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This manual and the policies contained herein are for informational purposes and do not, in any way constitute, and should not be construed as 
a contract of employment, express or implied, between the employer and employee nor should it be construed that there is a promise of 
employment for any specific duration or for any particular terms or conditions of employment. This manual and the policies contained herein also 
does not alter, in any way, the at-will employment status of employees. Startley reserves the right to amend, modify or rescind any provision 
included in this employee manual at any time with or without notice at its sole discretion. Furthermore, Startley remains free to change an 
employee's wages and all other working conditions at its sole discretion. This manual supersedes all prior and existing manual versions, manuals, 
policies and procedures. 
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WELCOME TO STARTLEY GENERAL CONTRACTORS, INC. 

SECTION 1 
 

1.1 History and Goals 
 

Startley General Contractors, Inc. is a family owned and operated utility construction company that was 
officially started November of 2002.  Of course, there was a lot of planning involved in getting the business 
ready for incorporation and initiation.  Many hours of work have gone into developing a company that is 
diversifying and ever expanding.  As a company we started out with only 5 employees and have grown to 
over 25 employees and plan to continue to grow.  Our goals are to continue in our current business of 
utility work specializing in water projects, with branches into other areas of utility work being incorporated 
into our contract system.   We currently hold an Alabama General Contractors license with classifications 
for MU-S:  Water Projects; MU- Municipal and Utility Contractor.  We are a company that maintains 
projects through competitive bid and as such may have multiple contracts in several different locations in 
the state of Alabama.  These may all be in progress concurrently which may require a variety skill sets 
and different working time requirements. 
 
1.2 Mission Statement 
 
The mission of Startley General Contractors, Inc. is to continually improve our services to meet our 
customer’s requirements, allowing us to prosper as a business and to produce a reasonable return on our 
capital investment.  Startley General Contractors, Inc will provide quality for a broad range of services 
thru honesty and integrity in a timely, efficient manner.  Our goal is to create long lasting relationships 
with our customers by exceeding their expectations and gaining their trust through exceptional 
performance by every member of our construction team. 
 
1.3 Purpose this Manual 
 
This manual has been prepared to inform new employees of the policies and procedures of this company 
and to establish the company’s expectations.  It is not all-inclusive or intended to provide strict 
interpretations of our policies; rather, it offers an overview of the work environment.  This manual is not 
a contract, expressed or implied, guaranteeing employment for any length of time and is not intended to 
induce an employee to accept employment with the company. 
 
The company reserves the right to unilaterally revise, suspend, revoke, terminate or change any of its 
policies, in whole or in part, whether described within this manual and the employee handbook or 
elsewhere, in its sole discretion.  If any discrepancy arises, conform to current company policy.  Every 
effort will be made to keep you informed of the company’s policies; however, we cannot guarantee that 
notice of revisions will be provided.  Feel free to ask questions about any of the information within this 
manual and the employee handbook. 
 
This manual supersedes and replaces any and all personnel policies and documents previously distributed, 
made available or applicable to employees. 
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COMPANY POLICIES 
 
WORKPLACE COMMITMENTS 
SECTION 2 
 
2.1       At-Will Employment 
 
Employment at this company is at-will.  An at-will relationship can be terminated at any time, with or without 
reason or notice by either the employer or the employee.  This at-will employment relationship exists regardless 
of any statements by office personnel to the contrary.  Only Donna Startley is authorized to modify the at-will 
nature of the employment relationship, and the modification must be in writing. 
 
2.2 Equal opportunity Employment 
  
This company is an equal opportunity employer and does not unlawfully discriminate against employees or 
applicants for employment on the basis of an individual’s race, color, religion, creed, sex, national origin, age, 
disability, marital status, veteran status or any other status protected by applicable law.  This policy applies to all 
terms, conditions, and privileges of employment, including recruitment, hiring, placement, compensation, 
promotion, discipline, and termination. 
 
Whenever possible, the company makes reasonable accommodations for qualified individuals with disabilities to 
the extent required by law.  Employees who would like to request a reasonable accommodation should contact 
Donna Startley. 
 
2.3 Non-Harassment Policy/Non-Discrimination Policy 
 
This company prohibits discrimination or harassment based on race, color, religion, creed, sex, national origin, 
age, disability, marital status, veteran status or any other status protected by applicable laws.  Each individual has 
the right to work in a professional atmosphere that promotes equal employment opportunities and is free from 
discriminatory practices, including without limitation harassment.  Consistent with its workplace policy of equal 
employment opportunity, the company  
prohibits and will not tolerate harassment on the basis of race, color, religion, creed, sex, national origin, age, 
disability, marital status, veteran status or any other status protected by applicable law.  Violations of this policy 
will not be tolerated. 
 
Discrimination includes but is not limited to:  making any employment decision or employment-related action on 
the basis of race, color, religion, creed, age, sex, disability, national origin, marital or veteran status, or any other 
status protected by applicable law. 
 
Harassment is generally defined as unwelcome verbal or nonverbal conduct, based upon a person’s protected 
characteristic, that denigrates or shows hostility or aversion toward the person because of the characteristic, and 
which affects the person’s employment opportunities or benefits, has the purpose or effect of unreasonably 
interfering with the person’s work performance, or has the purpose or effect of creating an intimidating, hostile 
or offensive working environment.  Harassing conduct includes but is not limited to:  epithets; slurs or negative 
stereotyping; threatening, intimidating or hostile acts; denigrating jokes and display or circulation in the 
workplace of written or graphic material that denigrates or shows hostility or aversion toward an individual or 
group based on their protected characteristic. 
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Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors and other verbal, visual 
or physical conduct of a sexual nature, when: 
 

1. submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s 
employment 

2. submission to or rejection of such conduct by an individual is used as the basis for employment decisions 
affecting such individual; or 

3. such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance 
or creating an intimidating, hostile or offensive working environment. 
 

Examples of sexual harassment include:  unwelcome or unsolicited sexual advances; displaying sexually 
suggestive material; unwelcome sexual flirtations, advances or propositions; suggestive comments; verbal 
abuse of a sexual nature; sexually oriented jokes; crude or vulgar language or gestures; graphic or verbal 
commentaries about an individual’s body; display or distribution of obscene materials; physical contact such 
as patting, pinching, or brushing against someone’s body; or physical assault of a sexual nature. 
 
REPORTING: 
 
Any company employee who feels that he or she has been harassed or discriminated against, or has witnessed 
or become aware of discrimination or harassment in violation of these policies, should bring the matter to the 
immediate attention of his or her supervisor or Donna Startley.  The company will promptly investigate all 
allegations of discrimination and harassment and take action as appropriate based on the outcome of the 
investigation.  An investigation and its results will be treated as confidential to the extent feasible, and the 
company will take appropriate action based on the outcome of the investigation. 
 
No employee will be retaliated against for making a complaint in good faith regarding a violation of these 
policies, or for participating in good faith in an investigation pursuant to these policies.  If an employee feels 
he/she has been retaliated against, the employee should file a complaint using the procedures. 
 

2.4 Drug-free/ Alcohol-Free Environment 
 
Employees are prohibited from unlawfully consuming, distributing, possessing, selling, or using controlled 
substances while on duty.  In addition, employees may not be under the influence of any controlled substance, 
such as drugs or alcohol, while at work, on company premises or engaged in company business.  Prescription 
drugs or over-the-counter medications, taken as prescribed, are an exception to this policy. 
 
Employees who are applying for a position with our company should be aware that they will be subjected to a 
pre- employment drug screen.  The company reserves the right to offer a probationary period if an employee fails 
to pass a drug screen.  This probationary period will extend to six (6) months.  During this period the employee 
will be required to submit to random drug screens which will be at the employee’s expense and deducted from 
paycheck under a miscellaneous heading at the cost of the drug screen.  This employee is also ineligible to drive 
or operate any company automobile or equipment.   If an employee tests positive a second time for any type of 
drug or alcohol without a prescription for such drug or alcohol product then they will be automatically terminated.  
If after six (6) months the employee is negative on any random test performed they will then only be tested 
randomly as per the company policy.  This option in no way changes or negates the company’s at-will 
employment relationship with any employee. 
 
Anyone violating this policy may be subject to disciplinary action, up to and including termination. 
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2.5 Open Door Policy 
 
The company has an open-door policy and takes employees concerns and problems seriously.  The company 
values each employee and strives to provide a positive work experience.  Employees are encouraged to bring any 
workplace concerns or problems they might have or know about to their supervisor or some other member of 
management. 
 
 
STANDARDS OF CONDUCT 
Section 3 
 
This company expects its employees to adhere to a standard of professional conduct and integrity.  This ensures 
that the work environment is safe, comfortable, and productive.  Employees should be respectful, courteous, and 
mindful of others’ feelings and needs.  General cooperation between coworkers and supervisors is expected.  
Individuals who act in an unprofessional manner may be subject to disciplinary action. 
 
3.1 Dress Code 
 
An employee’s personal appearance and hygiene is a reflection on the company’s character.  Employees are 
expected to dress appropriately for their individual work responsibilities and position.  The company policy is no 
earrings or other bulky jewelry to be worn by field personnel.  All employees are to follow the guidelines set forth 
by the company’s workman’s compensation policy.  Shirts must have four-inch sleeves; safety vests with 
reflective material; long pants, leather work boots with hard soles.  The employee must utilize personal protective 
equipment including hard hats, safety goggles, and face, respiratory mask as required per job situation.  Clothing 
and employee protective equipment shall be in good condition.  Synthetic clothing that may catch fire, melt or 
otherwise compound a burn type injury, will not be worn around hot work such as welding, brazing, burning, etc.  
Failure to follow this policy is grounds for disciplinary action.  All OSHA guidelines apply. 
 
3.2 Company Property 
 
Company property such as equipment, vehicles, telephones, computers, and software, is not for private use.  These 
devices are to be used strictly for company business unless authorized.  Company property must be used in the 
manner for which it was intended.  Upon termination, employees are required to surrender any company property 
they possess. 
 
Company computers, Internet and e-mails are a privileged resource, and must be used only to complete essential 
job-related functions.  Employees are not permitted to download any “pirated” software, files or programs and 
must receive permission from a supervisor before installing any new software on a company computer.  Files or 
programs stored on company computers may not be copied for personal use. 
 
Phones are provided for business use.  The company requests that employees not receive personal calls while on 
duty.  If urgent, please keep personal calls to a minimum and conversations brief.   If an employee is on their 
phone beyond what is deemed for urgent need, the supervisor can instruct the employee to give the supervisor’s 
phone number and request the employee to place the phone in a secure location so as not to be a distraction to the 
employee while on duty.   If a Supervisor is found to be on the phone excessively then he or she may be instructed 
to leave their phone in their truck and use only the company phone for which a record is kept of incoming and 
outgoing calls.  Inappropriate phone use cuts down on productivity and disrupts job progress.  Employees may 



5 
 

receive disciplinary action for inappropriate telephone use.  Employees are reminded that they should have no 
expectation of privacy in their use of company computers or other electronic equipment. 
Violations of these policies could result in disciplinary action. 
 
3.3 Privacy 
 
Employees and employers share a relationship based on trust and mutual respect.  However, the company retains 
the right to access all company property including but not limited to computers, desks, file cabinets, storage 
facilities, and files and folders, electronic or otherwise, at any time.  Employees should not entertain any 
expectations of privacy when on company grounds or while using company property. 
 
All documents, files, voicemails, and electronic information, including e-mails and other communications, 
created, received or maintained on or through company property are the property of the company, not the 
employee.  Therefore, employees should have no expectation of privacy over those files or documents. 
 
The company maintains a security system which may at any given time in the office, warehouse, and on outside 
company grounds provide both video and audio files to storage devices. 
 
3.4 Personnel Files  
 
The company maintains a personnel file on each employee.  These files are kept confidential to the extent possible.  
Employees may review their personnel file by appointment. 
 
It is important that personnel files accurately reflect each employee’s personal information.  Employees are 
expected to inform the company of any change in name, address, home phone number, cell phone numbers if 
applicable to job, home address, marital status, number of dependents or emergency contact information. 
 
3.5 Conflicts of Interest 
 
The employee should avoid external business, financial, or employment interests that conflict with the company’s 
business interest or with your ability to perform your job duties.  This applies to your possible relationships with 
other employers, consultants, contractors, customers, or suppliers. 
 
Violations of this rule may lead to disciplinary action, up to and including termination. 
 
  
EMPLOYMENT CLASSIFICATION 
SECTION 4 
 
This company assigns positions, determines wages and compensates employees for overtime in accordance with 
state and local laws and the Fair Labor Standards Act.  The company determines beginning wages on initial 
interviews and stated job skills.   
 
4.1 Exempt Employees 
 
Exempt employees are those that are excluded from the overtime pay requirements of the Fair Labor Standards 
Act.  Exempt employees are paid a salary and are expected to work beyond their normal work hours whenever 
necessary to accomplish the work of the company.  Exempt employees are not eligible to receive overtime 
compensation.  Employees should consult with an administrator if they have questions regarding their 
classification as an exempt employee. 
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4.2 Non-Exempt Employees 
 
Non-exempt employees are those eligible for overtime pay of 1.5 times the regular hourly rate of pay for all hours 
worked over 40 per work week.  Employees should consult with an administrator if they have questions regarding 
their classification as a non-exempt employee. 
 
4.3 Part-Time, Full-Time or Temporary Status 
 
Part-time or full-time status depends on the number of hours per week an employee work.   Regular employees 
who work fewer than 32 hours receive part-time classification.  Part-time employees are not eligible for employee 
benefits as described in this handbook.  Regular employees who work at least 33 hours receive full-time 
classification. 
 
From time to time the company may hire employees for specifics projects or periods of time.  Temporary 
employees may work either part-time or full-time, but generally are scheduled to terminate by a certain date.  
Temporary employees who remain on duty past the scheduled termination remain classified as temporary.  Only 
Donna Startley may change an employee’s temporary status.  Temporary employees are not eligible for 
employment benefits. 
 
COMPENSATION 
SECTION 5 
 
5.1 Pay Period 
 
Paychecks are distributed every Friday after 2 pm unless otherwise notified by someone in management.  If the 
date lands on a holiday paycheck will be distributed on the closest business day before the holiday as notified by 
the company. 
 
The paycheck will reflect work performed for the work week from Friday thru Thursday with payroll time 
stopping at midnight Thursday night for Friday payroll. Paychecks include salary or wages earned less any 
mandatory and elected deductions.  Mandatory deductions include federal or state withholding tax, and other 
withholdings.  Elected deductions are deductions authorized by the employee, and may include, for example, 
uniforms.  Employees may contact Donna Startley to obtain the necessary authorization forms or information for 
requesting additional deductions from their paychecks. 
 
Notify a supervisor if the paycheck appears to be inaccurate or if it has been misplaced.  The company reserves 
the right to charge a replacement fee for any lost paychecks and also charge up to and equal to the rate charged 
by banks for stop payment fees.  In the event of a possible error, the employee is required to allow the company 
sufficient time to research, verify, and correct the error. Information regarding final paychecks can be found under 
the termination section of the handbook. 
 
Any changes in name, address, telephone number, marital status or number of exemptions claimed by an 
employee must be reported to Donna Startley immediately. 
 
Employee loans are discouraged and are made only at discretion of the company.  The employee is responsible 
for repayment of any and all loans made by the company in a timely manner by either payroll deduction or other 
method.  If the employee chooses to leave the company or is terminated for any reason, then the company has the 
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right to withhold any monies owed to the company out of any compensation due to the employee.  A fee will be 
charged for any loan that is contracted with the company. 
 
In the event of a paycheck error and the office staff has left for the day, the employee should hold the paycheck 
until the next working day and submit it to the main office for correction.  Corrections for payroll errors are made 
as soon as possible.  
  
  5.2 Overtime 
 
On occasion, workload or emergency may necessitate employees to work overtime.  Overtime is defined work 
performed by non- exempt employees in excess of 40 hours per week.  Refusal to work overtime when required 
is grounds for disciplinary action up to and including termination.  Employees working out of regularly scheduled 
working hours of 7:00 am to 3:00 p.m. only receive overtime when their 40 hours for the work week has been 
reached. 
 
 In the event the employee eligible for overtime is still working on a job after 12 p.m. midnight Thursday night 
and 12:01 a.m. Friday morning, the time will be placed on the timesheet for the following week’s pay period at 
the regular time or overtime rate as applicable.  If the employee time is at an overtime rate at such time it will be 
so noted on the timesheet and paid as overtime regardless of reaching 40 hours for the next pay cycle.  However, 
this time will not be used toward 40 hours on the current pay period, 40 regular time hours must be reached to 
gain additional overtime. 
 
5.3 Payroll Deductions 
 
All standard deductions such as federal, state, and local taxes, FICA (Social Security) and other authorized 
deductions should be itemized on the paycheck stubs.  Only benefit deductions authorized in writing should be 
deducted.  Only court-ordered wage assignments (including garnishments) are honored by the Company. Other 
deductions including uniforms shall be at the election of the employee and deducted from the employee paycheck 
and not paid by the Company.  It is the responsibility of the employee to notify the Company of any requested 
deduction changes.  Questions regarding these deductions on the calculation of gross or net pay should be directed 
to the Supervisor or Donna Startley.  
 
5.4 Direct Deposit 
 
The company does offer direct deposit. Any changes that need to be made to any employee’s direct deposit 
information will need to be submitted to the office at least forty-eight hours prior to the payroll ending date. 
Any changes submitted less than forty-eight hours before a payroll ending date will be processed by the next 
payroll ending date. 
 
EMPLOYEE BENEFITS 
SECTION 6 
 
6.1 Vacation 
 
The company does not provide a paid vacation benefit.  The company may designate a period as a scheduled 
vacation for which employees are paid for a full week (40 hours/ salary).  For applicable employees who are on 
a call rotation, they receive the paid time off in addition they will be paid at the regular hourly rate/ salary rate as 
applicable for time worked while on scheduled company vacation.   Remember whenever the company holds an 
on-call contract that everyone is on- call including all Holidays. 
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6.2 Holidays 
 
The company recognizes holidays for which full time non-exempt employees are required to miss a day of work 
due to the holiday and are entitled to eight (8) hours of pay.   The employee is eligible for this pay after ninety 
(90) days of employment.  This includes the following holidays as they fall on regularly scheduled workdays 
only:    

● Memorial Day  
● Independence Day 
● Labor Day 
● Thanksgiving Day 
● Christmas Day 
● New Year’s Day 

○ ***The above Holidays are normally taken off by the company with the exception of any crew 
currently on a call rotation and are called out. 
 

Any employee eligible for holiday pay must work both the regularly scheduled day prior to and immediately after 
the paid holiday in order to receive the paid holiday benefit.   Only an approved absence or a doctor’s excuse for 
an illness are exceptions to this policy. 
 
It is at the discretion of the company to provide holiday pay for any other holiday requiring the employee to miss 
a day of work due to the holiday. 
 
6.2.1 Holiday Pay Bonus or Any Bonus Given by the Company 
 
 Any employee who receives a holiday pay bonus or a bonus of any kind must work for the company for 
ninety (90) consecutive days prior to receiving the bonus and must work for ninety (90) consecutive days after 
receiving the bonus. If the employee should quit or be terminated for any reason prior to completing the ninety 
(90) days after receiving the bonus, the amount received will be deducted from the employee’s final paycheck. 
 
6.3 Health and Dental Insurance 
 
At this time the company DOES offer health or dental insurance. 
  
6.4 Supplemental Insurance 
 
At this time the company DOES offer supplemental insurance. 
 
6.5 401(k) Plan 
 
At this time the company does not provide a 401(k) program. 
 
6.6 Worker’s Compensation  
 
As required by law, the company provides worker’s compensation benefits for the protection of employees with 
work-related injuries or illnesses. 
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Worker’s compensation insurance provides to employees who receive work-related injuries or illnesses.  If an 
employee is injured or becomes ill as a result of his/her job, it is the employee’s responsibility to immediately 
notify a supervisor of their injury in order to receive benefits. Report every illness or injury to a supervisor, 
regardless of how minor it appears.  The company will advise the employee of the procedure for submitting a 
worker’s compensation claim.  If necessary, injured employees will be referred to a medical care facility.  
Employees should retain all paperwork provided to them by the medical facility.  Failure to report a work-related 
illness or injury promptly could result in denial of benefits.  An employee’s report should contain as many details 
as possible, including the date, time, description of the illness or injury, and the names of any witnesses. 
 
A separate insurance company administers the workers’ compensation insurance.  Representatives of this 
company may contact injured employees regarding their benefits under the plan.  
All Workers’ Compensation forms as supplied in the employment application are applicable.  Refusal of a drug 
screen following any injury or illness acquired at work may result in immediate termination as stated in the 
documents provided by the Worker’s compensation carrier.  
 
See additional information regarding workman’s compensation policy included in the policy and procedure 
manual.  Employees are required to sign the provided workman’s compensation forms as provided by the 
workman’s compensation carrier. 
 
6.6.1 On-the Job Accident Reporting 
  
In the event that an employee experiences a work –related injury or illness, the incident must be reported 
immediately to his/her supervisor who then must immediately report the injury or illness to main office.  Failure 
to report an injury before the end of the day could mean no worker’s compensation benefits for the injured 
employee.  If the injury or illness requires outside medical attention (other than local first aid measures), the 
company will direct the employee to the appropriate health care provider.  The employee will be required to 
submit to a drug and/or alcohol screen if medical attention is necessary to ensure that controlled substances were 
not a contributing factor to the accident.  All motor vehicle accidents involving an employee require the employee 
to submit to a drug and/or alcohol screen at the appropriate health care provider.  It is the employee’s responsibility 
to report accidents and the need for testing to his/her supervisor and the main office.  Failure to submit and/or 
cooperate with the post-accident alcohol and drug testing procedures will result in the loss of worker’s 
compensation benefits (Alabama Code 25-5-51) for the injured employee.  A failure to cooperate or a positive 
result will result in disciplinary action up to and including termination.  Any employee who is offered a physician 
approved, modified duty job will be required to accept the offer. 
 
6.7 Unemployment Compensation  
 
The company pays the cost of unemployment benefits.  Eligibility and the number of benefits is determined by 
the appropriate state government agency. 
 
 
WORK PERFORMANCE 
SECTION 7 
 
 
7.1 Expectations 
 
The company expects every employee to act in a professional manner.  Satisfactory performance of job duties 
and responsibilities is key to this expectation.  Employees should attempt to achieve their job objectives, and act 
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with diligence and consideration at all times.  Poor job performance can result in disciplinary action, up to and 
including termination. 
 
 
 
7.2 Attendance 
 
The company maintains normal working hours of 6:00 am to 5:00 pm.  Hours may vary depending on work 
location and job responsibilities.  Supervisors will provide employees with their work schedule.  Should the 
employee have any questions regarding his/her work schedule, the employee should contact the supervisor.  In 
the event of the company holding an on-call type contract, employees should be aware that any employee may be 
requested to work out of regularly scheduled normal working hours. 
 
The company does not tolerate absenteeism without excuse.  Employees who will be late or absent from work 
should notify a supervisor in advance, or as soon as practicable in the event of an emergency.  Chronic absenteeism 
may result in disciplinary action, up to and including termination. 
 
Employees, who leave early for illness or otherwise, should inform a supervisor before departure, failure to do so 
may result in disciplinary action.  Unauthorized departures may result in disciplinary action. 
 
Employees are expected to arrive on time and ready for work.  An employee who arrives at 7:01a.m. will be 
considered tardy.  The company recognizes that situations arise which hinder punctuality; regardless, excessive 
tardiness is prohibited, and may be subject to disciplinary action. 
 
7.3 Personal Time Off/ Personal Leave/ Sick days 
 
The company may, at its discretion, grant an employee a personal day without pay for which the employee is 
required to present a reasonable request for the time off.  When employees request time off for a court date or 
appointment with a parole officer, the employee is required to bring documentation signed or stamped by the 
appropriate authority to the office demonstrating that they did in fact have an appointment.  
 
 The company may, at its discretion grant an employee a leave of absence without pay when sufficient personal 
reasons necessitate such a leave.  The company may require an employee to provide documentation, such as a 
doctor’s certification of illness or disability, supporting the employee’s need for a leave of absence, and the 
company may periodically require the employee to provide such supporting documentation on basis during the 
leave of absence.  Prior to or upon an employee’s return to work from a leave of absence, the company may also 
require the employee to provide documentation establishing the employee’s ability to return to work. 
 
Because operations sometimes require that vacant positions be filled, a leave of absence does not guarantee that 
the job will be available when the employee returns from a leave. 
Employees should notify their supervisor and the main office in the event of an illness requiring absence from 
work at least 1 hour prior to shift start. In the event of call off for illness, when being called out for out of shift 
work the company may require documentation of illness from a medical facility.  The company may require 
documentation of illness from a medical facility if the employee has multiple call offs due to illness. 
  
7.4 Call Rotation 
 
The company bids competitively for public contracts to maintain work.  Some of these contracts may be on-call 
in nature.  Employees should be aware that they are on-call for this contract and if contacted to work should be 
available.  The company may designate a rotation schedule for which any employee on a call rotation will be 
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counted as absent if not available to work and may be subject to disciplinary action.  Employees should be aware 
that despite possible designated call rotations that from time to time there may be situations that call for additional 
employees to work and the company may call anyone who works for the company at any time 24 hours per day, 
7 days per week when such contract is held by the company. 
 
7.5 Reviews 
 
The company may periodically evaluate an employee’s performance.  The goal of a performance review is to 
identify areas where an employee excels and areas that need improvement.  The company uses performance 
reviews as a tool to determine pay increases, promotions and/or terminations. 
  
All performance reviews are based on merit, achievement and other factors may include but are not limited to: 
 

● Quality of work  
● Attitude 
● Knowledge of work 
● Job skills 
● Attendance and punctuality 
● Teamwork and cooperation 
● Compliance and company policy 
● Part performance reviews 
● Improvement 
● Acceptance of responsibility and constructive feedback 

 
Employees should note that a performance review does not guarantee a pay increase or promotion.  Written 
performance evaluations may be made at any time to advise employees of unacceptable performance.  Evaluations 
or any subsequent change in employment status, position or pay does not alter the employee’s at-will relationship 
with the company. 
Forward any questions about performance expectation or evaluation to the supervisor conducting the evaluation. 
 
7.6 Military Leave 
 
The company will grant employees called into military service an unpaid leave of absence and reemployment 
rights as provided by the laws of the United States. 
 
 
DISCIPLINE 
SECTION 8 
 
8.1 Procedures 
 
The company reserves the right to discipline and/or terminate any employee who violates company policies, 
practices or rules of conduct.  Poor performance and misconduct are also grounds for discipline and termination. 
 
The following actions are unacceptable and considered grounds for disciplinary action.  This list is not 
comprehensive; rather, it is meant as an example of the types of conduct that this company does not tolerate.  
These actions include, but are not limited to: 
 

● Engaging in acts of discrimination or harassment in the workplace; 
● Possessing, distributing or being under the influence of illicit controlled substances; 
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● Being under the influence of a controlled substance or alcohol at work, on company premises, or while 
engaged in company business; 

● Unauthorized use of company property, equipment, devices or assets; 
● Damage, destruction or theft of company property, equipment, devices, or assets; 
● Removing company property without prior authorization or disseminating company information without 

authorization; 
● Insubordination or refusal to comply with directives; 
● Falsification, misrepresentation or omission of information, documents or records; 
● Lying; 
● Failing to adequately perform job responsibilities; 
● Excessive or unexcused absenteeism or tardiness; 
● Disclosing confidential or proprietary company information without permission; 
● Illegal or violet activity; 
● Falsifying injury reports or reasons for leave; 
● Possessing unauthorized weapons on premises; 
● Disregard for safety and security procedures; 
● Any conflict of interest with the company; 
● Any breach of confidentiality of any company documents, files, electronic records, and information; 
● Disparaging or disrespecting supervisors and/or co-workers; and 
● Any other action or conduct that is inconsistent with company policies, procedures, standards or 

expectations. 
 

This list exhibits the types of actions or events that are subject to disciplinary action.  It is not intended to 
indicate every act that could lead to disciplinary action.  The company reserves the right to determine the 
severity and extent of any disciplinary action based on the circumstances of each case. 

 
8.2 Insubordination 
 
Supervisors and employees should interact with mutual respect and common courtesy.  Employees are expected 
to take instruction from supervisors or other persons of authority.  Failure to comply with instructions or 
unreasonably delaying compliance is considered insubordination.  Acts of insubordination are subject to 
disciplinary action, up to and including termination. 
 
If an employee disagrees with a supervisor, the employee should first try to mediate the situation by explaining 
their position.  If possible, a compromise might be met and accusations of insubordination avoided. 
 
8.3 Termination 
 

A. Voluntary Termination 
 
The company recognizes that personal situations may arise which require a voluntary termination of 
employment.  Should this occur, the company requests that the employee provide two weeks advance 
notice in writing.  This request does not alter the employee’s at-will relationship with the company. 
 
All rights and privileges of employment with the company terminate upon the date of separation.    As 
previously discussed, terminating employees are required to return all company property assigned to 
them.  Failure to do so may result in the withholding of their final paycheck. 
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B. Involuntary Termination 
 
The company’s employment of any employee is at-will and may terminate any employee at any time.  
If any employee performs an action requiring disciplinary action, that disciplinary act may result in 
termination.  If the company terminates an employee, that employee is to return any property of the 
company as previously stated and should then leave the premises.  
 

C. Final Paycheck 
 
If the employee’s final paycheck has been processed and is ready it will be given to the employee a 
designated time for pick up will be given.  In the event the employee is unable to pick up check at the 
designated time then the paycheck will be mailed to the address on file. FINAL CHECK SUBJECT 
TO DEDUCTIONS FOR DAMAGE CAUSED, LOST ITEMS, LOANS, ETC. 

 
EMPLOYEE HEALTH AND SAFETY 
SECTION 9 
 
9.1 Workplace Safety 
 
The company takes every reasonable precaution that employees have a safe working environment.  Safety 
measures and rules are in place for the protection of all employees.  Ultimately, it is the responsibility of each 
employee to help prevent accidents.  To ensure the continuation of a safe workplace, all employees should review 
and understand all provisions of the company’s workplace safety policy. Employees should use all safety and 
protective equipment provided to them and maintain work areas in a safe and orderly manner, free from hazardous 
conditions.  Employees who observe an unsafe practice or condition should report it to a supervisor or Donna 
Startley immediately.  Employees are prohibited from making threats against anyone in connection with his/her 
work or engaging in violent activities while in the employ of the company.  Any questions regarding safety and 
safe practices should be directed to Tim Kiley or Ott Startley. 
 
In the event of an accident, employees must notify a supervisor immediately.  Report every injury, regardless of 
how minor, to a supervisor immediately.  Physical discomfort caused by repetitive tasks must also be reported.  
For more information regarding on-the-job injuries, refer to the worker’s compensation section of this handbook. 
 
9.2 Workplace Security 
 
Employees must be alert and aware of any potential dangers to themselves or their coworkers.  Take every 
precaution to ensure that your surroundings are safe and secure.  Guard personal belongings and company 
property.  Visitors should be escorted at all times.  Report any suspicious activity to a supervisor immediately. 
 
In the event of an emergency call 911 immediately. 
 
The goal of the company is to provide the safest workplace possible.  This means zero accidents.  Providing and 
maintaining a safe and healthful working environment for all employees and the surrounding community makes 
the company more secure in its attempt to keep everyone safe.  Accomplishing this is everyone’s responsibility 
and requires each individual’s personal commitment. 
 
9.3 Accident Reporting 
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All accidents no matter how small are to be reported to the main office.    The company workman’s compensation 
carrier sets forth guidelines that are to be followed for all accidents. 
 
 
 
MISCELLANEOUS POLICIES 
SECTION 10 
 
10.1 Smoking 
 
The company’s policy is to provide smoke-free environments for our employees, customers, and the general 
public.  Smoking of any kind is prohibited inside our office.  There is absolutely no smoking inside the building.  
There is no smoking inside any company vehicle.  All smoking is to be done outside the building and vehicles 
with care taken to place and remains of all tobacco products into the garbage outside.  Failure to comply with this 
policy may result in disciplinary action. 
 
 
10.2 Bulletin Board; Solicitation and Distribution 
 
Company bulletin boards are for company communications only.  No one is to post any type of solicitation on the 
company bulletin board.  Employees should review the bulletin board daily for any notices, policy changes, or 
other postings.  Anyone found to be posting any type of solicitation on the company bulletin board will be subject 
to disciplinary action. 
 
For the safety, convenience, and protection of all employees, the company has adopted the following rules 
concerning solicitation and the distribution of materials: 

● The company prohibits solicitation and distribution of non-company materials on Company 
property or at Company jobsites at all times. 

 
10.3 Staff Meetings 
 
Employees are required to report to all staff meetings.  Staff meeting notices will be posted on the company 
bulletin boards and employees will be notified both verbally and when time permits in writing. 
Employees are responsible for any information imparted at staff meetings and if for some excused reason are 
not able to attend should ask their supervisor what was discussed and sign the meeting sheet in the main office. 
 
10.4 Hire/ Rehire Policy 
 
The Company is an at-will institution and any part of the hire/rehire process does not guarantee a job or continued 
employment. 
 
The company has the following hire/rehire process.  This process may be performed in any sequence as requested 
by administration. 

● Pre-employment Interview to be conducted by Tim Kiley/ Ott Startley, Jobsite coordinators.  
During this interview the company representative will discuss the goals of the company and 
discuss the potential employee’s goals regarding employment with our company. 

● Job Application to be completed at the office.  Applications can‘t be picked up and taken home for 
completion.  Potential employees are to make certain signatures in all accurate blanks.  The 
application is to be reviewed by office staff prior to a potential employee leaving to verify that all 
signature lines have been signed appropriately. 
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● Office staff will review the application and file as appropriate for further review as needed when 
openings become available. 

● Notify and/or call potential employees for a second interview.  During this interview, a potential 
employee may be made an offer. 

● Upon acceptance of an offer, potential employees’ will be notified that they are then required to 
report to the main office to be carried to the company drug testing facility and submit to a pre-
employment drug screen.  Notify the employee that they must have appropriate I-9 documents to 
be submitted the first day of work.  Without the appropriate documents the employee will not be 
allowed to work.  If an employee doesn’t submit the correct documents after a second attempt, 
then their offer of employment is removed, and another potential employee will be contacted for 
the position. 

● Upon passing the drug test, the employee should then return to the main office to complete the I-
9 documentation allowing the office staff to copy the appropriate submitted documents. 

● Orientation to company benefits and policies will be scheduled within the first week of 
employment.   During this brief orientation the employee should learn about the health, dental and 
supplemental insurance offered. 

● The health and dental insurance plan offered currently Blue Cross and Blue Shield of Alabama 
and is offered as a package plan only.  Plan premiums are strictly payroll deduction with the 
company not paying any of the premiums.  Current premiums are Single plan $425.00 and Family 
plan $1,101.00 per month.  These are broken down and deducted on a weekly basis.  In the event 
you leave the company for any reason this coverage terminates through the company at the time 
that you leave the company. 

● The supplemental insurance offered by the company is through Liberty National Life Insurance 
Company.  This benefit is only offered to employees who have been with the company for six (6) 
months as per Liberty National Life Insurance Company policy.  The open enrollment periods 
designated for our company are January and July.  The employee must have been with the company 
the appropriate time period prior to either of these dates at which time a Liberty National 
representative will be present to enroll employees who choose to select insurance from them.  
These policies are portable should the employee leave the company for any reason.  These policies 
are employee elected payroll deductions and are in no part paid by the company. In the event that 
you leave the company for any reason your coverage through the company terminates the month 
that you leave the company. 

● Discuss any garnishments and deductions that may be required to make on behalf of the employee 
for example child support or other court appointed deduction. 

● Uniforms are at the discretion of the employee.  The company doesn’t require the employee to 
obtain uniforms or use any offered uniform service.  The uniform service is an elected deduction 
and is not paid by the company.  If an employee elects to take uniforms they are to notify the front 
office in writing of their election at which time it will be entered as an elected payroll deduction. 

● Any questions concerning Policies and Procedures should be asked during this orientation period.  
If any other questions arise at any time please ask your Supervisor or the main office.  Every effort 
will be made to answer your questions. 
 
Every employee must have a signed receipt page in their company file stating that they have read 
and understand the employee handbook and the policies and procedures discussed within the 
handbook.  Refusal to sign the handbook is a refusal of your job offer and or continued 
employment.  If there are any questions regarding the handbook they should be asked prior to 
signing the document. 
 
Employees who are rehired within one year of leaving employment with the company and are 
eligible for rehire may be allowed to re-enter their job through and abbreviated  hire process but 
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will be required to submit new I-9 documents and allow another drug screen with rehire contingent 
on passing the drug screen. 
 
10.5  SAFETY CONTROL POLICY (SEE ATTACHED) 

HAZARDOUS COMMUNICATION POLICY (SEE ATTACHED) 
RISK MANAGEMENT/QUALITY CONTROL POLICY (SEE ATTACHED)  

 
10.6 SOCIAL MEDIA POLICY (added 08/2020) 
 
This policy provides guidance for employee use of social media, which should be broadly 
understood for purposes of this policy to include blogs, wikis, microblogs, message boards, chat 
rooms, electronic newsletters, online forums, social networking sites (including but not limited to 
Facebook, SnapChat, Instagram, Twitter, Reddit, LinkedIn), and other sites and services that 
permit users to share information with others in a contemporaneous manner.  
PROCEDURES  
The following principles apply to professional use of social media on behalf of Startley General 
Contractors, Inc. as well as personal use of social media when referencing Startley General 
Contractors, Inc.   

● Employees need to know and adhere to the Startley General Contractors, Inc.'s Employee 
Handbook, and other company policies when using social media in reference to Startley 
General Contractors, Inc.   

● Employees should be aware of the effect their actions may have on their images, as well as 
Startley General Contractors, Inc.'s image. The information that employees post or publish 
may be public information for a long time.   

● Employees should be aware that Startley General Contractors, Inc. 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 Startley 
General Contractors, Inc., its employees, or customers.   

● Although not an exclusive list, some specific examples of prohibited social media conduct 
include posting commentary, content, or images that are defamatory, pornographic, 
proprietary, harassing, libelous, or that can create a hostile work environment.   

● Employees are not to publish, post or release any information that is considered 
confidential or not public. If there are questions about what is considered confidential, 
employees should check with the Human Resources Department and/or supervisor.   

● Social media networks, blogs and other types of online content sometimes generate press 
and media attention or legal questions. Employees should refer these inquiries to authorized 
Startley General Contractors, Inc. spokespersons.   

● If employees encounter a situation while using social media that threatens to become 
antagonistic, employees should disengage from the dialogue in a polite manner and seek 
the advice of a supervisor.   

● Employees should get appropriate permission before you refer to or post images of current 
or former employees, members, vendors or suppliers. Additionally, employees should get 
appropriate permission to use a third party's copyrights, copyrighted material, trademarks, 
service marks or other intellectual property.   

● Social media use shouldn't interfere with employee’s responsibilities at Startley General 
Contractors, Inc.. Startley General Contractors, Inc.'s computer systems are to be used for 
business purposes only. When using Startley General Contractors, Inc.'s computer systems, 
use of social media for business purposes is allowed (ex: Facebook, Twitter, blogs and 
LinkedIn), but personal use of social media networks or personal blogging of online 
content is discouraged and could result in disciplinary action.   
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● Subject to applicable law, after‐hours online activity that violates Startley General 
Contractors, Inc.'s employee handbook, this social media policy or any other company 
policy may subject an employee to disciplinary action or termination.   

● If employees publish content after‐hours that involves work or subjects associated with 
Startley General Contractors, Inc., a disclaimer should be used, such as this: “The postings 
on this site are my own and may not represent Startley General Contractors, Inc. positions, 
strategies or opinions.”   

● It is highly recommended that employees keep Startley General Contractors, Inc. related 
social media accounts separate from personal accounts, if practical.  
 

 
10.7 Employee Cell Phone Policy 
Policy brief & purpose 
Our employee cell phone policy outlines our guidelines for using cell phones at work. 
 
We recognize that cell phones (and smartphones especially) have become an integral part of 
everyday life. They may be a great asset if used correctly (for productivity apps, calendars, 
business calls etc.) 
 
But, cell phones may also cause problems when used imprudently or excessively. 
Scope 
This policy applies to all our employees with the exception of owners, supervisors and other 
designated personnel as determined by management. 
Policy elements 
Despite their benefits, personal cell phones may cause problems in the workplace. Employees 
who use their cell phones excessively may: 

● Get distracted from their work. 
● Disturb colleagues by speaking on their phones. 
● Cause security issues from inappropriate use of company-issued equipment or misuse of 
our company’s internet connection. 
● Cause accidents when they illegally use their phones inside company vehicles or near areas 
where using phones is prohibited. 

Our company expects employees to use their cellphones prudently during working hours. 
We advise our employees to: 

● Use company-issued phones for business purposes only and preserve them in perfect 
condition. (when issued to employees as determined by management) 
● Surf the internet, text and talk on the phone only for a few minutes per day while on breaks 
or lunch. 
● Turn off or silence their phones when asked. 
● Leave personal cell phones in company vehicles or in secure places while on jobsite. 

We won’t allow employees to: 

● Play games on the cell phone during working hours. 
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● Use their phones for any reason while driving a company vehicle. 
● Use their cell phone’s camera or microphone to record confidential information (including 
but not limited to jobsite, equipment, other employees, foreman, inspectors, owners, work area, 
etc.). 
● Use their phones in areas where cell use is explicitly prohibited (e.g. trench.) 
● Speak on their phones within earshot of colleagues’ working space during working hours. 
● Download or upload inappropriate, illegal or obscene material on a company cell phone 
using a corporate internet connection. 

***Use of employee cell phone microphone and/or camera is not prohibited when instructed to 
record certain events by management. *** 
How to properly use cell phones in the workplace 
Employees can benefit from using cell phones. They’re allowed to use their phones: 

● To make business calls. 
● To use productivity apps. 
● To check important messages. 
● To make brief personal calls away from the working space of colleagues. 

Employees can use their phones during breaks or at lunch hour and while not on duty. 

Disciplinary Consequences 
Our company retains the right to monitor employees for excessive or inappropriate use of their 
cell phones. If an employee’s phone usage causes a decline in productivity or interferes with our 
operations, we’ll ban that employee from using their cell phones. 
 
Employees may face severe disciplinary action up to and including termination, in cases when 
they: 

● Cause a security breach. 
● Violate our confidentiality policy. 
● Cause an accident by recklessly using their phones. 
● Interferes with job performance. 

In Case of Emergency 
If someone needs to contact, you in case of an emergency they may contact the office at 205-363-
2789 and speak with Donna or you may provide your family with your supervisor/foreman’s 
phone number for emergency calls. 

 
10.8 DAMAGED OR LOST EQUIPMENT/PROPERTY POLICY  

 

STARTLEY GENERAL CONTRACTORS, INC. 
ADMINISTRATIVE POLICIES AND PROCEDURES 

  
DAMAGED OR LOST EQUIPMENT/PROPERTY POLICY 

  
 I.            PURPOSE 

  
To ensure proper care and accountability in handling Startley General Contractors, Inc. 
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equipment and property. 

  
II.         APPLICABILITY 

  
This Policy applies to all full-time, hourly/part-time Startley General Contractors, Inc. 

  
employees. 
 
III.       POLICY 
Employees who are issued/use Startley General Contractors, Inc. equipment and/or property 

shall be responsible for the safekeeping, serviceable condition, proper care, use and 

obtaining a replacement of Startley General Contractors, Inc. property assigned or entrusted 

to them. Startley General Contractors, Inc. equipment and/or property shall only be used by 

those to whom it was assigned. Use should be limited to official purposes and in the capacity 

for which it was assigned, except when otherwise directed by appropriate supervisor or 

required by exigent circumstances. Damaged or unserviceable Startley General Contractors, 

Inc. equipment and/or property shall not be thrown away, sold, traded, donated, destroyed, 

or otherwise disposed of without proper authority. In the event that any Startley General 

Contractors, Inc. equipment and/or property become damaged or unserviceable,  no 

employee shall attempt to repair the equipment and/or property without prior approval of a 

supervisor (unless it is part of his/her job).An employee’s intentional or negligent abuse or 

misuse of Startley General Contractors, Inc. equipment and/or property may lead to 

appropriate disciplinary action which may include, but may not be limited to, a verbal 

counseling, verbal reprimand, written reprimand, suspension, demotion, or termination of 

employment. An employee may voluntarily reimburse the Startley General Contractors, Inc. 

for the loss, which may be considered a mitigating factor in determining the level of 

discipline. In the event an employee damages equipment or property, said employee will be 

responsible for reimbursement of cost of obtaining a replacement at fair market value of 

said damaged equipment or property. 
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IV.       DEFINITION OF TERMS 

"Startley General Contractors, Inc. equipment and/or property"includes, but is not limited 

to: Startley General Contractors, Inc. security access cards, lap top computers, cellular 

phones, cameras, keys, tools, uniforms, vehicles, capital equipment used in the regular 

course of employment such as lawn mowers, large power tools, back hoes, etc. 

"Negligence" is defined as the damage or loss of Startley General Contractors, Inc. 

equipment and/or property due to the employee’s dishonesty, willful misconduct, or gross 

negligence. 

"Employee" is defined as any person holding a regularly compensated position with 

the Startley General Contractors, Inc., including regular full-time, part-time, 

temporary, seasonal, or any other classification of employee. 

V.          PROCEDURE 
  

A.    Damaged or Lost Startley General Contractors, Inc. Equipment/Property 
Policy -  Upon hire, the Human Resources Department will provide a copy of 
the “Damaged or Lost Startley General Contractors, Inc. 
Equipment/Property Policy” to the employee. The employee must acknowledge 
receipt of the Policy.  

  
B.     Employees shall promptly report to their supervisor, any loss, damage to, or 

unserviceable condition of any equipment and/or property assigned for their use. 
  

C.      The use of damaged or unserviceable equipment and/or property should be 
discontinued as soon as practical and replaced with comparable, serviceable 
equipment and/or property as soon as available and following notification of the 
employee’s supervisor. 

  
D.     Damaged or Lost Property Report - When Startley General Contractors, Inc. 

equipment and/or property is reported to be damaged or lost according to this 
Policy, a “Damaged or Lost Property Report” (attached) must be completed by 
the supervisor and: 

  
1.            A thorough investigation will be conducted by the 

supervisor/designee regarding the loss/damage. 
  

2.            Startley General Contractors, Inc. may impose appropriate disciplinary 
action, if an employee is found to be negligent. Disciplinary action may 
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include, but may not be limited to, a verbal counseling, verbal 
reprimand, written reprimand, suspension, demotion, or termination of 
employment. 

  
3.            If the actions of the employee result in disciplinary action, any 

mitigating circumstances may be considered in the course of due 
process. 

  
  

VI.    ACTION 
  

This Policy is effective this date. 
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10.9 ADDITIONAL POLICIES AND FORMS TO BE ADDED AS NEEDED 
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COMPLAINT POLICY AND PROCEDURE   

 

ALL COMPLAINTS, ISSUES, PROBLEMS, IDEAS, OR SUGGESTIONS ARE TO BE MADE IN 
WRITING AND PLACED IN WIRE BOX OUTSIDE OF DONNA’S OFFICE AND VERBALLY 
REPORTED. 

IF ANYONE IS DOING ANYTHING THAT COULD BE CONSIDERED AS DANGEROUS THEN 
THE MAIN OFFICE SHOULD BE NOTIFIED IMMEDIATELY.  EVERY EMPLOYEE SHOULD BE 
AWARE IF THEIR BEHAVIOR CAN BE VERIFIED AS BEING CONSIDERED AS ENDANGERING 
TO OTHERS THEN IT WILL RESULT IN AUTOMATIC TERMINATION. 

FOREMAN:  
 IF A FOREMAN HAS AN ISSUE WITH DONNA, OTT, OR ANOTHER MEMBER OF 
MANAGEMENT PERSONELL THEN GO TO ONE OF THE OTHERS AND, EVEN IF 
PROBLEM IS WITH DONNA, STILL WRITE IT OUT AND PLACE PROBLEM IN BOX 
OUTSIDE OF DONNA’S DOOR. 
IF FOREMAN HAS AN ISSUE WITH ANOTHER FOREMAN (OURS OR OTHER) THEN 
REPORT IT IN WRITING TO DONNA AND VERBALLY TO EITHER DONNA, OTT, OR 
ANOTHER MEMBER OF MANAGEMENT. 
IF FOREMAN HAS AN ISSUE WITH AN OTHER EMPLOYEE THEN FIRST SHOULD TRY 
TO RESOLVE THE ISSUE WITH THAT EMPLOYEE, IF NOT ABLE TO RESOLVE THEN 
TRY TO RESOLVE UNTIL SHIFT IS OVER AND SETUP MEETING WITH DONNA, OTT 
OR ANOTHER MEMBER OF MANAGEMENT ASAP WITH EMPLOYEE FOR 
RESOLUTION.  HOWEVER IF PROBLEM IS IRRECONCILIBLE THEN NOTIFY MAIN 
OFFICE FOR FURTHER INSTRUCTIONS.   
EMPLOYEES: 
IF ANY EMPLOYEE HAS A COMPLAINT, ISSUE, OR PROBLEM WITH ANOTHER 
EMPLOYEE THEN NOTIFIYTHEIR SUPERVISOR OF THE PROBLEM FOR 
RESOLUTION.  IF SUPERVISOR/FOREMAN UNABLE TO RESOLVE OR THE PROBLEM 
IS WITH THE FOREMAN/SUPERVISOR THEN THE EMPLOYEE SHOULD NOTIFY 
DONNA IN WRITING AND VERBALLY NOTIFY DONNA, OTT  OR ANOTHER MEMBEER 
OF MANAGEMENT OF THE PROBLEM AND EVERY EFFORT WILL BE MADE TO 
ATTEMPT TO RESOLVE THE ISSUE.  PLEASE BE AWARE THAT SOME THING MAY 
TAKE TIME TO RESOLVE, AND SOME THINGS MAY NOT HAVE A SOLUTION. 
 
EVERYONE IS RESPONSIBLE FOR THEMSELVES AND THEIR OWN BEHAVIOR OR 
MISBEHAVIOR. 
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INCIDENT/DISCIPLINARY ACTION FORM DATE OF ACTION  :    __________ 
 
EMPLOYEE NAME:  ____________________ 
 
DISCIPLINARY ACTION BY:  ____________________ 
 
WITNESSED BY:  ____________________ 
 
TYPE:  ____VERBAL  ____WRITTEN  ____WRITTEN NOTICE WITH 3 DAY 
SUSPENSION  ____TERMINATION NOTICE 
 
____NUMBER OF/ AND REASON FOR ACTION:  ___________________ 
 
DESCRIPTION OF INCIDENT: 
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 
DISCUSSION INCLUDED: 
 
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 
EMPLOYEE RESPONSE:  
 
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 
EMPLOYEE SIGNATURE:  _____________________________ 
DATE:  _________ 
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EMPLOYEE LOAN AGREEMENT 

 

I, _____________________________ AGREE TO PAY BACK TO Startley General 
Contractors, Inc., the sum of $_________ which was loaned to me on 
_______________, thru payroll deduction.  Deduction will be made in ____ equal 
amount deduction over _____ consecutive weeks.  

I will be charged $__________ as a fee for the handling of the transaction. 

If for some reason my employment terminates with or without cause prior to my 
paying off loan, I understand that any outstanding balance will be deducted from 
my final paycheck. 

The first deduction will be made the week following the loan. 

DATE OF LOAN: _________________________________________ 

AMOUNT OF LOAN: _____________________________________  

 

EMPLOYEE SIGNATURE:______________________________________ 

WITNESS: ________________________________________________ 

DATE: _______________ 
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EMPLOYEE	INCIDENT	DOCUMENTATION	TO	EMPLOYEE	FILE	
 
Date   __________    Documentation by ___________________ 

Employee Name    _____________________ Title   __________________ 

Incident Description: 

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
___________________________________________________________________________ 

Witnesses:
 _______________________________________________________________________
____________________________________________________________________________ 

Discuss with employee _______________________________________________________ 

Action: 

To employee file _____ 

Complete Employee Incident report _____ 
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ACKNOWLEDGMENT OF RECEIPT FOR EMPLOYEE HANDBOOK 

(EMPLOYEE COPY—KEEP WITH HANDBOOK) 
 
I acknowledge that I have received a copy of the Employee Handbook.  I understood that I am responsible for 
reading the information contained in the Handbook. 
 
I understand that the Handbook is intended to provide me with a general overview of the company’s policies 
and procedures.  I acknowledge that nothing in the Handbook is to be interpreted as a contract, expressed or 
implied, or an inducement for employment, nor does it guarantee my employment for any period of time. 
 
I understand and accept that my employment with the company is at-will.  I have the right to resign at any time 
with or without cause, just as the company may terminate my employment at any time with or without cause or 
notice, subject to applicable laws.  I understand that nothing in the Handbook or in any oral or written statement 
alters the at-will relationship, except by written agreement signed by the employee and Donna Startley. 
 
I acknowledge that the company may revise, suspend, revoke, terminate, change or remove, prospectively or 
retroactively, any of the policies or procedures outlined in this handbook or elsewhere, in whole or in part, with 
or without notice at any time, at the company’s sole discretion. 
 
 
 
_____________________________________________ 
(Signature of the Employee) 
 
 
________________________ 
(Date)  
 
 
__________________________________________________ 
(Startley General Contractors, Inc. Representative) 
 
 

 
 



Job Descriptions



JOB DESCRIPTIONS AND DUTIES POLICY (PG 1 OF 2)

Each employee understand that Startley General Contractors, Inc. is an on-call Contractor with a 24/7 contract and that
he/she can &will be called out to work at any time of the day or night and that he/she is expected to make every
reasonable effort be available to go to work when needed baring any emergency or request preapproved with Donna, Ott
or any another employee that has agreed to take  his/her place at which time that employee then assumes call rotation for
the agreed upon time. (Different circumstances if on out of town job.  Hours will be coordinated by the jobsite supervisor.)
Each employee understands that Startley General Contractors, Inc. job description/ duties are variable and any
description of the job for which he/she is hired to perform is not all inclusive for what he/she may or  may not  do on any
given day.  Company job description/duties includes but are  not limited to the following: office/computer work,
sweeping, mopping, cleaning, moving furniture, mowing, weed eating, weed killing, shoveling, jack hammering,
operating heavy equipment, driving company trucks( if insurance approved), CDL drivers to operator required vehicles as
needed, loading and unloading equipment and materials as needed, completing paperwork if so instructed. Fill positions
for jobsite foreman, pipe layers, skilled laborers, flagmen, CDL drivers, truck drivers, equipment operators as needed and
instructed. NO ONE IS EXCLUDED FROM ANY JOB DUTY IF THEY ARE QUALIFIED AND ABLE TO
COMPLETE SAID DUTY. (Wage determinations are made based on the employee’s initial interview and their stated
experience and abilities.  This is a verbal process and the employee agrees that the information discussed in the interview
is private and any wage discussion, benefits offered, etc. are at the discretion of the Employer.  Each employee
understands that he/she is required to be at the home office in a timely manner so that job assignments can be made based
on the available staff prior to job start time. Each employee understands that regular job start time is 7:00am, unless
otherwise stated the prior day, or he/she is called out for job duty.

BASIC GENERAL DESCRIPTIONS (NOT ALL INCLUSIVE)

1) FOREMAN/SUPERVISOR:  complete paperwork as needed, operate heavy equipment, call locates for jobsites,
transfer locate numbers to Startley, coordinate materials loaded and unloaded to trucks and jobsites, staff
assignments as needed, coordinate  and cooperate with BWWB personnel at jobsites and while receiving job
assignments, Safety documentation and site visitation requirements, maintain a detailed journal, maintain
discipline of crew.

2) CDL drivers:  complete required Federal DOT documentation, maintain CDL license and physical records as
required, truck and trailer daily maintenance checks( report in writing any problems to Mechanic), must be able to
operate equipment well enough to load trucks at yard, ensure proper hookup, tie down, etc of trucks, trailers and
any equipment being hauled, maintain proper weights for hauling of materials and equipment to prevent
overweight tickets, maintain safety at all times, report any incident to foreman and Donna immediately. May be
asked to perform general hauling to yard, dump from stockpile lot, or for other Foreman as needed.

3) Mechanic:  maintain service trucks, dump trucks, heavy equipment including repairs and general maintenance as
needed, repairs as reported by drivers and operators, DOT vehicle inspections, records of maintenance, offsite
repairs if needed, emergency repairs if needed.

4) Shop Liaison(s):  on-call to open shop as needed, maintain security of codes and keys, liaison between Donna,
OTT or any other management personnel as needed when offsite, in emergency can make job assignments and
coordinate with BWWB Foremen as needed to facilitate job start and completion , ensure staff availability for call
if requested to do so, close up and secure shop following job completion.

5) Laborers:  load and unload materials to and from trucks and at jobsite, operate small equipment as requested by
Foreman, maintain cleanliness of trucks and equipment, report  and/or replace any tools or equipment in need of
repair or replacement, follow safety protocol at all times uses eye and ear protection, safety vests and hard hats as
indicated( refusal to follow OSHA safety guidelines can lead to termination), follow directives of Foreman in a
timely manner(only reason to not follow directions would be if ENDANGERING to self or others at which time
this needs to be reported to Donna, Ott or any other management personnel  immediately).

Each employee understands that this list includes all areas that are applicable to him/her personally and their  job
description at hire time or pay change negotiation time( ie foreman, CDL driver (if license), mechanic(if able), Shop
liaison(if assigned),laborer) ETC.  It does not change my at-will relationship with the company.



JOB DESCRIPTION AND DUTIES POLICY (PG 2 OF 2)

JOB DESCRIPTION/DUTIES ARE VARIABLE, INCLUDING BUT NOT LIMITED TO:  SWEEPING, MOPPING,
CLEANING, MOVING  FURNITURE, MOWING, WEEDEATING, SHOVELLING, JACKHAMMERING,
OPERATING HEAVY EQUIPMENT, DRIVING COMPANY TRUCKS IF INSURANCE APPROVED, CDL DRIVERS
TO DRIVE REQUIRED VEHICLES,  LOADING AND UNLOADING EQUIPMENT AND MATERIALS AS
NEEDED, TRENCHWORK WITH TRENCH BOXES, SETTING UP TRENCH BOXES, WORK WITH ANY ASPECT
OF PIPE AS NEEDED TO COMPLETE A SET TASK, COMPLETING PAPERWORK IF SO INSTRUCTED, FILL
POSITIONS OF PIPELAYERS, OPERATORS, AND LABORERS AS NEEDED. NO ONE IS EXCLUDED FROM
ANY JOB DUTY IF THEY ARE QUALIFIED TO COMPLETE SAID DUTY. (WAGE DETERMINATIONS ARE
MADE BASED ON THE EMPLOYEES INITIAL INTERVIEW AND THEIR STATED EXPERIENCE AND
ABILITIES.  THIS IS A VERBAL PROCESS AND THE EMPLOYEE AGREES THAT THE INFORMATION
DISCUSSED IN THE INTERVIEW IS PRIVATE AND ANY WAGE DISCUSSION, BENEFITS OFFERED ETC. ARE
NOT TO BE DISCUSSED OUTSIDE THE INITIAL INTERVIEW AND IF THE EMPLOYEE IS FOUND TO HAVE
DISCUSSED HIS/HER HIRE PACKAGE THEN DISCIPLINARY ACTION WILL BE TAKEN UP TO
TERMINATION).

SUPERVISOR/FOREMAN DUTIES INCLUDE BUT ARE NOT LIMITED TO:  OVERSEEING EMPLOYEES,
SAFETY MEETINGS AND DOCUMENTATION, JOBSITE SAFETY CHECKS AND DOCUMENTATION,
EDUCATION AND TRAINING OF PERSONNEL WHO WORK WITH CREW, AS WELL AS ANY OTHER JOB
ABLE TO PERFORM FROM THE FOLLOWING;

OPERATOR DUTIES INCLUDE BUT ARE NOT LIMITED TO:  OPERATING ANY HEAVY MACHINE AND OR
EQUIPMENT NECESSARY TO COMPLETE THE ASSIGNED TASK, AS WELL AS ANY OTHER JOB ABLE TO
PERFORM FROM THE FOLLOWING;

CDL DRIVER DUTIES INCLUDE BUT ARE NOT LIMITED TO: PERFORMING DAILY VEHICLE/TRAILER
CHECKS AS REQUIRED  AND DOCUMENTING ON CHECKLIST, MAINTAINING THE PROPER DOCUMENTS
REQUIRED FOR LICENSURE,  HAULING ANY EQUIPMENT AND MATERIALS NEED TO AND FROM THE
JOBSITE AS REQUIRED AND DIRECTED BY ANY OVERSEER ON THE JOBSITE, AS WELL AS ANY OTHER
JOB ABLE TO PERFORM FROM THE FOLLOWING;

PIPELAYERS, SKILLED LABOR, UNSKILLED LABOR, FLAGMAN LABOR DUTIES INCLUDE BUT ARE NOT
LIMITED TO:  OPERATING VARIOUS TYPES OF EQUIPMENT, HAND TOOLS, SAWS, HAMMERS, ETC. AS
REQUIRED PER JOBSITE, FOLLOWING THE INSTRUCTIONS OF JOBSITE FOREMAN AND COMPLETING
TASKS AS REQUIRED TO FACILITATE JOB COMPLETION INCLUDING TRENCH PREPARATION, TRENCH
WORK, INSTALLATION OF PIPING MATERIALS, TRENCH COVER, AS WELL AS ANY OTHER JOB ABLE TO
PERFORM.

ANY QUESTIONS REGARDING ANY ASSIGNED TASK SHOULD BE DIRECTED TO YOUR
FOREMAN/SUPERVISOR.
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Startley General Contracting, Inc. vehicle safety policy

Summary
It is the policy of Startley General Contracting, Inc. that our passenger vehicles (including
vans and light-duty trucks) will be used only for Startley General Contracting, Inc. business and
will be operated only by authorized persons who meet the driver criteria in our vehicle safety
program.

This policy applies to our Startley General Contracting, Inc.-owned vehicles and private or rental
vehicles authorized for use on Startley General Contracting, Inc. business.

All employees must comply with federal, state and local laws and policies and be “job-ready”
when they are on Startley General Contracting, Inc. business.  Job-ready means that employees
must be physically and mentally able to do their jobs. Employees must not use intoxicants, drugs
or medications that could impair their judgment or ability to drive. Managers and supervisors
have the right to determine an employee’s job readiness.

Employees who drive on Startley General Contracting, Inc. business must have a valid drivers
license and a satisfactory driving record.

Violations of this policy may result in revocation or restriction of employee authorization to
drive a Startley General Contracting, Inc.-owned or private vehicle on Startley General
Contracting, Inc. business, reassignment, demotion, suspension or dismissal.

All employees must sign a statement stating that they have read and understand this policy and
the consequences for violating it.

Employee responsibilities
Supervisors are responsible for ensuring that employees under their direction comply with all
elements of this policy.

The Donna or James (Ott) Startley must verify, in writing, that employees have valid drivers’
licenses and are qualified to operate Startley General Contracting, Inc. vehicles before they begin
driving on Startley General Contracting, Inc. business.

Employees who drive on Startley General Contracting, Inc. business must follow all parts of this
policy. They must do a walk around inspection of any vehicle before driving it and they must not
use a Startley General Contracting, Inc. vehicle for personal business unless it is approved, in
writing by the Donna or James (Ott) Startley.

When operating Startley General Contracting, Inc. vehicles, employees should remember that
their driving habits reflect on all Startley General Contracting, Inc. employees.  Startley General
Contracting, Inc. vehicles must be used legally, courteously and safely.

Employees are strongly encouraged to plan mini-breaks every two hours during long periods of
driving and to allow for no more than 10 hours driving per day in good driving conditions.

Employees must use and require seat belts to be worn by their passengers.

Smoking is not permitted in Startley General Contracting, Inc. vehicles.

Employees are responsible for the care of vehicles assigned to them and may be held liable for
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improper care and abuse of the vehicle.  Misconduct could lead to withdrawal of driving
privileges and/or disciplinary actions, up to and including dismissal.

Safety committee responsibility
The Startley General Contracting, Inc. safety committee must investigate any incident that
involves a Startley General Contracting, Inc. vehicle. The purpose of the investigation is to
identify the cause of an incident and to determine how it could have been prevented – not to
assess fault.

Requirements for new employees
New employees who drive on Startley General Contracting, Inc. business must read and sign an
MVR consent form that permits Startley General Contracting, Inc. to complete a motor vehicle
background check.

Donna or James (Ott) Startley will review this vehicle safety policy with each new employee
who drives on Startley General Contracting, Inc. business. The employee must watch a vehicle
safety video and complete a written test and score at least 80 percent.

Requirements for drivers under 21
Drivers under the age of 21 are prohibited from operating vehicles or trucks that transport
hazardous materials.

Licensing
Employees who drive on Startley General Contracting, Inc. business must have a current, valid
license for the vehicles they drive. Licenses will be photocopied and kept in employees’ files.

Use of personal vehicles for Startley General Contracting, Inc. business
Donna or James (Ott) Startley must review and approve use of a personal vehicle for Startley
General Contracting, Inc. business.

Employees who drive personal vehicles on Startley General Contracting, Inc. business must
provide evidence of automobile liability insurance as required by the state of Alabama. A current
certificate or proof of insurance must be kept in the employee’s file.

Startley General Contracting, Inc. does not provide liability insurance for employees who use
their own vehicles on Startley General Contracting, Inc. business. Employees who use their
personal vehicles on Startley General Contracting, Inc. business are responsible for all liability
resulting from use of their vehicles.

Any employee who drives a personal vehicle on Startley General Contracting, Inc. business and
who does not maintain insurance coverage on that vehicle will be reassigned to a non-driving
position or, if a non-driving position is not available, will be terminated.

Motor vehicle record (MVR) review
Donna or James (Ott) Startley will review the driver’s MVR annually and score it using the
Startley General Contracting, Inc.-developed point classification system for vehicle incidents and
violations.
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Reporting incidents involving motor vehicles
An incident report packet is located in the glove box of each Startley General Contracting, Inc.
vehicle.  The packet contains instructions on what to do in case of an incident. Drivers should
become familiar with the instructions before using vehicles.

Employees or their supervisors are responsible for completing and filing all necessary reports
within the time periods required by this policy. Failure to file a report may cause the loss of the
employee’s license, driving privileges, and liability insurance coverage.

Employees must immediately notify their supervisor of any accident, collision or vandalism.

Employees or their supervisors must immediately report to Donna or James (Ott) Startley all
collisions, accidents, or vandalism involving vehicles they use on Startley General Contracting,
Inc. business.

If the incident results in injuries or fatalities, employees or their supervisors must report them to
Donna or James (Ott) Startley immediately after ensuring the injured have or will receive
necessary medical treatment.

Employees or their supervisors, must forward copies of all vehicle accident forms to Donna or
James (Ott) Startley.

Employees involved in vehicle crashes should discuss details of the incident only with police
officers, appropriate state officials, or representative of the Startley General Contracting, Inc.
insurance carrier.  Drivers are prohibited from signing or making any statements regarding
responsibility for vehicle crashes.

Department of Transportation (DOT) regulated vehicles
Any vehicle traveling across state lines with a gross vehicle weight rating over 10,000 lbs
(including any towed items or actual weight of vehicle and any tows) is subject to DOT
regulations.  Each driver must have a DOT compliant Driver File maintained in the Safety
Department before being allowed to drive vehicles within this classification.

In addition to a DOT compliant driver file, any driver of a vehicle with a gross vehicle weight
rating (including tows) over 26,000 lbs. (or actual weight of vehicle and any tows) must possess
a valid commercial driver’s license and be in compliance with DOT regulations.

Any vehicle carrying hazard materials at a level to which placarding is required under DOT
regulations (regardless of the vehicle’s gross vehicle weight rating or actual weight) must possess
a valid CDL license with hazardous materials endorsement.

The Safety Department will be responsible for evaluating the applicability of DOT regulations
to Startley General Contracting, Inc.’s operations and ensure compliance with those regulations.
All drivers of DOT regulated vehicles will have responsibilities beyond those outlined in this
policy and will receive additional training and information.

Drug testing and MVR checks after incidents involving vehicles
After each incident, regardless of who is at fault, Donna or James (Ott) Startley will require a
drug test within eight hours and obtain the driver’s motor vehicle record (MVR) within three
business days.
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Point system for screening employees who have poor driving records
Startley General Contracting, Inc. uses a point system to screen employees who have poor
driving records.

●3-5 points: Employee will receive a letter of reprimand.

●6-8 points: Employee will receive a letter of reprimand and be suspended without pay for one
day and must successfully complete a driver improvement course.

●9-11 points: Employee will receive a letter of reprimand and be suspended without pay for two
days and must successfully complete a driver improvement course.

●12 or more points: Employee will either be reassigned to a non-driving position if available,
or, if a non-driving position is not available, the driver will be terminated. Before reinstatement
to a driving position, the employee will be required to successfully complete a driver
improvement course and follow the procedures as outlined in the Re-qualification section of
this policy.

Employees who have 6 or more points in 36 months must successfully complete a driver
improvement course within 60 days of notification by Donna or James (Ott) Startley and
provide a written certificate of completion to the safety committee.

Points for vehicle incidents and violations are determined from the point classification table
below.

Point classification table

Incident Points

Incident was beyond the driver’s control 0

Driving aggressively or discourteously 1

Failing to make allowance for adverse light, road, weather, vehicle load or traffic conditions. 1

Operating a vehicle with defective equipment. 1

Failing to properly adjust vehicle mirrors, seat, headrest or sun visor. 1

Failing to secure loose objects inside the vehicle. 1

Failing to heed warning labels of medications. 1

Fatigue, falling asleep at the wheel. 2

Exceeding posted speed limit. 2

Lack of proper type or valid license, or failing to comply with license restriction. 2

Failing to maintain sufficient clearance when operating vehicle. 2

Following too closely (tailgating). 2

Failing to signal intentions. 2

Overloading vehicle or not following operating manual. 2

Operating vehicle in an unsafe manner. 2

Improperly backing the vehicle. 2
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Disregarding stop signs or signals. 3

Making an improper turn, lane change or other movement errors. 3

Driving on the wrong side of the road. 3

Failing to yield the right-of-way or other failure to yield error. 3

Committing involuntary manslaughter or criminally negligent homicide. 12

Attempting to elude a law officer, or hit/run. 12

Operating a vehicle while operator’s license is suspended or revoked. 12

Operating vehicles under the influence of alcohol or drugs. 12

Total points
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Re-qualification for employees who have poor driving records
Employees who have been reassigned to non-driving positions for poor driving records may
re-qualify after 6 months under the following conditions:

● Employees must send a written request to Donna or James (Ott) Startley stating why
they should be re-qualified. Re-qualification requires Donna or James (Ott) Startley’s
approval.

● Employees must also complete a driver improvement class which may include remedial
and behind-the-wheel training before resuming their driving duties.

Pre-trip walk-around inspections
Employees are responsible for conducting walk-around inspections of their vehicles before
driving each day or shift and note any defects or damage. Employees must also note defects or
damage to seats, seat belts, interior lights, engine warning lights, rearview mirrors, and
emergency equipment.

Employees must report defects or damage to Donna or James (Ott) Startley immediately.
Donna or James (Ott) Startley will evaluate the report and ensure that all hazards are repaired
promptly. Vehicles that are unsafe to drive must be placed out of service immediately.

Vehicle service and maintenance intervals
Vehicle service and maintenance intervals are determined by the vehicle manufacturer.
Maintenance will be performed by a qualified auto or truck mechanic. A signed and dated record
of all maintenance work must be kept in the vehicle file. Vehicles that are unsafe to drive must be
placed out of service until repairs are completed.

Records kept on Startley General Contracting, Inc. vehicles
Startley General Contracting, Inc. keeps the following records on each Startley General
Contracting, Inc.-owned vehicle:

● Monthly vehicle inspection report. Identifies damage or defective equipment.

● Vehicle history report. Provides a complete history of the costs of maintenance, parts, and
labor associated with the vehicles.

All Startley General Contracting, Inc. reports and records are confidential and must not be
released to third parties without the consent of the Startley General Contracting, Inc.
president and the Startley General Contracting, Inc.’s attorney.

Definitions of terms used in this policy
Accident. An unplanned or unintended incident involving a motor vehicle that results in injury,
death, or damage.

Collision. An unplanned or unintended incident in which a motor vehicle contacts another
vehicle, person, or object.

Crash. An incident involving one or more vehicles in motion.

Incident. An event that resulted – or could have resulted – in personal harm or property damage.
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Injury. Physical harm or damage to a person.

Motor vehicle. Any licensed mechanically or electrically powered device designed to be
operated on public roads and streets.

Passenger. Any person in a vehicle other than the driver.

Preventable incident. One in which the driver failed to do everything that could have been done
to avoid it.

Remedial training. Training required following an incident to upgrade and renew skills and
demonstrate proficiency.

Vehicle use agreement
Employee Name:       License number:       State issued:      
Using Startley General Contracting, Inc.-owned vehicles

● Employees and passengers must wear seat belts while the vehicle is in motion.
● The vehicle must be maintained in accord with Startley General Contracting, Inc.’s

maintenance requirements. Employees must report all mechanical problems to their supervisors
immediately.

● Employees must report any motor vehicle incident that results in damage, injury, or a citation to
their supervisors immediately.

● Employees must have a valid driver’s license for the vehicles they will operate, must follow all
license restrictions, and must have their license in their possession when they are driving. A
driver whose license is suspended, revoked or terminated will notify the Startley General
Contracting, Inc. immediately.

● Employees’ spouses and children are not allowed to operate Startley General Contracting, Inc.
vehicles.

● Hitchhikers are not permitted in Startley General Contracting, Inc. vehicles.
● Employees are responsible for all traffic and parking violations they receive when using Startley

General Contracting, Inc. vehicles.
● Modifying or adding accessories to a Startley General Contracting, Inc. vehicle is prohibited.
● Radar detectors are prohibited.
● Employees are not allowed to operate vehicles at any time while under the influence of alcohol or

drugs.

Using personal vehicles for Startley General Contracting, Inc. business

Authorization to use a personally owned vehicle for Startley General Contracting, Inc. business is
permitted under the following conditions:

● Employees and passengers must wear seat belts while the vehicle is in motion.
● Employees must have the appropriate license to operate their vehicles.
● Employees must provide proof of insurance upon hire and each time their policy is renewed or

updated.
● Employees must provide a copy of their insurance certificates to their supervisors.
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● Employees must notify Startley General Contracting, Inc. of all vehicle accidents or violations
involving vehicles driven on Startley General Contracting, Inc. business.

● Startley General Contracting, Inc. is authorized to review the driver’s MVR annually as long as
the driver is a Startley General Contracting, Inc. employee.

● The vehicle owner is responsible for mechanical repairs.
● Employees are not allowed to operate vehicles while under the influence of alcohol, drugs, or

other medications that could impair their ability to drive safely.
● Employees must comply with all state and federal laws and regulations at all times.

I have read, understand, and agree to comply with this Vehicle Use agreement.

Employee’s signature and date:
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Vehicle accident report
This report must be completed by a supervisor or manager.
Startley General Contracting, Inc. name:       Today’s
Date:      

Driver Information:

Driver‘s name:      

License number:      

Date of birth:      

Length of employment:      

Address:       

City:       State:       Zip:       County:      

Phone:       Cell:      

Job title:      

Reason vehicle was used:      

Used with permission from:      

Vehicle 1 Information (Insured Driver)

VIN:       Year:        Make:       Model:      

Insurance Startley General Contracting, Inc.:       Policy number:      

Does the vehicle require towing? Yes ☐   No ☐

Description of damage:      

Vehicle 2 Information

VIN:       Year:        Make:       Model:      

Insurance Startley General Contracting, Inc.:       Policy number:      

Does the vehicle require towing? Yes ☐   No ☐

Description of damage:      

Vehicle 3 Information

VIN:       Year:        Make:       Model:      

Insurance Startley General Contracting, Inc.:       Policy number:      

Does the vehicle require towing? Yes ☐   No ☐

Description of damage:      

Vehicle 4 Information

VIN:       Year:        Make:       Model:      

Insurance Startley General Contracting, Inc.:       Policy number:      

Does the vehicle require towing? Yes ☐   No ☐

Description of damage:      
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Accident Information

Accident Date (MM/DD/YY):       Time of accident:       AM ☐ PM ☐

Accident location:       City:       State:       Zip:        County:      

Purpose of trip

Pick-up: ☐

Driving to job site: ☐

Returning from job site: ☐

Delivery: ☐

Personal Time: ☐

Other, please explain:      

Weather

Clear: ☐

Cloudy: ☐

Rain: ☐

Snow: ☐

Fog: ☐

Sleet: ☐

Other:      

Condition of road surface

Wet: ☐

Dry: ☐

Ice: ☐

Concrete: ☐

Asphalt: ☐

Gravel: ☐

Uneven: ☐

Other:      

Lanes divided? Yes: ☐   No: ☐

Traffic control device? Yes: ☐   No: ☐

Number of hours on duty at time of accident:      

Number of driving hours:      

Describe how the accident happened:      

Use a separate page if you need to draw a diagram of accident.

Were there any injuries? Yes: ☐   No: ☐

1. Name of first injured party:       Telephone Number:     

Were injuries fatal? Yes: ☐   No: ☐

Do injuries require treatment away from accident scene? Yes: ☐   No: ☐
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Injured party’s address:       City:       State:       Zip:        County:      

What vehicle was injured person in?

Vehicle 1: ☐

Vehicle 2: ☐

Vehicle 3: ☐

Vehicle 4: ☐

Other: : ☐

If other, please explain:      

Was injured party taken to the hospital? Yes: ☐ No: ☐

Name of hospital:      

Give brief description of injuries:      

2. Name of second injured party:       Telephone Number:     

Were injuries fatal? Yes: ☐   No: ☐

Do injuries require treatment away from accident scene? Yes: ☐   No: ☐

Injured party’s address:       City:       State:       Zip:        County:      

What vehicle was injured person in?

Vehicle 1: ☐

Vehicle 2: ☐

Vehicle 3: ☐

Vehicle 4: ☐

Other: : ☐

If other, please explain:      

Was injured party taken to the hospital? Yes: ☐ No: ☐

Name of hospital:      

Give brief description of injuries:      

3. Name of third injured party:       Telephone Number:     

Were injuries fatal? Yes: ☐   No: ☐

Do injuries require treatment away from accident scene? Yes: ☐   No: ☐

Injured party’s address:       City:       State:       Zip:        County:      

What vehicle was injured person in?

Vehicle 1: ☐

Vehicle 2: ☐

Vehicle 3: ☐

Vehicle 4: ☐

Other: : ☐

If other, please explain:      

Was injured party taken to the hospital? Yes: ☐ No: ☐
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Name of hospital:      

Give brief description of injuries:      

Other Information

Was there any property damage? Yes: ☐   No: ☐  If yes, give brief description:      

Property damage address:       City:       State:       Zip:        County:      

Were the police called? Yes: ☐   No: ☐  Did the police respond? Yes: ☐   No: ☐

Police report #:       Officer:      

Was a citation issued? Yes: ☐   No: ☐  If yes, to whom?      

Citation Description:      

Was drug testing administered? Yes: ☐   No: ☐  Was alcohol testing administered? Yes: ☐   No: ☐

Chain of Custody No.:      

Witnesses

1. First witness name:      

Address:       City:       State:       Zip:        County:      

Home Phone:       Work Phone:       Cell Phone:

2. Second witness name:      

Address:       City:       State:       Zip:        County:      

Home Phone:       Work Phone:       Cell Phone:

3. Third witness name:      

Address:       City:       State:       Zip:        County:      

Home Phone:       Work Phone:       Cell Phone:

Person completing form

Name:      

Date:      
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Hazard Communication
Program

Startley General Contractors, Inc.
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1. Introduction

The management of Startley General Contractors, Inc. is committed to preventing
accidents and ensuring the safety and health of  ouremployees. We will comply with all
applicable federal and state health and safety rules. Under this program employees are
informed of  the contents of  the OSHA Hazard CommunicationsStandard, the hazardous
properties of  chemicals with which they work, safehandling procedures and measures to
take to protect themselves from these chemicals. These chemicals may be physical or
health-related. This written hazard communication plan is available at the following location
for review by all employees: The Main Office located at 15369 County Hwy 26,
Blountsville, AL 35031

2. Identifying Hazardous Chemicals

A list is attached to this plan that identifies all hazardous chemicals with a potential for
employee exposure at this workplace. Detailed information about the physical, health, and
other hazards of  each chemical is included in a SafetyData Sheet (SDS); the product
identifier for each chemical on the list matches and can be easily cross-referenced with the
product identifier on its label and on its Safety Data Sheet.

3. Identifying Containers of  Hazardous Chemicals

The labeling system to be used by Startley General Contractors, Inc. will follow the
requirements in the 2012 revision of  the OSHA HazardCommunication Standard to be
consistent with the United Nations Globally Harmonized System (GHS) of  Classification
of  Labeling of  Chemicals. The label on the chemicalis intended to convey information
about the hazards posed by the chemical through standardized label elements, including
symbols, signal words and hazard statements.

All hazardous chemical containers used at this workplace will have:

1. The original manufacturer’s label that includes a product identifier, an appropriate
signal word, hazard statement(s), pictogram(s), precautionary statement(s) and the
name, address, and telephone number of the chemical manufacturer, importer, or
other responsible party

2. A label with the appropriate label elements just described

3. Workplace labeling that includes the product identifier and words, pictures, symbols,
or combination that provides at least general information regarding the hazards of
the chemicals.

Donna or James (Ott) Startley will ensure that all containers are appropriately labeled. No
container will be released for use until this information is verified. Workplace labels must be
legible and in English. Information in other languages is available at: The Main Office
located at 15369 County Hwy 26,  Blountsville, AL 35031



Small quantities intended for immediate use may be placed in a container without a label,
provided that the individual keeps it in their possession at all times and the product is used
up during the work shift or properly disposed of  at the end of  the work day. However, the
container should be marked with its contents.

4. Keeping Safety Data Sheets (previously known as Material Safety Data Sheets)

The manufacturer or importer of  a chemical is requiredby OSHA to develop a Safety Data
Sheet (SDS) that contains specific, detailed information about the chemical’s hazard using a
specified format. The distributor or supplier of  thechemical is required to provide this SDS
to the purchaser.

SDS’s are readily available to all employees during their work shifts. Employees can review
SDS for all hazardous chemicals used at this workplace. The Main Office located at 15369
County Hwy 26, Blountsville, AL 35031

The SDS’s are updated and managed by Donna or James (Ott) Startley. If  a SDS is not
immediately available for a hazardous chemical, employees can obtain the required
information by calling Donna or James (Ott) Startley.

5. Training Employees about Chemical Hazards

Before they start their jobs or are exposed to new hazardous chemicals, employees must
attend a hazard communication training that covers the following topics:

● An overview of  the requirements in OSHA’s Hazard CommunicationStandard.

● Hazardous chemicals present in their workplace.

● Any operations in their work area where hazardous chemicals are used.

● The location of  the written hazard communication planand where it may be reviewed.

● How to understand and use the information on labels and in Safety Data Sheets.

● Physical and health hazards of  the chemicals in theirwork areas.

● Methods used to detect the presence or release of hazardous chemicals in the work area.

● Steps we have taken to prevent or reduce exposure to these chemicals.

● How employees can protect themselves from exposure to these hazardous chemicals
through use of  engineering controls/work practices and personal protective equipment.

● An explanation of  any special labeling present in the workplace.
o What are pictorgrams?
o What are the signal words?



o What are the hazard statements?
o What are the precautionary statements?

● Emergency procedures to follow if  an employee is exposed to these chemicals.

Donna or James (Ott) Startley is responsible to ensure that employees receive this
training. After attending the training, employees will sign a form verifying that they
understand the above topics and how the topics are related to our hazard communication
plan.

Prior to introducing a new chemical hazard into any department , each employee in that
department will be given information and training as outlined above for the new chemical
hazard.

6. Informing Employees who do Special Tasks

Before employees perform special (non-routine) tasks that may expose them to hazardous
chemicals, their supervisors will inform them about the chemicals’ hazards. Their supervisors
also will inform them about how to control exposure and what to do in an emergency. The
employer will evaluate the hazards of  these tasksand provide appropriate controls including
Personal Protective Equipment all additional training as required.

Examples of  special tasks that may expose employees to hazardous chemicals include the
following: TBD

7. Informing contractors and other employers about our hazardous chemicals

If  employees of  other employer(s) may be exposed tohazardous chemicals at our workplace
(for example, employees of  a construction contractorworking on-site) It is the responsibility
of Donna or James (Ott) Startley to provide contractors and their employees with the
following information:

● The identity of  the chemicals, how to review our SafetyData Sheets, and an explanation
of  the container labeling system.

● Safe work practices to prevent exposure.

Donna or James (Ott) Startley will also obtain a Safety Data Sheet for any hazardous
chemical a contractor brings into the workplace.



HCS Pictograms and Hazards
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