
mailboxes for new or revised policy statements.  A current copy is always on file in the 
shop area.  The Employer will attempt to communicate any changes in its employment 
policies to its employees via the bulletin board, mailboxes, e-mail, US Mail,  but such 
changes, revisions, interpretations, additions and deletions will be effective immediately 
upon adoption with or without such notice. 
 
The Employer reserves the right to depart from the policies and practices set forth in this 
Handbook  in its sole and absolute discretion.  This booklet is not intended to be a 
contract or enforceable promise of employment or of any specific term, condition or 
duration of employment between the Employer and employees, but is solely intended to 
give employees a general description of the working conditions at Superior Mechanical. 
Employees should not rely on the provisions of this Handbook since they are subject to 
change and exception. 
 
Our Company is committed to maintaining an employee relations climate which promotes 
maximum personal development and achievement.  We are dedicated to treating our 
employees fairly and providing good working conditions, competitive wages and benefits, 
and above all, the respect that each employee deserves.  We also believe in open and 
direct communication, which permit resolution of employee concerns in an atmosphere of 
mutual trust, responsive to individual circumstances.  Superior Mechanical  shall continue 
its efforts to enhance these objectives. 
 
 
 We do not believe that our employees would benefit from outside intervention into this 
relationship.  While we respect the right of employees to decide whether they wish 
representation by a union, we firmly believe that the best interests of our employees can 
be served without third-party interference.  We greatly value our ability to work with 
employees individually without their being subjected to burdensome union costs, 
complicated rules, and costly work stoppages.  We will vigorously strive to preserve an 
environment which nurtures the fulfillment of these goals. 
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D.   AT-WILL EMPLOYMENT 
 
 
 All employees of the Employer are employed at their own will and the will of the Employer, 
and are subject to termination at any time, for any reason, and with or without cause or 
notice.  Similarly, employees may terminate their employment with the Employer at any 
time, for any reason, and with or without cause or notice.  This "at-will" employment 
relationship may not be altered except by the specific terms of a written contract of 
employment signed by the General Manager of Superior Mechanical prior to the 
commencement of employment. 
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 III.  EQUAL EMPLOYMENT OPPORTUNITY POLICIES 

 

 

A.    EQUAL EMPLOYMENT OPPORTUNITY 

 
 Superior Mechanical’s   general policy is not to discriminate against any employee or 
applicant for employment on the basis of race, color, religion, creed, age, sex, national 
origin, ancestry, marital status, pregnancy, disability (including those related to pregnancy 
or child-birth), membership or non-membership in a labor organization, affectional or 
sexual orientation, status with regard to public assistance, or any other characteristic 
protected under federal, state or local law.  Applicants and employees will be evaluated 
solely on the basis of their conduct, their compliance with the Company's policies and 
legitimate expectations, and their performance. 
 
If you believe that you have been unlawfully discriminated against, you must bring this to 
the attention of the General Manager . Employees can bring complaints, ask questions, 
and raise concerns under this policy without fear of reprisal. 
 
All employees are responsible for understanding, adhering to and strictly enforcing this 
policy. 
 
 
 

B.    PROHIBITION OF HARASSMENT 

 

 POLICY STATEMENT 

 
Superior Mechanical forbids harassment in the work environment.  This policy includes the 
prohibition of harassment based upon any characteristic protected under federal, state, or 
local law.  It also forbids sexual harassment in the work environment.  Complaints alleging 
harassment based upon protected characteristics will be handled in the same manner as 
complaints alleging sexual harassment.  "Sexual harassment" has been defined as: 
 
 Unwelcome sexual advances, requests for sexual favors, and other verbal or physical 
conduct of a sexual nature when: 
 
     1.  Submission to such conduct is made a term or condition, either  
          explicitly or implicitly, of an individual's employment; 
 
     2.  Submission to or rejection of such conduct by an individual is  
          used as a factor in decisions affecting that individual's 
          employment; or 
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3. Such conduct has the purpose or effect of substantially interfering with an   
      individual’s work performance or creates intimidating, hostile or offensive work  
 environment and the Employer knew or should have known of the existence of the 
 harassment and failed to take timely and appropriate action. 

 
If you believe that you are being subjected to harassment, you must: 
 
1st:  Tell the harasser to stop 
2nd: Make a record and immediately report the incident to the General Manager or  
       the Office Manager 
3rd:  If the conduct continues, this should be immediately reported to the above individuals 
 
Any reported incident will be investigated. Complaints and actions taken to resolve 
harassment will be handled as confidentially as possible, given Superior Mechanical’s 
obligation to investigate and act upon reports of such harassment.  Violation of this policy 
may result in discipline, up to and including termination.  Employees may bring complaints, 
ask questions, and raise concerns under this policy without fear of reprisal. 
 
Superior Mechanical acknowledges the fact that workplace relationships may occur.  Our 
policy requires that the parties involved in the workplace relationship disclose the 
relationship to the General Manager.   Participants will be interviewed to make sure the 
relationship is voluntary and not coercive. Parties involved must also advise the General 
Manager if the relationship terminates or changes to an involuntary situation.  The 
Company reserves the right to reassign one or both of the individuals if they are in the 
same chain of command, or the General Manager, at his discretion, concludes the 
relationship may not be in the best interests of the Company. 
 
All employees are responsible to understanding, adhering to and strictly enforcing this 
policy. 
 

INVESTIGATION AND RECOMMENDATION 

 
Superior Mechanical will, upon receipt of a report or complaint alleging harassment or 
other inappropriate conduct, authorize an investigation, which may result in discipline. 
 
In determining whether alleged conduct constitutes harassment or other inappropriate 
conduct, Superior Mechanical may consider the surrounding circumstances, the nature of 
the alleged statements or conduct, the relationships between the parties involved and the 
context in which the alleged incidents occurred.  Whether a particular action or incident 
constitutes harassment or other inappropriate conduct requires consideration of all facts 
and surrounding circumstances. 
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The investigation may consist of personal interview with the complainant, the individual(s) 
against whom the complaint or report is filed, and others who may have knowledge of the 
alleged incident(s) or circumstances giving rise to the complaint or report.  The 
investigation may also include any other lawful methods deemed pertinent by the 
investigator. 
 

In addition, the Company may take immediate steps, at its discretion, to protect the 
complainant and employees pending completion of an investigation.                

                                                  

 

PROHIBITION AGAINST RETALIATION 
 

Superior Mechanical  will discipline any individual who retaliates against any person who 
complains of or reports alleged harassment or other inappropriate conduct or who 
retaliates against any person who testifies, assists or participates in an investigation, 
proceeding or hearing relating to a harassment complaint. 
 
 

DISCIPLINE AND OTHER APPROPRIATE ACTION 

 
Superior Mechanical may take such appropriate action as it deems necessary, which may 
include discipline such as warnings, paid or unpaid suspensions, and terminations in order 
to punish harassment or other inappropriate conduct and to prevent its recurrence; as well 
as other appropriate action including reminders of its policy, orientation, transfers, 
counseling and training concerning harassment and in- appropriate conduct. 
 
 

C.  BULLYING 
 
The purpose of this policy is to communicate to all employees that Superior Mechanical 
will not tolerate bullying behavior. Employees found in violation of this policy will be 
disciplined, up to and including termination. 
 
Superior Mechanical defines bullying as repeated in appropriate behavior, either direct or 
indirect, whether verbal, physical or otherwise, conducted by one or more persons against 
another or others, at the place of work and/or in the course of employment.  All employees 
will be treated with dignity and respect. The Company considers the following types of 
behavior examples of bullying: 
 

 Verbal bullying:  Slandering or ridiculing a person or his or her family; persistent  
name calling that is hurtful, insulting or humiliating; abusive and offensive remarks 

 Physical bullying:  Pushing, shoving, kicking, poking, assault or threat of physical 
assault 

 Gesture bullying:  Nonverbal threatening gestures 

 Exclusion:  Socially or physically excluding or disregarding a person in work-related 
activities 
                          -8-   



 

IV.  GUIDELINES REGARDING CONDUCT AND DISCIPLINE 

 

A.   GUIDELINES REGARDING EMPLOYEE CONDUCT AND DISCIPLINE 
 

 Superior Mechanical’s  Employee Conduct and Discipline procedures are designed to 
provide clear expectations for all of its employees.  The Company  expects its employees 
to follow rules of conduct that will protect the interests and safety of all employees and of 
the organization. 

 

To accomplish these goals, the following guidelines are necessary. These are general 
guidelines.  Superior Mechanical  reserves the right to handle each disciplinary situation 
as it deems necessary, including the right to discipline employees for any reason, 
including reasons not specified here, and to discharge without prior discipline or notice.  
No employee is entitled to progressive discipline.  Since it is not possible to provide an 
exhaustive list of misconduct, the following are examples of conduct that may result in 
discipline, up to and including termination of employment: 
 

 Failure to work efficiently or produce satisfactory results 
 

 Failure to notify the General Manager  in advance of an absence 
  

 Unacceptable absenteeism or tardiness. 
 

 Leaving work prior to the completion of your shift without 
      the prior authorization of the General Manager or management 

  

 Failure or refusal to follow instructions or directives from 
      the General Manager or management 

 

 Failure to follow safety or health rules, immediately correct 
     an unsafe condition or immediately report injuries or accidents 
     followed by the necessary paperwork 

    

 Inappropriate removal, possession, destruction or abuse of employee, 
Superior Mechanical or others' property or equipment 

 

 Possession, consumption, or transfer of alcohol or illegal drugs 
     on the job or reporting for work under the influence of either  
     drugs or alcohol 
 

 Abusive language, disrespectful behavior, verbal or physical 
      intimidation, fighting or insubordination 
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 Personal use of Superior Mechanical’s  tools, material or vehicles without prior 
permission from the General Manager 

 

 Engaging in any other business or employment that conflicts with 
     or interferes with your responsibilities to Superior Mechanical   
       

 Violation of any Superior Mechanical’s policy, including the policies on  discrimination, 
harassment and resolution of complaints, or failing to  meet reasonable Superior 
Mechanical  expectation 

       

 Providing false or inaccurate information to Superior Mechanical, including  but not 
limited to, information on application forms, time cards, expense  reports, leave 
requests, absence records or in response to requests for such information 

 

 Making false, malicious or derogatory statements, frivolous claims or 
     charges to Superior Mechanical or to a third party about  
     the Company  or its superiors 
 

 Inaccurately reporting or recording one's own time, reporting      
     (whether accurately or not) the time of another employee, or allowing 
     one's own time to be reported (whether accurately or not) by another  
     person 
 

 Disorderly, dangerous, wasteful, or careless conduct 
 

 Sleeping or resting during working hours 
 

 Gambling on Superior Mechanical’s premises (including the Company’s parking lots 
  

 Possession of unauthorized fire arms, explosives, weapons or other 
contraband on Superior Mechanical’s property (including the Company’s parking lots) 

 

 Making false, frivolous, malicious or derogatory statements concerning 
customers, vendors, or employees of Superior Mechanical 

 

 Entering or remaining on Superior Mechanical’s premises (including parking lots) 
before or after the completion of one's shift or during non-work periods, without prior 
permission from the General Manager                

 

 Unauthorized use of telephones, postage machine, copying machine, 
     computers or other Superior Mechanical owned equipment 
 

 Smoking in an unauthorized area 
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 Failure to observe traffic and parking rules on Superior Mechanical  property 
 

 Inability or refusal to work cooperatively and harmoniously with other employees 
      

 Uncooperative, rude or offensive treatment of customers or business contacts 
person, in writing or by phone 
 

 Failure to provide prior notice that you are taking medications which 
      may affect your work performance or create a safety risk 
 

 Personal cell phones or any type of personal communication devices will not be 
allowed in the employee’s possession during work hours 
 

 Committing a gross misdemeanor, felony or serious regulatory offense,  
      or any similar act or omission, whether on or off duty, which adversely 
      affects Superior Mechanical  by the Company into disrepute, exposing 
      Superior Mechanical  to the risk of liability or expense, undermining the 
      employee's ability to effectively perform his or her duties or reducing  
      customer or co-employee confidence in the employee 
 

 Failure to notify the General Manager of Superior Mechanical when convicted or plead 
guilty to any crime 

 

 Any other conduct which Superior Mechanical determines to be adverse to its business 
interests 

     

The above rules and standards of conduct are general in nature and are not intended to 
be all-inclusive.  Employment with Superior Mechanical is "at-will" employment, which 
means continued employment requires the mutual consent of Superior Mechanical and 
the employee, and either party may terminate the relationship at any time for any reason, 
with or without prior notice. 
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B.   RESOLUTION OF COMPLAINTS:  LET'S WORK TOGETHER 
 

 We are concerned about EVERY Superior Mechanical employee, and about every 
employee's concerns, questions, or complaints.  Superior Mechanical has the following 
procedure for responding to employee concerns or complaints.  Our procedure has two 
main goals: 
 

1.  To ensure that we respond to every complaint or concern.  While 
       you may not always agree with how a complaint is answered, be 
       assured that we will give your complaint the consideration it 
       deserves. 
 
2.  To improve communication within Superior Mechanical and solve  
       complaints at the lowest possible level by requiring employees 
       to individually advance their own complaints up the "chain of 
       command", except in unusual circumstances. 
 

If you ever have a complaint, concern or questions required about any aspect of your 
employment at Superior Mechanical,  please use the following required procedure: 

 

 In most cases, you must first talk with your supervisor/manager or foreman if you have 
any concerns, complaints or questions.  Often, an informal discussion will lead to a  

     quick, effective resolution.  If you have a concern, complaint or question which isn’t 
     resolved after you have had such an informal discussion, you should proceed to the 
     next paragraph.  If you don’t feel comfortable  approaching your supervisor/manager or 
     foreman please  bring your complaint to the General Manager. 
      
 

 If you feel your complaint is not resolved, please give a  written complaint to your 
supervisor/manager within 14 calendar days of when the problem arose. Your 
supervisor/manager will forward the complaint to the General Manager of Superior 
Mechanical. 

 

 Your written complaint must state: 
         a. Your name and title. 
         b.  What you are unhappy about.  Clearly explain what happened, 
                        who was involved, when it happened and why you are concerned 
                        about it. 
                   c.  Provide any other information you think is relevant to your 
                        complaint. 

d. Describe any ideas you have about correcting the problem. 
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 We will investigate and attempt to respond to your complaint within  
     10 to 14 days.  This period may be extended, depending on the facts 
     and circumstances of each case (such as the number of people we must 
     interview, etc). 
 

 Please keep the following additional guidelines in mind: 
 
      a.  If you have a complaint or concern and you don't feel comfortable for any reason    
        discussing it with your supervisor/ manager or  submitting a written complaint to       
           him or her, you must bring your complaint (verbally or in writing) to the General 

Manager. 
 

      b.  Speak for yourself.  This is an informal procedure and you should present                
       your concerns in your own words.  No formal   representation of employees             
       by third parties is necessary or appropriate in this process. 
 

C.   ABSENTEEISM/TARDINESS 

 
You are expected to report for work on time and with a minimum of absences.  
Unnecessary absenteeism and lateness is expensive, disruptive, and places an unfair 
burden on your fellow employees and the General Manager.  Unsatisfactory attendance 
will adversely affect an employee's opportunity to be promoted or to receive pay 
increases. It may also result in disciplinary action, up to and including suspension and 
discharge. 
 
If you are going to be late or absent for any reason, you must personally telephone Voice 
Mail Box 1130 as far in advance of your starting time as possible. Simply advising the 
receptionist, your foreman or a coworker is not acceptable notification for these purposes. 
Explain why you are going to be absent and when you expect to return to work.  If is your 
responsibility to ensure that proper notification is given and  that you provide this Voice 
Mail  with a daily status report on your absence until you return to work. 
 
If an employee is absent for three consecutive days without proper notification,  it  will be 
treated as a resignation or job abandonment and employment will be automatically 
terminated. 
 

Poor attendance, excessive tardiness and dishonesty in connection with absenteeism or 
tardiness are disruptive.  Either may lead to disciplinary action, up to and including 
termination of the employee's employment at Superior Mechanical. 
 

D. INCLEMENT WEATHER 

 
Occasionally, the Company's business hours may be altered or operations may be closed 
down due to inclement weather or emergency conditions, which occur without warning or 

notice and beyond the Company's control. 
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E.   MOONLIGHTING 
 

Moonlighting (engaging in other employment or self-employment outside of the regular 
scope of work  managed and contracted by Superior Mechanical) in any way which could 
conflict with your commitments with Superior Mechanical  is prohibited.  If an employee is 
considering outside employment, he/she must seek prior approval from the General 
Manager.   Approval will only be granted in cases in which it is clear that the outside 
employment is: 

 Not in competition with Superior Mechanical  

 Not in competition with Superior Water Conditioning 

 Not in competition with US Mechanical Insulation 

 Will not interfere with employee’s availability for work at Superior Mechanical (including 
overtime if necessary) 

 

Superior Mechanical’s  work requirement, including any company overtime, must take 
precedence over any outside employment, even with approval. 
 
Violations of this moonlighting policy will result in discipline up to and including dismissal.  
Employees should avoid any non-employment outside activities which conflict with or 
interfere with work performance of the employee’s rest or availability for work.  If this 
occurs, you will be asked to make a decision to prioritize your employment at Superior 
Mechanical as compared with other activities. 
 
It will be grounds for immediate termination if it is found that an employee of Superior 
Mechanical  is competing with Superior Mechanical, Superior Water Conditioning, or US 
Mechanical Insulation.   
 
 

F. FALSE CLAIMS 
 

Superior Mechanical will not pay medical, income replacement or other benefits for injuries 
or sicknesses resulting from other employment or self-employment or outside activities 
and will resist all other false, frivolous or non-meritorious claims, charges, complaints, and 
allegations.  Providing false information to Superior Mechanical, any attorney, investigator, 
health care or treatment provider, insurer or government agency or tribunal in connection 
with a claim for benefits or any other legal issue will result in discipline, up to and including 
discharge, and may result in civil and/or criminal prosecution, forfeiture of benefits and/or 
civil damages. 
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 V.  COMPENSATION AND HOUR POLICIES 
 

A.  INTRODUCTORY PERIOD 
 
New employees are introductory until they have completed three (3) months of service 
with Superior Mechanical. The introductory period is to give new employees an opportunity 
to demonstrate their ability to achieve a satisfactory level of performance and to 
determine whether the new position meets their expectations.  Superior Mechanical. uses 
this period for an initial evaluation of employee capabilities, work habits, and overall 
performance.  An employee's introductory period may be extended at Superior 
Mechanical’s  sole discretion. 
 
Superior Mechanical also reviews employee performance after a transfer or promotion to a 
new position.  These reviews generally occur three months after the transfer or 
promotion. 

 

All employees remain "at-will" both during and after the introductory period, and both 
Superior Mechanical  and the employee retain the same rights regarding the termination of 
employment if the employee is retained after that period.  Completion of the introductory 
period thus does not alter an employee's at-will status. 
 

B.   RESIGNATION/TERMINATION 
 

Termination of employment is an inevitable part of personnel activity within any 
organization.  Examples of some of the most common circumstances under which 
employment terminated include: 
 
RESIGNATION  -  voluntary employment termination initiated by the employee 
DISCHARGE     -  involuntary employment termination initiated by Superior Mechanical 
RETIREMENT   -  voluntary employment termination  initiated by the employee 
                              when no further gainful employment or self- employment is 
                              intended 

 

In the event you should resign, you are requested, but are not required to provide two 
weeks advance notice of your decision for non-management personnel and thirty days of 
notice for management personnel.  "Management" status is defined for the purposes of 
this policy to include any one with supervisory responsibility for other employees or for a 
department. 

 

 Superior Mechanical generally provides advance notice to its employees if it becomes 
necessary to terminate employment.  However, the Company doesn't guarantee such 
notice, and reserves it at will right to terminate for any reason, with or without notice, 
cause or prior discipline.  There are no recall or reemployment rights at Superior 
Mechanical.   
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 C.   PROMOTIONS AND TRANSFERS 
Superior Mechanical generally attempts to fill new and vacant positions from within the 
Company by promoting qualified employees.  Internal candidates will be recruited, 
interviewed and hired in accordance with the Company's equal employment opportunity 
policy. 
 

If there are no employees within Superior Mechanical  who the Company determines to be 
qualified to fill a vacancy or Superior Mechanical  determines, at its sole discretion, that 
"outside" hiring is necessary, it reserves its right to select an employee from outside the 
Company. 

 

D. LAYOFF 
 

You may be laid off under certain circumstances, including but not limited to a shortage of 
work or funds, elimination of position, or changes in Superior Mechanical’s  organizational 
structure or services.  If layoffs are necessary, selection of persons to be laid off will be at 
Superior Mechanical’s  discretion based upon an evaluation of factors including, but in no 
way limited to, seniority, merit, prior disciplinary records and efficiency, as determined 
solely by Superior Mechanical's management.  Superior Mechanical may, to the extent  
circumstances permit, provide prior notice of such layoffs.  There are no recall or 
reemployment rights at Superior Mechanical.  
 

E.   WORKDAY AND BREAK POLICIES 
 

A typical workday consists of 8.5 to 9 hours:  7:30 am - 4:00 pm for construction workers 
and generally 8:00 am - 5:00 pm for service technicians, 7:30am – 4:30 pm for office 
personnel, 6:00 am – 4:30 pm for shop personnel. Lunch breaks are to be taken between 
the hours of 11:30 am and 1:00 pm.  Under normal circumstances, the lunch period shall 
last thirty minutes for shop and field personnel.  Office personnel will have a one hour 
lunch period.  If additional time is taken, the length of the work day will be extended by the 
same amount.  The lunch break starts when work is stopped and ends when work begins. 
 Travel time to and from restaurants is not paid by the employer.  A typical work week 
consists of five consecutive work days for a total of 40 hours.  Because of the nature of 
our work and the need to coordinate our working hours with a wide range of customers, 
changes in work schedules and required overtime may be necessary to accommodate 
both our customers and our employees. 

 

 Employees' actual work schedules will be assigned /approved by the General Manager. 
Any  deviation from the work schedule, such as different lunch hour, leaving work early, 
etc. must have prior approval from the General Manager. Commissioned salespersons 
and independent contractors are free to set their own work schedules consistent with 
business requirements, but may wish to conform to our office schedule on days they are in 
the office to facilitate their communications with our employees. The Company 

recognizes the need for period break periods which should not exceed ten minutes each 
morning and afternoon.   All company paid breaks must be taken on the job site. Service 
plumbers should take their breaks between calls. 
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F.   OVERTIME 
 

Hourly workers will be paid overtime at a rate of one and one-half times all hours worked 
in excess of 40 hours per work week, based upon the wage rate applicable to the work 
actually performed during the overtime hours.  Superior Mechanical  will pay overtime, 
compensation to all hourly workers based on actual hours worked. All overtime must be 
approved in advance.  Time off on holidays, vacation leave or on any other leave of 
absence will not be considered "hours worked" for purposes of performing overtime 
calculations.  Exempt salaried employees will not be reimbursed for overtime they elect to 
work in order to keep pace with their normal job responsibilities. 

 

SERVICE TECHNICIAN’S COMPENSATION  POLICY 
 Compensation for overtime work for the service technician shall be paid as follows: 
1 ½ times the normal hourly pay for any technician who works over ten hours in one day or 
over 40 hours in one week or after normal business hours.  This compensation excludes 
the following: 

 Uncompensated call-back time 

 Benefits 

 When billable hours exceed work hours 
Billable hours should not be confused with working hours.  Overtime is paid when the 
technician exceeds the appropriate number of working hours, not billable hours. 

      

All hourly Superior Mechanical employees who are eligible for overtime compensation, 
and who have actually worked in excess of federal or state limits, will receive such 
compensation.  Hourly Superior Mechanical employees shall not perform work of any kind, 
for any reason, unless their time is recorded on their time record for any pay purposes. No 
work "off the clock" is permitted.  Any violations of this policy will result in discipline up to 
and including discharge.  All employees are instructed to separate t heir regular hours and 
their overtime hours.  
 
 SERVICE TECHNICIAN’S WEEKEND ON CALL CALENDAR AND RESPONSIBILITIES 
 

It is the on call technician’s responsibility to make sure that the customer’s phone call is 
returned promptly and is treated satisfactorily by phone and in person.  Anyone in the 
company, including the General Manager, is available by phone for help or questions. 
The Service Technician will be on call on a rotating basis as determined by the on call 
calendar.  Any long weekends due to holidays are inclusive. The on call calendar will be 
produced by the Service Manager and is distributed whenever possible two months in 
advance.  If a conflict occurs, it is the responsibility of the service technician to negotiate a 
trade and request permission for the trade from the Service Manager.  No trade will be 
allowed to take place without prior permission from the Service Manager. 
It is important that the on call technician understands the after hour message that our 
customers hears and is being promised.  The on call technician must see that the call is 
returned immediately or not later than the thirty minutes promised.  When the return call is 
made to our customer, the on call technician must follow the provided script. 
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G.   PAYROLL INFORMATION 
 

Employees will be paid  bi-weekly by direct deposit for weekly pay periods starting on 
Sunday and ending on Saturday.  All employees will be paid by directly depositing their 
entire paycheck into one designated account of the employees choice. Superior 
Mechanical will not pay any employee in cash, nor will the Company cash any employee 
payroll or personal check.   Advances on pay will generally not be made, except in the 
Company’s discretion for emergency situations.  All withholding information will be based 
upon W-4 forms.  If your marital/dependent status changes, it is your responsibility to ask 
for a new W-4 form. 
 

H.   PAPER TIME CARDS AND EXAK TIME 
 

Depending upon your job location, either paper or Exak Time will be used for time cards. 
Paper time cards must be in the Payroll Administrator’s  possession on a weekly basis by 
Friday evening the last day in the work week, in order to have your pay directly deposited 
into your designated account. Paper time cards can be submitted by e-mail, placing in the 
Payroll Administrator’s mailbox, by fax (507-289-8360) or the drop off box located on the 
door west of the Main Office entrance. Your Manager cannot approve a time card unless 
the following criteria is met for hourly paid employees. (Service plumbers will have 
additional criteria necessary as instructed under the direction of their Manager) 
 
PAPER TIME CARDS: 
  All time cards must be legible. 
  All time cards must have correct job numbers. 
  All time cards must be written in ink. 
  Sign your time card on the front where required. 
  Print your name on the time card. 
  Date your time cards, under the signature, on front of the 
     card and beside each day of the week – in other words, 
     wherever it asks for a date. 
  Separate your regular hours and your overtime hours 
  Clocked hours that you work must be on the time cards 
  The employee must list their work classification and hours on all 
       prevailing wage jobs 
  Salaried employees need to complete in pen a “Salaried 
  Personnel Pay Request” or a “Project Manager’s Pay Request   
                on a weekly basis. 
 

WE CANNOT ACCEPT ANYTHING LESS THAT WHAT IS STATED ABOVE. 

THIS IS A FEDERAL AND STATE LAW AND NO EXCEPTIONS ARE ALLOWED. 
 
EXAK TIME: 
Employees working on Exak time jobs will be given a security code.  It is the employees 
responsibility to clock in at the start of the day, to clock in when returning from lunch and 
to clock out when going to lunch and at the end of the day u sing the company provided 
IPad or the foreman’s Smart Phone.  PTO requests can be submitted using the Exak Time 
field notes or a paper time card. 
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I. PAYROLL DEDUCTIONS 
Normal payroll deductions for federal, state income tax, FICA and Medicare will be 
automatically deducted based upon the information provided to the payroll department by 
the individual employee on his/her W-4 form. Other payroll deductions required or 
permitted by law such as court ordered deductions, benefits (health, dental, disability, life 
insurance, retirement, etc.)  and monies and/or property owed to the Company will also be 
made when appropriate. 

 

 VI. OPERATING POLICIES 
This section is included to give Superior Mechanical’s employees a general overview of 
the standards of conduct and cooperation that the Company considers necessary to 
create and maintain a quality work force and environment which will satisfy the standards 
of our customers as well as the general public and your fellow workers.  It is intended to 
serve as a general guideline, but Superior Mechanical  reserves the right to enforce other 
standards and expectations it deems appropriate which are not specified here. 
 

A.  DRUG AND ALCOHOL TESTING POLICY FOR EMPLOYEES OF SUPERIOR 

MECHANICAL 
 

PURPOSE 
Superior Mechanical ( “the Company”)  recognizes that alcohol and drug abuse adversely 
affects work performance, the kind of work an employee performs, and an employee’s 
opportunities for successful employment.  It is the intent of this policy to inform employees 
of the Company’s position regarding the use of drugs and alcohol while at work.  The 
Company does not intent to intrude into the private lives of its employees, but strongly 
believes that an alcohol and drug-free workplace is in the best interest and non-employees 
alike. 
 

SCOPE 
This policy applies to all employees and all applicants who have received a Conditional 
Offer for Employment at the Company’s facilities wherever and whenever those 
employees are performing Company business. 
 

DISCLAIMER 
Employment at Superior Mechanical is on an at-will basis and this policy does not create 
or imply the existence of an employment contract.  
 

DEFINITIONS 
a) “Alcohol and Drug Abuse” is defined as the use of mood-altering drugs, 

including all forms of alcohol, narcotics, depressants, stimulants, hallucinogens, 
marijuana, or the use of prescription drugs when resulting behavior or 
appearance adversely affects work performance. 
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b) “Use” is considered to “adversely affect work performance” and a person is 
considered “under the influence” shall be determined to be present if the 
employee is perceptively impaired; has impaired alertness, coordination, 
reactions, responses, or efforts; if the employee’s condition threatens his or her 
safety of the safety of others; or if  the employee’s condition or behavior 
presents the appearance of unprofessional or irresponsible conduct detrimental 
to the public’s perception of the Company as an employer, as determined by the 
foreman or manager or other person observing the employee. 

 
c) “Controlled Substances” means those substances whose distribution is 

controlled by regulation or statute, including but not limited to narcotics, 
depressants, stimulants and hallucinogens. 

 
d) A Company-sponsored or Company-sanctioned event is one that has been 

approved by the General Manager of Superior Mechanical 
 

e) A substance is considered to be “mood-altering” or to “alter” a person’s mood if 
the result is changed behavior that may limit that person’s ability to safely and 
efficiently perform his or her job duties or that poses a threat to the person’s 
own safety or that of others. 

 

NON DISCRIMINATION 
Consistent with its policy prohibiting discrimination, the Company recognizes that disabled 
individuals should be protected from discriminatory treatments.  Under Minnesota law, a 
disabled person is someone who has a medical or psychological disability that materially 
impairs major life activities.  However, also under Minnesota law, disability does not 
include any condition resulting from alcohol or other drug abuse that prevents a person 
from performing essential functions of the job of that creates a direct threat to property of 
the safety of individuals. 
 

PROHIBITIONS 
a) No employee shall report to work under the influence of alcohol, marijuana, 

Controlled Substances or other drugs which affect his or her alertness, 
coordination, reaction, response, judgment, decision-making or safety. 

b) No employee shall operate, use or drive any equipment, machinery or vehicle of 
the Company while under the influence of alcohol, marijuana, Controlled 
Substances or other mood-altering drugs.  Each employee is under an 
affirmative duty to immediately notify the General Manager immediately if he or 
she is not in an appropriate mental or physical condition to operate, use or drive 
the Company’s equipment. If the General Manager is not available, the 
employee will notify the Safety Director. 
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c) No employee shall unlawfully manufacture, distribute, dispense, possess, 
transfer or use an illegal drug or a Controlled Substance in the workplace or 
wherever the Company’s work is being performed. 

 
d) No employee shall consume alcohol in the workplace or wherever the 

Company’s work is being performed except at a Company-sponsored or 
Company-sanctioned event.  No employees shall consume alcohol during lunch 
periods, dinner periods or breaks when returning immediately thereafter to 
perform work for the Company.  

 

ALCOHOL AND DRUG TESTING 
In order to carry out the Company’s commitment to an alcohol and drug-free workplace, 
the Company reserves the right to require that applicants and employees submit to testing 
in accordance with the provisions of Minn. Stat. 181.950-181.957.   

a) Who May Be Subject to Testing 
1. Job Applicants.  The Company reserves the right to require that all 

applicants who have received conditional offers of employment for a 
position be tested. 

2. Reasonable Suspicion Testing. The Company may require an employee 
to be tested when the Company reasonably suspects that the employee 
is either: 

i. under the influence of drugs or alcohol; 
ii. has violated the Company’s written work rules relating to drug 

and alcohol use; 
iii. has sustained,  worked with or caused another employee to 

sustain a personal injury; or 
iv. has caused a work-related accident or was operating or 

helping to operate machinery, equipment or vehicles involved 
in a work-related accident. 

 

CONDUCTING THE TESTING 
a) Acknowledgement.  All persons  to be tested will be required to complete and 

sign the attached Acknowledgement  Form. 
b) Refusal to Participate.  An employee or job applicant has the right to refuse to 

be tested.  However, a refusal to be tested will be treated as a failure to comply 
with Company policy and may result in withdrawal of a job offer or for an 
employee or disciplinary action up to and including termination of employment. 

c) Test Results.   The individual’s  results on an initial drug or alcohol test will be 
given written and/or verbal notice of the test result within three working days 
after the Company is notified of the result.  A positive test result will result in a 
withdrawal of employment . 

d) An employee or job applicant has the right to request and receive from the 
Company a copy of the test result report on any drug or alcohol test.  
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COSTS 
All initial costs related to alcohol and drug testing will be paid by the Company . 
Employees will be responsible for costs if they have a positive test that results in a 
withdrawal from a job offer or if they request a re-test. 
 
 

PRIVACY OF TEST RESULTS 
Generally, the test results and other information acquired as a result of the testing 
program are private and confidential information and will not be disclosed by the 
Company to another employee, to persons outside the Company, to government 
agencies, or to private organizations without written consent of the employee or 
applicant that was tested. 
 
However, evidence of a positive test result: 
 

a) may be used in an arbitration proceeding pursuant to a collective 
bargaining agreement, and administrative hearing, or a judicial 
proceeding, in work compensation claims,  provided the information is 
relevant to the hearing or proceeding or claim. 

b) may be disclosed to any federal agency or other unit of the US 
government to the extent required by law, regulation, or order; and 

c) may be disclosed to a substance abuse treatment facility for the purpose 
of evaluation and treatment. 
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B.   SOLICITATION and DISTRIBUTION 
In order to prevent disruption in Superior Mechanical’s operations and provision of 
services, the following rules apply to solicitation and distribution of written materials. 
 
No solicitation or distribution of any kind will be permitted in non-work areas by employees 
who shall be performing their assigned work tasks.  Solicitation and distribution by non-
working employees interferes with the work of other employees who are performing their 
assigned work tasks and is also prohibited.  No distribution or solicitation of any kind is 
permitted in any work areas at any time.  Solicitation or distribution during established rest 
periods, meal times or other specified employee break period in non-work areas is not 
prohibited. 
 

Non-employees are not allowed to solicit or distribute any written materials at any time on 
any Superior Mechanical’s property or job sites which are not open to public use. 
 

C.   SAFETY AND HEALTH 
Our Safety Policy is to provide a safe work environment and to eliminate personal injuries, 
property and equipment damage.  Personal health and safety of employees is the primary 
concern.  Compliance with all safety rules is a condition of employment.  All foreman and 
managers are responsible and held accountable for the safety performance of employees 
under their supervision.  Safety will never be sacrificed for production.  The safety 
program’s success can only hinge on full cooperation and compliance with the safety 
regulations. 
 

Superior Mechanical provides a safe place to work for each employee.  No other aspect of 
the employee’s assignment shall take precedence over personal safety.  Superior 
Mechanical  will never require an employee to work in an unsafe manner or in an unsafe 
environment.  As it understands such laws, Superior Mechanical strictly adheres to OSHA 
regulations and our Company safety guidelines.  Likewise, each employee shall comply 
with all such safety regulations. 
 

You are required to immediately report any unsafe condition and any injury received, no 
matter how minor while at work to your job foreman and/or your manager AND to the 
Safety Director.   Failure to comply with this rule could delay the correction of the situation.  
 
Personal hygiene and clean work areas make for a more pleasant, as well as a safer 
place to work.  Employees in all departments are asked to help keep the surroundings as 
neat and orderly as possible.  Trash receptacles,  which are easily accessible,  are located 
throughout the building.  Please place all litter from lunches, scrap material, paycheck 
envelopes, etc. in these receptacles.   
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Your safety and health are important to the Company.  Safety reviews called Toolbox 
Talks are given to your foreman monthly.  You will be asked to read, understand and sign 
these reviews.  Right to Know Meetings are scheduled with all new employees as soon as 
possible after their start of employment.  Frequent safety meetings are held; they are paid 
mandatory meetings for all construction employees.  Any employee who is furnished 
safety equipment by the Company will be required to wear such safety equipment at all 
times while doing work for which the equipment is furnished.  These include hard hats, 
protective eye wear and ear plugs.  Safety equipment furnished by the Company which is 
damaged or worn out in use will be replaced free of charge, provided the worn or 
damaged item is turned in when the new item is issued.  Employees who abuse or lose 
equipment, however, will be subject to discipline and to deductions from pay. 
 
The following is a listing of General Safety Rules that apply to all employees.  The list is by 
no means meant to be complete. 
 
 All accidents must be reported to your foreman and/or manager AND the Office Manager and 

Safety Director. Failure to comply with this rule could delay the correction of the situation which 
caused the injury.  If necessary, in-house First Aid will be available.  In ALL cases, a written 
report of injury must be completed with the Office Manager or Safety Director  
 

 All employees should become familiar with the emergency number 911 required to contact help 
in the event of an emergency. 

 

 Safety goggles, ear plugs and hard hats are issued for your protection and must be used or 
worn in designated areas or activities. 

 

 Use of alcohol or drugs is not permitted during work hours and those reporting for work under 
the influence may be subject to appropriate disciplinary action. 

 

 Do not engage in fighting, horseplay or distraction of fellow employees. 
 

 Do not attempt to lift anything that may be too heavy or bulky for your physical capacity. 
 

 Good housekeeping should be maintained at all times throughout the work areas.  All spills 
should be cleaned up immediately.  Work stations should be kept free of excess materials. 

 

 Observe all traffic rules and regulations when driving. 
 

 Do not operate a piece of equipment unless you have been instructed in its use. 

 
 Never use a box, bucket, chair, shelf, etc., as a ladder.  Use only approved step stools or 

ladders. 
 

 Air lines, electrical cords, or any other objects that could cause a hazard need to be removed to 
a safe location when not in use. 
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 Report all damaged or faulty equipment to your foreman and Safety Manager unless you are 
authorized to make repairs. 

 

 No unauthorized person shall make electrical or mechanical repairs or adjustments on 
equipment. 

 

 Use only non-flammable solvents in building.  Flammable solvents are to be kept in approved 
containers and are used only when needed. 

 

 Only authorized items, materials, pictures, notices, etc are to be placed on any wall, bulletin 
board, etc. 

 

 Do not block access to electrical panels, controls and fire extinguishers. 
 

 Approach doors slowly and open them with caution; someone may be on the other side. 
 

 Gasoline or similar flammable solvents should not be used to clean floors, walls, or other 
surfaces or for cleaning the skin. 

 

 Do not run power cords, computer cables, or telephone wires across walkways creating a 
tripping hazard. 

 

 Do not use extension cords as a substitute for permanent electrical wiring.  The only exception 
to this are fused or multi-outlet strips which are UL listed.  If extension cords are necessary for 
short tem use, use only heavy duty cords. 

 

 Do not remove labels from chemical containers unless the containers are empty and have been 
thoroughly cleaned.   

 

 Clean machine parts using only approved solvents and parts-washing baths specifically 
designed for such use.  Use with adequate ventilation. 

 

 Employees are not permitted to stand in the back of moving vehicles or to sit on the sides of 
moving pickups. 

 

 Class II safety vests must be worn at all times when working around earth moving equipment or 
operating earth moving equipment, or as the job specifies. 

 

 Work boots will be worn at all job sites.  They do not have to be steel toed, but must be high 
enough to give good ankle support.  Tennis shoes may be work on residential job sites when 
the house is being set out. 

 

 
 
 
 

 
-22- 

 



D. DRESS CODE AND UNIFORM POLICY 

 
Employees of Superior Mechanical  must dress appropriately for their various work  
settings including office, customer sales, Company officers, construction, service and field 
work.  Visible jewelry must be small and tasteful as determined by management.  Jewelry 
must not interfere with job performance and safety regulations.  The intent of the dress 
code and uniform policy is to maintain conventional standards in order to present an 
acceptable Company image to our customers and suppliers.   
 

SALES, PROJECT MANAGERS, MANAGERS, COMPANY OFFICERS will wear pants, 
collared shirts ( with the Company name).  Attire must not be mismatched and pants, 
shoes and socks are to be clean and neat.   Suggested attire is business casual and 
employees should always be well groomed.  An allowance for shirts and embroidery is 
available and all reasonable expenditures will be refunded.  

OFFICE PERSONNEL  may be more casual in their attire than sales people, managers 
and Company officers but at all times must be neat and presentable to the general public. 
Suggested attire  is pants, shirts, appropriate skirts, dresses, slacks with blouse.  Neatly 
hemmed dress shorts are permitted in extreme summer weather conditions.   Specifically 
prohibited for all personnel are: 

 Ripped, torn, wrinkled or faded clothing with frayed hems 

 Clothing designed specifically for sporting activities ( such as sweats, short 
shorts, swimsuits, tennis outfits, etc) 

 Sleepwear ( such as clothing resembling  pajamas) 

 Clothing more appropriate for evening or leisure wear  such as excessively 
short skirts or shorts, low-cut, tank or halter tops, backless dresses, sheer 
clothing, t-shirts , flip flops ( open toed rubber, plastic or foam shoes), any 
clothing which exposes the body  

 Skin tight garments of any kind 

 Clothing with slogans 

3.  UNIFORM POLICY for ALL FIELD TECHNICIANS (service, housing,               

commercial) 

 Field technicians who prefer to wear a hat during work hours must wear a 
hat provided by the company. 

 All field technicians must wear work boots at all times – tennis shoes are not 
acceptable.  These boots are the personal property and responsibility of the 
employee 

 All field technicians shall keep hair, beards and mustaches neat and 
trimmed.  Appropriate personal hygiene practices are mandatory. 

 Any technician found to be dressed inappropriately may be asked to leave in 
order to change or make necessary adjustments and return to work later.  
Pay shall be forfeited for this time.  
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CONSTRUCTION TECHNICIANS (housing, commercial, insulation) 

 All construction technicians must at all times wear designated t-shirts or 
sweatshirts provided by the Company.  Shirts will be replaced as needed. 
Shirts must be without holes and stains and be kept clean by the 
technicians.   Construction technicians must wear long pants. 

 

       SERVICE TECHNICIANS 

 All service technicians must wear at all times the uniforms provided by the 
Company. Service technicians must wear long pants.  A boot and pant 
allowance is provided by the Company for service technicians only.   
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E.   BULLETIN BOARDS 
Employees should check the official Company bulletin board regularly for important 
notices.  Only official notices may be posted on this board.   
 

F.   NOTICE ON SEARCHES 
Superior Mechanical reserves the right to conduct searches and surveillance of 
employees, their work spaces, their personal belongings, vehicles, mail slots, tool boxes, 
Company-owned furnishings, vehicles and equipment, including computers and all other 
work spaces whenever permitted by law.  Superior Mechanical  employees should have 
no expectation of privacy while performing duties for Superior Mechanical while on 
Superior Mechanical or customer premises (including parking lots) or while in a Superior 
Mechanical vehicle. 
 

G.   ACCESS TO PERSONAL FILES 
Superior Mechanical maintains a personnel file on each employee.  The personnel file 
includes such information as the employees job application, employees resume, records 
of any training, documentation of performance appraisals, absence, discipline, wage and 
salary history, and other employment records Superior Mechanical deems important. 
 

Personnel files are the property of Superior Mechanical  and access to the information 
they contain is monitored.  Generally, only the General Manager and management 
personnel of Superior Mechanical and third parties who the Company deems to have a 
legitimate reason to review information in a file are allowed to do so. 
 

Employees who wish to review their own file should contact the General Manager.  With 
reasonable advance notice, and in accordance with applicable law, employees may review 
their own personnel files in Superior Mechanical’s  offices in the presence of an individual 
appointed by Superior Mechanical  to maintain the files. 
 

H.   EMPLOYEE PARKING 
A designated parking area is available for office employees' use, but construction 
technicians may or may not have provisions for parking.  No one is to park in an area that 
would hinder access to any Company facility or customer project. All employees shall 

enter and leave the office or a project site through designated entrances.  Employees may 
not remain on or return to the premises once they have completed their work.  Ex-
employees and employees who are on any type of leave are not permitted on Company 
premises, except with the prior approval of the General Manager and by appointment.  
We recommend that you lock your car and avoid leaving valuables where they may be 
seen since the Company cannot be responsible for  loss, damage or theft of personal 
property or vehicles. 
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COMPANY VEHICLES 
It is the policy of the Company that no Company vehicle will be used for personal business 
and no personal vehicle for Company business except when specific approval is given by 
the General Manager.  For the convenience of the Company, the employee and our 
customers, it is our policy to allow company vehicles to be driven home and direct to the 
jobsite.  If this benefit is established between the Company and the Employee, the 
following list of policies shall be enforced: 

 
 Employees are not to give permission for the company vehicle to be driven by any other person, 

including family members without specific permission from the General Manager 

 Employees who have been given the privilege of using a company vehicle must take it home within 
one hour of work completion and park it until leaving for work on the next scheduled work day 

 Employees will be responsible for cleaning their vehicle regularly 

 Employees shall follow and keep track of regular established maintenance procedures 

 Employees shall immediately report defects and needed repairs to company management. 

 If the company vehicle breaks down, employees will not leave it abandoned on a highway or street.  It 
is the employees responsibility to have it towed to a safe place.  Expense receipts for service should 
be turned into the General Manager for reimbursement.  However, the employee will not authorize 
major repairs without prior approval from the General Manager 

 Employees shall not possess, transfer or consume alcoholic beverages or controlled substances in 
motor vehicles at any time while on Company business regardless of whether they are driving or not 
driving or whether they are using Company or personal motor vehicles 

 All traffic violation fines are the responsibility of the driver. 

 Drivers of company vehicles must observe all speed limits and traffic safety rules and respect the 
rights of other drivers and pedestrians. Verbal and obscene gestures will not be tolerated.  
Employees shall operate their vehicle in a safe and courteous manner as they are a rolling billboard 
for the Company. 

 Employees are expect to abide by all state laws including those related to mobile device usage.  
Employees are not permitted to access the internet, read or respond to emails or text messages 
anytime the vehicle is in motion.  

 Due to insurance regulations, annual driving record reviews are necessary.  Current Minnesota Driver 
license numbers must be on file for all Company drivers. 
 

Violations of these policies may result in discipline, up to and including termination. 
 

IN CASE OF AN ACCIDENT:  
In general, give the other drive or law enforcement authority your name, your driver's 
license number and insurance information.  Call the law enforcement if necessary. The 
driver of our vehicle is to report the other driver's information at the earliest possible time 
to the office.  The information the driver should obtain includes: 
 Name of the other driver 

 Driver's license number of the other driver 

 The license plate number of the other vehicle; and 

 The other driver's insurance company and policy number 

 If a police report is made, obtain the police report number and notify the office. 
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When asked a specific question, give a specific answer.  Be courteous, but at no time are 
you, or anyone with you in the vehicle at the time of the accident, to make any statement 
regarding the cause of the accident, or to make any statement regarding anyone's 
capability or fault. If you receive a ticket for causing the accident, accept it graciously, but 
say nothing about whose fault the accident was.  Everyone must be careful not to say 
anything that could be harmful to the Company or the driver.  Fault will be determined at a 
later time. 
 

J. BUSINESS GIFTS 
 

Occasionally it may be appropriate to express appreciation to customers by means of a 
token gift.  Examples of token gifts are tickets to athletic or entertainment events, gift 
packages or beverages, or other items with cash value under $25.00.  However, the 
Company does not make a practice of giving gifts to customers and discourages officers 
and employees from regularly accepting gifts from individuals or firms who do business 
with us.  Regular gifting and gifting of higher value may suggest bribery rather than 
appreciation and could reflect badly on the image of the Company as well as the individual 
involved.   Company preference would be that you dine with your customer or attend an 
event with them- this not only shows appreciation but builds lasting relationships.  
Discretion is the key word.  Avoid any situation that could be interpreted as undue 
influence or bribery. 
 

K. CONFIDENTIALITY 
 

The nature of our business is highly competitive.  Information, including research 
regarding prospective clients, projects, notes, memoranda and date regarding proposals, 
estimates, projects or customers, which employees prepare, compile, have access to, or 
receive at any time during the course of their employment, is confidential.  If you are ever 
in doubt as to whether information is confidential, treat it as confidential until you are told 
in writing otherwise by General Manager. 
 

Employees shall not disclose or provide any such confidential information to outsiders 
without the prior written approval of the General Manager.  An employee's unauthorized 
disclosure or removal of confidential information may result in discipline, up to and 
including discharge, and appropriate legal or criminal action.  Your obligation to maintain 
the confidentiality of such information and not to disclose or remove it continues both 
during and after your employment with Superior Mechanical without time limitation. 
 

L .   VISITORS 
 

All visitors are required to report to the Receptionist.  This control is necessary to prevent 
unauthorized strangers from entering the office and to facilitate meetings with visitors 
while minimizing disruption of normal office activity. 
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L. SMOKING POLICY 
Smoking is prohibited in any enclosed, indoor space on the premises of the Company’s 
properties and in any company vehicle if there is more than one person in the vehicle.  In 
addition, smoking is prohibited on our customer’s property. 
 

N .TOOL POLICY 
Hand tools are the personal property and responsibility of the field technician.  All field 
technicians shall supply, maintain and keep in good working condition their own hand 
tools, including, but not limited to: 
Claw hammer 
Assorted channel locks 
Assorted pliers 
Assorted screwdrivers 
Assorted crescent wrenches 
Assorted allen wrenches 
25’ x 1” tape measure 
9” torpedo level 
Tin snips 
Tool bucket or box 
Pencil and pad 
Flash light 
Utility Knife 
File 
Additionally, discipline specific tools such as basin wrench, monkey wrench, tubing cutter 
for up to 1” copper, hand torch (Plumbing); tin specialty tools ( HVAC) and tool pouch, 
tape measure and utility knife( Insulation) may also be appropriate. Work cannot begin 
until technician has provided these tools.  Superior Mechanical  will, upon proof of 
purchase, reimburse all new field technicians up to $200.00 for these items.  The 
employee can only purchase these tools using his own personal credit card, check or 
cash.  If an employee wishes to utilize Superior Mechanical’s business account with its 
vendors, the employee must seek approval of the General Manager, who will issue a PO# 
to the employee.   In return, each new employee agrees to return all tools to the Company 
if termination for any reason takes place within 12 months of the reimbursement of these 
costs. If tools are not returned in good condition, these funds may be deducted from your 
last payroll check. 

 

 Superior Mechanical will provide the following personal items at the time of hiring:  hard 
hat, safety glasses, ear protection 

 Superior Mechanical  will reimburse all field technicians for wear and tear or 
replacement of cutting wheels and hand tools, up to $100.00 per calendar year, 
after proof of purchase is provided by employee. 

 Superior Mechanical will allow an additional $100.00 towards a cordless drill once 
per calendar year for those primarily employed as sheet metal workers. This 
additional amount, if not reimbursed in a calendar  year, can be carried  over for 
one additional year toward the purchase of a cordless drill.  Owning and supplying a 
personal cordless drill will be required before work begins; the employee retains 
ownership of the drill. 
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 Superior Mechanical will allow and additional $100.00 towards a one time purchase 
of a welding hood for those primarily employed as welders.  Owning and supplying 
a welding hood will be required before work begins; the employee retains 
ownership of the hood.  

 
 
 

O.   EMPLOYMENT OF RELATIVES 
 

Employment of relatives by an organization may cause serious conflicts and problems with 
favoritism and employee morale and can also result in personal conflicts from outside the 
work environment being carried into day-to-day working relationships. 

 

It is the Company's policy that relatives of persons currently employed by the organization 
may be hired only if the relative will not be in a reporting relationship with each other, or if 
one relative will not have the ability to affect the other relative's terms and conditions of 
employment.  Once employed, affected employees will not be transferred or promoted into 
such a reporting chain relationship.  If employees become 

relatives after employment, Superior Mechanical will implement any appropriate transfer or 
separation decision which may be necessary after consulting with the affected employees. 
  For the purposes of this policy, a relative is defined to include parents, grandparents, 
children, brothers, sisters, brothers-and-sisters-in-law, fathers-and mothers-in-law, 
stepparents, stepsiblings, stepchildren and spouses. 
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VII.  EMPLOYEE BENEFITS  

 
Superior Mechanical offers a competitive benefits program, designed to help employees 
build a  solid financial foundation to meet a diverse array of needs: healthcare, retirement 
security, income protection and personal interests. Key features are: 

 A health insurance plan offering two different options for full time employees that provides 
strong support for preventive care, comprehensive coverage to meet a range of medical 
situations and solid protection against the cost of serious injury or illness 

 A dental insurance plan for full time employees that provides a strong support for preventive 
care 

 A retirement program that helps build financial security through a 401k plan 

 Income protection for full time employees in case of serious illness injury or death, including 
life insurance on the employee, the employees spouse and dependents as well as disability 
benefits 

 A flexible spending account for full time employees that allows the employee to set aside 
pre-tax dollars through payroll to help pay for eligible expenses incurred by the employee 
and the employees family 

 A scholarship program designed for the employee, the employee’s spouse and dependents 

 
Full time status is defined as 1560 or more working hours per calendar year.  If an 
employee ceases to meet the full time status criteria, his full time benefits will be revoked. 

 

A.   GROUP HEALTH PLAN 
The Employer adopted this plan effective May 1, 2013 to recognize the contribution made 
to the employer by its employees and to be in compliance with the Affordable Care Act. 
A newly hired full time employee is eligible for this coverage on the first of the month 
following a 60 day waiting period. Superior Mechanical offers two different options to all 
regular full time employees, their spouse and their dependents who are eligible for 
coverage.  Full time status is defined as employees working 30 hours or more per week.     
 

B.  FLEX SPENDING ACCOUNT (CAFETERIA) 
All regular full time employees are eligible for this benefit on the first of the month following 
a 60 day waiting period. 
 
HEALTH FLEXIBLE SPENDING ARRANGEMENT FSA 
Employees can elect to use the Flex Spending Account to set aside up to $2,500.00 per 
year ( as allowed by the IRS ) for eligible health care expenses for the employee, their 
spouse and their dependents.  Contributions are deducted from each paycheck on a 
before tax basis.  These expenses, which  otherwise might be paid with after tax dollars 
can include deductibles, copayments and other unreimbursed medical, dental, vision, 
chiropractic and hearing expenses.  The Internal Revenue Service has established a 
number of regulations governing such plans.  For example, the account may not be used 
to pay premiums for coverage under other healthcare plans. Also, any money remaining in 
the account must be forfeited if it is not used for expenses incurred during the plan year.  
The Health FSA is often a better option than claiming expenses on the employees tax 
return.  Reimbursement is based on the costs of the expenses incurred up to the annual 
elected amount.  
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DEPENDENT CARE FSA (DayCare Expenses) 
The Dependent Care Flex Spending Account lets employees allocate before tax dollars to 
an account to help pay for eligible dependent care expenses.  Based on federal tax 
legislation, the plan is an alternative to the tax credit allowed for child and dependent care 
expenses.  Highlights of the plan are: 

 Before each plan year, employees can elect to set aside an amount of money based on their 
estimated dependent care expenses; the amount is deducted from the employees paycheck before 
taxes and an annual maximum of $5,00 as established by the IRS can be set aside for dependent 
care 

 
PARTICIPATION GUIDELINES 
The plan year is the 12 month period beginning May 1 and ending April 30th.  The plan 
year shall be the coverage period for the benefits provided for under this plan.  In the 
event a participant commences participation during a plan year, then the initial coverage 
period shall be that portion of the plan year commencing and such participant’s date of 
entry and ending on the last day of the plan year. Annual elections must be made.  Once 
an election has been made for the Plan Year, it cannot be changed unless the participant 
has a qualified event.  The participating employee has 30 days from the date of the 
qualified event to make an election change. Use it or lose it.  It is important to plan 
carefully when making decisions about the amount to contribute to reimbursement 
accounts.  Money left in your account at the end of the Plan Year is forfeited.  Some 
important points to keep in mind as you estimate: 

 The accounts are completely separate.  Money from the health care account cannot be used to pay 
dependent care expenses and vice versa 

 If you are unsure of the cost of a service, use a conservative amount so you do not overestimate 

 Estimate costs based on known expenses only; i.e., dependent care cost are generally easy to plan 

for, as are braces and eyeglasses. 

 
HEALTH SAVINGS ACCOUNT (HSA) 
All regular full time employees are eligible for this benefit on the first of the month following 
a 60 day waiting period.  An HSA is an account owned by the employee into which 
contributions are made free of Federal and State income taxes.  The HSA owner is 
allowed to withdraw funds to pay eligible medical expenses that are not paid through other 
sources.  An HSA owner must be covered under a qualified high deductible health plan 
and your contributions are made through payroll. Unused HSA funds roll over from year to 
year.  
 

C. PER DIEM 
 

All employees are expected to report at the job site at the proper time for their scheduled 
eight hour work day or 40 hour work week.  Additional funds may be applied for when 
travel exceeds 30 miles each way, if it is deemed appropriate by the Project Manager or 
the General Manager. The Project Manager or the General Manager will inform the 
employee of the per diem rate, with the maximum of up to $40.00 per day (not to exceed 
$200.00 per week) plus lodging (arranged by the Project Manager or General Manager) 
when long distance travel is necessary.  Per diem reimbursement will not apply to 
government mandated pay rate projects or paid travel time ( i.e.service department).  
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These funds will be reimbursed only after the employee has completed the appropriate 
reimbursement form and approved by the Project Manger or General Manager. 
 
 

D.   RETIREMENT PLAN 
 The Company has had a retirement plan since July 1, 1997. The purpose of the plan is to 
enable eligible employees to save for retirement. 
 

ELIGIBILITY 
Employees are eligible to participate in the 401K Retirement Program after one calendar 
year of employment and 1000 hours of employment.  
 

EMPLOYEE ELECTIVE DEFERRALS 
As an eligible employee under the plan, you may elect to defer (referred to as "salary 
reduction contributions") and  must be expressed as a percentage of your compensation 
up to a maximum of $19,000.00 each year or $25,000.00 if over the age of 50.  The 
percentage of your compensation you elect to contribute to the plan will be withheld from 
your paycheck each payroll period before taxes are computed and contributed by or on 
behalf of your employer to the 401K program set up by you, or on your behalf.  Your salary 
reduction contributions are not included as taxable wages on IRS Form W-2. These 
amounts are subject to FICA taxes.  The decision to defer part of your compensation to 
the plan is entirely voluntary. You may terminate your salary reduction election at any time 
during the plan year.  If you terminate your salary reduction election during the plan year 
you may resume salary reduction contributions on the first day of the next quarter by 
delivering another salary reduction agreement to the employer. You may modify a salary 

reduction agreement quarterly, on the first day of the next quarter. 
 

EMPLOYER CONTRIBUTIONS 
Each year, the employer will make contributions to your 401K.  The amount of the 
employer's contributions to your 401K  will be determined as follows: The employer will 
make a dollar-for-dollar match of your salary reduction contribution each year, up to 3% of 
your compensation, or $19,000.00 ( $25,000.00 if over the age of 50) whichever is less.  If 
you do not make salary reduction contributions to the plan, the employer will not make a 
matching contribution on your behalf.  
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E. PERSONAL TIME OFF PROGRAM 
The PTO Program Philosophy 
The Personal Time Off (PTO) program takes the place of conventional vacation by giving 
employees PTO hours that can be used for a variety of situations.  PTO provides 
employees with more flexibility in managing their use of personal time off for leisure, 
vacation, personal business, bereavement, community involvement, growth opportunities, 
etc.  Superior Mechanical believes strongly in the need for balance between personal and 
professional lives and therefore, has provided a partnership approach to time off which 
gives employees the flexibility and responsibility to manage time to meet their personal 
needs.  The program is designed to provide an equitable and timely distribution of 
personal time off based on employment status and years of service.  PTO is to be used 
primarily for scheduled absences such as vacation, planned personal absences, 
preventive medical and dental appointments when approved in advance following the 
usage guidelines. Two PTO days per calendar year may be used for unplanned family 
emergencies, sickness, etc.  We ask that they be used in 8 hour increments and total 
hours paid for that pay period not exceed 40 hours. PTO cannot be used during company-
required absence due to low workload or company mandated shut downs. 
 

ELIGIBILITY 
Full time employees and part time employees working a minimum of 20 hours per week 
are eligible for the PTO program. 

 

ACCRUAL PARAMETERS 
FULL TIME EMPLOYEES 
Full time employees will accrue PTO after the first 30 days of employment. 
 
PTO is accrued each month and may be used as accrued but in no case less than twelve 
months after original employment date. Full time employees with less than two full years of 
employment with Mechanical receive ½ day (4 hours) PTO per month.  Full  time 
employees, after two full years of employment with Superior Mechanical receive 1 day (8 
hours) PTO per month. Superior Mechanical may pro-rate PTO according to actual hours 
worked.  Full time employees after ten consecutive calendar years of employment will 
receive one extra day of PTO.  Full time employees after twenty consecutive calendar 
years of employment will receive two extra days of PTO. 
 
PART TIME EMPLOYEE 
Part time employees who satisfy minimum hours worked each pay period criteria start 
accruing PTO after 30 days of employment.   Part time employees, with less than two full 
years of employment with Superior Mechanical receive 1 ½ (12 hours) PTO per year.  Part 
time employees, after two full years of employment receive 3 days (24 hours) PTO per 
year.  PTO will be reimbursed to the employee in either ½ or full day ( 4 or 8 hour) 
increments.   
 
PTO accrual discontinues during disability, workmen compensation leave or any unpaid 
leave of absence.   
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STATUS CHANGES 
Employees changing from full time to part time status or vice versa, will accrue PTO 
according to the schedule governing their new status effective with the first full months pay 
worked after the status change. 
 

MAXIMUMS 
When the employee's total PTO balance reaches the maximum accrual amount of 22 
days, the employee will not accrue any additional PTO until the balance begins to be 
used.  As long as the balance stays below the maximum accrual, PTO will continue to 
accrue as scheduled.  
                                                              

PTO/TIME OFF USAGE GUIDELINES 
PLANNING USAGE     Employees are responsible for planning their PTO usage.  If 
employees exhaust PTO hours, additional time away from work will be unpaid. 

 
Time Off requires managerial approval in advance, and may be denied if the employee's 
absence would place an undue hardship on the department or office.  Planned time off 
includes all activities which can be planned and anticipated, such as vacation days and 
routine medical appointments.  Time off requests are to be turned into the appropriate 
manager using the Time Off Request Form.  
 

You should schedule time off as far in advance as possible. Depending on the reason for 
your request and the expected workload, your request will either be granted or an 
alternative schedule may be suggested. 
 
If you are taking 1/2 or 1 PTO day, one week prior notice is required. If you taking more 
than a full PTO day, thirty days notice must be given.  Time off requests must be approved 
prior to their usage.  They shall generally be approved on a first come, first approved 
basis; however, the Company reserves the right to approve or disapprove any time off 
request at its sole and absolute discretion. 
 
To receive PTO pay for time off you must have followed all the usage guidelines, 
submitted a Time Off Request and received approval in advance, have accrued PTO and 
request PTO on your weekly time card or Exak Time. 

 

SEPARATION FROM EMPLOYMENT 
In instances of termination for cause or employee resignation, employees will not be paid 
PTO. 
 
In instances of voluntary separation where Superior Mechanical initiates the separation, 
Superior Mechanical may determine to pay the employee accrued but unused PTO. 
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F.   HOLIDAYS 
Superior Mechanical will be closed to regular business on all Company observed holidays 
which include New Years Day, Memorial Day, the Fourth of July, Labor Day, Thanksgiving 
and Christmas.  Other holidays will be announced at Superior Mechanical’s sole 
discretion.  A designated holiday falling on a Saturday will generally be observed on the 
preceding Friday and a designated holiday falling on a Sunday will generally be observed 
on the following Monday.  
 

Holidays will be paid, based upon base pay for an eight hour day to all regular full time 
salaried personnel after two full calendar years of continuous employment.  
 
Three holidays (Christmas, Thanksgiving, New Years Day) will be paid based upon base 
pay for an eight hour day to regular full time hourly personnel after five consecutive 
calendar years of employment.  Three additional holidays (Memorial Day, Fourth of July, 
Labor Day) will be paid based upon pay for an eight hour day to regular full time hourly 
personnel after ten consecutive calendar years of employment. 
 

G. LIFE INSURANCE 
 

The Employer adopted this plan effective September 1, 2000 to recognize the contribution 
made to the employer by its employee. This is a Company Paid Group Life Insurance Plan 
that pays each eligible employee’s beneficiary a one time annual salary up to $50,000.00 
in the event of the employee’s death.  In addition, employee’s beneficiary(s) will receive 
$10,000.00 upon the death of the employee’s spouse and $1,000-5,000.00  for each 
unmarried child’s death under the age of 26.  
 
ELIGIBILITY 
Any  employee will become eligible six months after his initial date of full time employment 
with Superior Mechanical. 
 

H. SHORT TERM AND LONG TERM DISABILITY 
The Employer adopted this plan effective 9-1-00 to recognize the contribution made to the 
employer by its employees.  Employees are eligible for this benefit after six months of full 
time employment. This is a company paid plan that pays as follows: 

 
SHORT TERM DISABILITY 
 1st Day Accident 
 8th Day Sickness 
 60% of Weekly Earnings to a maximum benefit of $750.00 weekly 
 13 Weeks Duration 

 
LONG TERM DISABILITY 
 90 day Wait 
 60% of Monthly Earnings to a maximum benefit of $5,000.00 per month 
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I. SCHOLARSHIP BENEFIT 
DEPENDENT SCHOLARSHIP 
The Company shall receive applications for scholarship funds from December 1st  through 
December 10th of each year.  Late applications will not be considered. The Officers of the 
Company shall determine an amount of funds to be awarded.  The amount decided upon 
will be approved at the full discretion of the General Manager. The funds set aside will be 
distributed to each qualifying applicant, but in no case greater than $2500.00 per calendar 
year.  The applicant can only received one scholarship “share” per year.  Each applicant is 
limited to receiving four scholarship “shares.”  The funds shall be distributed by company 
check made payable to the educational institution chosen by the applicant. 
 
ELIGIBILITY 
To be eligible to apply, the student must meet the following criteria: 

A) The applicant’s parent, grandparent or spouse must be a full time employee of 
Superior Mechanical for at least three years (or) the applicant’s parent or grandparent 
is a retired employee of Superior Mechanical and had worked full time at Superior 
Mechanical for at least ten years.  The retired employee must have left the Company in 
good standing and not worked for a competitor of the Company since retiring from 
Superior Mechanical.  

B) The applicant must not be a close relative of any employee involved in ownership. 
 
CRITERIA 
The application, in essay form, must include the following: 

A) The applicant must submit in writing a detailed statement of career objectives that 
specifies his/her field of study and future career plans including goals that can be 
accomplished by the education he/she is receiving. 

B) The applicant must outline his or her relationship with the Company  and how this 
relationship has affected the applicant personally. 

C) The applicant must describe the financial need and demands of the proposed 
education.  The direct costs to the applicant (less scholarships, grants and tuition 
reimbursements) of the education must be included. 

D) The applicant must provide a brief autobiography outlining previous academic 
accomplishments, including strengths and challenges, work experience, extra 
curricular accomplishments, awards and recognition and any other significant events. 

E) The applicant must include three supporting letters of recommendation.  These letters 
must be from school, a community organization, or a past or present employer.  Letters 
from personal friends and relatives will not be considered. 

F) The application must include a complete work history. 
G) If applying for the Employee Scholarship, the benefit to the Company will be a 

consideration.  This must be demonstrated on the application. 
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EMPLOYEE SCHOLARSHIP 
The Company shall receive applications for scholarship funds from December 1st  through 
December 10th of each year.  Late applications will not be considered. The Officers of the 
Company shall determine an amount of funds to be awarded.  The amount decided upon 
will be approved at the full discretion of the General Manager. The funds set aside will be 
distributed to each qualifying applicant, but in no case greater than $2500.00 per calendar 
year.  The applicant can only received one scholarship “share” per year.  Each applicant is 
limited to receiving four scholarship “shares.”  The funds shall be distributed by company 
check made payable to the educational institution chosen by the applicant. 

ELIGIBLITY 
An employee of Superior Mechanical may make written application for funds to help 
finance any continuing education.  The Officers of the Company shall consider this 
application and distribute funds for the sole purpose of education. 
To be eligible to apply, the employee must meet the following criteria: 
A) The applicant must be a current employee and worked continuously for Superior 

Mechanical for three years. 
B) The education proposed must be beneficial to the Company. 
C) The applicant must not be a close relative of any employee involved in ownership.  

CRITERIA 
The application, in essay form, must include the same criteria as listed for the Dependent 
Scholarship. 
 

CONTINUING EDUCATION SCHOLARSHIP 
Continuing Education required by law to maintain a license that is a requirement of 
employment at Superior Mechanical may be paid to an applicant if the following criteria is 
met: 
A)  The employee was worked continuously at Superior Mechanical for one year 
B)  The continuing education being funded will take place within the same calendar year 
as the request was submitted 
C)  Employee remains employed at Superior Mechanical for the following 12 months or 
reimburses the company for the education upon separation. 
D)  Application for the funding must be submitted 30 days in advance of the classes to the 
General Manager for approval. 
E)  Applicant must use the Out of Pocket Reimbursement Form. 

 

J.   LEAVES OF ABSENCE 
 A leave of absence is an unpaid, approved absence of up to seven calendar days..  A 
leave of absence must be requested and approved in advance. 

 

PERSONAL LEAVE The General Manager may approve a personal unpaid leave of 
absence up to seven calendar days. Leaves of absence for personal reasons of over 
seven calendar days must be approved by the General Manager.  The General Manager 
shall review and act upon a request for leave of absence for personal reasons in 
consideration of a variety of factors, including: 
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a. The purpose for which the leave is requested. 
b. The length of time the employee will be away. 
c. The effect the leave will have on the ability of the department 

         to carry out its responsibilities. 
d. The employees position and length of service. 

The Company  retains the right to grant or deny requests for personal unpaid leaves of 
absence at its sole and absolute discretion.    
 

FAMILY/PARENTAL AND MEDICAL LEAVE OF ABSENCE 
The Company  offers a Family and Medical Leave of Absence (FMLA) to eligible 
employees for birth, adoption, or foster case placement of a child, for the employee's 
serious illness, or the serious illness of the employee's spouse, child or parent.  
Employees are eligible for up to twelve weeks FMLA in a twelve month period if they have 
worked for the Company at least twelve months 
 

prior to the commencement of the leave and have worked at least 1,250 hours during the 
twelve month period prior to the leave. 
 

If the FMLA is to care for the employee's spouse, child or parent with a serious illness, or if 
the FMLA is due to the employee's own serious illness, the leave may be taken 
intermittently or on a reduced leave schedule when medically necessary.  The employee 
must provide medical certification in support of a leave due to serious illness. Superior 
Mechanical reserves the right to require a medical certification from a health care provider 
of Mechanical’s choice and at its expense. 
                                                        

If the leave is foreseeable, the employee must notify Superior Mechanical at least 30 days 
prior to the first day of the FMLA.  If 30 days notice is not possible, or if the leave is not 
foreseeable, the employee should notify Superior Mechanical  within two business days of 
learning of the need to take FMLA, or as soon as practicable. 

 

FMLA is not paid by Superior Mechanical.  If the employee has accrued PTO time, the 
employee must substitute the PTO time for unpaid time if the FMLA is for the birth, 
adoption or foster care placement of a child.  The employee shall not be granted PTO or 
other leave grants during the FMLA, nor will the employee receive holiday pay for any 
holidays which occur during the FMLA.  Upon returning from a FMLA, the employee shall 
be restored to the same position held prior to the leave, or to an equivalent position with 
equivalent employment benefits, pay, and other terms and conditions of employment.  The 
employee shall retain eligibility for group benefits, pay, and other terms and conditions of 
employment.  The employee shall retain eligibility for group benefits as prior the leave. 
 
If the FMLA was for the employee's own serious illness, the employee must submit a 
medical certification to Superior Mechanical which states that the employee is able to 
resume work before the employee may be restored to his/her same position. 
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MILITARY LEAVE 
It is Superior Mechanical’s policy to afford reemployment rights for employees returning 
from military leaves of absence in appropriate circumstances. Such reemployment 
opportunities will be granted to regular employees to coincide with all National Defense 
Programs in the following manner: 

 
1. Employees entering active military service for a single 
      enlistment period will be granted a general military 
      leave of absence. Superior Mechanical will attempt to 
      reinstate employees returning from military leave to 
      their former jobs, or to an equivalent position, depending 
      on the availability of such positions. 

 

2. Employees who are members of a National Guard or Military 
Reserve Unit may elect to treat summer training periods as 

      PTO with pay in the amount of the employee's 
      earned PTO allowance. 

 

  3.  Employees who elect not to treat military training periods 
           with a National Guard or Military Reserve unit as PTO 
           will receive unpaid military leave. 
                                                           

FUNERAL LEAVE 
Employees will be allowed one day of leave with pay, with up to two additional days 
unpaid leave granted in cases in which out-of-state travel is required in case of death in 
the immediate family.  Employees should notify the General Manager immediately in the 
event of such an emergency. 
 

Superior Mechanical defines "immediate family" for these purposes to mean the 
employee's spouse, children, mother, father, brothers, sisters, father-in-law and mother-in-
law.  For absences to attend the funeral of a relative other than a member of the 
immediate family, the General Manager’s approval will be required and any leave granted 
will be unpaid. 
 
Superior Mechanical calculates an employee's pay during the period of a funeral leave 
based on the employee's base pay rate at the time of the absence, and will not include 
any special forms of compensation, such as incentives, commissions, bonuses or shift 
differentials. 
 

Superior Mechanical will generally approve employee requests for funeral leave, in the 
absence of unusual operating requirements.  Superior Mechanical reserves the right, 
however, to refuse to grant such leave at its sole and absolute discretion. An employee 
who is granted funeral leave may, with the General Manager’s approval, also use any 
available paid leave for additional time off as necessary. 
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 JURY DUTY LEAVE 
Superior Mechanical encourages its employees to fulfill their civic responsibilities by 
serving jury duty when required.  
 

An employee requesting jury leave must show the jury duty summons to the General 
Manager  as soon as possible after he or she receives it, so that the General Manager 
may make arrangements to accommodate the employee's absence. Of course, the 
employee is expected to report for work whenever his or her court schedule permits. 
 

Either Superior Mechanical or the employee may request an excuse from jury duty if the 
employee's absence would create serious operational difficulties for Superior Mechanical 

                                           

DISABILITY LEAVE 
Leaves of absence of a maximum of six weeks will be granted to employees if they are 
unable to work for medical reasons certified by a physician and are not eligible for a 
Family and Medical Leave.  The physician's statement should indicate a diagnosis, current 
treatment, prognosis, and expected length of time for the requested leave.  Further 
documentation may be required by Superior Mechanical,  or its insurer and further 
eligibility conditions may apply. 
 

Employees who recover within six weeks must notify the Company as soon as they are 
authorized by their doctor to return to work, and they will be expected to report to work 
immediately if an opening exists. Every effort will be made to provide the same job, or an 
equivalent job upon expiration of leave.  Failure to return to work at the expiration of a 
leave, after six weeks, or upon notification that a position is available, will result in 
automatic termination of employment.  Upon their return to work, employees must present 
to the Company their doctor's written release to work. 
 

LEAVE OF ABSENCE TIME LIMITATIONS AND IMPACT UPON EMPLOYEE BENEFITS 
Time spent on an unpaid leave of absence of over 30 days, except time spent on a 
military leave of absence, will not be counted as time employed in determining an 
employee's length of employment, nor will benefits accrue or be paid or available during 
such time except where required by law.  No leave shall exceed twelve (12) six (6) weeks 
in duration, no matter what the reasons or circumstances. Employees who remain away 
from work beyond the return date of an approved leave or beyond twelve (12) six (6) 
weeks will be automatically terminated from employment as of that date. 

 

K.   SOCIAL SECURITY, UNEMPLOYMENT COMPENSATION, WORKERS           

COMPENSATION INSURANCE, ETC. 
Superior Mechanical covers the full cost of unemployment compensation and workers' 
compensation insurance benefits for employees and covers a portion of the cost of social 
security benefits. 

 

Superior Mechanical's workers' compensation insurance program covers injuries or 
illnesses sustained in the course of employment which requires medical, surgical or 
hospital treatment.  Subject to applicable legal requirements, workers' compensation  
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insurance under this program provides benefits after a short waiting period, or, if the 
employee is hospitalized immediately. 

 

Employees who sustain work-related injuries or illnesses should inform the Office Manager 
immediately.  No matter how minor the job injury may appear, it is important that the injury 
be reported immediately.  This will enable an eligible employee to qualify for coverage as 
quickly as possible and is required for Superior Mechanical’s records.  Delay or failure to 
report an injury may jeopardize an employee's eligibility for workers' compensation 
benefits and may result in disciplinary action. 
 

Neither Superior Mechanical nor its insurance carrier will be liable for the payment of 
workers' compensation benefits for non-work related injuries or illnesses.  Filing a claim for 
workers' compensation benefits for a non-occupational injury or illness or providing false 
information to Superior Mechanical or other involved parties in connection with a workers' 
compensation, unemployment compensation, disability, or any other claim, will result in 
discipline, up to and including discharge, as well as denial of benefits and civil and/or 
criminal prosecution. 
 

RETURN TO WORK 
If you become ill or injured as a result of a job related accident,  you have the 
responsibility to return to work at the earliest possible time, commensurate with your 
health and safety.  The Company will actively seek to return employees covered by 
workers compensation to productive work as quickly as possible, in cooperation with the 
employee’s physician or health care provider.   
 
If necessary, a temporary job may be provided for you that is within your physical 
capabilities, consistent with the Company’s needs.  The following are some examples of 
modified duty jobs (some of which will have modified compensation) which the Company 
has available for you to do depending upon your injury, capabilities and company need:  
clerical, shop work, delivery.  

 

L.  INCENTIVE PAY PROGRAM 
Superior Mechanical makes every attempt to provide the highest wage and provide the 
best benefits as possible to every employee. Superior Mechanical recognizes the fact that 
in a competitive marketplace, employees must be compensated fairly with considerations 
given to the value that the customers receive in return for the work effort provided. With 
that in mind, the Incentive Pay Program is designed to reward its field employees and 
hourly paid shop employees who meet and exceed expectations. To be eligible, 
employees must have been employed by Superior Mechanical the entire previous 
calendar year. The Incentive Pay Program is a sharing of unanticipated profits, regardless 
of tenure. Incentive Pay is earned through punctuality, paperwork, policy adherence, 
committee involvement, event/meeting attendance, marketing, and cost savings. The 
Incentive Pay Program runs from January through December 31st and disbursements will 
be made in early Spring. The Incentive Pay Program is subject to change under the 
direction of the General Manager of Superior Mechanical 
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Category Sub-Category Points Earned By 

    
Attendance/ 
Punctuality 

Zero Days Off 4 Points 
Having zero absences from work, excluding 
PTO 

Less Than 3 Days Off 2 Points Having 1-3 absences from work, excluding PTO 

    

Special  
Recognition 

Marketing 2 Points Max. Marketing for the Company 

Special Classes 2 Points Max. 
Attendance at special classes (Lift Training, 
Med Gas, Fire Stop, etc.) 

Sup. Univ. Attendance 2 Points Max. Attendance at Superior University 

Cost Savings 2 Points Max. 
Recognized cost savings ideas/practices for the 
Company 

    

Event 
Attendance 

Xmas 1 Point 
Attending the formal Company Christmas 
Party* 

Fishing 1 Point Attending the Company Fishing Trip* 

Picnic 1 Point Attending the Forman Company Picnic* 

Event Volunteer 1 Point Volunteering at a Company Event* 

 
   

Meeting/ 
Committee 

Points 

All Company Meeting 1 Point Attending the All Company Meeting* 

Foreman Meeting 1 Point Attending the Foreman Meeting* 

Service Meeting 1/4 Point Each Attending the Service Department Meetings* 

Misc. Meetings 1 Point Each 
Attending the Housing, US Mechanical, Mid 
MN Company Meeting* 

Employee Committee 1 Point Each 

Serving members attending an Employee 
Committee Meeting (the Chairperson also 
receives an additional point once yearly)* 

Safety Committee 1 Point Each 

Serving members attending a Safety 
Committee Meeting (the Chairperson also 
receives an additional point once yearly)* 

    

Miscellaneous 
Points 

Dress Code 2 Points Max. Adhering to Company dress code 

Company Policies 2 Points Max. Adhering Company policies 

Safety 2 Points Max. Adhering to Company Safety Policy 

Customer Compliments 2 Points Max. Receiving compliments from Customers 

Pickles  1/16 Point Each 
By receiving a Pickle in the Service Department 
(2 Points Max) 

Travel 5 Points Max. By working out of town when asked to do so 

Discretionary 8 Points Max. 
At the Discretion of The General 
Manager/Ownership 

    *Meeting/Event Organizers are to Submit Attendance Lists to the HR Department 
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COMPENSATION PRINCIPLES 
We want to work with employees who have the best skills, the greatest initiative and 
performance while rewarding them with opportunities and for advancement.  We work with 
our employees on a direct, one-to-one basis and we endeavor to grant pay increases 
within its ability to do so. It is the policy of Superior Mechanical to recognize outstanding 
performance of its employees.  One process available for such recognition is the 
opportunity for awarding meritorious pay increases.  Such awards may be in two forms:   
1) a non-recurring bonus and/or incentive pay; 2) an increase in base pay. The following 
factors are among those which shall determine whether an employee is granted a pay 
increase: 
  1)  the profitability of Superior Mechanical 
  2)  the employees professional achievements 
  3)  the employees wage history 
  4)  the employees disciplinary history 

  5) the employees earned certification or license 
  6)  the employees willingness to attend company provided continuing education   
             opportunities 
  7)  the employees performance 
  8)  the profitability of the employees projects 
  9)  the employees attendance, punctuality and adherence to company policy 
10)  the employees successful passing of company level tests 
A wage adjustment may be dependent upon specific suggestion of the employee’s 
Manager and the approval of the General Manager.  Periodically, the manager may review 
the pay history, the documented performance and the personnel files and make 
recommendations to the General Manager.  The General Manager shall determine that all 
increases granted are within the guidelines as stated above. 
 

M.  BENEFITS IN GENERAL 
The Company may, on occasion, and at its sole discretion, add to, discontinue or modify 
any Company-funded benefit program, as well as the relative Employer and employee 
allocation of the costs of such programs, without prior notice. 
 

VIII. COMMITTEES 

 

A.  THE DUTIES OF SUPERIOR MECHANICAL’S COMMITTEES 
A duty of loyalty.  Confidentiality of committee room discussions must be protected.  
Dissent is expected and good within the committee room, but when a decision is met, the 
committee must speak with one voice and must support the committee’s decision in the 
field.  
 
A duty of care. A prudent person prepares for and attends meetings, is informed and participates.  
 
A duty to adhere to Superior’s mission, vision and core values. 
 
A duty to seek business for Superior Mechanical. 
 
A duty to represent and advocate on behalf of Superior Mechanical. 
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B.  THE SAFETY COMMITTEE 
The Safety Committee reports to the Safety Director. The Safety Director reports to the 
General Manager.  The Safety Committee is charged with monitoring the compliance of 
our safety policy.  The Safety Committee generates ideas and suggestions regarding  
safety at Superior Mechanical.  The Safety Director is responsible for compliance of all  
regulations and OSHA recordkeeping.   
 
The Safety Director serves on this committee. The Safety Committee requires a 
commitment to attendance.  The Safety Committee will meet four times throughout the 
year.  
 
The Safety Director will also be responsible for the distributing of “Toolbox Talks”, 
scheduling Right to Know meetings, preparing and conducting safety meetings at the All 
Company Meeting, Crew Leader and Departmental Meetings. 
 

C.  THE EMPLOYEE COMMITTEE 
The Employee Committee is designed to provide employees with an opportunity to 
regularly communicate and to brainstorm ideas and suggestions concerning general 
matters at Superior Mechanical. The goal is to improve employee morale, increase 
communication between all employees and maximize the ability to utilize each employee’s 
skills and knowledge. The Employee Committee is a group of employees who generate 
ideas and suggestions regarding general matters at Superior Mechanical. The Employee 
Committee is prohibited from discussing individual employee grievances, individual 
employee compensation, group issues or disputes, hours of work or other terms and 
conditions of employment.  
 
Superior Mechanical recognizes that employee wages are a highly personal, confidential 
matter. Therefore, employee wages and rates of pay may not be discussed during 
committee meetings. If you or any other employee has a question about an individual or 
joint grievance, group issues or disputes, hours of work or other terms and conditions of 
employment, please follow the instructions as outlined in this Handbook. Employee 
members of the Committee will speak for themselves, raise their own concerns, ideas, and 
suggestions, rather than those of other employees. Employees who participate in the 
Committee do not act and will not be recognized as the representative of any other 
employee. The principal goal the Employee Committee is to improve communication 
between employees and management. All employees on the Committee are therefore 
encouraged to freely express themselves within the ground rules established for the 
Committee. The Employee Committee is responsible for assuring that all new employees 
are made to feel a part of the Superior Family. 
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The Employee Committee may not “negotiate” or “bargain” with the General Manager and 
its management. While the Committee’s suggestions will be seriously evaluated by the 
General Manager, those suggestions are not proposals for bargaining. Superior 
Mechanical reserves its right to act or refuse to act, at its discretion, regardless of the 
suggestions from the Employee Committee. The General Manager may attend meetings 
only by invitation.  
 
The Employee Committee will ideally include representatives from as many departments 
as possible and be limited to no more than ten members and no less than five. In addition 
to the departments listed above, the General Manager or the Office Manager may serve 
as resource advisors on matters such as employment law, benefits, policy, and 
procedures.  
 
In 2021, the Employee Committee Chairperson will be appointed; in subsequent years the 
Employee Committee will elect a Chairperson to serve a one-year term, and a Vice 
Chairperson to serve a two-year term, with the second term acting as Chairperson. The 
Chairperson will be responsible to prepare and communicate the agenda, keep notes, 
delegate responsibilities, set dates for future meetings, set action plans and target 
completion dates. The Chairperson will report to the General Manager. All committee 
members will serve a two-year term (other than in 2021 in which half of the committee 
members will serve a one-year term). The intent is for approximately 50% turnover each 
year. The Committee Chairperson is responsible giving an oral report at the All Company 
Meeting and Departmental Meetings.  
 
The Employee Committee requires a commitment to attendance. The Employee 
Committee will meet four times per year (June, September, December & March) The 
Employee Committee will welcome all suggestions for the improvement of operations or 
procedures. Such suggestions may be submitted to any member of the Employee 
Committee. 

 

A.  COMPUTER USE 
As part of this organization’s commitment to the utilization of new technologies, most of 
our office employees have access to the Internet.  In order to ensure compliance with 
existing copyright and decency laws, increase productivity, and to protect ourselves from 
being victimized by the threat of viruses or hacking into our systems, the following policies 
have been established. 
 
Superior Mechanical is making every effort to provide its office employees with the best 
technology available to conduct Superior’s official business.  In this regard, Superior 
Mechanical has installed, at substantial expense, equipment such as computers and 
advanced technological systems such as electronic mail (e-mail) for use to conduct its 
business.  The Internet is a powerful business tool that can provide a great deal of useful 
information.  Unfortunately, it also can be a distraction from productive work time when 
browsing non-business related sites.  In an effort to clarify our position on the use of the 
Internet while utilizing Company property, we have developed guidelines for all 
employees. 
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The Company’s policy regarding the use of all data stored on our network, including the 
Internet and email is among other things, intended to guide you in the performance  
among other things, intended to guide you in the performance of your duties as an 
employee of Superior Mechanical.  It is also intended to inform you that you should not 
expect our network, including your work station, any file, image or data created, sent 
retrieved the Internet and e-mail in your possession to be confidential or private. For the 
purpose of ensuring security and safety for all computer users and safeguarding the 
reputation of the employee, management has the right to access all e-mail files created, 
received or stored on the Company’s systems, as well as Internet sites visited, and such 
files can be accessed without prior notification. However, our goal is that employees will 
make this unnecessary. There is no expectation of personal privacy in the use of the 
Internet and e-mail, documents stored on our network and your local work station.  
 
It is the Company’s policy to limit Internet access to official business. Using appropriate 
Internet sites for business purposes is unrestricted as long as it is reasonable. With any 
internet usage, comes the possibility of contamination to our systems via viruses and 
spyware. Limiting usage to business related activities will increase production and reduce 
these risks. Certain websites deemed to have no work related significance will be blocked 
from access for all users. If an employee comes across a blocked site that is necessary to 
perform their daily duties contact the System Administrator. 
 
Along with internet use, any downloading or opening of e-mail attachments that takes 
place is to be exclusively work related. Even if a download or attachment may appear to 
be legitimate, it can be potentially harmful and should be treated with discretion. If ever the 
source of the file is in question, do not open or download the file, contact the System 
Administrator or the Office Manager immediately.  
 
Employees are prohibited from downloading, running, adding software or other program 
files without prior approval from the System Administrator or Office Manager.  All files or  
software will then be passed through virus protection programs prior to use.  Failure to 
detect viruses could result in corruption or damage to files or unauthorized entry into 
company systems and networks. 
 
During day-to-day work employees may also face permission issues where they are not 
allowed to access, view, edit or delete certain files and folders located on Superiors 
network. If an employee needs access to a restricted file, they need to take the 
appropriate steps, which include receiving permission from their supervisor/office manager 
and possibly contacting the System Administrator to allow the permission to go through. 
  

Electronic mail is to be used for business purposes.  All use of e-mail other than Outlook is 
prohibited and may be blocked altogether. While personal electronic mail (sent to a 
Superior e-mail account) is permitted, it is to be kept at a minimum.  Personal e-mail 
should be sent or received as seldom, and be as brief as possible.  No one may solicit, 
promote or advertise any organization, product or service through the use of electronic 
mail or anywhere else on Company premises during work hours.  Employees are not 
permitted to send e-mail that contains ethnic slurs, racial epithets, or anything that may be  
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considered as harassment or disparagement of religious or political beliefs.  We reserve 
the right to determine when an employee is sending excessive or improper electronic mail. 
 

Occasional updating of personal passwords will be necessary to keep Superior’s network 
as safe and secure as possible. Updating of employees passwords will be the 
responsibility of the System Administrator and individual employees will not be allowed to 
password protect, change/update any document, file spreadsheet stored on our network 
without the knowledge/approval of the System Administrator or Office Manager. 
  

 All office personnel have access and authorization to use the Company’s computers after 
they have received training from the Office Manager and signed the Internet and 
Electronic Mail Policies and Guidelines.  All non-office personnel will be authorized to use 
the Superior computers after they receive permission from the General Manager and the 
General Manager directs them to receive any training and access information from the 
Office Manager. 
   
Superior Mechanical is currently licensed for a certain number of users on our COBRA 
(Accounting) Software.  All COBRA users have received extensive training and the use of 
this system is limited to the office personnel that have received this training.  At no time 
are other users permitted to gain access to COBRA. 
 
Superior Mechanical’s computer resources must be used appropriately.  This policy 
pertains to all information (oral, paper-based, and electronic) related to the operation of 
Superior Mechanical.   Inappropriate use includes, but is not limited to the following 
activities: 

 

         Personal business or gain 

         To send any form of chain letter to other individuals 

         To install, run, download or access software, including but not limited to games, clip  
       art, programs, etc  

         Installation and access to software without the approval of the System Administrator 

         Purchasing and adding computer equipment without prior approval of the System   
 Administrator 

        Any use of Superior Mechanical’s computing resources which interferes with the work  
of any employee 

       Playing computer games during work hours 

       Listening to streaming audio/radio 

      To provide information about or lists of Superior Mechanical’s employees and/or    
customers to individuals outside the Company 

       All personal internet use is prohibited, including, but not limited to, all social  
networking sites such as Facebook, Twitter and MySpace. 

       Internet access should be treated exclusively as a business tool incorporating ethical, 
professional and non-discriminatory behavior.  Discretion is necessary to ensure that 
individuals do not degrade the Company’s public image through their activities, 
adversely affect the availability of network resource or disrespect the rights of other 
individuals at Superior Mechanical. 

-46- 



        When using the Internet via the Company’s Network, users should adhere to the 
Company’s standards of personal conduct. Under no circumstances may Company 
computers be used to obtain, view or reach any pornographic or otherwise immoral, 
unethical or non-business related Internet sites. Doing so can lead to disciplinary 
action up to and including termination of employment. The electronic environment is 
part of the workplace and carries with it the same expectation of mutual respect and 
confidentiality that applies to all other activities at Superior Mechanical. 

       Information about employees, customers and business practice is considered 
confidential and should not be released.  Documents and electronic information are not 
to be distributed or taken off the premises.  At times, you may have access to 
confidential information.  If your job involves access to information about employees 
and customers, it is your responsibility to maintain confidentiality. 

       Use of e-mail must be primarily used for business-related activity or professional 
development.   E-mail is a communications tool intended to be used for legitimate 
business purposes only.  The use of the Company’s computers is a privilege and not a 
right. The employer retains ownership over all company files, and all e-mails 
sent/received on company computers are subject to review by management. 

       E-mail with attachments should be opened with extreme caution as they often contain 
large data and may contain viruses that can irreparably damage data stored on our 
computers.  Only business related attachments from trustworthy sources should be 
opened.  If you question the authenticity of the source, please check with the Office 
Manager or System Administrator. 

       Employees may not attempt to gain access to another employee’s personal file of e-
mail messages without the prior approval of that employee or the Office Manager. 

      Gmail, Hot-Mail, Juno, Yahoo or any other e-mail services are not allowed.  The only e-
mail service that is allowed is the one installed on the computer.  
 If you have other e-mail service at home, it is prohibited to check that service for your 
personal messages on the company’s computers.   

       Your computer will be set up by the Systems Administrator to match or as close to 
matching all other computers in the office.  Changing of any options, including the 
options for the Internet and e-mail needs to be discussed with the Office Manager.  

       Any computer activity which constitutes a violation of these guidelines is strictly 
prohibited.  The Office Manager will inform the General Manager of any violation  
and he may impose the following: 

-  Restriction or revocation or Internet access and/or e-mail access 

-  Discipline and/or administrative sanctions up to and including termination.  

With advances in information technology and increased internet usage, the company 
reserves the right to update and adapt these policies as necessary. 
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B.   CELL PHONE POLICY 
The IRS mandates that the Company cell phones may be used solely for business 
purposes since the Company is claiming this as an expense.  If the Company ever gets 
audited we are responsible for demonstrating 100% compliance to the business usage 
guidelines.  Personal calls made to/from a Company cell phone may be used as taxable 
income to the employees as stated by the IRS (IRC 280 F). 
 
If you have been given a cell phone, it is with the understanding that the phone is to be 
used for company purposes only.  The Company realizes that personal calls may come in 
and that is acceptable, but the employee must receive permission from the General 
Manager  if he/she wishes to use the cell phone for personal use.  No personal cell 
phones or any type of personal communication devices will be allowed in the employee’s 
possession during work hours. In return for the convenience of using a company cell 
phone, the company requires the following: 

 The Company assumes normal day to day usage can be limited to 300 minutes per 
month.  It is the responsibility of the employee to pay for all costs over 300 minutes in 
any month or provide documentation to the General Manager to the contrary.  

 

 The cell phone will be on at all times during the work day.  In addition, we ask that the 
cell phone be left on before and after the work day for a reasonable period of time for 
communication purposes only. Cell Phones must not be utilized while driving a vehicle. 

 

C.  PLUMBING LICENSES 
All registered apprentices, journeymen and master plumbers are responsible to pay their 
renewal fees and keep up to date records to maintain their licensures. 
Unregistered apprentices are responsible to register with the Department of Labor and 
Industry (443 Lafayette Road N., St Paul MN  55155-4343). (www.doli.state.mn.us) 
 
Unregistered apprentices  can do this by calling  651-284-5067 to receive the initial 
apprentice plumber registration form by mail.  It can also be downloaded from their 
website. (www.doli.state.mn.us)  Apprentices and licensed journeymen are responsible for 
paying the appropriate fees , maintaining their own records for renewals and obtaining 
necessary applications for further testing and licensures. 
 

 

D.SOCIAL MEDIA POLICY 
At Superior Mechanical, we understand that social media can be a fun and rewarding way 
to share your life and opinions with family, friends and co-workers around the world.  
However, the use of social media also presents certain risks and carries with it certain 
responsibilities. To assist you in making responsible decisions about your use of social 
media, we have established these guidelines for appropriate use of social media.  This 
policy applies to all who work for Superior Mechanical. 
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GUIDELINES 
In the rapidly expanding world of electronic communication, social media can mean many 
things.  Social media includes all means of communicating or posting information or 
content of any sort on the Internet, including to your own or someone else’s web log or 
blog, journal or diary , personal web site, social networking of affinity web site, web bulletin 
board or a chat room, online forums, and other sites and service that permit users to share 
information with others in a contemporaneous manner,  whether or not associated with 
Superior Mechanical, as well as any other form of electronic communication.  Ultimately, 
you are solely responsible for what you post online.  Before creating online content, 
consider some of the risks and rewards that are involved.  Keep in mind that any of your 
conduct that adversely affects your job performance, the performance of fellow co-workers 
or otherwise adversely affects customers, suppliers, people who work on behalf of 
Superior Mechanical or Superior Mechanical’s legitimate business interests may result in 
disciplinary action up to and including termination. 
 
KNOW AND FOLLOW THE RULES 
Carefully read these guidelines and ensure that your postings are consistent with our 
policies.  Inappropriate postings may include discriminatory remarks, harassment and 
threats of violence or similar inappropriate or unlawful conduct will not be tolerated and 
may subject you to disciplinary action up to and including termination. 
 
BE RESPECTFUL 
Always be fair and courteous to co-workers, customers, suppliers or people who work        
on behalf of Superior Mechanical.  Also, keep in mind that you are more likely to resolve 
work related complaints by speaking directly with your co-workers or utilizing our 
Resolution of Complaints Policy than by posing complaints to a social media outlet.  
Nevertheless, if you decide to post complaints or criticism, avoid using statements, 
photographs, video or audio that reasonably could be viewed as malicious, obscene, 
threatening or intimidating, that disparages customers, co-workers, suppliers or that might 
constitute harassment or bullying. Although not an exclusive list, some specific examples 
of prohibited content or images are those that are defamatory, pornographic, proprietary, 
harassing, libelous , offensive posts meant to intentionally harm someone’s reputation or 
posts that could contribute to a hostile work environment on the basis of race, disability, 
religion or any other status protected by law or company policy. 
 

Employees should get appropriate permission before they refer to or post images of 
current or former employees, vendors or suppliers.   

 

 

POST ONLY APPROPRIATE AND RESPECTFUL CONTENT 

 Employees should be aware of the effect their actions may have on their images, as 
well as the Company’s image.  The information that employees post or publish may be 
public information for a long time. 

 Employees should be aware that Superior Mechanical may observe content and 
information made available by employees through social media.  Employees should 
use their best judgment in posting material that is neither inappropriate nor harmful to 
the Company, its employees or customers.  
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 Maintain the confidentiality of Superior Mechanical’s trade secrets and private or 
confidential information.  Trade secrets may include information regarding the 
development of systems, processes, products, know-how and technology.  Do not post 
internal reports, policies, procedures or other internal business-related confidential 
communication. 

 Do not create a link from your blog, website or other social networking site to Superior 
Mechanical’s website without identifying yourself as a Superior Mechanical employee. 

 Express only your personal opinions.  Never represent yourself as a spokesperson for 
Superior Mechanical. If Superior Mechanical is a subject of the content you are 
creating, be clear and open about the fact that you are an employee and make it clear 
that your views do not represent those of Superior Mechanical, co-workers, customers 
suppliers or people working on behalf of Superior Mechanical.  If you do publish a blog 
or post online related to the work you do or subjects associated with Superior 
Mechanical, make it clear that you are not speaking on behalf of Superior Mechanical.  
It is best to include a disclaimer such as “the postings on this site are my own and do 
not necessarily reflect the views of Superior Mechanical. 
 

 
USING SOCIAL MEDIA AT WORK 
Refrain from using social media while on work time or on the equipment we provide, 
unless it is work-related as authorized by the General Manager.  Do not use Superior 
Mechanical’s email addresses to register on social networks, blogs or other online tools 
utilized for personal use. 
 
RETALIATION IS PROHIBITED 
Superior Mechanical prohibits taking negative actin against any employee for reporting a 
possible deviation from this policy or for cooperating in an investigation.  Any employee 
who retaliates against another employee for reporting a possible deviation from this policy 
or for cooperating in an investigation will be subject to disciplinary action, up to and 
including termination. 
 
MEDIA CONTACTS 
Employees should not speak to the media on Superior Mechanical’s behalf without 
consulting with the General Manager.   
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