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WELCOME 

ECSI would like to welcome you to the Company. I am pleased you have chosen to become a valuable member of our team. 
 
The ECSI culture is built on the foundation of our core values with an emphasis on safety, further training and education for all employees. We are 
confident that you will find ECSI a safe and rewarding place to work. We strive for continuous improvement for both the employee and the company. 
 
ECSI encompasses an innovative blend of the construction and technology industries, making the company a leader among the competition. The 
success of the company is driven by the dedicated employees and a company culture that allows us to provide high quality services to our customers. 
By satisfying our customs’ needs, they will not only continue to do business with us, they will recommend our services to others. Our commitment 
directly influences a positive reputation in the industry. 
 
This employee handbook was designed to ensure that the standards, policies and procedures align with the values of the company. 
 
I hope you will find your employment here at ECSI to be both challenging and rewarding. 
 
Thank you and welcome! 
Jerry Hein, President 
 

PURPOSE AND DISCLAIMER 

This Employee Handbook is designed to introduce employees to the organization, familiarize you with Company policies and employee standards 
as they pertain to you as an employee, provide general guidelines on work rules, procedures and other issues related to your employment, and to 
help answer many of the questions that may arise in connection with your employment. It is not intended to be comprehensive or to address all 
the possible applications of, or exceptions to, the general policies and procedures described. For that reason, if you have any questions concerning 
a policy or practice, you should address your specific questions to the Field Operations Coordinator. 

 
The information contained in this handbook applies to all union employees of ECSI which are governed by collective bargaining agreements. 

 
This handbook nor any other company document is a contract of employment. Nothing contained in this handbook is intended to create or 

imply a contract for employment. Nor does it guarantee any fixed terms and conditions of your employment. Nothing in this handbook alters 
an employee’s “at-will” status. Your employment is not for any specific time and may be terminated at will with or without cause and without 

prior notice by the company, or you may resign for any reason at any time. No manager or other representative of the company (except the 
President) has the authority to enter into any agreement for employment for any specified period of time or to make any agreement contrary 
to the above. 

 

The company reserves the right to change, suspend, or eliminate any or all matters contained in this handbook and all other policies, rules, 
and procedures at any time without prior notice. The company retains sole discretion to interpret the provisions of this handbook and to 
depart from those provisions or any other Company policies, rules or procedures if the company determines such action is appropriate. 

 
It is the intent of the Company to comply with all applicable federal, state, and local laws. The provisions of this handbook supersede the 

provisions of all other previous handbooks, manuals, policies, rules and procedures that address the subjects covered in this handbook or are 
inconsistent with this handbook. All such previous field handbooks, manuals, policies rules, and procedures are expressly revoked.  
 

EQUAL EMPLOYMENT OPPORTUNITY AND AFFIRMATIVE ACTION POLICY STATEMENT 

It is ECSI’s policy to provide equal opportunity to all employees and applicants for employment in accordance with all applicable laws, directives 
and regulations and rules of federal, state and local government bodies and agencies. 

 
ECSI will not discriminate against or harass any employee or applicant for employment because of their race, color, creed, religion, national origin, 
sex, sexual orientation, disability, age, marital status, familial status, veteran status, membership or activity in a local human rights commission or status with 
regards to public assistance. We will take affirmative steps to ensure that all of our company’s employment practices are free of discrimination. 
Such employment practices include, but are not limited to, the following: hiring, upgrading, demotion, transfer, recruitment or recruitment 
advertising, selection, layoff, disciplinary action, termination, rates of pay or other forms of compensation, and selection for training, including 
apprenticeship. We will provide reasonable accommodation to applicants and employees with disabilities whenever possible.   

 
ECSI will evaluate the performance of its management and supervisory personnel on the basis of their involvement in achieving these Affirmative Action 
objectives as well as other established criteria. In addition, all employees are expected to perform their job responsibilities in a manner that supports equal 
employment opportunities.  
 
We have appointed Ronald Somerville to manage the company’s Equal Employment Opportunity (“EEO”) program. This person’s responsibilities include 
monitoring all EEO activities and reporting the effectiveness of the company’s Affirmative Action program as required by law. I will receive and review 
reports on the progress of the program.  Any employee or applicant may inspect our Affirmative Action Plan and information related to our EEO program 
during normal business hours. Please contact the EEO manager listed above for further information. 
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Any employee or applicant for employment who believes s/he has been treated in a way that violates this policy should contact either Ronald Somerville 
at 7900 Chicago Ave S., Bloomington, MN 55420, 651-643-6610 and rsomerville@ecsillc.com or any other management representative. The company will 
take immediate action to investigate and address allegations of discrimination or harassment confidentially and promptly.     

 

EMPLOYEE STANDARDS 
 

To maintain a standard of excellence, all employees must continue to act and perform in a professional manner. The actions of any individual 
representing ECSI reflect on all. Therefore, the following policies and standards have been put in place: 
 
I. Major Policies & Standards 

A. Employees of ECSI are expected to: 
1. Respect the ownership of material, tools, equipment, supplies, etc., which belong to ECSI, the owner, or any other 

contractor or person. Any item(s) taken without the purchase or permission from the Owner of said item(s) will be 
considered theft. 

2. Refrain from all use of alcoholic beverages or drugs (other than prescription medication as directed by a physician) on or off 
the job site during working hours. Arriving to work under the effects or influence of alcoholic beverages or drugs will be 
considered the same as usage during working hours. 

3. Conduct themselves in a business like and professional manner. Disobeying, threatening or striking supervisory or any other 
personnel will be considered gross insubordination. 

4. Treat others respectfully. Verbal or physical abusiveness to co- workers, customers or any of their representatives, such as 
the general contractor, architect, engineer, etc., will not be tolerated. 

5. Refrain from conducting personal business during working hours. 
6. Care for the property of others. Intentional destruction of, or damage to the equipment, materials, tools, premises etc., of 

either ECSI or others, will not be tolerated. 
7. ECSI prohibits all employees from carrying, possessing or using firearms (including, but not limited to a handgun) or other 

weapons while on company premises, while operating company machinery, equipment or vehicles for work related 
purposes or while engaged in company business off premises. This policy applies to all employees while acting in the course 
and scope of employment, including but not limited to those who have a valid permit to carry a handgun. Violation of this 
policy will be considered a major infraction and will result in disciplinary action up to and including termination of 
employment. 

8. Follow company safety policies. 
B. Infractions of major policies and standards are considered to be grounds for immediate termination without any need for advance 

warning.  
 

II. Minor Policies & Standards 
A. Employees of ECSI are expected to: 

1. Remain in good standing in the union and the JATC. 
2. Report to and be ready for work at the scheduled time and place. An employee who will be late for or absent from work 

shall contact the sick/late phone line and notify their Project Lead immediately. The third documented failure to comply 
with this requirement will be considered sufficient cause for termination. 

3. Remain on the job site throughout the working hours. Employees are not to leave the job site early without permission of 
their immediate supervisor and shall not have payroll time turned in for time not worked. 

4. Keep all meal breaks to no longer than thirty (30) minutes and breaks to no longer than fifteen (15) minutes, including time 
to and from the work area. When at all possible, breaks shall be taken in the employee’s immediate work area. 

5. Take direction from their supervisory personnel. Verbal insubordination to supervisory personnel is not acceptable 
behavior. 

6. Socializing and wasting of working time, whether as an individual, with a co-worker or the personnel of other companies are 
not acceptable behavior. 

7. Use care at all times. Carelessness and/or abuse of material, tools, equipment etc., whether the property of ECSI or others, 
is harmful and unacceptable. 

8. Not use the Company’s information resources and equipment, including Internet, e-mail, computers, phones, etc., for 
transmitting, retrieving or storing of any communications of a defamatory, discriminatory, harassing or pornographic 
nature. No messages with derogatory or inflammatory remarks about an individual, including remarks of the protected 
classes within the Title VII of the Civil Rights Act of 1964, shall be transmitted. Harassment of any kind is prohibited.  

9. Users are provided with information resources, such as cell phones and computers and access to assist them in the 
performance of their jobs. All Company resources, including computer systems and company-related work records, belong 
to the Company and not the User.  

10. The Company routinely monitors usage patterns for its e-mail and Internet communications. Since all Company information 
resources, including the computer systems and software, e-mail and Internet connections, are Company-owned, all 
Company policies are in effect at all times. Employees should use discretion in the sites that are accessed, and activities 
performed using Company Information Resources. There should be no expectation of privacy in anything an employee 
creates, stores, posts, sends or receives using the Company’s information resources. 

11. Respond promptly to report the theft, loss or unauthorized disclosure of the Company proprietary information. 
B. Infractions of minor policies and standards will result in verbal a n d  written warnings after the first occurrence. Repeat infractions 

after written warning has been given, will be considered grounds for further disciplinary action up to and including termination. 
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PROCEDURES FOR ADMINISTERING STANDARDS 
 

I. All employees are to be treated fairly and equally. 
 

II. Company officials are to make sure that supervisory personnel handle all infractions properly and equally. 
 

III. Before issuing a warning or administering discipline of any nature, it is the responsibility of the Company, or its representative, to make sure 
that an infraction has in fact, taken place and that all information is accurate. 

 
IV. An employee who is being warned or discharged has the right to know what they are being charged with and also should be given an 

opportunity to respond to the charges before discipline is administered. 
 

V. An employee’s record of previous offenses cannot be used to determine the guilt or innocence on the latest infraction. However, previous 
warnings or records of previous infractions are evidence of a pattern of behavior and may be used to determine the degree of discipline. 

 
VI. Basic types of disciplinary action to be used are: 

A. Verbal Warning 
1. A verbal warning is to take place as soon as possible following an infraction. 

B. Written Warning 
1. A written warning should always follow and confirm a verbal warning. The written warning should sight the infraction, refer 

to the verbal warning and issue a stern warning that any repeat infraction could lead to further discipline, up to and including 
termination. 

C. Termination 
1. An employee may be terminated after having received verbal and written warnings. 

D. Disciplinary Procedures 
1. A verbal warning should be delivered by the employee’s immediate supervisor or other supervisory personnel. 
2. The supervisor shall determine whether or not it is appropriate or necessary to have another person in attendance. The 

Project Manager assigned to the particular project on which the employee is working is to be notified of the infraction. 
3. A written warning should be given to the employee and a copy to the employer. 
4. Subsequent warnings may include the Field Operations Coordinator, Project Manager, Operations Manager and Human 

Resources.  
5. An employee may be terminated after having received verbal or written warnings. 
 

FIELD EMPLOYEE PROCESSES 
 

I. Timecards (See Appendix I) 
A. Timecards shall be due no later than Friday. 

1. Service Team 
i. Email to dispatch@ecsillc.com or hand deliver. 

2. Installation Team 
ii. Email to timecard-ecsifield@ecsillc.com or hand deliver. 

3. A/V Team 
iii. Email to asanders@ecsillc.com or hand deliver. 

B. A timecard is always required even if there is no billable time like vacation, paid time off, sick, shortage of work, etc. 
C. Time must be filled out on the ECSI Field Timecard (See Appendix I).  

1. Acceptable Delivery Formats 
i. E-mailed Excel 

a. Docs To Go cell phone app is preferred. 
ii. E-mailed PDF 

iii. E-mailed picture 
iv. Hard copy 

2. Non-Acceptable Delivery Format 
i. Called in 
ii. Text 

iii. Typed in the body of e-mail 
iv. Faxed 

D. Failure to comply with the above timecards submittal process may result in the following occurring: 
1. If timecard is turned in after 10:00 AM Monday and before 4:00 PM Wednesday, a check will be delayed, required to be 

picked up at the Bloomington office, and direct deposit will not be available. 
2. A hard copy check will be ready for pick up by the end of the employee’s shift on Friday. Contact the Field Operations 

Coordinator. 
3. If timecard is turned in after 4:00 PM Wednesday, there will be no issuance of payment until the following week. 
4. If timecard is not turned in for the previous week, there will be no payment issued. The next opportunity to turn in timecard 

is the following Monday before 10:00 AM. 
E. Expense Reimbursement 
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1. Business and travel expenses must be listed on the “Expense Report” section of the employee’s timecard within 30 days of 
occurrence.  

2. Legible and accurate receipts must be turned in with all listed expenses. If receipts are not included, the expenses will not 
be reimbursed. 

 
II. Vacation Time (See Appendix II) 

A. Vacation requests shall be submitted at a minimum of two (2) weeks prior and shall be sent via email to the Field Operations 
Coordinator and copy the employee’s current Project Manager or hand delivered to the Field Operations Coordinator. The 
employee’s Project Manager reserves the right to approve or deny the request. 

B. A vacation request must be completed by completing and submitting an ECSI Vacation Request form (See Appendix II). 
1. Acceptable Delivery Formats 

i. Hard copy 
ii. E-mailed Excel 

iii. E-mailed PDF 
iv. E-mailed picture 

C. Failure to comply with the above may result in a denied vacation request.  
D. For further information, refer to the applicable Collective Bargaining Agreement.  
E. If an employee has not received approval two (2) weeks prior to the requested vacation time, the employee must contact the Field 

Operations Coordinator. 
 

III. Sick/Late Time 
A. Sick/Late time phone call must be made at least one hour prior to the employee’s designated start time to allow for a replacement 

if necessary.  
B. Sick/Late notification shall be made as follows: 

1. Call the ECSI sick/late phone line at 651-643-6640 and leave a voicemail stating name and job site. Employees must also 
call designated Project Lead to inform about sick/late time. 

2. The Project Lead shall inform the Project Manager. 
 

IV. Work Hours and Travel Time 
A. Work hours will be determined and communicated by the Project Manager in charge at the beginning of the project. 

1. Deviations from the original work hours must be communicated to and approved by the Project Manager before they occur. 
2. All employees must take a thirty (30) minute unpaid meal break if working eight (8) hours or more per day. 

B. Start time, travel time and job specific procedures will be determined and communicated by the Project Manager in charge at the 
beginning of the project. All employees must report to their work location on time. 

 
V. Cable and Batteries 

A. No employee shall “cash in” materials. All scrap cable, including demo cable, and spent batteries should be turned in to the 
warehouse and handled by the Warehouse Coordinator. 

B. Arrange for material pick up from the job site through the Warehouse Coordinator. 
 

VI. Procurement of Cable/Misc. Hardware and Delivery of Material 
A. All procurement, except that of cable and miscellaneous hardware, must be completed by the Project Manager. 

1. Orders for cable and miscellaneous hardware must be placed through ECSI-Purchasing@ecsillc.com and copy the Project 
Manager.  

i. The order will require the purchase order number for the project. 
B. Deliveries to a job site must be planned and scheduled at least one (1) day in advance by 10:00 AM to ensure next day delivery. No 

same day delivery is guaranteed or should be expected. 
 

VII. Leaves of Absence 
A. Leaves of absences will be reviewed on a case by case basis. 

 

SAFETY RULES SUMMARY 
 

I. General Safety Information 
A. No employee shall be required to work in surroundings or under working conditions, which are unsafe, hazardous or dangerous to 

their health or safety as provided in the Occupational Safety and Health Act, or the Safety Manual as adopted by the Joint Safety 
Committee of the Electrical Industry. 

B. Our company is interested in our employee’s safety. We intend to provide our employees with the tools, safety equipment and working 
conditions that will help you do your best. In return, the company expects certain things from you – cooperation, usage of safety 
equipment, helping your Project Lead by following their instructions and by offering suggestions. 

C. Orientation is conducted in order for employees to be informed about safety requirements. All new employees are required to attend 
ECSI’s new employee orientation and/or site-specific orientation. 

D. Depending on the hiring location, employees will receive a comprehensive safety orientation within a month of their hire date. 
Orientation includes training in the following topics: 

1. Hazard Communication 
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2. Personal Protective Equipment (PPE) 
3. Accident Awareness 
4. Hearing Conservation 
5. Laser Safety 
6. Bloodborne Pathogens 
7. Aerial Lifts 
8. Drug Screening 
9. Ladder Usage 
10. Voluntary Respirator Program 
11. Fall Protection 
12. Lockout Tagout (LOTO) 
13. Electrical Safe Work Practices (ESWP) 

E. The Project Lead will see to it that a site safety orientation is provided to employees upon their arrival to the job site. Each employee 
will receive site safety orientation to inform them about site-specific procedures regarding injury reporting and emergency 
evacuation procedures. The employee will also be told or shown the location of ECSI’s Safety Manual, Safety Data Sheets and 
required job postings. 

F. Re-Orientation will occur every three years for all field employees, who do not attend leadership safety training. Due to NFPA 70-E, 
OSHA, MSHA and ECSI’s safety requirement changes, this is the best approach in keeping all field employees apprised in the latest 
safety requirements. 

G. The Safety Data Sheets (SDS) for each hazardous chemical in one’s workplace explains how to use, handle and store the chemical in 
a safe manner. Because SDS’s are written by manufacturers, each one may look different. However, they all contain the same basic 
information. All Project Leads have the most current version via on-line provider. 

H. ECSI’s on-line MSDS/SDS is available at: goo.gl/Kd1dBa  
 
II. Accident Prevention 

A. Regular inspection of job sites, materials and equipment shall be made by persons designated by the Company. Employees shall not 
operate equipment or machinery for which they have not been qualified, either by experience or training. 

B. It is prohibited to report to work under the influence of alcohol or drugs because of safety concerns. This also includes morning 
after impairment. The hazards of impairment are amplified in construction where slower thinking or physical reaction may put 
yourself or fellow employees in jeopardy. ECSI requires its employees to report in sound physical and mental condition. Employees 
are required to participate in tool box talks and our stretching program. 

 
III. Personal Protective Equipment 

A. Head Protection 
1. A hard hat in good condition must be worn at all times. Hard hats must meet ANSI/ISEA specification Z89.1-2014, Type 1, 

Class E. Each employee’s name should be displayed on the front of their hard hat, below the ECSI logo. 
2. Employees who have long hair must contain it by some effective means to prevent accident entanglement when working 

around moving machinery and other dangers. 
B. Eye & Face Protection 

1. Approved safety glasses with side shields, must be worn by all employees during work hours on the job site. Safety glasses 
must meet or exceed ANSI Z87.1-2015 standards and provide 100% protection from UV light. 

2. Non-prescription safety glasses will be issued to each employee and that employee is expected to be responsible for their 
care. All PPE should be inspected daily and replaced if in poor condition. Contact your Project Lead to obtain a replacement.  

3. The appropriate face shield or other face protection will be required if engaged in, or working near the following types of 
operations: 

i. Chipping, sledging and hammering on metal, stone or concrete. 
ii. Using power chop saws for cutting. 

iii. Use of manual, pneumatic and power impact tools. 
iv. Drilling, grinding, scaling and scraping. 
v. Arc welding, cutting and brazing operations. 
vi. All live electrical work. 

vii. Any other activity which might cause foreign objects to enter or to injure your eyes. 
C. High Visibility Vests 

1. The use of an ANSI Class 2 high visibility vest is required for all employees working on or near roads with active traffic, on 
job sites near earthmoving equipment and when required by the customer. When required, the vest shall be provided. 

D. 100% Glove Use 
1. ECSI requires use of gloves at all times by employees on construction sites, maintenance accounts and in the ECSI warehouse. 

E. Respiratory Protection 
1. Where there is possible danger of exposure to toxic materials, vapor, dust, or asbestos fibers, participation in ECSI’s 

respiratory protection program is required. Qualified respirator users will have met the following criteria: 
i. Approved for respirator use by medical personnel. 
ii. Received training in the selection, use and limitations of air purifying respirators. 

iii. Must pass a qualitative fit test. 
F. Hearing Protection 

1. Where noise levels exceed 90 dBA, engineering methods shall be used to eliminate or reduce noise hazard. Hearing 
protection shall be worn when noise levels cannot be reduced to safe levels through engineering controls. A variety of 
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plugs and muffs are available on the job site. Employees are required to use them with powder-actuated tools, hammer 
drills, and chop/cut off saws and circular saws. 

G. Clothing 
1. Employees will dress in a professional manner. Long pants, short- sleeve shirts and work boots are minimum requirements. 

Tank tops, muscle shirts, short pants and tennis shoes are not allowed. Clothing must be in good condition. 
2. If uniforms are provided, they must be worn. Under no circumstances should an employee wear a competitor’s article of 

clothing while working for the Company.  
3. Work boot specifications are determined based on job site requirements. Not all job sites require steel toe boots. 

 
IV. Housekeeping 

A. Keep all debris cleared from work area, passageways and stairs. 
B. Put all scrap in its proper place. 
C. Secure materials to prevent slipping or rolling. 
D. Keep toolbox and gang boxes clean and orderly. 
E. Put lunch scraps, newspapers, etc., in waste cans with their lids secured on top. 
F. Do not leave any flammable materials exposed. 
G. Get in the habit of keeping the job site clean, neat and orderly. 

 
V. First Aid & Medical Treatment 

A. First aid kits will be provided for job sites and trucks as needed. They will be inspected by the job site Project Lead. ECSI recommends 
that all employees possess and maintain valid First Aid and CPR certificates. 

B. Notification 
1. The Project Lead should be immediately notified of all injuries. Failure to report an injury within 24 hours, or seeking 

treatment prior to reporting an injury, will result in disciplinary action. Project Leads are required to provide prompt 
notification of all reported injuries through WorkCare On-Line Injury Assessment Service. WorkCare’s phone number is 
888-449-7787. 

C. First Aid 
1. Band aids, eye drops, disinfectant and relief of finger nail blood blisters are considered first aid. Notify the Project Lead of 

the injury so a first report of injury can be filed with the insurance company. This will preserve your rights in the event you 
seek medical attention at a later date. Sprain and strain type injuries not requiring medical attention may be reflected to 
OnSite Solutions Physical Therapy. 

D. Medical Attention 
1. When reporting work related injuries, both the employee and their supervisor will phone WorkCare to report the injury. 

WorkCare will file the first report of injury. They will also provide self-treatment recommendations to the injured employee 
or direct them to a clinic if necessary. If an employee is unable to drive themselves the Company will have someone take 
you. Before the employee leaves the medical facility, you should request a work ability report. ECSI will accommodate all 
restrictions and the work ability report should be sent to the Bloomington office. An updated work ability report should be 
obtained at all future doctor visits. It is the employee’s responsibility to make certain that work ability reports are provided 
to their Project Lead or the Safety Department no later than shift start the day after the clinic visit. Post-accident drug tests 
are required for anyone receiving medical attention. If the drug test is missed the employee will have to return to get one. 

E. Injury Review 
1. An accident review will be conducted for all recordable injuries. The review will be attended by the injured employee, their 

Project Lead, Project Manager, a Safety Representative and an officer of ECSI. 
F. Paperwork 

1. Project Lead and injured employee are required to complete required accident investigation forms and submit them to the 
Safety Department. 

G. Accident Prevention 
1. The employee will be required to participate in the accident investigation. This procedure is intended to prevent similar 

future accidents and is not intended to find fault or place blame. 
H. Near Miss Reporting 

1. Employees are encouraged to report near miss incidents and hazards they discover in the workplace using ECSI’s “Near Miss 
& Hazard Identification” cards. Cards are available through your Project Lead or the Safety Department. They should be 
submitted to your Project Lead. 

2. On a monthly basis, cards are reviewed by the Safety Department and shared with all Project Leads in a Monthly Safety 
Report. 

I. Non-Work-Related Injuries 
1. If an employee has an off the job injury and they have any work restrictions/limitations from their doctor; the Company 

must be notified before an employee returns to work to see if we can accommodate your restrictions. This allows the 
Company to determine if we can accommodate their restrictions.  

J. Re-Orientation 
1. If an employee is injured twice in one year they may be required to go through the safety orientation class again. If the 

employee’s injury is deemed of interest to the Labor Management Safety Committee, they would be required to come into 
the office for further discussion about the accident for learning purposes. 

 
VI. Emergency Action Plans 

A. ECSI work locations are very diverse and typically associated with general contractors (GC) or occupied commercial/industrial settings. 
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All ECSI work locations will require coordinated emergency plans for evacuation, fire, medical emergency, weather, etc. The 
emergency plan will be written, posted and communicated (verbally and written) to all ECSI employees when the plan is first 
developed, when employees first occupy the site and as the plan changes. 

B. The general contractor or business owner may have an established plan, procedures, unique alarms and phone access to sound an 
emergency. In these circumstances, ECSI’s site supervisory personnel must obtain the site’s emergency plan to assist in developing 
their individual plan. 

C. In the absence of a pre-established emergency plan, the on-site Project Lead will fill in the Site Emergency Procedure template and 
establish procedures for the following: 

1. Alarms, alarm types, employee alarms, reporting fire or other emergencies. 
2. Emergency evacuation routes/exits. 
3. Rally point for head count and control. 
4. Identified first responder/first aid trained. 
5. Rescue duties. 

D. Training will be provided to all employees who have been designated to assist in the emergency plan. 
E. ECSI Safety Manual Reference: 

1. Fire Prevention Plan 
2. Injury Care Procedures 
3. Site Emergency Procedures (template) 
Contact the Safety Department for a copy of the Safety Manual. 

 
VII. Bloodborne Pathogens 

A. The primary exposure to infectious agents for ECSI employees is while administering first aid to an accident victim. Any medical 
response provided by ECSI personnel at any work location would be provided as a “Good Samaritan” and be afforded the legal 
protections applicable in that jurisdiction. 

B. All ECSI employees receive Bloodborne Pathogens training as part of their safety orientation. Refresher training is provided 
periodically during Toolbox Talk safety meetings conducted on a weekly basis. Foremen and General Foremen receive additional 
training to assist them in recognizing bloodborne pathogen hazards specific to their job sites. 

C. Bloodborne pathogens training includes: 
1. Discussion of both the HIV and HBV virus hazards. 
2. Routes of exposure. 
3. Universal precautions. 
4. Hand washing and personal hygiene requirements. 
5. Disposal procedures. 
6. Post exposure procedures. 
7. Medical records. 

 
VIII. Tools: Hand & Power 

A. All tools, whether furnished by the employer or the employee, shall be maintained in safe condition. All power tools shall be properly 
guarded when in use. 

B. Use of portable tools: 
1. Inspect all equipment prior to using. 
2. Be sure the tool is properly grounded or use a ground fault circuit interrupter. Listed, double insulated or battery-powered 

tools are also acceptable. 
C. Report the following unsafe conditions: 

1. Defective or broken insulation on cords. 
2. Improper or poorly made connections to terminals. 
3. Broken or defective plug. 
4. Loose or broken switch. 
5. Brushes sparking. 
6. Defective or broken guards. 
7. Defects in the tool housing. 
8. Don’t overstrain the tool. 

D. Only employees who have been trained in the operation of a particular power tool shall be allowed to use that specific type of tool. 
All tools shall be inspected regularly, and tools or equipment determined to be unsafe shall be removed from service immediately. 
Wear hearing protection when required for the use of the tool. 

 
IX. Electrical 

A. All electrical work shall be in accordance with the provisions of the National Electric Code (NEC). Under most circumstances, there is 
no reason for ECSI personnel to work around exposed, energized components. If live work is necessary, it shall be conducted in 
accordance with NFPA 70E and the ECSI Safety Manual. 

 
X. Aerial Lifts & Ladders 

A. Aerial Lifts 
1. Employees must be qualified to operate any aerial lift. 
2. All personnel shall perform the following before operating the machine: 

i. Pre-start inspection. 
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ii. Work place inspection. 
iii. Operation checks. 
iv. Review warnings and instructions. 
v. Boom and Articulating lifts require you to be tied off to the basket anchor spot before operating. 
vi. Feet must remain on the platform. 

vii. No use of planks or ladders in the lift. 
viii. Look for people or equipment before moving the lift. 

ix. Gates and chains will be in the closed position at all times. 
x. Boom and scissors lifts may not be loaned to another trade or company without first executing ECSI’s Lift Use 

Agreement and receiving a certificate of insurance as required by the policy. 
B. Ladders 

1. Climbing to and from one level to another is one of the chief causes of accidents on a construction site. For the employees’ 
own safety and the safety of those working next to one another, follow these simple rules: 

i. Choose the right ladder and use the right length ladder, neither too long nor too short. Be sure it has safety feet or 
is secured. Read the load label to insure you are choosing the proper weight limitation of the ladder. 

ii. Place ladders with care and making sure the feet have a firm footing on a level surface. 
iii. Climb the ladder carefully and wear proper shoes with soles in good condition and free of grease or mud. Always 

face the ladder and hold on with both hands when going up or down. 
iv. Extension ladders must extend 3’ above your access level and be tied to the structure. This type of ladder is the 

only kind meant to lean against the wall. Must be set up at a 4 to 1 ratio. 
v. Never stand on the top two steps, sit on it or alter the ladder. 
vi. Never overreach. Move the ladder instead. Do not lean out to the sides when you are on a ladder. When necessary, 

use appropriate fall protection in accordance with ECSI’s fall protection procedures and training. 
2. Always inspect a ladder before using it and check for the following: 

i. Loose/damaged rungs or cleats. 
ii. Loose nails, bolts or screws. 

iii. Cracked, broken, split, bent or worn rungs, cleats or railings. 
iv. Missing foot pads. 
v. Defective ladders must be removed from service. Makeshift repairs are not allowed. 

 
XI. Radios & Personal Stereos 

A. The use of radios, personal stereos and headphones is prohibited on all job sites. 
 

XII. Cellular Phones & Two-Way Radios 
A. Cellular phones and two-way radios have become essential tools for managing work crews in both construction and maintenance 

operations. Because they are so common in modern workplaces, many people overlook the hazards associated with these devices. 
Typically, these hazards are due to dividing the attention of the cell phone or radio user between the task at hand and the 
conversation.  

B. The following rules will apply to the use of these devices: 
1. Do not use a radio or cellular phone while walking or climbing stairs or ladders. 
2. Neither cell phones nor two-way radios shall be used while operating any ECSI vehicle. 
3. Do not use a radio or cellular phone while operating any equipment. 
4. When using a radio or cellular phone from a lift or other high-reach equipment, the platform must be stationary. 
5. The use of cellular phones for personal calls will be limited to breaks and lunchtime. 

i. Personal cell phones are to be left in the designated break area at the job site/work location or in an employee’s 
personal vehicle. 

 
XIII. Tool Box Talks (TBT) 

A. It is every employee’s responsibility to make sure they have completed a weekly TBT. 
1. Project Leads must ensure that all employees have signed the TBT sign-in sheet and send to toolboxtalks@ecsillc.com 

weekly.  
 

XIV. Safety Requirements 
A. All questions with respect to these rules for safety shall be brought to the immediate attention of the Project Lead or Safety 

Department. It is the responsibility of all employees to cooperate and comply with these policies and rules. 
B. Employees are urged to familiarize themselves with all of the safety rules and regulations of the jurisdiction in which they are 

working. These may be included in the local agreement booklet or they may be in another form published and distributed by the 
Local Union, Contractor’s Association or both. 

C. Rules and regulations will not cover every circumstance that employees might run into on the job. Rely on judgment and experience 
and take no unnecessary risks. When in doubt, check with your Project Lead. Failure to comply with the letter and spirit of company 
policies or safety rules may place you at increased risk for injury and may result in disciplinary action. 

 
XV. Safety Enforcement Policy 

A. It is the goal of ECSI to provide each employee with a safe working environment. Each employee has an obligation to comply with 
the company safety policy and follow safe work practices. ECSI has established a safety enforcement policy directed at the individual 
employee who fails to comply. Compliance with the safety policy starts with an employee’s first day of employment. An employee’s 
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failure to comply with our stated safety policy is a violation. 
B. Enforcement is outlined below: 

1. Major Policies and Standards 
i. Infractions of major policies and standards are considered to be grounds for immediate discharge without any need 

for advance warning.  
2. Minor Policies and Standards 

i. Infractions of minor policies and standards will result in verbal and written warnings after the first occurrence. 
Repeat infractions after a written warning has been given will be considered grounds for further disciplinary action, 
up to and including termination. 

 

DRUG/ALCOHOL TESTING AND SUBSTANCE ABUSE POLICY 

 
I. Program Statement 

A. Hunt Electric Corporation and ECSI places a high priority on workplace safety. The dangers and costs which alcohol and other 
chemical abuse can create in our workplace have a significant impact on productivity and safety. We are committed to combat and 
eliminate substance abuse in our workplace. We are also committed to a program that includes a strong rehabilitation component 
where appropriate. This program is subject to all applicable laws and regulations, procedural safeguards, scientific principles, and 
legitimate interests of privacy and confidentiality. When drug and alcohol testing is performed, all testing shall be conducted in 
accordance with the policies and procedures outlined in this program. 

B. This program applies to all employees and applicants with the only exceptions being drivers who are covered by the Department of 
Transportation’s Drug and Alcohol Testing Regulations and employees and applicants covered by a customer specific testing 
program. 

 
II. Definitions 

A. Company Premises – The term “Company Premises” as used in this program includes all property, facilities, land, buildings, 

structures, automobiles, trucks, and other vehicles owned, leased, or used by the company, or that the company has responsibility 

for, including any job site. 

B. Prohibited Items and Substances – Prohibited items and substances include illegal drugs, defined as controlled substances under 

Minnesota Statute § 152.01, subdivision 4, alcoholic beverages, and drug paraphernalia in the possession of or being used by an 

employee on the company premises. The moderate, responsible use of alcohol at company approved meetings, in connection with 

business meals, travel or entertainment or in an appropriate company sponsored social setting is not prohibited by the program, 

provided it does not impair an employee’s job performance. For employees working in the State of Minnesota, ECSI will not 

discipline employees for their use of prescribed medical marijuana, nor will ECSI discipline an employee as the result of testing 

positive on a confirmatory test provided appropriate documentation is provided. Employees are still prohibited from using medical 

marijuana at the work site or during work hours, possessing medical marijuana at the work site or during work hours, or being 

impaired by medical marijuana while at work. Testing positive for marijuana, even if the employee was legally prescribed the 

marijuana, may result in discipline up to and including discharge if it is concluded that the employee was impaired at work. In 

accordance with any applicable state law, the company will treat marijuana like they would alcohol; the company is not required 

to tolerate individuals being under the influence while at work, or on customer property. The company will not permit or 

accommodate the use, consumption, possession, transfer, display, transportation, sale or growing of marijuana in the workplace. 

C. Employee – Individuals who perform work including, but not limited to management, supervision, engineering, craft workers, and 

clerical personnel. 

D. Applicant – A person who has been given a conditional offer of employment contingent upon the person passing a drug and alcohol 

test. 

E. Accident – Any event resulting in injury to a person or property damage to which am employee contributed. 

F. Reasonable Suspicion – A belief based on specific facts and rational inferences drawn from these facts sufficient to lead someone 

to suspect that the person is using drugs or alcohol. Criteria for determination are listed on the “Checklist for Reasonable Suspicion”. 

G. Individual Reasonable Suspicion Orientation Program – A class to train individuals to recognize and handle reasonable suspicion 

situations. 

H. Checklist for Reasonable Suspicion – A preapproved form used to document suspicious substance abuse behavior and appearance. 

I. E.A.P. – Employee Assistance Program. 

J. Evaluator – A non-bargaining unit individual trained in Reasonable Suspicion Assessment, who fills out the Reasonable Suspicion 

Checklist. 

 

III. Confidentiality 

A. All parties to this program have only the interest of employees in mind and therefore encourage any employee with a substance 

abuse problem to come forward and voluntarily accept our assistance in dealing with the illness. An employee assistance program 

will provide guidance and direction for you during your recovery period. If an employee volunteers for help, the company will make 

reasonable efforts to return the employee to work upon recovery. The company will take action to assure the employee’s illness is 

handled in a confidential manner. 

B. All actions taken under this program will be confidential and disclosed only to those with a “need to know” pursuant to Minnesota 

Statute Section 181.954. 
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C. When a lab test is required, the specimen will be identified with a code number, not by a name, to ensure the confidentiality of the 

donor. Each specimen container will be properly labeled and made tamperproof. The donor must witness this procedure. 

D. Unless an initial positive result is confirmed as positive, it will be deemed negative and reported by the laboratory as such. 

E. The handling and transportation of each specimen will be properly documented through strict chain of custody procedures, as well 

as other reliable and fair safeguards as required by Minnesota Statute Section 181.953. 

 

IV. Rules – Disciplinary Actions – Grievance Procedures 

A. Rules – All employees must report to work in a physical condition that will enable them to perform their jobs in a safe and efficient 

manner. Except for medications taken pursuant to a physician’s prescription, employees shall not: 

1. Use, possess, dispense, or receive prohibited substances on company premises. 

2. Report to work with any amount above the thresholds of prohibited substances in the program in their system. 

B. Discipline – When the company has reasonable suspicion to believe an employee is under the influence of a prohibited substance, 

for reasons of safety, the employee may be suspended until the employee’s test results are available. If the employee’s test results 

prove negative, the employee shall be reinstated with back pay and with no adverse personnel action taken against the employee.  

In all other cases: 
1. When applicants test positive for prohibited substance use, the conditional offer of employment will be withdrawn, and 

the applicant will not be hired. An applicant that has tested positive for prohibited substances will be encouraged to seek 

assistance. 

2. Employees who test positive for the first time on an initial and confirmatory test will be offered an opportunity to 

participate in an appropriate counseling or rehabilitation program recommended by the E.A.P. However, if the employee 

refuses to participate in the treatment program recommended by E.A.P. or fails to successfully complete the program, the 

employee will be terminated. 

3. Employees who test positive for a second time on an initial and confirmatory test will be terminated. 

4. Employees have the right to refuse to undergo drug and alcohol testing. However, any refusal shall result in disciplinary 

action up to and including termination. 

5. Employees found selling, distribution, or using prohibited items and substances as defined in this program on company 

premises will be terminated. The moderate, responsible use of alcohol at company approved meetings, in connection with 

business meals, travel or entertainment or in an appropriate company sponsored social setting is not prohibited by the 

program, provided it does not impair an employee’s job performance. The use of prescribed medical cannabis off premises, 

outside of working hours is not prohibited and is protected from discrimination under Minnesota Statute § 152.32, 

subdivision 3(c). 

C. Prescription Drugs – Employees using a prescription medication should consult with their physician to determine whether the 

medication may impair the employee’s ability to perform the essential functions of the job safely, including mental and motor 

functions. If the employee and the physician determine that the medication may impair the employee’s ability to perform the job 

safely, the employee should notify a supervisor of such medications use. Upon being informed of the medications use, the company 

will work with the employee to attempt to accommodate the employee’s needs which may include making an appropriate 

reassignment. However, if a reassignment or other reasonable accommodation is not available, the employee will be placed on 

temporary medical leave until released as fit for duty by the prescribing physician. 

D. Medical Marijuana. Unless otherwise required by state law, ECSI does not accept an employee or applicant’s use of prescribed 

medical marijuana as a valid excuse for testing positive on a confirmatory test. For employees working in the State of Minnesota, 

ECSI will not discipline employees for their use of prescribed medical marijuana, nor will ECSI discipline an employee as the result 

of testing positive on a confirmatory test provided appropriate documentation is provided. Employees are still prohibited from 

using medical marijuana at the work site or during work hours, possessing medical marijuana at the work site or during work hours, 

or being impaired by medical marijuana while at work. Testing positive for marijuana, even if the employee was legally prescribed 

the marijuana, may result in discipline up to and including discharge if it is concluded that the employee was impaired at work. In 

accordance with any applicable state law, the company will treat marijuana like they would alcohol; the company is not required 

to tolerate individuals being under the influence while at work, or on customer property. Testing positive for marijuana, even if the 

employee was legally prescribed the marijuana, may result in discipline up to and including discharge if it is concluded that the 

employee was impaired at work, unless otherwise prohibited by law. The company will not permit or accommodate the use, 

consumption, possession, transfer, display, transportation, sale or growing of marijuana in the workplace. 

E. Grievance – For bargaining unit employees, all aspects of this program shall be subject to the grievance procedures of the applicable 

collective bargaining agreement. 

 

V. Drug and Alcohol Testing 

The company may require testing under the following conditions: 
A. Applicants 

B. We will require that an employee undergo a drug or alcohol test if we have reasonable suspicion that the employee: 

1. Is under the influence of drugs or alcohol, has violated the rules contained in this program prohibiting the use, possession, 

sale manufacture, distribution, transfer, or being under the influence of alcohol or other controlled substances (other than 
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those used for bona fide medical purposes consistent with a doctor’s prescription) while working, while on company 

premises (including meal breaks and other rest periods) or while using machinery, equipment, or vehicles. 

2. Reasonable suspicion will be determined using the checklist for reasonable suspicion administered only by individuals that 

have competed the individual orientation program.  

3. Employees covered by collective bargaining agreements have the right to request a union representative to be present 

when the when the reasonable suspicion evaluation is conducted. Whenever possible the employee’s representative 

should be notified prior to a reasonable suspicion evaluation. 

C. Has sustained a work-related personal injury or caused another employee to sustain a work-related personal injury. 

D. Has caused a work-related accident or was operating or assisting another to operate machinery, equipment or vehicles involved in 

a work-related accident. 

E. When required by our customer prior to starting work on their project—consistent with all applicable state laws. 

F. An employee who has been referred for chemical dependency assessment or evaluation or treatment by ECSI, who is participating 

in a chemical dependency program under an employee benefit plan, or who has been referred to chemical dependency education, 

programming or training following a confirmed positive test, may be requested or required to undergo a drug and/or alcohol test 

without prior notice at any time during the evaluation and treatment period, and for up to two years following completion of any 

prescribed chemical dependency treatment program.  

Each employee and applicant will be required to sign an acknowledgement authorizing the test and chain of custody form, assuring 
proper documentation and accuracy. An employee or applicant has the right to refuse to sign the form authorizing the test, but 
ongoing employment by the company will be terminated and any conditional offer of employment will be withdrawn. 
 
Prohibited substance testing will be conducted by an independent laboratory as permitted by Minnesota Statutes section 181.953. 
For an initial screening test for drugs or alcohol, the laboratory may use any scientifically reliable process allowed under Minnesota 
law. The applicable threshold detection levels will be those that are established by the federal Department of Transportation or 
customer requirements. If an initial test is positive, a confirmatory test using any scientifically reliable process allowed under 
Minnesota law will be given. 
 
We will not discriminate against a patient enrolled in the medical cannabis registry program based on a positive drug test for 
cannabis components or metabolites, unless the patient used, possessed, or was impaired by medical cannabis on the premises or 
place of employment or during the hours of employment as provided in Minnesota Statute section 152.32, subdivision 3(c). 
 
We will inform the employee or applicant in writing of the test results within three (3) working days after receipt of a report from 
the testing laboratory. Also, within three (3) working days of a positive test result, the employee or applicant may submit to the 
company any information to explain the test result. 
 
An employee or applicant may request a confirmatory retest of the original sample at the employee’s or applicant’s own expense 
within five (5) days after notice of a confirmatory positive test result. Within three (3) working days after receipt of a notice of an 
employee’s or applicant’s request for a confirmatory retest, the company will notify the original testing laboratory that the 
employee or applicant has requested a confirmatory retest of the original sample or that the original testing laboratory should 
transfer the sample to another laboratory licensed under state law to conduct the confirmatory retest.  

 
The company will bear the costs of all testing procedures except confirmatory retests. 

 
 

VI. Rehabilitation and Employee Assistance Program 

A. If an employee tests positive for substance abuse on an initial and confirmatory test the company will refer the employee to the 

E.A.P. for recommendations for treatment. The employee will also receive counseling regarding medical benefits available under 

any employee benefit plans. 

B. If treatment necessitates time away from work, the company shall provide for the employee an unpaid leave of absence for 
purposes of participation in a recommended treatment program. An employee who successfully completes a recommended 
rehabilitation program shall be reinstated to their former employment status, if work for which they are qualified exists. 

 
VII. Summary of Employee Rights 

A. You may not be asked to submit to a drug and alcohol test unless the employer has a reasonable suspicion, such as a work place 
accident, a personal injury, or other specific facts that lead the employer to believe that you are under the influence of alcohol or 
drugs. Employers may not request a test on an arbitrary basis which means the testing program must be enforced fairly and 
consistently. 

B. You may not be tested unless you have had the opportunity to review employer's program. 
C. You have the right to refuse to be tested, but note that the employer has the right to terminate your employment if you refuse to 

be tested. 
D. If you are employed under the terms of a collective bargaining agreement, you have the right to contact your job steward and/or 

union representative to be present when an employer demands that you be tested, but this will not stop the testing procedures. 
E. The specimen must be tested by a laboratory approved by Minnesota law. 
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F. If notified of a positive test result, you have the right to explain the results within three (3) working days, including the use of 

prescription medication. Note that an employer may not discharge or discriminate against you on the basis of medical history 

revealed to explain a positive test. 
G. You have right to request a confirmatory retest of the original sample at your own cost. 

H. You have the right to request a copy of the test report. 

I. You have the right to any information in your personnel file relating to the positive test. 

J. The results of the test are confidential and can only be revealed to those in the company with a need to know or those authorized 
by you to receive the information. 

K. If you test positive on an initial and confirmatory test for the first time, you must first be offered the opportunity to participate in a 
drug or alcohol counseling or rehabilitation program recommended by an Employee Assistance Program or a chemical use and 
dependency evaluation. An employer shall terminate those that refuse to successfully complete the recommended treatment 
program. The employee shall provide the Employer with proof of successful completion of the treatment program. An employer 
shall also terminate your employment if you have had a second positive initial and confirmatory test. 

L. If you are suspended awaiting a confirmatory test or retest and you are later reinstated because the confirmatory test or retest is 

negative, you will be entitled to back pay and no adverse personnel action can be taken against you. 
M. Positive test results may not be used against you as evidence in a criminal action.  

 

VIII. Summary of Employer Responsibilities Under Minnesota’s Drug and Alcohol Testing Law 

 
Listed below is a checklist outlining the responsibilities of Employers when testing employees for drugs and alcohol. The Minnesota Statute 

Section is listed under each item for reference: 
A. Employers shall provide written notice of their testing policy to employees and applicants, and post notice of the policy in a 

conspicuous location. Minn. Stat. Sec. 181.952, Subd. 2.  
B. Employers may not request or require an employee or job applicant to undergo drug and alcohol testing on an arbitrary basis. Minn. 

Stat. Sec. 181.951, Subd. 2. 
C. Employers may require an applicant to submit to a drug test only as a condition of employment. If the job offer is withdrawn, the 

employer shall inform the job applicant of the reason for their action. Minn. Stat. Sec. 181.951, Subd.2. 
D. Employers shall only use the services of a testing laboratory that meets the licensing and accreditation criteria of the statute. Minn. 

Stat. Sec. 181.953, Subd. 1. 
E. Employers shall pay for all required drug tests and may not request or require an employee or job applicant to pay for the cost of 

testing, except for a confirmatory retest. Minn. Stat. Sec. 181.953, Subd. 4, 9. 
F. Employers must comply with chain-of-custody procedures which require that: 

1. Possession of a sample must be traceable; 
2. At all times, the sample must be in the possession of, in view of, or placed in a secured area by a person authorized to 

handle the sample; 
3. A sample must be accompanied by a written chain-of-custody record; 
4. Individuals relinquishing or accepting the sample must record the time sample was transferred and must sign and date the 

chain of custody record at the time of transfer. Minn. Stat, Sec181.953, subd. 5 and Minn. Rule 4740.1070, subd. 8. 
G. Before requesting an employee or job applicant to undergo testing, an employer shall provide a form which: 

1. Acknowledges that the employee or job applicant has seen the employer's testing policy. 
H. Within three (3) working days after receipt of a negative test result from the testing laboratory, an employer shall inform in writing 

an employee or job applicant who has undergone testing of: 
1. A negative test result; 
2. The right to receive a copy of the test result report. Minn. Stat. Sec. 181.953, Subd. 7 and 8 

I. In the case of a positive test result, the employer may request that the employee or applicant indicate any over the counter or 
prescription medication or any other information relevant to the positive test result. Minn. Stat. Sec. 181.953, Subd. 6(b). 

J. In the case of a positive test result, the employer shall adhere to, and inform the employee or job applicant in writing of the following 
rights, whichever applies: 

1. That within three (3) working days after notice of a confirmed positive test result, the employee or applicant may submit 
information to the employer to explain the result. The employee or applicant may also request a confirmatory retest of the 
original sample at the expense of the employee or applicant within five (5) working days after receiving notice of the 
confirmed positive test result. Within three (3) working days after receipt of a notice requesting a confirmatory retest of 
due original sample, the employer shall notify the original testing lab of the request. 

2. That the employee or applicant has the right to request and receive a copy of the test result report on any test. 
3. That the employer may not discharge, discipline, discriminate against, or request or require rehabilitation of an employee 

on the basis of a positive test result from an initial screening test that has not been verified by a confirmatory test. 
4. That the employer may not discharge an employee for whom a positive test result on a confirmatory test was the first such 

result for the employee unless the following have been met: 
i. the employer has given the employee an opportunity to participate in either a counseling or rehabilitation 

program; and 
ii. the employee has either refused to participate or has failed to successfully complete the program. 

5. That an employee must be given access to information in the employee's personnel file relating to die positive test result 
reports. 

6. That an employer may not discharge, discipline, discriminate against, or request or require rehabilitation of an employee 
on the basis of medical history information revealed to the employer to explain a positive test result. An employer may 
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discharge or discipline an employee for medical information learned as a result of a positive test if the employee had a duty 
to previously disclose such information had has not done so. 

7. That if a job applicant has received a job offer made contingent on the applicant passing a test, the employer may not 
withdraw the offer based on a positive test result from an initial test that has not been verified by a confirmatory test. 

8. That an employee suspended without pay pending the outcome of a confirmatory test must be reinstated with back pay if 
the outcome of the confirmatory test is negative. Minn. Stat. Sec. 181.953, Subd. 10(c). 

K. Test result reports and other information acquired in the testing process are private and confidential information and may not be 
disclosed without the written consent of the employee or job applicant tested. Minn. Stat. Sec. 181.954, Subds.1 and 2. 

1. Exceptions: See Minn. Stat. Sec 181.954, Subd. 3. 
L. Positive test results from an employer testing program may not be used as evidence in a criminal action against the employee or 

applicant tested. Minn. Stat Sec. 181.954, Subd. 4. 
 

FIELD AUTO POLICY 

The Company considers the prevention of vehicle accidents essential to the well-being of the employees, company equipment, and the general 
public. An employee’s attitude, driving habits and road courtesy represent the Company’s image. It is the responsibility of all employees to comply 
with this policy.  

 
The policy is in three sections, Company Vehicles, Department of Transportation Commercial Motor Vehicles and Commercial Driver’s License 
Vehicles and Auto Reimbursement. Certain employees may only have one of these sections apply to them, in which they will be expected to 
follow the protocols and expectations that go along with that section. 
 
I. Company Vehicles 

A. This section applies to all Company employees who drive a company owned vehicle. 
B. Pre-Assignment Driver Qualifications: 

1. Shall be at least 18 years of age. 
2. Current valid driver’s license without any current driving privileges suspended or revoked.  
3. Review of this Auto Policy. 
4. Motor Vehicle Report (MVR) Release Form must be completed and signed. 
5. MVR Release Form will be obtained and reviewed.  
6. Employee or applicant will not qualify to drive a company vehicle if, during the last 36 months, the individual had any of 

the following: 
i. Convicted of a felony. 
ii. Convicted of an alcoholic and/or drug related offense while driving or refused consent. 

iii. Convicted of sale, handling or use of drugs 
iv. Driver’s license suspended or revoked. 
v. Convicted of three or more speeding violations or one or more major violations.  
vi. Involved in two or more preventable accidents. 

7. If at any time any of the above requirements are no longer met, it shall be the employee’s responsibility to immediately 
notify the Safety Department of the change(s). 

 
C. Motor Vehicle Report (MVR) Evaluation 

1. The Company will monitor drivers that operate Company vehicles (yearly at minimum). Violations within the past 36 
months will be considered when evaluating. 

2. The following grading criteria will be used: 
i. Human Resources will review all current employees’ MVR’s and determine whether the individual can continue to 

drive for the Company.  
ii. Employee may not have a major violation on their record. 

iii. Employee may not have more than three (3) minor violations on their record.  
iv. Employee’s ticketed for aggressive driving (road rage), while driving a company vehicle, will be subject to discipline 

up to and including termination.  
v. The Company will inform employees or applicants that do not pass requirements as to why. The employee then 

may request a copy of the MVR. 
D. Vehicle Use Rules 

1. Prior to operating a company vehicle, all employees must complete and submit an MVR Release Form to the Human 
Resources. 

2. Employees must maintain a valid driver’s license for the type of vehicle to be operated and always have the license in your 
possession while driving.  

3. Employees who drive or ride as passengers in company vehicles are required to use seat belt restraints. It is the driver’s 
responsibility to require all passengers to use the seat belt restraints. 

4. All applicable motor vehicle laws shall be observed at all times.  
5. The Company may revoke driving privileges and/or seek full reimbursement from an employee for a loss incurring as a 

gross or willful negligence (see Major Violations below) by the employee, while they are driving on company business. 
6. Company vehicles are not allowed to be driven by anyone except the assigned company driver. No family member, spouse 

or significant other is allowed to drive a company vehicle. This includes other employees who are not authorized by the 
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Company. 
7. Company vehicles are not to be driven for personal use nor carry passengers who are not there for company business.  
8. The driver is responsible to ensure that all loads are properly secure. Company vehicles are not to tow anything that is not 

for company business.  
9. The driver is not to use cell phones while driving. This includes talking, texting, looking up numbers or maps and any other 

activity which distracts them from safely operating the vehicle at hand. The use of cell phones through voice activation or 
a one touch answering device is acceptable, as long as it allows the employee to keep their eyes on the road and traffic 
conditions allow.  

10. Accident reporting kits, issued by the Company’s insurance carrier, shall be kept in the glove compartment of each company 
vehicle.  

11. When employee’s company vehicle is left unattended, the keys should be removed from all company vehicles.  
12. Any violations related to possession of drug and/or alcohol shall be immediately reported to the Company Safety Manager. 

E. Maintenance  
1. It is essential that company vehicles are properly maintained to assure safe operation. Drivers are responsible for making 

sure their assigned vehicle gets serviced.  
2. Minimum service requirements are as follows: 

i. Oil change (per owner’s manual). 
ii. All fluids checked. 

iii. Tire inspection (tires are to be rotated per manufacturer’s requirements). 
iv. Brake inspection. 
v. All lights checked (front and rear). 
vi. Windshield wipers checked. 

vii. Air filters and PVC valves checked. 
viii. Transmission and Transaxle (fluids changed as specified by manufacturer). 

3. Authorization for company vehicle repairs should be obtained prior to performing the service by the Manager. 
F. Vehicle Appearance 

1. The appearance and condition of a company vehicle reflects both on the driver and the Company. It is the driver’s 
responsibility to keep the company vehicle clean inside and outside.  

2. Stickers must be pre-approved by the Safety Department.  
G. Defining Preventable Accidents, Major and Non-Major Violations 

1. Preventable Accidents 
i. Defined as any accident involving a company vehicle that results in property damage and/or personal injury and in 

which the driver in question failed to exercise every reasonable caution to prevent the accident.  
ii. Following too close. 

iii. Driving too fast for conditions. 
iv. Failure to yield. 
v. Failure to obey traffic signals, directions or signs. 
vi. Failure to reduce speed. 

vii. Improper turns. 
viii. Improper parking, passing or backing. 

ix. Exceeding the posted speed limit. 
x. Driving While Intoxicated (DWI) or Driving Under the Influence (DUI) or similar charges.  

2. Major Violations 
i. Leaving the scene of an accident 
ii. Reckless/Careless driving 

iii. Driving While Intoxicated (DWI) or Driving Under the Influence (DUI) or impaired by alcohol and/or drugs 
iv. Fleeing an officer 
v. Vehicle theft 
vi. Road rage incident 

vii. Any felony resulting from the use of a motor vehicle 
viii. Homicide, manslaughter or assault arising out of use of motor vehicle. 

ix. Driving under suspension or revocation will be grounds for immediate loss of driving privileges.  
x. Use of vehicle in drug trafficking, reckless homicide, soliciting or unlawful use of weapons will be grounds for 

termination. 
xi. Refusal to drug and/or alcohol test will be grounds for termination. 

3. Non-Major Violations 
i. Speeding 
ii. Failure to signal or yield 

iii. Improper backing 
iv. Operating a defective vehicle 
v. Failure to pull over for emergency vehicles 
vi. Unpaid parking tickets 

H. Traffic Violations 
1. Fines for parking and/or moving violations are the personal responsibility of the assigned employee to that company 

vehicle. The Company will not condone nor excuse ignoring traffic and/or parking citations that result in court summons 
being directed towards the Company as owner of the company vehicle. 



© Hunt Electric Corporation – ECSI – October 2019                                                                              18  

2. Each driver is required to report all major violations to the Safety Department within 24 hours. 
3. Traffic violations that are incurred during non-business hours could affect your driving status and are subject to review. 

I. Accidents 
1. Accidents are to be reported to the employee’s supervisor and the Safety Department. Employees are to use Vehicle 

Accident Report for documentation. Below are the steps that should be followed: 
i. Stop immediately and if possible, pull off to the side of the road. 
ii. Before getting out of the vehicle, put on the reflective vest within the vehicle. 

iii. Warn other motorists by setting out emergency flares or warning devices. 
iv. Check for injuries and render assistance only if immediate danger to life and health.  
v. Call supervisor. 
vi. Call the police or send someone to call. 

vii. Do not argue or make statements as to who is at fault. 
viii. Write the names and addresses of the other motorists involved and all witnesses on the Vehicle Accident Report 

that is located in the company vehicle glove compartment. 
ix. Exchange driver and vehicle information, including insurance information with involved parties.  
x. Take photos of the accident scene and the vehicles involved.  
xi. Notify the Safety Department before leaving the accident scene. Do not wait until getting home. 
xii. If injured and it is not a 911 injury, call WorkCare at 888-449-7787. 

2. All vehicle accidents, no matter how minor, shall be reported to the Company’s Safety Department. 
J. Training 

1. Defensive Driving courses may be scheduled and/or outsourced on an as needed basis. Should an employee driving a 
company vehicle incur the following they may be subject to a specialized course: 

i. Driver had a preventable accident. 
ii. The Company had received a complaint about a driver’s driving habits from the public. 

iii. Driver with a poor motor vehicle record.  
iv. Others deemed necessary by company management. 

 
II. Department of Transportation Commercial Motor Vehicles and Commercial Driver’s License  

A. Commercial Motor Vehicles (CMV) Requirements 
1. Drivers operating motor vehicles over 10,001 lbs. must follow the above policy relating to company vehicles. 
2. CMV drivers must carry a valid Department of Transportation Medical Card and make sure a copy gets to the Human 

Resources/Safety Representative. 
B. Commercial Driver’s License (CDL) Requirements 

1. Drivers operating motor vehicles or combination truck or trailer over 26,001 lbs. must follow the above policy relating to 
company vehicles. 

2. CDL drivers operating motor vehicles or combination truck or trailer over 26,001 lbs. must have the proper license and 
certification to operate. 

3. These drivers are considered Department of Transportation (DOT) operators and will be placed in the FMCSA random drug 
testing pool. 

4. Shall be at least 21 years of age. 
 

III. Management reserves the right to exercise discretion to assign company vehicles and alter auto reimbursement as needed. 
 

PROHIBITED HARASSMENT POLICY 

 
The Company is committed to providing a work environment that is free of unlawful harassment. Harassment on the basis of protected 
classification (race, color, creed, religion, sex, national origin, age, disability, sexual orientation, marital status, status with regard to public 
assistance, or any other characteristic protected by Federal, State or local law) including sexual harassment, is prohibited. Such harassment 
violates the law, creates an offensive working environment, decreases productivity, adversely affects positive working relationships, increases 
cost to the Company and tarnishes the image of the Company and everyone associated with it. 
 
I. Prohibited Harassment 

A. No employee, vendor or customer may engage in verbal and/or physical conduct that denigrates, shows hostility or aversion toward 
an individual because of an individual’s race, color, creed, religion, national origin, sex, marital status, disability, age, status with 
regard to public assistance, sexual orientation, or any other categories protected by Federal, State, or local law if the conduct: 

1. Has the purpose or effect of unreasonably interfering with the individuals’ work performance. 
2. Adversely affects that person’s employment opportunities. 

B. Examples of prohibited harassment are below; however, these are not all inclusive. 
1. Epithets, slurs or negative stereotypes. 
2. Intimidating or hostile acts based upon protected classification. 
3. Written or graphic material that denigrates, shows hostility or aversion to persons of a protected classification that posted 

or circulated on the Company’s property.  
 
II. Sexual Harassment 

A. Sexual Harassment is a form of employee misconduct that is demeaning to another person, undermines the integrity of the 
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employment relationship and is strictly prohibited. This is one specific kind of offensive behavior that is prohibited by law. 
B. Sexual Harassment is defined as making unwelcome sexual advances, requests for sexual favors, or verbal or physical conduct of a 

sexual nature as a condition of an employee’s obtaining employment or continuing employment; making submission to or rejection 
of such conduct the basis for employment decisions affecting the individual; and creating an intimidating, hostile or offensive 
working environment or otherwise substantially interfering with an individual’s employment by such conduct. 

C. Examples of sexual harassment are below; however, these are not all inclusive. 
1. Unwelcome sexual flirtations, propositions and invitations to social events. 
2. Offensive physical contact or physical dress. 
3. Use of words of a sexual nature describing body parts or sexual acts, telling “suggestive” jokes or stories or conversations 

about sexual exploits or sexual desires. 
4. Displaying in the workplace sexually suggestive objects, pictures, cartoons or representations of any action or subject which 

is sexual in nature and which can be perceived as offensive. 
5. Sabotaging an employee’s character, reputation, work effects or property because of sex. 
6. Direct and/or indirect suggestions that an employee’s job security, job assignment, conditions of employment or 

opportunities for advancement depend in any way on the granting of sexual favors or relations. 
 

III. Procedure for Making Harassment Claims 
A. The Company is unable to respond to an employee’s concern about prohibited harassment if the Company is not aware that such 

conduct is occurring. An employee who believes that they have been subject to harassment prohibited by this policy should report 
the incident immediately to their supervisor, Human Resources or President, regardless of who committed the offense. This includes 
third party employees, co-workers, supervisors, vendors, clients or any other person in the workplace. 

B. Any employee experiencing prohibited harassment should also feel free to tell the person responsible for the behavior to stop. 
While this step is not required in order to make a complaint under this policy, the Company encourages a culture where its 
employees feel comfortable to object to offensive behavior. 

C. False or fabricated complaints of harassment will be treated very seriously. Any employee whom is found to have made such a 
complaint will be subject to discipline, up to and including termination of employment.  

 
IV. Company Response 

A. The employee making the complaint will be asked to put the facts surrounding the offensive conduct or communication in writing. 
All complaints will be addressed as promptly as feasible either by investigation or other means appropriate under the 
circumstances.  

B. An investigation may include interviews with employee making the charges, the accused employee and appropriate witnesses, 
depending upon the individual circumstances of the matter. 

C. Employees who make complaints of harassment or who participate in an investigation will be expected to fully cooperate by 
providing complete and accurate information as requested. 

D. Determination of whether prohibited harassment occurred will be made on a case-by-case basis, depending upon the circumstances 
of the matter, including the type of harassment alleged, the context in which the alleged harassment occurred, and any other facts 
deemed relevant.  

E. The employee making the complaint will be advised of the final disposition of the matter. 
 

V. Non-Retaliation 
A. Retaliation against any employee who makes a complaint or who participates in any investigation is prohibited. Any employee 

who feels that they have experienced retaliation under this policy should immediately report it to their supervisor and/or Human 
Resources. 

 
VI. Discipline 

A. Violation of this policy may be grounds for disciplinary action, up to and including immediate termination of employment, or 
other appropriate action. Discipline, if any, will be determined on a case-by-case basis, after a review of relevant information. 

 
VII. Conclusion 

A. The Company’s policy is to follow all applicable anti-harassment laws. 
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APPENDIX II – VACATION TIME OFF REQUEST FORM 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 


