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SOCAGEE SERVICES, INC. 

EMPLOYEE HANDBOOK 
 

Socagee Services, Inc. ("Socagee") is an oilfield service and construction company. 
Socagee is committed to providing a high-quality professional employment environment. To this 
end, Socagee has adopted certain employment policies and procedures which are contained in 
this employee handbook.   This employee handbook is effective as of July 1, 2022. 

 
The policies in this handbook are a source of information for employees who have 

questions about Socagee 's personnel practices. These policies are not contractual in nature and 
may be unilaterally rescinded, revised, or added to by Socagee from time to time. Additionally, 
although management generally will follow these policies, the President or CFO may, in his or 
her sole discretion, authorize deviations from or exceptions to these policies if, in the President's 
or CFO’s opinion, such a deviation or exception is warranted under the circumstances. Any 
such exception does not constitute a waiver of Socagee’s right to require adherence to these 
policies in the future. The provisions of this handbook control over any contrary statements, 
representations, or assurances by any supervisory personnel. 

 
This employee handbook is the property of Socagee. All employees will be provided with 

a copy of the handbook and will be required to read and abide by it. Employees will be notified 
whenever there has been a significant modification or addition to any of the policies in the 
handbook. 

 
 
 

COMMITMENT TO OUR CUSTOMERS 
 

Never forget who keeps us in business–OUR CUSTOMERS. Our customers are entitled 
to every courtesy and consideration. Their patronage pays our wages and our success depends on 
our quality of service to them. Welcome customers and potential customers. Make them feel 
comfortable. Cordiality, a friendly smile, and a sincere interest in our customers are all effective 
means of retaining their business and encouraging them to recommend us to others. This is an 
important ingredient for a successful business. When on the job site, always respect the 
customer, follow their rules and policies, and offer them courteous, high-quali ty  service. Avoid 
conflicts with customers, and seek help from managers if a customer is dissatisfied. 

 
 
 

CONFIDENTIALITY 
 

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

Compensation and Personnel Information. 
General Financial Information. 
Customer Financial Information 
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Personally Identifying Information of customers and individuals. 
Pending Business Transactions. 
Information regarding transactions, sales, clients, vendors, and customers. 
Customer lists, marketing plans, bids, and pricing information. 
Any information not generally known to the public or to Socagee’s competitors. 
All information considered confidential by any state or federal law or regulation. 
 

Employees of the Company may have access to Confidential Information in exchange for 
their agreements to maintain the confidentiality of the information.  Employees must treat all such 
information as confidential and take all necessary precautions to protect the confidentiality of such 
information.  Employees are prohibited from accessing confidential information which is 
not necessary for the performance of their duties with Socagee.  Employees are prohibited 
from removing Confidential Information from the Company, and are prohibited from copying it or 
reproducing it in any manner.  Employees shall never disclose, divulge or reveal Confidential 
Information to any person without the written consent of the President or CFO.  An Employee’s 
obligation not to disclose, divulge, or reveal any Confidential Information to any person, firm, 
company or entity, without the express written consent of the President or CFO continues after the 
employment ends. 

 
 
 
 

CONFLICTS OF INTEREST AND BUSINESS ETHICS 
 

Socagee is committed to conducting its operations at the highest standard of integrity 
and professionalism.  This commitment requires employees to conduct themselves and their 
affairs in a manner that respects the interests of other employees and customers, and avoids any 
conflicts with the interests of Socagee. Employees are prohibited from working for any person or 
entity that is a competitor while working for Socagee.  Also, employees should avoid any 
situation that involves a business transaction, gift, favor, or other consideration that can appear 
to result in the personal enrichment of the employee, or the employee’s relative or other 
relation.  No employee is to accept any gratuity from any person doing or attempting to do 
business with Socagee, unless approved by the President or CFO. Because acceptance of a 
gratuity can place Socagee and employees in compromising situations, this policy is set up for 
the protection of Socagee and its staff. Any questions regarding Socagee’s expectations for 
employees should be immediately directed to their supervisor. 
 

CONFLICTS; COMPETITION; MOONLIGHTING 
 

As an employee of Socagee, you are expected to devote your best efforts to the work you 
do for the company, and to be loyal to the company and its business interests.  Socagee’s 
fundamental policy is that each employee must be free of any investment or association which 
might interfere or which may be perceived as interfering with the independent exercise of his or her 
judgment in the best interests of Socagee.  Therefore, working concurrently for any person, 
association, business enterprise or company in conflict with or competing with Socagee is not 
permitted, and is cause for immediate discharge.   
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In addition, moonlighting--that is, having another job while you are employed by Socagee – 

is not allowed unless you have been given express written permission of the President.  
Moonlighting will not be permitted if the other job in any way interferes with your being available 
to perform, and performing with your best efforts, your job here at Socagee. 

 
 

EQUAL EMPLOYMENT OPPORTUNITY 
 

Socagee is committed to the principles of equal employment opportunity. All employment 
decisions including, without limitation, decisions regarding recruitment, selection, hiring, 
compensation, benefits, training, advancement, discipline, discharge, and other terms, conditions 
and privileges of employment, are based on individual qualifications, without regard to race, color, 
religion, national origin, sex (including pregnancy), age, disability, military status, genetic information, 
or any other status protected by law. 

 
Socagee will make reasonable accommodations, including modification of its policies 

and procedures in appropriate cases, for qualified individuals with disabilities, if it can do so 
without undue hardship. 

 
It is also Socagee 's policy that any form of discrimination or harassment on the basis of 

race, color, religion, national origin, sex (including pregnancy), age, disability, m i l i t a r y  
s t a t u s ,  genetic information, or any other status protected by law, will not be tolerated in the 
workplace.   "On the basis of sex" includes sexual harassment, which is specifically addressed in 
Socagee 's policy on Anti-Harassment contained in this handbook. 

 
ANTI-HARASSMENT 

 
Socagee strictly prohibits harassment on the basis of race, color, religion, national origin, 

sex (including pregnancy), age, disability, military status, genetic information, or any other status 
protected by law. Actions, words, jokes and comments based on an individual’s sex, race, ethnicity, 
religion, age, disability, military status, or genetic information constitutes prohibited harassment. 
Harassment on the basis of any protected status can be illegal discrimination, and will not be 
tolerated by Socagee. 
 

Sexual harassment is a form of illegal sex discrimination. Socagee will not tolerate any 
form of sexual harassment in the workplace. 

 
Sexual harassment is defined as any unwelcome sexual advances, requests for sexual 

favors or other conduct of a verbal or physical nature when: 
 

(1) submission to such conduct is made either explicitly or implicitly a term or 
condition of a person's employment; 

 



PAGE 5  

(2) submission to or rejection of such conduct by an individual is used as the basis for 
an employment decision affecting that person; 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. 

 
For example, sexual harassment can include, among other things, unwelcome propositions, 

flirtations and requests, whether express or implied, for sexual favors. It can also include other 
unwelcome verbal, visual or physical conduct of a sexual nature, such as unnecessary touching of 
an individual, graphic or verbal commentaries about an individual's body, sexually degrading 
verbal abuse, a display in the workplace of sexually suggestive objects or pictures, sexually 
explicit or offensive jokes and physical assault. 

 
No supervisor or other employee shall threaten or insinuate that another employee's or 

applicant's refusal to submit to sexual advances will adversely affect any condition or privilege of 
that person's employment. Similarly, no employee shall promise, imply or grant any preferential 
treatment to another employee or applicant in exchange for engaging in sexual conduct. 

 
Any employee who feels that he or she is a victim of sexual harassment, or any other form 

of discrimination or harassment, including but not limited to, any of the conduct listed above, by 
any supervisor, management official, other employee, customer, supplier, or any other person in 
connection with employment at Socagee, should bring the matter to the immediate attention of his 
or her supervisor. If that would prove to be uncomfortable (as, for example, if the supervisor 
is the alleged harasser), an employee should directly contact H R (Human Resources). Likewise, 
employees witnessing sexual or any other form of harassment or discrimination, directed at other 
employees should immediately report any such incidents to their supervisor. 

 

Under no circumstances will an employee who in good faith reports alleged incidents of 
illegal harassment or other discrimination, or who cooperates in an investigation of any such 
report, be subjected to any form of reprisal or retaliation on account of his or her having made such 
report or cooperated in such investigation. Any employee who feels that he or she has been 
subjected to such reprisal or retaliation should report the reprisal or retaliation to his or her 
supervisor, and/or HR. 
 

All allegations of harassment, discrimination, or retaliation will be taken seriously and will 
be promptly investigated in as confidential a manner as possible. Appropriate corrective action 
will be taken if warranted. Any employee who, after an investigation, is determined to have 
engaged in any form of discrimination, harassment or retaliation in violation of Socagee policy will 
be subject to appropriate disciplinary action, up to and including discharge. 
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EMPLOYMENT STATUS 
 

Employment with Socagee is terminable at will, meaning that the employment 
relationship can be terminated by either the employee or Socagee at any time with or without 
notice and with or without cause. The at-will nature of an individual's employment with Socagee 
may not be modified except by a written document signed by the President. Any express or implied 
agreements or assurances concerning the terms, conditions or duration of an individual's 
employment, including pay and benefits, are not binding upon Socagee unless they are in 
writing and signed by the President.  Terms and conditions of employment, including pay and 
benefits are subject to periodic changes, at the discretion of Socagee, and can be changed with or 
without cause and with or without notice. 

 
 
 
 

CLASSIFICATION OF EMPLOYEES 
 
Exempt 

 

Employees whose positions fall into executive, administrative, professional or certain 
other categories are classified as exempt from the federal law requiring the payment of overtime 
compensation. Exempt employees are paid a salary basis for all hours worked—whether more or 
fewer than forty during a work week, and this salary compensates them for all hours worked. 
Permanent Full Time Exempt employees accrue paid time off just like Permanent Full Time 
Non-exempt employees. However, the salaries of exempt employees are not subject to deductions 
except for absences of one or more days when the employee has exhausted his or her available paid 
leave or in other circumstances as permitted by law. 

 
 
 
Non-exempt 

 

Employees whose positions do not fall into the categories discussed above are classified as 
non-exempt. Employees who are classified as non-exempt are generally paid on an hourly basis. 
Non-exempt employees are paid overtime compensation as described below. 

 
 
Permanent Full Time 

 

Employees who have been hired for a Permanent position and successfully completed 
the 60-day orientation period and who normally work at least 32 hours per week are considered 
Permanent, full-time employees.  Permanent full-time employees are eligible for benefits. 

 

Temporary Full Time 
 

Employees who have been hired for a Temporary position and successfully completed 
the orientation period and who normally work at least 32 hours per week are considered 
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Temporary, full-time employees.  Temporary employees are not eligible for benefits other than 
those required by law. 

 
 
Part Time 

 

Employees who normally work fewer than 32 hours per week are considered part-time 
employees.  Part-time employees are not eligible for benefits other than those required by law. 

 
 
 

TIME REPORTING AND OVERTIME 
 
Reporting 

 

All employees must accurately report the amount of time they work for Socagee. Strict 
compliance with the following requirements and procedures is a condition of employment with 
Socagee and failure to so comply will result in disciplinary action up to and including discharge. 

 
All non-exempt employees must accurately report all time worked on weekly time sheets 

provided by Socagee, or to their supervisor. Deliberately falsifying a time sheet or time report will 
be grounds for disciplinary action. 

 
Non-exempt employees should not work any hours outside of their regularly scheduled 

work day unless a supervisor has authorized the unscheduled work in advance.  Do not start work 
early, finish work late, work during a meal break or perform any other extra or overtime work 
unless you are authorized to do so and that time is recorded on your time card. Non-exempt 
employees are prohibited from working for Socagee "off the clock"—that is, working for 
Socagee but not reporting time worked. However, if an employee does work "off the clock," he 
or she must report it to his or her supervisor. Working "off the clock" or failure to report all 
time worked will be grounds for disciplinary action. However, any employee who reports 
having worked "off the clock" will be paid for such time. 

 
Overtime 

 

In accordance with federal law, only non-exempt employees are eligible to receive 
overtime pay. Overtime will be paid at the rate of one-and-one-half times a non-exempt employee's 
regular straight-time hourly rate of pay for every hour worked by such employee over forty hours 
in a work week. 

 
Only hours actually worked during the work week will be considered for purposes of 

determining whether overtime pay is due. Time paid but not worked, such as time charged to paid 
time off, holiday pay, etc., will not be included in calculating the number of hours worked in a 
work week for purposes of determining whether overtime is due. 



PAGE 8  

Overtime shall be assigned only when an employee's supervisor determines that overtime 
is necessary to meet Socagee's operating needs. Employees should not work overtime unless 
requested to do so by their supervisor. However, any employee who does in fact work overtime, 
whether approved by a supervisor or not, must report the amount of overtime he or she worked and 
such employee will be paid for such overtime. 
 

Employees who work overtime without approval or who fail to report overtime worked, 
whether approved or not, may be subject to disciplinary action. Any employee who believes he or 
she cannot complete the requirements of his or her position without working overtime should 
discuss the situation with his or her supervisor. 

 
How to Report Policy Violations 
 

Remember, it is a violation of the Company’s policy for any employee to falsify a time card, 
or to alter another employee’s time card. It is also a serious violation of Company policy for any 
employee or manager to instruct another employee to incorrectly or falsely report hours worked or 
alter another employee’s time card to under- or over-report hours worked.  If any manager or 
employee instructs you to (1) incorrectly or falsely under- or over-report your hours worked, (2) alter 
another employee’s time records to inaccurately or falsely report that employee’s hours worked, or 
(3) conceal any falsification of time records or to violate this policy, do not do so.  Instead, report it 
immediately to HR. 

 
If you have questions about deductions from your pay, please contact HR immediately.  If 

you believe your wages have been subject to any improper deductions or your pay does not 
accurately reflect all hours worked, you should report your concerns to a supervisor immediately.  
If a supervisor is unavailable or if you believe it would be inappropriate to contact that person (or 
if you have not received a prompt and fully acceptable reply within three business days), you 
should immediately contact HR.   

 
Every report will be investigated and appropriate corrective action will be taken.  In addition, 

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

WORK WEEK AND PAYDAYS 
 

Socagee 's work week begins at 12:00 a.m. S u n d a y  and ends at 11:59 p.m. the 
following Saturday. Non-exempt employees are paid for hours worked every two weeks.  
Exempt or salaried employees are also paid every two weeks.  Employees may work 
irregular schedules, depending on the needs of the business.  Employees that work a full 
workday are expected to take a meal break of at least thirty minutes.  Employees who leave 
employment for reasons other than discharge will be given their final paychecks not later than the 
next regularly scheduled payday. Employees who are discharged will be given their f i n a l  
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paychecks not later than 6 (six) calendar days after they are discharged, or in accordance with 
applicable state law. 

 
EMPLOYEES UNDER THE AGE OF 18 

 
Employees under the age of eighteen may only work certain hours and in certain 

occupations performing duties approved by the federal and various state governments.   Socagee 
prohibits employees under the age of eighteen from driving for Socagee, operating any type of 
motor operated machinery, such as a baler or shredder, or any other type of activity considered 
hazardous for minors by applicable state or federal government.  Also, Socagee prohibits any 
employee under the age of 21, stipulated by its insurance carrier from operating any motor 
vehicle. 

 
 
 

PAYROLL DEDUCTIONS 
 
Mandatory Deductions 

 

Income tax is deducted from employee pay as required by on federal law. The amount of 
the deduction is determined by the employee's pay and number of exemptions claimed. Social 
Security and Medicare taxes are also deducted from pay in an amount determined by federal law. 
Additionally, court-ordered child support, court ordered deductions, legally required deductions, 
and Internal Revenue Service tax payments will be withheld from affected employees' pay. 

 
Optional Deductions 

No other deductions will be made from employees' pay without their written authorization. 
With written authorization, employee-paid portions of applicable group insurance premiums, such 
as health insurance premiums, will be deducted from employees' pay.   Other deductions may be 
made from employees' pay from time to time with their written authorization, including any 
applicable advances and the cost of failure to return uniforms.  Any employee who believes that a 
deduction was improperly made should report the matter to his supervisor or HR.  The matter will 
be promptly investigated and resolved. 

 
 
 
 

ATTENDANCE/TARDINESS 
 
Attendance 

 

Regular attendance is required of all employees. 
 

If an employee must be absent due to sickness or for other important reasons, the employee 
must notify his or her supervisor as early as possible, and in no event later than the time the 
employee is scheduled to report for work. If the employee is unable to call personally, he or she 
should have a relative or friend make the call. An employee's failure to timely notify his or her 
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supervisor will result in disciplinary action up to and including discharge. 
 

Frequent absences interfere with the performance of an employee's job duties and will 
result in disciplinary action up to and including discharge. 

 
If an employee is absent three consecutive work days without notifying the employee's 

supervisor, he or she will be considered to have abandoned the job and voluntarily terminated 
employment at the end of the third day. 

 
 
Tardiness 

 

Employees are expected to be at work on time. However, Socagee recognizes that 
occasionally an employee cannot avoid being late. Incidents of tardiness must be kept to a 
minimum, and an employee who knows he or she will be late must notify his or her supervisor in 
advance. 

 
Frequent tardiness will result in disciplinary action up to and including discharge. 

 
 
 
 
 

PAID TIME OFF 
 

All Permanent full-time employees will be eligible to accrue Paid Time Off 
(PTO) as follows: 1 week of PTO after one full year of employment based on your 
anniversary date. 
 

For example, an employee who has been employed for 11 months is entitled to no Paid Time 
Off. An employee who has been employed by Socagee for 13 months is entitled to one week of 
paid time off.  

 
Paid Time Off does not carry over from year to year and must be taken each year or will be 

lost. Accumulated but unused Paid Time Off will not be paid upon termination of employment 
for any reason. 

 
Paid Time Off may be used for any reason including personal reasons (such as vacations) 

or because of the illness of the employee or a family member. When Paid Time Off is used for 
personal reasons, the employee must request the Paid Time Off at least 4 weeks in advance. The 
Paid Time Off must be pre-approved by the employee's supervisor or HR. Socagee will 
attempt to accommodate employees' preferred Paid Time Off dates; however, because of operating 
conditions and the work schedules, Socagee may not always be able to do so. 
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LEAVES OF ABSENCE 
 
Family and Medical Leave 

 

Introduction 
 

Socagee has adopted a Family and Medical Leave Policy in accordance with the Family 
and Medical Leave Act of 1993 ("FMLA"). Under the policy, eligible employees may take up to 
12 weeks of unpaid leave per year for the birth or placement of a child, or for the serious health 
condition of the employee, or of the employee's spouse, child, or parent, or for qualifying 
exigencies surrounding the call to active military duty of certain family members subject to the 
provisions of the policy and the FMLA.  
 

Eligibility 
 

To be eligible for leave under the policy, Socagee must meet the definition of “employer” 
under the FMLA, an employee must have been employed by Socagee for at least 12 months and 
must have worked at least 1,250 hours during the 12-month period preceding the 
commencement of the requested leave.  

 
Reasons for Leave 

 

Eligible employees may take leave under this policy for the following reasons: 
 

(1) birth of a son or daughter, and to care for the newborn child; 
 

(2) placement of a son or daughter for adoption or foster care; 
 

(3) when the employee is needed to care for an immediate family member (i.e., spouse, 
son or daughter, or parent) with a serious health condition; 

 
(4) when the employee is unable to perform the functions of his/her position because of 

the employee's own serious health condition; 
 

(5) for qualifying exigencies arising out of the fact that the employee’s spouse, son, 
daughter, or parent is on active duty or call to active duty status as a member of the National Guard 
or Reserves in support of a contingency operation. 

 
"Serious health condition" generally means any condition that involves inpatient care (i.e., 

overnight stay) in a hospital, prenatal care, any period of incapacity requiring absence from work 
of more than three calendar days that also involves continuing treatment by a health care provider, 
and continuing treatment by a health care provider for certain chronic or incurable conditions. 

 
Maximum Amount of Leave Allowed 
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An employee may take a maximum of 12 weeks leave under this policy within a 12-month 
period of time. The 12-month period is a "rolling" period, measured backward from the date an 
employee uses FMLA leave. For example, if an employee has taken eight weeks of leave during 
the past 12 months, the employee would be able to take an additional four weeks' leave. 

 
An employee who is a spouse, son, daughter, parent, or next of kin of a current member of 

the Armed Forces, including a member of the National Guard or Reserves, with a serious injury or 
illness may take up to a maximum of 26 workweeks of unpaid leave during a single 12-month 
period to care for the service member. 

 
Substitution of Paid Time Off 

 

If an employee requesting FMLA leave does not have any accrued Paid Time Off, the 
FMLA leave will be without pay. If the employee has accrued Paid Time Off, the employee's 
Paid Time Off must first be substituted for any unpaid leave. Employees on FMLA leave may 
also be eligible for workers' compensation. 

 
Notice of Leave 

 

An employee must give Socagee at least 30 days' advance written notice of the need for 
leave or provide the notice as soon as practicable under the circumstances. This notice should 
be provided by completing Socagee 's Request for Leave form, which is available from the 
Socagee office. The employee should complete the Request for Leave form and give it to his/her 
supervisor, who will then consult with the H R  t o  determine whether the request qualifies for 
FMLA leave under this policy. 

 
Medical Certification 

 

If an employee requires leave due to the serious health condition of the employee or a 
member of the employee's immediate family, the employee and the attending health care provider 
generally must provide medical certification of the need for the leave. The necessary forms can 
be obtained from HR. Socagee may request re-certification at reasonable intervals during the 
leave. 

 
When FMLA leave is taken because of an employee's own serious health condition, the 

employee must have his/her health care provider complete Socagee 's Medical Certification of 
Fitness to Return to Work form (available from the office staff) before the employee will be 
permitted to return to work. 

 
Status Reports 

 

An employee on FMLA leave must contact the employee’s supervisor on the 1st and 
15th day of each month (or on the first workday following the 1st and 15th, if those days fall on a 
weekend or holiday) to report on the status of the reason for the leave, the employee's intent to 
return to work, and the expected date of return. 
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Returning from Leave 

 

Following the completion of FMLA leave, employee will usually be reinstated to their 

former position, or to an equivalent position. However, an employee returning from FMLA leave 
may be denied reinstatement if the employee's employment would have been terminated had the 
employee not been on leave, if the employee is no longer qualified for the position, if the employee 
is unable to perform the essential functions of the job with or without reasonable accommodations, 
or if the employee is a "key" employee. 

 
Health Insurance and Other Benefits 

 
If Paid Time Off is substituted for a portion of FMLA leave, the employee's portion of any 

applicable health insurance premiums and other benefits contributions will continue to be 
deducted from the employee's regular payroll check. If FMLA leave is unpaid, SOCAGEE 
will maintain the applicable employee's group health insurance benefits under the same terms as if 
the employee had continued to be actively employed. The employee must pay the employee's 
portion of the premium during the leave. Employees should contact HR regarding their rights and 
obligations with respect to health insurance and other benefits while on unpaid leave. 

 
Court Leave (Jury Duty, Appearance as Witness, etc.) 

 

Any employee summoned to serve as a juror, or subpoenaed to appear as a witness, must 
notify his or her supervisor upon receipt of such summons or subpoena and, to the extent possible, 
keep in touch with his or her supervisor during the time the employee is serving as a juror or 
appearing as a witness. If, on any given day, an employee is released from jury summons or 
subpoena and two or more hours remain in the workday, the employee must return to work. 

 
Any employee who serves as a juror or appears as a witness pursuant to a subpoena will be 

permitted to return to the same employment he or she held when summoned or subpoenaed unless 
circumstances have changed while the employee was serving so that reemployment is impossible 
or unreasonable. 

 
An employee intending to return to Socagee following jury service or appearance as 

a subpoenaed witness must, as soon as practical after release from jury service or subpoena, give 
Socagee actual notice that the employee intends to return and must provide Socagee with 
documentation from the court or other tribunal concerning the actual dates and times of such 
employee's service or appearance. 

 
An employee wishing to take time off to appear voluntarily as a witness or party to any 

litigation or other judicial, legislative or administrative proceeding must obtain the approval of his 
or her supervisor. The employee will be required to use any available paid time off or to obtain 
approval for a leave of absence without pay. 

 
In the event an employee appears as a witness or attends court proceedings at the request of 
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Socagee, such time will be considered hours worked for all purposes and the provisions of this 
policy will not apply. 

 
Military Leave 

 

An employee's eligibility for leave for military service and reemployment afterwards are 
governed by state and federal law, which Socagee will follow. Questions regarding military leave 
should be directed to HR. 

 
Maximum Leave Policy 

 

To fairly balance the needs of a stable workplace with those of employees on long-term 
leaves of absence, Socagee has adopted this maximum leave policy. An employee absent from work 
for four consecutive months will be discharged, regardless of the reason for the leave. An 
employee discharged under this policy may reapply for available positions in Socagee for which 
the employee is qualified; however, there is no guarantee of reemployment. 

 
At any time during the four-month period, if the employee seeks to return to work, 

Socagee will make a reasonable effort to return the employee to the employee's former position, 
if that position is available, or, if it is not available, to another available position with Socagee for 
which the employee is qualified, if any. There is no guarantee, however, that any position will be 
available. All the above is subject to any reinstatement right or other leave right the employee 
may have under any applicable law. 

 
 
 

EMPLOYEE BENEFITS 
 
Insurance 

 

After completing any applicable waiting period, participation in certain insurance plans is 
offered to certain employees. Participation in the plan is voluntary, and the cost and eligibility 
of participation varies by plan. Details regarding insurance coverage can change on occasion and 
are outlined in the Summary Plan Description which can be obtained from HR. 

 

Continuation Coverage Under State Law 
 

Pursuant to state law, continuation health coverage is available to certain employees and 
certain members of their families upon certain qualifying events. Details regarding continuation 
coverage can be obtained from HR. 

 
Other Benefit Plans 

 

Socagee may maintain other benefit plans.   Details regarding these plans can be 
obtained from HR, and may change with or without notice. 
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Workers' Compensation 
 

Socagee is a subscriber under applicable state Workers' Compensation Acts. Employees 
who are injured or become ill as a result of a work-related accident or incident must report the 
accident or incident to their supervisor as soon as possible. Such employees may be eligible for 
benefits under the applicable Workers' Compensation Act. 

 
 

COMPANY PROPERTY 
 

Every employee will be working with Company equipment, using supplies, using rented 
uniforms, and handling Company property.  The best rule to follow is to exercise care for 
Company property with the same respect you would want shown for your personal property.  
Here are a few guidelines to follow: 
 
EQUIPMENT - is costly and is designed for a certain purpose. It should not be used for a job it 
is not designed to handle or perform.  All equipment should be restored to good clean operating 
condition when you are finished using it.  Return movable equipment to the proper storage areas.  
It is the Company's policy not to loan out tools or equipment without expressed prior approval by 
management. 
 
SUPPLIES - used on the job-site and offices, such as cleaning supplies, paper, pens, etc.,  are  
certainly  necessary;  however, they  add  to  the  cost  of  doing  business. Therefore, they 
should be used wisely and not wasted. Supplies, when needed, may be reordered by the Purchasing 
Manager or his/her designee.  

 
EQUIPMENT AND UNIFORMS ASSIGNED TO EMPLOYEES - such as tools, uniforms, 
etc., are Company property and must be cared for properly. In the event of termination, all Company 
equipment and uniforms assigned to you must be returned in good condition, or you will be charged 
for it.   These items must be signed out/in with y o u r  Supervisor and you are requested to report 
repairs that may be necessary. 
 

Note: An employee is issued tools to perform his or her job from time to time by the Company.  
Should any of these tools become lost or misplaced, the employee is responsible for immediate 
replacement. 

 
USE OF COMPANY VEHICLES - An employee that may be assigned a Company vehicle 
must always drive with care,  obey the law, including any applicable DOT regulations.  Seat belts 
must be worn at all times.  Any employee who improperly operates, damages, or otherwise 
misuses any Company vehicle will be subject to disciplinary action or possible discharge. In 
addition any fines, citations, or related penalties sustained by an employee from improper 
operation of a Company owned vehicle must be paid by the employee.   Employees shall not 
operate the vehicle while under the influence of any alcohol or drug that may affect the employee’s 
ability to drive, and no drugs or alcohol are allowed in the vehicle.  Employees must utilize 
hands-free devices whenever possible. If it is necessary to operate an electronic device 
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(computer, PDA, or cell phone, etc.) while operating a vehicle or other piece of equipment, 
pull to the side of the roadway, or cease operating the equipment.  
 
Company owned vehicles should not be used for personal reasons, and only other employees are 
allowed to ride in the vehicle.  Company vehicles should be kept clean and in good working order, 
and free from bumper stickers, and any other non-company related item.  Smoking is not allowed in 
Company vehicles.  Only company equipment should be in the vehicle, and only company trailers 
should be pulled by the vehicle.  Employees are responsible for obtaining timely oil changes, and 
informing management of the need for any repairs.  Prior to the start of each workday, employees 
must fully fuel the vehicle, including the transfer tank. Vehicle mileage reports must be completed 
and turned in daily. 
 
KEYS AND SECURITY CODES - Employees having possession of Company keys and/or 
security codes of any type are responsible for their safe keeping.  Loss, theft or misuse of any of 
these must be reported immediately. No duplication is allowed for any reason. 
 

CREDIT CARDS – Socagee will issue company credit cards to certain employees for use in their 
jobs.  Use of company-issued credit cards is a privilege, which Socagee may withdraw at any time.  
Any credit card Socagee issues to an employee must be used for business purposes only, in 
conjunction with the employee's job duties. Employees with such credit cards shall not use them 
for any non-business, non-essential purpose, i.e., for any personal purchase or any other transaction 
that is not authorized or needed to carry out their duties. Employees must pay for personal 
purchases (i.e., transactions for the benefit of anyone or anything other than the Company) with 
their own funds or personal credit cards.  

If any employee uses a company credit card for personal purchases in violation of this policy, the 
cost of such purchase(s) will be considered an advance of future wages payable to that employee, 
and will be recovered in full from the employee's next paycheck; any balance remaining will be 
deducted in full from subsequent paychecks until the wage advance is fully repaid.   If an employee 
uses a company credit card for any other type of unauthorized transaction in violation of this 
policy, i.e., incurs financial liability on the Company's part that is not within the scope of the 
employee's duties or the employee's authorization to make business-related purchases, the cost of 
such purchase(s) or transaction will be the financial responsibility of that employee, and the 
employee will be expected to reimburse the Company via deductions from pay until the 
unauthorized amount is fully repaid. In addition to financial responsibility and liability for wage 
deductions, any purchases an employee makes with a company credit card in violation of this 
policy will result in disciplinary action, up to and possibly including termination of employment, 
depending upon the severity and repeat nature of the offense. 

 
 

DISCIPLINE 
 

All employees are expected to perform their duties diligently and to conduct themselves in 
a professional and courteous manner at all times. Failure to observe the expected standards of 
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performance and behavior and/or violations of policies o r  r u l e s  will result in appropriate 
disciplinary action. What is appropriate will depend upon the circumstances and may include such 
things as oral warning, written reprimand, suspension, probation, demotion, or discharge. 
Records of disciplinary action will usually be placed in an employee's personnel file. 

 
Ordinarily, disciplinary action will be recommended by the employee's immediate 

supervisor and approved by their applicable manager. Although it is the practice of to warn and 
counsel employees prior to considering termination of employment, there may arise circumstances 
where the employee's conduct is such that immediate discharge is warranted. Employment 
with Socagee is at will and can be terminated by either Socagee or the employee at any time with or 
without notice and with or without cause. 

 
Any employee who disagrees with any disciplinary action taken against him or her may 

utilize the Complaint procedure contained in this handbook. 
 
 

SAFETY 
 

Socagee considers its people to be its most valuable asset. To ensure the safety of all 
our employees and our customers, we will make every reasonable effort to provide a safe, healthy 
and accident-free environment. As a condition of employment, each employee must (1) obey 
all safety policies and work rules; (2) immediately report any unsafe conditions to the 
employee's supervisor or, if unavailable, other management representative; (3) immediately report 
any injury to the employee's supervisor or if unavailable, other management representative; and 
(4) exercise appropriate care in carrying out his or her assignments. 

 
Employees must utilize hands-free devices whenever possible. If it is necessary to 

operate an electronic device (computer, PDA, or cell phone, etc.) while operating a vehicle or 
other piece of equipment, pull to the side of the roadway, or cease operating the equipment. 
Conversation, the radio, and any other audible distraction must be maintained at a reasonable 
volume such as to prevent a distraction to the driver. If a driver becomes excessively fatigued 
while operating a vehicle or other piece of equipment, he/she must either relinquish control of the 
equipment, or take a break and recuperate.  Operators of any equipment are expected to mitigate 
any distractions while operating equipment. If an operator is unable to alleviate a distraction, and 
he/she believes his performance is hindered, he must report the situation to a supervisor.  

 
 

SUBSTANCE ABUSE   
 

 Socagee recognizes a responsibility to help provide a safe and productive 
workplace for its employees. To this end, and to safeguard Socagee's property, protect the 
health and safety of employees and the general public, and to set a positive example for the 
community in which Socagee does business, Socagee has adopted this policy and a separate 
Substance Abuse Policy.  It is the policy of Socagee to maintain a drug-free workplace. Socagee 
prohibits the manufacture, distribution, dispensation, possession, concealment, use, sale or 
transfer of alcohol, inhalants, drugs or controlled substances, and the possession of drug-related 
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paraphernalia or literature promoting the use of illegal drugs, while at work, on Socagee 's 
premises (including parking lots), in Socagee vehicles, or on Socagee business. Socagee also 
prohibits the presence of any person (including employees of Socagee) on Socagee premises 
(including parking lots), or in Socagee vehicles or while on Socagee business while under the 
influence of alcohol, inhalants, drugs or controlled substances. Socagee also prohibits the 
presence of any person (including employees of Socagee) on Socagee premises (including parking 
lots or company housing), customer locations, or in Socagee vehicles while under the influence of 
alcohol, inhalants, drugs or controlled substances while ”on duty.”  "Under the influence" with 
respect to alcohol, drugs, inhalants, or controlled substances, means having any detectable level in 
the person's body, regardless of when or where it may have been consumed.  In addition, Socagee 
strictly prohibits the operation of company vehicles or equipment by any person with any 
detectable amount of alcohol, inhalants, illegal drug, controlled substance, or any other drug, 
substance, or medicine which may impair the ability to operate the vehicle in the system, 
regardless of when or where it was consumed. 

 
Compliance with this policy and all other Substance Abuse Policies is a 

condition of initial and continued employment. Disciplinary action, up to and including 
discharge, will be taken against any employee who violates this Policy. 

 
In order to enforce this Socagee policy in a fair and effective manner, Socagee 

reserves the right to require that an employee take a test to determine the presence of a 
controlled substance, drug or alcohol in an employee’s body.  Socagee may require a test at 
random,  o r  any time when it has reasonable suspicion to perform the test and may believe an 
employee is under the influence of a controlled substance, drug, or alcohol. 

 
 
 

WEAPONS 
 

Socagee prohibits the possession, concealment, use or transfer of any firearm (including a 
handgun), or any other weapon (including knives, clubs or other articles or devices that are 
primarily used to inflict injury), while at work, in company offices, on company  premises, in a 
company vehicle, or while on company business.  Socagee also prohibits the presence of any 
person in possession of a firearm or other weapon on company premises.  This restriction is 
applicable irrespective of whether the person or employee (other than a licensed peace officer) is 
licensed to carry a concealed weapon under state law, unless the applicable state law allows the 
properly licensed employee to store the weapon in a locked, secure private vehicle or other 
specifically designated secure area within that state.   
 

Employees may seek approval from the company for a waiver of or exception to this 
prohibition based on unique circumstances.   Possession of a weapon can be authorized by the 
President to allow security personnel or a trained employee to have a weapon on company property 
when this possession is determined necessary to secure the safety and security of company 
employees. Only the President or his designee, may authorize the carrying of or use of a 
weapon.  In the event of a state law exception to this policy, the employee must provide 
documentation that the exception applies to that employee, weapon, and situation. 
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            Any violation of this policy will be rounds for discipline, up to and including termination of 
employment, and may result in prosecution for any appropriate offense. 

 
 

SMOKING 
 

In keeping with Socagee’s intent to provide a safe and healthful work environment, smoking 
is prohibited throughout the workplace, including company vehicles, except in designated areas. 
Smoking is also prohibited on any customer’s worksite, in accordance with that customer’s rules. 
Socagee’s policy applies equally to all Employees, customers, and visitors. 

 

 
PROFESSIONAL APPEARANCE 

 
Socagee is a professional organization committed to presenting a professional, neat, clean, 

safe, and well-groomed appearance to the public and our customers. All employees are expected 
to exhibit neat and clean attire and grooming as appropriate for their position within Socagee. 
All employees are expected to wear any applicable uniforms and safety equipment appropriate for 
their position.  Any questions regarding Socagee’s policy should be referred to the employee’s 
supervisor. 

 
 

COMPLAINTS 
 

All employees are encouraged to bring any problems or concerns they have relating to 
work to the immediate attention of their supervisors or Manager. In turn, supervisors will try to 
reach a quick and fair solution.  If, however, an employee is not satisfied with the supervisor's 
solution, he or she may bring the matter to the attention of HR. 
 
 

SOLICITATION AND DISTRIBUTION 
 

In order to prevent disruption of operations, solicitation and distribution of literature will 
be limited as follows: 

 
1. Solicitations are not permitted by employees for any purpose during working time. An 
employee may not engage in solicitation of other employees while they are working. 

 
2. Distribution of literature is not permitted for any purpose during working time or at any 
time in working areas. 

 
3. Non-employees may not solicit for any purpose or engage in distribution of literature of 
any kind on Socagee 's premises at any time. Off-duty employees may not engage in solicitation 
or distribution of literature in Company buildings or work areas at any time. 
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4. Loitering in the buildings and work areas before or after work hours is not permitted. 
 

Disciplinary action, up to and including discharge, may result if an employee is found to 
have violated Socagee’s policy. 

 
No exceptions to this policy shall be made without the express written consent of HR. 

 
 
 

INVESTIGATION AND SEARCHES 
 

In response to complaints, or upon suspicion, Socagee may investigate employee 
conduct. Such investigation may include conducting searches of any company property, including, 
but not limited to, files, desks, computers, communication devices, vehicles, and offices. An 
investigation may also include conducting searches of any employee or personal property located 
on or in Socagee property. 

 
 
 

USE OF COMPUTERS AND COMMUNICATION SYSTEMS 
 

Computer systems and communication devices that allow telephonic communication and 
access to the Internet and electronic communication systems are the property of the Socagee and 
are provided to facilitate Socagee business. Employees are permitted access to the Internet and 
electronic communication systems to assist in the performance of their jobs. Personal use means 
use that is not job-related. In general, incidental and occasional personal use of Socagee’s 
Communications devices, Internet access or electronic communication systems is permitted; 
however, personal use is prohibited if it interferes with the employee’s productivity or work 
performance, or with any other employee’s productivity or work performance; adversely affects 
the efficient operation of the computer or communications system;   results in charges or expenses 
to Socagee;   or violates any provision of this policy, or any other policy, regulation, law or 
guideline as set forth by local, State or Federal law.   Any employee using Socagee’s internet or 
communication systems for personal use must present their communications in such a way as to be 
clear that the communication is personal and is not a communication of Socagee.   Any IP 
address or telephone number maintained, reimbursed, or paid by Socagee is strictly the 
property of Socagee.  No employee should have any expectation of privacy in any message, file, 
image or data created, sent, retrieved or received by use of Socagee’s equipment and/or access. 
Socagee has a right to monitor any and all aspects of their computer systems and communication 
devices, including, but not limited to, sites, instant messaging systems, chat groups, or news groups 
visited by agency users, material downloaded or uploaded by agency users, and e-mail sent or 
received by agency users. Such monitoring may occur at any time, without notice, and without the 
user’s permission. Certain activities are prohibited when using the Internet or electronic 
communications. These include, but are not limited to: 
 

 accessing, downloading, printing or storing information with sexually explicit content as 
prohibited by law; 

 downloading or transmitting fraudulent, threatening, obscene, intimidating, defamatory, 
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harassing, discriminatory, or otherwise unlawful messages or images; 
 installing or downloading computer software, programs, or executable files contrary to 

policy; 
 uploading or downloading copyrighted materials or proprietary information contrary to 

policy; 
 uploading or downloading access-restricted information contrary to policy or in violation 

of agency policy; 
 sending e-mail using another’s identity, an assumed name, or anonymously; 
 permitting a non-user to use for purposes of communicating the message of some third 

party individual or organization; 
 any other activities designated as prohibited by Socagee. 

 
 
 

TERMINATION OF EMPLOYMENT 
 
Resignation 

 

Employees who resign from Socagee should give at least two weeks written notice.   The letter 
of resignation should state fully the reason(s) for leaving and should be turned in to the 
employee's supervisor. Resigning employees will be given their final paychecks no later than the 
next regularly scheduled payday. All applicable mandatory and optional, authorized deductions 
will be made from the employee's last paycheck. 

 
Involuntary Termination of Employment 

 

Employment with Socagee is at will and may be terminated by Socagee at any time 
with or without cause and with or without notice. Employees will be paid for all hours worked 
through the effective date of the termination of their employment in accordance with applicable 
state law.  All applicable mandatory and optional, authorized deductions will be made from the 
employee's last paycheck. 

 
 
 

EMPLOYMENT REFERENCES 
 

Socagee 's policy is not to provide references regarding former employees. Socagee will 
only verify dates of employment, the position held, and rate of pay. Requests for references should 
be directed to HR. The President may, in his or her discretion, make exceptions to this policy; 
however, such exceptions normally will not be made unless Socagee receives a written 
authorization and release from the former employee. 
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EMPLOYEE ACKNOWLEDGMENT 
 

I have received a copy of and have read the foregoing Socagee Employee Handbook and am 
familiar with its terms. I understand that it is not a binding contract, but a source of information 
and a set of guidelines for implementation of personnel policies. I understand that Socagee can 
unilaterally rescind, modify, or make exceptions to any of these policies, or adopt new policies, at 
any time. I also understand that the provisions of Socagee Employee Handbook will control over 
any contrary statements, representations or assurances made by any supervisory personnel except 
those made by the President or HR in writing. I also understand that Socagee has the discretion to 
change the terms and conditions of my employment at any time, with or without cause.   I also 
understand that periodic adjustments to pay and benefits may be made at any time, with or without 
cause, at the discretion of Socagee. 

 
I also understand that, notwithstanding any of the provisions of Socagee Employee Handbook, I am 
employed on an at-will basis. Accordingly, my employment may be terminated at any time, by me 
or by Socagee, with or without notice and with or without cause. I further understand that the at-
will nature of my employment with Socagee may not be modified except by a written document 
signed by the President, who I understand is the only individual with authority to make such 
modifications on behalf of Socagee, and that any agreements or assurances concerning the terms, 
conditions or duration of my employment are not binding unless they are in writing and signed by 
the President 

 
 
 
 

EMPLOYEE'S SIGNATURE 
 
 
 

DATE:      
 
 
Please sign Socagee’s page and return it to your manager immediately.   A copy of Socagee’s 
acknowledgment will be retained in your personnel file. 
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AUTHORIZATION FOR DEDUCTION FROM WAGES 
 
 

I understand that Socagee may provide to me keys, uniforms, tools, vehicles, 
communication equipment and other property for my use during and in connection with my 
employment. In consideration of my employment with Socagee, I hereby agree that upon 
termination of my employment with Socagee for any reason, I will promptly return all keys, 
equipment, uniforms and other Company property in my possession to Socagee, and should I 
fail to do so, I hereby authorize Socagee to deduct the reasonable value of any such unreturned 
keys, uniforms, equipment or other Company property from my final paycheck, provided such 
deductions are in compliance with the applicable laws. Should the deductions from my final 
paycheck be insufficient to cover the reasonable value of such unreturned keys, equipment, 
uniforms or other Company property, I hereby agree to reimburse Socagee for the balance. 

 
I understand that any purchases made in the name of Socagee or on a Socagee credit card 

without proper authorization become the personal financial responsibility of the employee making 
them. In consideration of my employment with Socagee, I hereby agree that should I make an 
unauthorized purchase in the name of Socagee, and if Socagee does not realize the benefit of such 
purchase, I will repay Socagee for such purchase and hereby authorize Socagee to deduct the 
amount of such purchase from my wages, provided such deductions are in compliance with the 
applicable wage and hour laws. 

 
I further understand that I may incur personal charges for Socagee services and 

amenities, including, but not limited to, benefits, postage, long distance telephone charges, 
mobile telephone charges, charges for personal items, and food charges. I further understand that 
I must follow the Socagee cell phone policy and travel and expense policy.  If I exceed the 
limitations of the cell phone policy or travel and expense policy I will be financially responsible 
for the charges exceeding the policy limits.  I am expected to maintain my employee accounts in 
a current condition at all times. I hereby authorize Socagee to deduct the amount of my personal 
charges from my wages, provided such deductions are in compliance with the applicable wage and 
hour laws. 

 
I further agree that in the event my employment with Socagee is terminated for any 

reason before any amounts I owe to Socagee are fully repaid by deductions from my paychecks, 
I hereby agree to reimburse Socagee for the balance. 

 
 
 
 

EMPLOYEE SIGNATURE 
 
 

DATE 


