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EMPLOYEE POLICY MANUAL 

 
The contents of this Employee Policy Manual are presented as guidelines of some of 
the company’s current policies and procedures. The contents constitute only a 
summary of the employee benefits, personnel policies, and employment regulations in 
effect at the time of publication. In the case of insurance and the substance abuse 
policy, the current plan documents will control. The contents of this Employee Policy 
Manual are subject to revision from time to time. However, important changes may be 
printed and distributed to employees during the period between reprintings of this 
Employee Policy Manual. 
 
Whenever used herein a pronoun in the masculine gender shall include the feminine 
gender. 

 
 
 

THE EMPLOYMENT RELATIONSHIP 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 
TABLE OF CONTENTS 

YOUR EMPLOYMENT RELATIONSHIP WITH THE COMPANY IS PURSUANT TO THE CONCEPT OF 
EMPLOYMENT COMMONLY KNOWN AS "AT WILL."  THIS MEANS THAT EITHER YOU OR THE COMPANY 
MAY TERMINATE THE EMPLOYMENT RELATIONSHIP AT ANY TIME WITHOUT PRIOR NOTICE. IT 
FOLLOWS THAT THE POLICIES AND INFORMATION CONTAINED IN THIS EMPLOYEE POLICY MANUAL 
DO NOT AND SHOULD NOT BE CONSIDERED TO CREATE A CONTRACT OF EMPLOYMENT BETWEEN 
YOU AND THE COMPANY.  NO MEMBER OF MANAGEMENT HAS THE AUTHORITY TO ENTER INTO ANY 
CONTRACT FOR EMPLOYMENT WITH ANY EMPLOYEE, WHETHER ORALLY OR IN WRITING. ONLY THE 
PRESIDENT OF THE COMPANY HAS THE AUTHORITY TO DO SO.  ADDITIONALLY, THE INFORMATION 
CONTAINED IN THIS MANUAL WILL BE CHANGED AND UPDATED FROM TIME TO TIME AND IS SUBJECT 
TO CHANGE BY THE COMPANY AT ANY TIME IT DEEMS APPROPRIATE.  WHEN CHANGES ARE MADE 
TO THIS MANUAL OR OTHER POLICIES AFFECTING YOUR EMPLOYMENT, THE COMPANY WILL MAKE 
EVERY EFFORT TO KEEP YOU WELL INFORMED.  SHOULD YOU HAVE ANY QUESTIONS CONCERNING 
THIS OR ANY ASPECT OF YOUR EMPLOYMENT WITH THE COMPANY, PLEASE ASK YOUR SUPERVISOR. 
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HISTORY 
 
The success of Watson Electrical Construction Co. is a result of an uncompromising 
commitment to our customers.   
 
Founded as “Dick’s Electric” in 1935 by T. L. “Dick” Watson, Sr., our company began 
by providing wiring services to rural homeowners as power lines were installed in 
eastern North Carolina. 
  
Over the next 50 years, customer needs grew and electrical technologies advanced.  
We responded.  Our capabilities expanded to include comprehensive residential, 
commercial and industrial electrical services.  During this period our name changed to 
Watson Electrical Construction Co. under the leadership of T. L. Watson, Jr. 
 
In 1986, Watson’s president, W.E. Boyette, purchased the company and ushered in a 
new era of growth and prosperity.  Sales and employment doubled over the next ten 
years.  We entered several new markets, including Virginia and South Carolina.  This 
period of phenomenal growth was fueled by the introduction of ongoing employee 
training programs, new information management technologies, and solid leadership 
structure.  Designed to better serve a growing number of more sophisticated 
customers, these new systems and structures positioned the company for continued 
success.  
 
By 1998, Watson had over 60 good years behind us, and we enjoyed a reputation as 
one of the southeast’s premier electrical construction companies.  As a direct result of 
such success, we were acquired by Consolidation Capital Corporation in October 
1998.  Eventually, we merged into Encompass Services Corporation, the largest 
provider of facilities systems and services in the United States.  
 
After working under the umbrella of a large corporation for a few years, Watson’s 
people were anxious to return to our roots.  Our heritage is built on serving electrical 
customers the only way we know how, the Watson way – with responsiveness, 
integrity, and attention to detail.  In 2003, our management team bought the company 
back and immediately revived our strong tradition of service and success, operating 
once again as Watson Electrical Construction Co. LLC. 
 
Today, Watson Electrical customers stretch across North Carolina, South Carolina and 
Virginia. They range from homes to hospitals, schools to subdivisions, and concert 
halls to coliseums – and they all power up thanks to us, Watson Electrical. 
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PROFILE 



 

 
We are a growing company.  The only restriction of the growth of our company is a 
shortage of willing and capable people.  We have an increasing demand for honest, 
ambitious people for whom we can provide an opportunity.  The recruitment policy has 
enabled the company to promote the majority of its management personnel from 
within. 
 
The company is organized and operated by divisions, referred to as construction 
divisions which are primarily engaged in the installation and maintenance of electrical, 
and in several locations, HVAC and plumbing systems.  Each construction division is 
responsible for monitoring and controlling the marketing, engineering, construction and 
administrative functions of the division through its Management Team.  This team 
usually consists of a Division Manager, Office Manager, Project Managers, Service 
Manager and Supervisors.  If the growth of the division warrants it, the team may be 
expanded.  Both a company and a division organization chart are located in each 
division office.  Any member of the division management team will be pleased to 
explain the charts in further detail. 
 
The construction divisions, with the exception of Special Division, operate within their 
immediate geographical area and are named to identify the area in which they are 
located.  The importance of the local division office is readily apparent in a number of 
areas.  A member of the local business community has obvious advantages in the 
market research, recruitment and public relations functions.  The local division office is 
able to compete with the small, local electrical contractor on a basis that the large, 
centrally located electrical contractor cannot compete.  Also, the local division can 
provide regular and emergency maintenance service, and several of the local divisions 
provide heating, venting and air conditioning service as well as burglar and fire alarm 
installations. 
 
The Special Division may operate in any geographical location.  This division normally 
performs projects that a local division is not staffed or equipped to handle and large 
projects of short duration that would interfere with the normal workload of the local 
division.  The Special Division usually performs the work not in the geographical area 
of a local division. 
 
Corporate Services assists the construction divisions in the performance of, or in some 
instances completely perform for the entire company, one or more of the necessary 
business functions. Corporate Services consists of General Management, Human 
Resources, Safety, Finance and Support Services.  Collectively, they perform or assist 
in the performance of more than one function and are intended to facilitate the 
performance of the functions for which they are responsible. 

5 
General Management functions to ensure the flexibility required to solve the dynamic 
problems encountered in the management of a growing company and performs the top 



 

management functions for the company. This area establishes all policies and 
procedures for the company and monitors and assists the construction divisions in the 
achievement of their aims and goals while operating within corporate guidelines. 
However, it is the responsibility of the construction divisions to monitor all jobs within 
their geographical areas and to estimate and submit bids on these jobs. 
 
Human Resources administers the group insurance program, 401(k) Plan, substance 
abuse program, our training programs (mentor training, apprenticeship, construction 
management training, supervisor and project management training), and establishes 
policies and procedures, and other administrative services for the company.  
 
Safety is responsible for OSHA compliance, safety training, hazardous communication, 
and claims management, which includes Workers Compensation, General Liability, 
Property and Auto and any other safety or claim related matters. 
 
Finance is responsible for collections, review and execution of contracts, and bank-
related transactions. The Finance area is also responsible for monitoring the wide-area 
computer network to accommodate the accounting and business management 
information systems to assure the proper maintenance of records for the company and 
to provide the divisions with a wide variety of current, accurate reports. 
 
Support Services leases and monitors the maintenance of vehicles and equipment for 
the company and serves the construction divisions by assisting them with building and 
grounds maintenance. In addition, this department supervises the construction in 
renovations to buildings and the set-up of new construction offices. 
 
When we talk about the "company," we really mean "people" - all of us working 
together.  Ours is a service company.  We do not "make" anything.  We provide our 
customers with a service, the installation of an electrical system.  Consequently, our 
first concern as individuals and as a company is to provide the services to meet the 
varied needs of our customers.  Each time we fully satisfy one of those many 
customers, we earn more confidence, attract new customers and enhance respect for 
our company. 
 
For over seventy years our employees have shared in the responsibility for making our 
company name stand for service in the electrical industry.  As an employee you now 
share that responsibility.  Just as you share the responsibility for the company’s 
success, you also share the rewards that come from that success.  These rewards 
include the satisfaction of a job well-done and direct compensation in salary and 
benefits.                                           6 
As you read this Employee Policy Manual, keep in mind that we earn our benefits 
through the excellence of our services. 
 
 



 

POLICY TOWARD UNIONIZATION 
 

We believe that job-related concerns can be worked out best through frank discussion 
in an atmosphere of mutual respect and cooperation without the involvement of 
outsiders.  You are an individual and will be treated as such. 
 
Under our union-free policy, you are free from having to pay union dues, fines, 
assessments, or other special charges. You do not have union rules, and you do not 
have to answer to a union boss. 
 
No employee of this company will ever need to join a union to keep his job; union 
activity will never get anyone special preferential treatment.  This is our policy.  This is 
also the law.  Do not let anyone tell you differently. 
 
Our customers hire us because they can depend on us.  Many customers hire us 
because our prices are competitive; we do not have costly inefficiencies typically 
associated with unions.  We can make a sufficient profit so that you can earn 
reasonable and equitable wages and have good fringe benefits.  This also helps us in 
our efforts to promote job security and build a strong future for our company. 
 
Our company is a non-union company.  We are dedicated to remaining non-union and 
will do everything within our legal power to remain so.  This is our policy because we 
sincerely believe that a labor union would not be in your best interest or the company's. 
 
We believe it is important that you fully understand our position on unions.  If you have 
any questions on this matter, please ask your supervisor. 
 
 

EQUAL EMPLOYMENT OPPORTUNITY POLICY 
 

It is the policy of the company to comply with Title VII of the Civil Rights Act of 1964 
and all applicable laws in letter as well as in spirit.  Discrimination or segregation 
because of race, color, religion, sex, age, national origin, physical or mental handicap, 
or status as a disabled or Vietnam era veteran is not permitted in any aspect of the 
employment relationship including, for example, hiring, work assignments, training, 
discipline, facilities, pay rates or other benefits. 
 

 
EMPLOYMENT POLICY 

 
Before you can be accepted for employment, you must read the current company 
Employee Policy Manual.  This is for your benefit as much as it is for ours.  The person 
interviewing you will answer any questions you may have after you read the Employee 
Policy Manual. 



 

 
Prior to employment, you will be required to provide documents that establish identity 
and employment eligibility.  As a condition of employment, you will be required to pass 
a drug test.  Also, as a condition of employment, you are required to have your payroll 
check set up for direct deposit.  You must provide direct deposit information at your 
orientation.   
 
You may be employed as either a full-time or part-time employee.  Part-time employee 
status is defined as an employee who works less than 1,250 hours per year or who is 
hired with the intention of working on a temporary basis and/or less than 1,250 hours 
per year.  Part-time employees are not eligible to earn paid vacation and paid holidays 
or to participate in the group insurance program.  Therefore, part-time employees who 
become full-time employees must satisfy a waiting period for those benefits (as defined 
by the individual plans). Any waiting period required would begin at the time their 
status is changed to full time. See the Benefits and Services section in this manual for 
more information. 
 
 

EMPLOYMENT OF RELATIVES, DATING/MARRIAGE BETWEEN EMPLOYEES 
 

The company cannot consider for employment within the same division or department 
any close relative of an employee except as outlined in the Employment section of the 
General Policies and Operating Procedures.  Close relative is defined as: wife, 
husband, daughter, son, mother, father, sister, brother, grandparent, grandchild, 
daughter-in-law, son-in-law, mother-in-law, father-in-law, sister-in-law, brother-in-law, 
step brother, step sister, half brother, half sister, niece, nephew, cousin, aunt, or uncle. 
 
In the event of dating or marriage between two employees, the two employees will be 
allowed to remain with the company but may not be allowed to work in the same 
division or department or in areas deemed by management to represent any conflict of 
interest situation.  All cases must be coordinated and approved by the Vice President 
Human Resources. 
 
In the event dating or marriage by any employee to someone not employed by the 
company creates a relationship defined above, the employee involved will be permitted 
to remain in the employment of the company with the above restrictions applying. 

 
 

GIFT POLICY 
 

It is against company policy for you and/or your family to receive gifts from suppliers or 
customers. 
 
 



 

SEXUAL HARASSMENT POLICY 
 

The company does not tolerate any form of sexual harassment in the workplace.  
Furthermore, the company has a firm belief and has established a policy that all 
employees are entitled to a work environment free of unlawful harassment, sexual or 
otherwise. 
 
No form of unlawful harassment will be tolerated including harassment for the following 
reasons: race, color, sex, national origin, age, disability or any other category protected 
by state or federal law. 
 
Unwelcome sexual advances, requests for sexual favors, and other verbal or physical 
conduct of a sexual nature constitute sexual harassment when, 
 

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

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

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

 
Other sexually harassing or offensive conduct in the workplace, whether committed by 
supervisors, managers, non-supervisory employees, or non-employees is also 
prohibited. This conduct includes: 
 

1. Unwanted physical contact or conduct of any kind, including sexual flirtations, 
touching, advances or propositions; 

2. Verbal abuse of a sexual nature; 
3. Demeaning, insulting, intimidating, or sexually suggestive comments about an 

individual’s dress or body; 
4. The display in the workplace of demeaning, insulting, intimidating, or sexually 

suggestive objects or pictures, including nude photographs; 
5. Demeaning, insulting, intimidating, or sexually suggestive written, recorded, or 

electronically transmitted messages. 
 
Conduct of the kind described in the above, or any other offensive conduct that is 
directed at an individual because of his or her race, color, religion, national origin, age, 
or disability is also prohibited. 
 
You have the responsibility to bring any form of unlawful sexual or other harassment to 
management's attention without fear of reprisal.  Watson Electrical prohibits retaliation 
against any employee for filing a complaint or participating in an investigation. Upon 
knowledge or request, the company will investigate the circumstances of any person 



 

who believes that he/she is the object of sexual or other unlawful harassment.  The 
results of the investigation will be reviewed with the person. 
 
Disciplinary action, up to and including termination, will be taken against any employee 
determined to be engaging in unlawful sexual harassment.  Please report immediately 
any perceived incidence of harassment to either the Vice President Human Resources 
or the President immediately by calling 252/237-7511.  All reports, to the extent 
possible, will be treated in a confidential manner. 

 
 

SUBSTANCE ABUSE POLICY 
 

The company's policy is to make a good faith effort to maintain a drug-free workplace.  
We are concerned about the harmful work-related effects of drug use and the unlawful 
possession of controlled substances on company premises. 
 
All employees are expected to be in appropriate mental and physical condition to 
properly perform their respective jobs.  To ensure this, the unlawful manufacturing, 
distribution, selling, dispensation, possession or uses of a controlled substance on 
company property, in company vehicles, or while conducting company business off 
company property is absolutely prohibited.  Violation of this policy under any 
circumstances will result in disciplinary action against the offending employee, up to 
and including termination. 
 
The company recognizes drug abuse as a potential workplace health, safety and 
security problem.  Any employee who desires help from the company in dealing with 
drug abuse problems is encouraged to seek information from the company's 
management or Employee Assistance Program.  Efforts to seek such information will 
remain confidential. 
 
All employees, as a condition of employment, must comply with the company's 
Substance Abuse Policy.  Furthermore, all employees must notify their supervisors of 
any criminal drug statute convictions for violations occurring on company property or 
off company property while conducting company business.  A report of a conviction 
under a criminal drug statute must be made within five days after the conviction.  
Employees who fail to report such a conviction will be subject to disciplinary action up 
to and including termination. 
 
The company will take appropriate disciplinary action against any employee convicted 
of a criminal workplace violation of drug laws.  Such disciplinary action may range from 
a requirement that the offending employee seek the assistance of the company's 
Employee Assistance Program to the termination of the employee. 
 



 

As a part of the commitment of the company to safeguarding the health of its 
employees, to providing a safe place for its employees to work and to supplying its 
customers with the highest quality construction and service possible, this policy 
establishes the company’s position on the use or abuse of alcohol, drugs or other 
controlled substances by its employees.  Substance abuse, either while at work or 
away from work, can seriously endanger the safety of employees and render it 
impossible to supply top quality construction and service.  Therefore, management has 
established this program to detect users and remove abusers of alcohol, drugs or other 
controlled substances. Our management is committed to preventing the use and/or 
presence of these substances in the workplace.  It is also the company's policy to 
provide as an employee benefit the Employee Assistance Program (referred to as the 
EAP) to deal with substance abuse and other problems that the company's employees 
and their families may encounter. 
 
For further information concerning the company's Substance Abuse Policy, ask your 
supervisor. 
 

 
SMOKING POLICY 

 
Smoking is prohibited in heated and/or air conditioned areas of our office buildings.  
Smoking is also prohibited in heated and/or air conditioned areas of facilities where 
any company meetings are held. Divisions may also designate entire job sites as 
smoke free or designate specific areas on job sites where smoking will be permitted. 
These decisions will be made by Division Managers, Project Managers, Construction 
Superintendents, Supervisors and Client rules and regulations, which may be site 
specific.  
 
The company is dedicated to providing a healthy, comfortable and productive work 
environment to our employees.  This goal can be achieved only through ongoing 
efforts to protect nonsmokers and to help employees adjust to restrictions on smoking.  
 
All employees share in the responsibility for adhering to and enforcing the policy. This 
policy is necessary because of the medical, health, and legal requirements that have 
been imposed by the Federal Government classifying second hand smoke as a Class 
A carcinogen. Any conflicts with this policy should be brought to the attention of the 
appropriate supervisory personnel and handled through the normal chain of command.  
Employees who violate this policy will be subject to the Disciplinary Action Program. 
 
Temporary personnel and visitors should be notified of this policy by their respective 
contact.  Temporary personnel and visitors who violate this policy will be reminded of 
the no smoking rule and that further violations could result in their being asked to leave 
the premises. 
 



 

 
WEAPONS POLICY 

 
This Weapons Policy is being implemented to help fight workplace violence by 
eliminating the weapons that sometimes lead to the potential of violence and cause 
employee injury or death. 
 
The company legally controls its property and therefore strictly prohibits the 
possession, sale and use of handguns and other weapons (as later defined) either on 
company property, in company vehicles, in company meetings, on job sites or job 
trailers or in the Division or Management Offices.  This policy is applicable for 
administrative and productive employees. 
 
Other weapons (not used in job performance) are defined as: knives, metallic knuckles, 
explosives, all guns including rifles, pistols, concealed handguns, and any other 
weapon intended to intimidate or inflict serious harm to another person. 
 
The concealed handgun law specifically states that having a concealed handgun 
permit does not authorize a person to carry a concealed handgun in areas where 
prohibited under general statutes, federal law, government buildings or offices, 
financial institutions or any other premises where notice that carrying a concealed 
handgun is prohibited by the posting of a conspicuous notice or a statement by the 
person in legal possession or control of the premises. 
 
Any employee caught in possession of a weapon as defined above will be disciplined 
according to the Disciplinary Action Program.  This is a Level III offense and will 
result in immediate termination of employment. Any employee with knowledge of 
another employee possessing a weapon must immediately report all information known 
to a supervisor for immediate action.  If it is believed that any employee is in the 
possession of a weapon covered under this policy, the supervisor will call the Police 
Department to investigate and to take such action as they deem appropriate. 
 
No one should approach anyone suspected of carrying a weapon due to the threat of 
bodily harm and/or death. 
 
This policy also covers the general public and other business associates who may 
enter our establishments or be on company property.  As notice to the general public 
and our employees, each office has a sign conspicuously posted at the entrance that 
weapons are prohibited from our premises.  Violators are trespassing and will be asked 
to leave. 
 
 

SAFETY POLICY 
 



 

It is the policy of the company to fully comply with the Occupational Safety and Health 
Act, including the hazard communication standard, and the Construction Safety Act.  
The intent of this policy is to provide our employees with the safest working conditions 
possible. 
 
Because our employees are our most important asset, your safety is our greatest 
responsibility.  Therefore, we not only ask, but require your complete cooperation in 
complying with the provisions of OSHA.   This means specifically that: 
 

• It is our responsibility to ensure compliance with all Federal and State 
regulations. 

• You are responsible to ensure that you comply with all safety rules and 
regulations pertaining to any PPE and/or Safety Equipment that may be 
required on any of our job sites. 

• You can be dismissed for a safety violation. 
 

It is not our objective to increase the difficulty of your job or to penalize you in any way, 
but we all must work together to eliminate accidents.  Construction injuries are always 
costly to the individual worker and often disastrous to your future and the security of 
your family. 
 
The company requires full compliance with OSHA and/or the Construction Safety Act 
by all employees, subcontractors and suppliers.  For additional rules and procedures, 
refer to the Employee Safety Manual. 

 
 

ON THE JOB 
 
You will be given a company orientation, which covers company policies and 
procedures, benefits, and our safety policy before you begin work.  This briefing will be 
given by either the company Hiring and Training Administrator or the person who hires 
you. You must successfully complete orientation to be eligible for employment. 
 
Where To Report 
 
Each employee will be assigned a place and a time to report to work.  If you are 
required to change job sites during the normal working hours, your travel time will be 
charged to each job proportionately or as directed by your supervisor. 
 
Transportation To Work 
 



 

It is your responsibility to provide your transportation to work.  If you are asked to drive 
your personal vehicle for company use, you will be paid the current company mileage 
rate per mile. 
 
A foreman may be assigned a company truck to carry tools and material to the job site 
and you may arrange to ride to work with him if it is convenient. 
 
Working Hours 
 
Your normal working hours will be approximately eight hours per day Monday through 
Friday, but your supervisor may require you to work overtime if it is deemed necessary.  
The company will comply with all applicable overtime provisions of the Fair Labor 
Standards Act of 1938, as amended.  Any employee who is required to perform two or 
more different kinds of work (primary and secondary job responsibilities) for which 
different regular time hourly rates are established will be paid during overtime hours at 
a rate of one and one-half times the hourly regular time rate established for the type of 
work being performed during such overtime hours. 
 
Overtime is paid on HOURS WORKED over 40 per week.  Vacation time and paid 
holidays are not "hours worked" and are not considered in any overtime calculation.   
 
It is not permitted for any hourly paid employee to work off the clock.  Working off the 
clock is defined as working and not reporting time.  An accurate record of hours 
worked is a company and a federal requirement and must be maintained at all times.  
Any deliberate attempt to falsify time records is a basis for discharge. 
 
Lunch Break 
 
One-half to one hour without pay will be allotted each day for lunch.  Your supervisor 
will tell you when your lunch break begins and ends. 
 
Rest Periods 
 
You will be allotted one or more breaks during your work day. The break or breaks will 
be provided after no more than 4 hours of consecutive work time. A meal break is 
included as one of your rest periods. Your supervisor will determine when these are to 
be taken; however, breaks are not allowed to be taken to shorten a workday, nor are 
they allowed to be taken at the beginning or ending of a work period.   
 
Employees are not allowed to leave job sites during break time; however, if an 
employee requests to leave the job site during meal break time and obtains prior 
approval of the supervisor, the employee is not compensated for the time away from 
the job. The only exception to this policy is that the supervisor may designate one 
employee to leave and pick up drinks, snacks, etc. 



 

 
Time Sheets 
 
Time sheets should be turned in as soon as you have finished work for the week.  
Time sheets must be turned in to the Division Office by seven o'clock Monday morning 
so your payroll check will be ready by the end of the workday on Friday.  Fill out and 
sign your own time sheet during work time each week.  The instructions for correctly 
filling out a time sheet are printed on the back of the time sheet.  If you need help, your 
immediate supervisor will help you.  
 
Your signature on your time sheet certifies that you understand company policy 
concerning time keeping, that you have accurately recorded your time, and that you 
claim no additional compensation for the week shown on the time sheet.  If you and 
your supervisor cannot agree on the information entered on your time sheet, do not 
sign it.  Ask your supervisor to let you discuss the problem with your division manager 
before you sign what you believe to be an incorrect time sheet. 
 
Radios, CD/Tape Players, Etc. 
 
The use of radios, CD/Tape players, etc. on job sites will be at the discretion of the job 
site supervisor.  The supervisor will evaluate the job site conditions and owner/general 
contractor requirements to determine if these items will be allowed on the job site.  If it 
is determined that radios will be allowed on the job site, the company will not be 
responsible for these items if they are lost, damaged or stolen.  The use of 
headphones on the job site is strictly prohibited. 
 
Unused Material 
 
All unused material, including material that becomes scrap as a result of the work 
being performed, is the property of the company and must be returned to the Division 
warehouse.  All company employees are bonded by a company bond that covers 
material, scrap, tools, supplies and money.  Any incidents will be reported to the 
bonding company for investigation and proper action. 
 
Company Tools and Equipment 
 
Company-owned tools and equipment furnished to you are for your use in the 
performance of your job.  No other use of company tools and equipment is allowed.  
You are responsible for the proper security, use and on-the-job maintenance of 
company owned tools and equipment assigned to you. 
 
 

FLEET SAFETY POLICY 
 



 

Our Company is committed to safety among its employees in the operation of motor 
vehicles.  Our employees’ safety is of serious concern to our company, and it is our 
goal to avoid accidents and serious injury or loss of life to any of our drivers or other 
motorists. Our policy has been developed to remind all employees of their legal and 
civic responsibility to drive safely and within the law at all times.  These rules apply to 
all eligible drivers of company vehicles and extend to their traffic record on and off 
company business. 
 
Our Fleet Safety Policy is part of our employee orientation, and each employee will 
receive a copy at time of employment.  Please refer to the Employee Safety Manual for 
details of the Fleet Safety Policy. 
  
Personal Appearance 
 
It is the policy of the company that an employee's dress and grooming should be 
appropriate to the work situation.  Administrative employees often have contact with 
the public and therefore represent the company in their appearance as well as by their 
actions.  Consequently, they are expected to dress in a manner that is normally 
acceptable in business establishments.  Productive employees are expected to dress 
as warranted by job conditions and in compliance with OSHA. 
 
If you report to work improperly dressed or groomed, your supervisor will instruct you 
to return home to take appropriate corrective action.  You will not be compensated 
during such time away from work, and repeated violations of this policy will be cause 
for disciplinary action. 
 
Personal Conduct 
 
You are expected to conduct yourself and behave in a manner that is conducive to the 
efficient operation of the company.  Refrain from behavior or conduct deemed 
offensive or undesirable.  Treat all customers, visitors and fellow employees in a 
courteous manner. 
 
Personal Matters 
 
Employees are prohibited from receiving personal mail and making or receiving 
personal telephone calls at work as these practices will interfere with job performance.  
It is understood that the necessity may arise to handle a family matter during a 
workday; however, these calls shall be limited in length and frequency. 
 
Computers and other office equipment are for business purposes only.  Any personal 
use must have the prior approval of the Division Manager. 
 



 

Employees are not allowed to use personal cellular telephones or personal beepers in 
division offices or to have these items outside of a vehicle on company job sites. 
 
Tool Requirements (Electrical) 
 
All mechanics, apprentices and helpers shall furnish and have the following tools in 
their possession at all times during working hours. 
 

QUANTITY ITEM 
1 Tool Pouch and Belt 
1 Folding Rule (or 25’ tape measure) 
1 Pair Needle Nose Pliers 
1 Pocket Level 
1 Pair Side Cutter Pliers 
1 Pocket Knife 
2 Pair Channelock Pliers 
1 Pencil and Notebook 
1 Large Screw Driver 
1 Wire Skinners 
1 Device Screw Driver 
1 Hacksaw 
1 Small Screw Driver 
1 Hammer 
1 Phillips Screw Driver 
1 Rat Tail File 
1 Receptacle Tester (GFI) 
1 Volt/Amp Meter 
1 ½” Bender (EMT) 
1 ¾” Bender (EMT) 
1 MC Cable Cutter 
1 ½” – 1 ¼” KO set (mechanic only) 

 
The following is a representative but not complete list of tools that must be furnished by 
the employees as required by the Company.  
 

QUANTITY ITEM 
1 Tool Box 
1 Set Allen Wrenches to ½” 
1 Stakon Tool 
1 Set Tap Wrenches 6/32, 8/32, 10/24, ½, ¼-2 
1 3/8” Power Drill electric or 18 volt battery (or equal) w/extra battery 

and charger (drill may be replaced provided it was originally 
purchased through the Company tool agreement) 



 

1 Fish Tape Holder 
1 Chalk Line 
1 Set Nut Drivers 
1 Plumb Bob 
1 Pair Tin Snips 
1 Flashlight 
1 Keyhole Saw 
1 Pair Large Channelocks 
1 Cold Chisel (Small and Large) 
1 Center Punch 
1 Set Drill Bits 1/16” to ½” by 32nds 
1 ½ - 1 ¼” KO Cutters (optional for helpers, mandatory for mechanic 

and foreman) 
1 12" Adjustable Wrench 
1 Bender (EMT) with handle (ID size ½” – ¾”) 
1 Level 24" or longer 
1 Set Box & Open End Wrenches 
1 Socket Set 

  
 
Tool Requirements (HVAC) 
 
All mechanics, apprentices and helpers shall use the following list and provide all the 
necessary tools to perform their duties in a professional manner. 
 
Apprentices and Helpers will provide all the tools necessary to perform the work at 
their skill level. 
 

QUANTITY ITEM 
1 Bulldog Tin Snips (mechanic only) 
1 Adjustable Hole Cutter (mechanic only) 
1 Right Cut Snips 

QUANTITY ITEM 
1 Left Cut Snips 
1 ¼” Nut Driver 
1 Straight Cut Snips 
1 Hand Notcher 
1 Button Locks 
1 5 Blade Hand Crimper 
1 Tensioning Tool (for nylon straps) 
1 12" Folding Bar 
1 Inside Folding Ruler 
1 Four Way Screw Driver 



 

1 5/16” Nut Driver 
1 Hand Seamer 6” 
1 Razor Knife 
2 14" Pipe Wrench (mechanic only) 
2 Vise Grip Pliers (mechanic only) 
1 Channelock Pliers 
1 PVC Pipe Cutter 
1 Jib Saw (sheet rock saw) 
1 Tubing Cutters 1 1/8 (mechanic only) 
1 Hacksaw 
1 Lineman's Pliers 
1 25' Tape Measure 1" Wide 
1 Scratch Awl 
1 Sheet Metal (setting) Hammer 
1 2 Pound Hammer (mechanic only) 
1 Framing Hammer 
1 2’ (or better) Level 
1 Torpedo Level 
1 Rechargeable Drill - Min. 14 volts with quick charge and backup 

battery 
1 Caulking Gun 
1 Plumb Bob 
1 Staple Gun 
1 Allen Wrenches (small set) 
2 Straight Slot Screw Drivers 
3 Adjustable Wrenches 6” and 12” 

 
 
 
 
 
 

Service Technician’s Tool Requirements (HVAC) 
 
All mechanics, apprentices and helpers shall use the following list and provide all the 
necessary tools to perform their duties in a professional manner.  Apprentices and 
Helpers will provide all the tools necessary to perform the work at their skill level. 
 

QUANTITY ITEM 
2 Set Manifold Gauges and Hoses 
1 Tool Pouch or Equivalent 
1 Volt/Ohm/Amp Meter (in single or multiple meters) 
2 Pocket Thermometers 



 

1 Rechargeable Drill – 14 Volt Min. With Extra Battery 
1 Set Allen Wrenches 1/8” to ½” – 12” Long 
1 Set Allen Wrenches 1/8” to ½” Short 
1 Refrigeration Service Wrench 
1 Set ¼” to 7/8” Combination Open End and Box Wrenching 
1 25’ Tape Measure 
1 Four Way Screw Driver 
1 Stubby Screw Driver Phillips and Flat 
1 Insulated Needle Nose Pliers 
1 Wire Stripper 
1 Lineman Pliers 
1 10” Channel Locks 
1 6” Crescent Wrench 
1 12” Crescent Wrench 
1 Vise Grips 
1 Set Ratcheting Box End Wrenches ¼ to 7/8” 
1 5/16” Nut Driver 
1 ¼” Nut Driver 
1 3/8” Nut Driver 
1 Valve Core Remover 
1 Blade and Hub Puller 
1 Tube Cutter 1/8” to 1-1/8” 
1 10” Pipe Wrench 
1 14” Pipe Wrench 
1 Hacksaw 
1 Key Hole Saw 
1 Utility Knife 
1 2 Pound Engineering Hammer 
1 Sheet Metal Hammer 
1 Claw Hammer 
1 2’ Pry Bar  
1 1 Punch and Chisel Kit 

QUANTITY ITEM 
1 Fin Comb 
1 Flaring Tool 
1 Caulking Gum 
1 10” Flat Blade Screw Driver 
1 Right Hand Snips 
1 Left Hand Snips 
1 Straight Snips 
1 3/8” Socket Set 
1 12” 3/8 Extension 
1 3” 3/8 Extension 



 

1 Inspection Mirror 
1 Gas Pressure Gauge 
1 Compressor Tote 
1 Sawzall 
1 Torpedo Level 
1 Swaging tool ¼” – ¾” 
2 Flashlights Small and Large 
1 Insulated Wire Crimper 
1 Leak detector 

 
 
Tool Requirements (Plumbing) 
 
All mechanics, apprentices and helpers shall use the following list and provide all the 
necessary tools to perform their duties in a professional manner. 
Apprentices and Helpers will provide all the tools necessary to perform the work at 
their skill level. 
 

QUANTITY ITEM 
1 Rubber Work Boots 
1 Hack Saw 
1 Claw Hammer 
1 20’ to 25’ Tape Measure 
1 Pencil 
1 Plastic Pipe Cutters 
1 Nail Puller 
1 Utility Knife 
1 Band Wrench 
1 Assortment of Crimpers (1/2” and ¾”) 
1 Assortment of Channel Locks (410, 420, 440, 460) 
1 Assortment of Crescent Wrenches (6”, 8” and 10”) 
1 Assortment of Pipe Wrenches (10”, 14”, 18” and 24”) 

QUANTITY ITEM 
1 Assortment of Screwdrivers (Flat head and Phillips head) 
1 100’ Tape Measure 
1 Torpedo Level 
1 2’ Level 
1 Copper Pipe Cutters 
1 Brick or Block Chisel 
1 Water Meter Key 
1 Toilet Auger 
1 Basin Wrench 
1 ½” Angle Drill 



 

1 3/8 Drill (electric or 12 volt battery w/charger and extra battery) 
1 Plumb Bob 
1 PVC Saw 
1 Sheet Rock Saw 
1 Ratchet Cutter CPVC 
1 Striker 
1 Mapp gas torch tip (not replaceable) 

  
The preceding tool lists are not to be construed as a complete list of required tools.  

 
Tools owned and furnished by you may be replaced by the company if you wear them 
out while working for the company.  Your supervisor must approve each replacement. 
 
Lost and stolen tools are the responsibility of each employee.  Insurance coverage is 
not provided for stolen tools. 
 
Personal Protective Equipment 
 
Upon employment, the following PPE is issued to each productive employee: 
 

• Hard hat 
• Non-prescription safety glasses or goggles 
• Work gloves 
• Hearing protection (earplugs) 

 
The company will furnish these items at no cost to the employee.  When these items 
are worn out or broken while working for the company, they will be replaced at no cost 
to the employee.  The supervisor must approve each replacement.  Refer to the 
Employee Safety Manual for additional PPE that will be provided on an as needed 
basis or as required by job conditions. 
 
 
Required Tool Purchases 
 
If you are unable to purchase the required personal tools, you may request from your 
division manager that the tools be charged to an account set up for you.  Weekly 
deductions will be made from your pay.  The division manager will not be able to 
approve charges to you that cause your account to exceed your net pay for a forty-
hour week.  Weekly deductions will be made according to the current deduction scale 
unless they are requested by the division manager to be more.  Deductions will be 
based on the largest account balance until the account is paid in full.  Your division 
office has a copy of the current deduction scale.  Any balance on your employee 



 

account will be deducted from your final paycheck.  Employees may also purchase 
tools with Visa/MasterCard. 
 
Reporting Injuries and Accidents 
 
Employees are to advise their supervisors immediately of all accidents, injuries or 
illnesses incurred while at work on the day of the incident/accident, regardless of how 
slight it may appear.  The company will provide the proper forms for reporting 
accidents, injuries and illnesses, and failure to report these occurrences will be cause 
for disciplinary action. 

 
 

WHAT YOU EARN 
 

You earn compensation in a number of ways.  One of them is wages.  Another is a 
wide range of benefits and services that save and stretch your earnings. We'll discuss 
these two areas of compensation in the next few pages.  
 
Other possible additions to your income that will not appear in your paycheck are the 
company’s match to your 401(k) contribution (if you elect to participate) and the 
company’s portion of the cost of your group insurance coverage (if you elect to 
participate). These forms of compensation are explained in other manuals.  For more 
information, refer to the Benefits and Services section in this manual or ask your 
supervisor. 
 

 
YOUR WAGE RATE 

 
Job Classifications 
 
Each job is classified according to the technical knowledge and experience necessary 
to perform the job.  Each classification has a wage rate limit that sets the highest 
hourly rate that can be paid to persons in that classification. 
 
How Your Rate Is Set 
 
Primary Job Responsibilities - Your wage rate for your primary job responsibilities lies 
somewhere within the range for your classification.  Unless you have some unusual 
qualifications, you start at an average rate for your classification.  From then on, how 
well you do your job determines the position of your rate in the range for your 
classification.  Your supervisor will request approval from the division manager for 
changes in your classification and/or wage rate. 
 



 

Secondary Job Responsibilities - Secondary job responsibilities will be compensated at 
the minimum wage rate as set by the U. S. Department of Labor.  These 
responsibilities are compensable travel time and required attendance at group 
meetings that are conducted by the company that are held outside of normal working 
hours. 
 
Your wage rate is confidential and is not to be discussed with other employees except 
your supervisor(s) and the management team in your division. Failure to follow this 
policy is grounds for disciplinary action up to and including termination. 
 
Rate and Classification Review 
 
Wage rate and/or classification adjustment can be made any time during the year 
when it is justified.  However, to make sure every employee is considered, formal rate 
and classification reviews take place periodically during the year. 
 
Rate Of Increase 
 
How well you do your job determines how far and how fast you move up in your wage 
rate range.  There is no automatic rate increase (unless you are enrolled in the 
Apprenticeship Program.) 
 
Promotions 
 
When you earn a promotion to a higher classification, you may or may not receive a 
rate increase.  However, the range of your wage rate is greater. 
 
Special Compensations 
 
The company is currently operating from different cities.  The location of your division 
is considered your base of operation.  The area of operation is anywhere within the first 
circle on your division’s Adder Map.  SPECIAL DIVISION NOTE: When the Special 
Division office is not considered to be the base of operation, the employee’s home will 
be considered the base of operation. 
 
There are three types of special compensation: adders, per diems and compensable 
travel time. 
 
ADDERS:  An adder is a fixed amount that is added to your hourly rate of pay for work 
on a specific job.  This amount is added to your W-2 earnings as taxable income. 
 

1. A Class I Travel Adder may be paid if the job site is outside the area of 
operation but within the second circle on the division's Adder Map. 



 

2. A Class II Wage Control Adder may be required on jobs that have a federally 
controlled wage rate.  It will be used to adjust pay rates to the level specified 
by the Federal Government. 

3. A Class III Working Conditions Adder may be required for special working 
conditions.  The amount of this adder will be determined in the division but 
must have the approval of the Vice President Human Resources before 
being used (see Form No. 260.) 

 
PER DIEMS: 
 

Levels 1, 2 and 3 - A per diem may be paid when working on a job site that is 
located outside the second circle on the division's Adder Map.  This may be paid 
for each night that an employee spends away from home and will be based on 
current living conditions in the area where the job is located.  When it is intended 
for an employee to stay out of town for less than 12 months, the per diem 
allowance is tax exempt and is not added to an employee's W-2 earnings.  The 
amount of the per diem will be determined in the division and must not exceed 
the amount set in the General Policies and Operating Procedures without prior 
approval of the Executive Committee Chairman (see Employee Exception 
Request, Form 260.) 
 
Levels 5, 6, and 7 - These per diems may be paid when it is intended for an 
employee to work on the same job site for 12 months or more.  These per diem 
allowances are taxable and will be added to an employee's W-2 earnings.  Use of 
Levels 5, 6, and 7 must have the prior approval of the Vice President Human 
Resources (see Per Diem Calculation Form No. 177.) 

 
Only one adder per job will be given to an employee.  In some cases, a per diem may 
be given along with an adder.  Adders and per diems will be based on whatever is 
required to meet government regulations and/or company policy.  A Class I Travel 
Adder will not be given to an employee who is paid compensable travel time. 
 
Compensable Travel Time - As a secondary job responsibility, compensable travel 
time applies to anyone who is required to report to the division office (either at the 
beginning or ending of the work day) to pick up and/or park a vehicle, pick up and/or 
unload materials, and receive job instructions or other company business.  
Compensation begins from the start of an activity (as described above) and continues 
while commuting to the job site unless the activity is within an employee’s normal 
working hours. 
 
NOTE:   Compensation will not be given to you if you voluntarily come into the office 
before your regular starting time or remain after your regular quitting time for personal 
reasons, including the personal reason of waiting for a ride.  If you are asked to 



 

perform work (such as loading material, etc.) while waiting for a ride, your work time 
includes all time from the beginning of that activity to arrival at the job site. 
 
All exceptions to the above regulations must have prior written approval by the 
Executive Committee Chairman. 

 
 

BENEFITS AND SERVICES 
 
General Information 
 
We are proud of the benefits we have at Watson Electrical Construction Co. LLC. 
Benefits are made possible by everyone working together and performing their job 
responsibilities to best of their ability. The benefits program will continue to be 
reviewed in an effort to provide the best possible benefits. 
 
Efforts have been made to provide a clear explanation of the benefits in non-legal 
language. However, benefits are defined in plan documents and should questions 
arise, the plan documents will govern and not the wording of this manual. We want you 
to understand all the benefits and should you have questions, do not hesitate to 
contact the Human Resource Department. 
 
Vacations 
 
All full-time employees begin earning vacation as soon as their employment begins.  
During the first five years of employment, administrative employees earn paid vacation 
at the rate of 1.5385 hours per week of satisfactory employment.  Productive 
employees earn paid vacation at the rate of .7692 hours per week of satisfactory 
employment.   
 
During the sixth through tenth years of employment, administrative employees earn 
paid vacation at the rate of 2.3077 hours per week of satisfactory employment.  
Productive employees earn paid vacation at the rate of 1.5385 hours per week of 
satisfactory employment.    
 
During the eleventh year of employment and beyond, administrative and productive 
employees earn paid vacation at the rate of 2.3077 hours per week of satisfactory 
employment.   
 
Our vacation year is January 1 through December 31. However, these dates could 
vary by approximately one week depending on when our labor cut-off falls each year in 
December.   Paid vacation is earned each year from January through December and 
can be taken the following January through December.  Your immediate supervisor 
can provide the exact date the vacation year begins and ends. 



 

 
Employee 

Classification 
Years of 

Completed Service 
Vacation 
Benefit 

Productive 
1 to 4 years Completed Service 
5 to 9 years Completed Service 
10+ years Completed Service 

1 week 
2 weeks 
3 weeks 

Administrative 1 to 4 years Completed Service 
5+ years of Completed Service 

2 weeks 
3 weeks 

 
Earned paid vacation must be taken immediately following the year it is earned. 
Compensation for earned paid vacation is at your regular time base rate and not more 
than eight hours per day.  All vacation time that has not been taken before October 1 
must be scheduled with your immediate supervisor by October 15 each year to be 
taken by the end of that vacation year.  Vacation time that is not taken by that time will 
be forfeited.  You will not be compensated for any vacation time that is unused and/or 
forfeited at the end of the vacation year. If you are eligible for two weeks of paid 
vacation during the year, you cannot take two (2) weeklong vacations during the same 
three month period of the year.  Scheduling single days of vacation using the second 
week of vacation time is allowed.  If you are eligible for three (3) weeks of paid 
vacation during the year, you can only take one week of vacation during the same 
three-month period.  For vacation purposes, the first quarter of the year is January 
through March, the second quarter is April through June, the third quarter is July 
through September and the fourth quarter is October through December.  Any requests 
for exceptions to this policy must be given to your immediate supervisor, who will 
forward your request to your Division Manager.  The Division Manager, in turn, will 
forward the request to the Vice President Human Resources who will review your 
request and determine if an exception should be granted. 
 

• If you are eligible to be paid for a holiday that falls during the period that you 
are on vacation, then that day will count as a paid holiday and not as a day of 
paid vacation. 

• If you are eligible for paid vacation and are absent because of circumstances 
beyond your control (for example, illness), you may request that the time, or 
part of the time that you were absent, count as paid vacation time. 

• If you are out of work due to an illness that is covered by group insurance, 
vacation time will continue to be earned through the duration of short-term 
disability. 

• If you are out of work due to a workers’ compensation claim, you will continue 
earning vacation for six months.  If you remain out of work after six months, no 
further vacation time will be earned. 

• If you are out of work for any other reason that exceeds 30 consecutive days, 
you will not earn any vacation time during that period. 

• If you are fired, you will not receive any unused vacation pay. 



 

• If you quit without proper notice (two weeks), you will not receive any unused 
vacation pay. Employees who resign with proper notice (two weeks) will be 
eligible to receive unused vacation pay. 

• If an employee has been granted leave under the Family and Medical Leave 
Policy, vacation time may be used as part of the leave.  

• An employee who is rehired and credited with previous service will begin 
earning vacation at the rate associated with their total years of service. 
However, vacation must still be earned in one year and taken the following 
year. 

 
Holidays 
 
The company observes the holidays listed below: 

 
New Years Day Independence Day Thanksgiving Day Christmas Day 
Memorial Day Labor Day Christmas Eve 

 
Effective 1/1/08 Memorial Day has been added as an additional company observed 
holiday. 
 
If any of the above holidays fall on Saturday, Friday will be observed.  If any of these 
holidays fall on Sunday, Monday will be observed.  Exception related to the Christmas 
Eve/Christmas Day combination: In the event that Christmas Day is on a Saturday, 
then Thursday and Friday will be observed; when Christmas Day is on a Sunday, then 
Thursday and Friday will be observed; and when Christmas Day is on Monday, then 
Monday and Tuesday will be observed.   
 
All full-time administrative employees and full-time productive employees properly 
classified by their division manager as a serviceman, foreman, superintendent, or 
project superintendent are paid for the above listed holidays.  All other full-time 
employees with one or more years of satisfactory cumulative service are paid for the 
above listed holidays.   
 
If you are out of work due to short-term disability, a workers’ compensation claim, or a 
personal leave exceeding two weeks, you will not be paid for holidays during that time. 
 
401(k) Plan 
 
You are eligible to participate in the 401 (k) Plan provided you are: 
 

• At least 18 years of age, and 
• A full-time employee who has completed 90 days of service, or 



 

• A part-time employee scheduled to work less than 30 hours a week, who has 
completed one year of service. 

 
For new employees, an automatic payroll deduction of 2% of your compensation per 
week will begin 30 days after your eligibility begins if the carrier has not received a 
response from you by that time.  After your eligibility begins, you must elect a zero 
percent (0%) deduction to decline participation.  You have 30 days after eligibility to 
decline participation before the automatic 2% deduction begins.  If you decline 
participation and later change your mind, you may enroll at any time.  You can make 
your election changes on the carrier website or by using the toll free number. 
 
Insurance 
 
The company has a group health insurance plan that covers all eligible full-time 
employees on the first of the month following a 90-day waiting period. The company 
pays a portion of the employee’s premium.  You must pay for any optional coverage 
and for your eligible dependents. 
 
If you are unable to work for any reason, you are responsible for maintaining your 
insurance premiums. You will be invoiced each week for the appropriate insurance 
premiums.  These invoices must be paid upon receipt. Upon returning to work, any 
unpaid balance that remains will be payroll deducted. If you fail to maintain your 
insurance premiums while you are unable to work, you may become ineligible for the 
group plan(s). 
 
Detailed information will be provided to you when you become eligible. 
 
Cafeteria Plan 
 
The company offers a cafeteria plan to all full-time employees for handling group 
insurance premiums only.  Details concerning eligibility and benefits under the 
Cafeteria Plan are contained in a separate Summary Plan Description and will be 
made available to you. 
 
Christmas Club Plan 
 
The company offers a Christmas Club Plan to all employees.  See your supervisor for 
additional information concerning participating in the plan. 
 
Employee Assistance Program 
 
The company provides access to the Employee Assistance Program as a benefit 
designed to assist you and your immediate family members who are experiencing any 



 

kind of personal problem such as marital, family, financial, or legal problems; and 
alcohol or other substance abuse problems.  The assessment visit is free for you, as 
well as your family members.  While follow-up visits are your responsibility, the EAP 
assessment counselor will assist you in locating the most affordable service. 
 
Direct Deposit of Payroll 
 
As a benefit to our employees, effective 4/1/95, our company implemented a system 
that allows employees’ payroll checks to be directly deposited into their bank accounts.  
All new employees hired after the effective date are required to participate in the direct 
deposit system (see Group Banking section).  The Authorization For Direct Deposit 
Form (Form No. 510) must be completed by the new employee at orientation.  A 
voided check or a deposit slip for each designated account must be attached, and 
each document is to be clearly marked as either checking or savings.  It will take 
approximately four weeks to implement direct deposit for an employee’s payroll check.  
In the interim, checks will be mailed to the employee’s home address. 
 
Our company's workweek begins on Monday and ends on Sunday.  If an employee 
has not received his payroll check by Friday (employee opting for direct deposit) or by 
Tuesday (for other employees), the employee may report this to his division office.  
The division will call Corporate Services and request a stop payment. After Corporate 
Services has verified that the check has not cleared the bank, a stop payment will be 
placed on that check, and a replacement check will be issued either by Corporate 
Services or the division.  The division will advise the employee that a stop payment has 
been placed on the original check.  When the employee receives the original check, he 
will return it to the division office to be forwarded to Corporate Services. When an 
employee leaves the Company for any reason, the last check will be issued as a paper 
check and not direct deposited. That check will be available at the Division Office. 
 
 
 
Group Banking 
 
Group Banking is offered as a benefit to help new employees obtain a bank account as 
well as offer current employees banking opportunities that are only available as an 
employee of Watson Electrical. When you take advantage of Group Banking, you can 
enjoy valuable savings on a wide variety of products and services. If you wish to 
participate in Group Banking, request this at a local branch of the bank providing the 
service. 
 
If an employee cannot qualify for a bank account, the division manager should notify 
the Vice President Human Resources explaining the employee’s situation.  The Vice 
President Human Resources may then review this information with a Group Banking 
representative to see if an exception can be made and an account opened for the 



 

employee.  If the bank will not open an account for the employee, the employee will be 
exempted from the direct deposit requirement with the approval of the Vice President 
Human Resources. 
 
Social Security (FICA) 
 
Retirement income from this government plan begins when you reach the retirement 
age specified in the Social Security law.  Half of the cost of this program is paid for you 
by the company. 
 
Veterans Administration Benefits 
 
Employees who have completed an active military tour of 181 days since January 31, 
1955, and have registered with the North Carolina Apprenticeship Council as an 
electrical apprentice may be eligible for Veterans Administration benefits.  If you think 
you may be eligible, ask your division manager. 
 
License Fees 
 
If you have a State Unlimited Electrical Contractor's license, a plumbing license, and/or 
an HVAC license and are listed on the company’s license, the company will pay the 
annual license fees. 
 
Training 
 
On-the-job training is expected of all employees.  In addition, you are encouraged to 
attend schools, workshops or company training sessions that will contribute to your 
advancement in the company.  Division managers may authorize reimbursement of 
tuition and required materials upon satisfactory completion of such training if the 
division manager's tentative authorization is secured before the course is begun. 
 
Certain educational opportunities may be paid for in advance by the company.  If an 
employee enrolls and does not finish or satisfactorily complete the course, he will be 
required to reimburse the company.   If an employee cannot attend a course that was 
paid for in advance by the company, he must give adequate notice to his supervisor so 
that a replacement can be found or a refundable cancellation can be made; otherwise, 
he will have to reimburse the company. 
 
Training during normal working hours will be compensated at your regular wage rate.  
Required attendance to training sessions held outside of normal working hours will be 
compensated at the secondary job rate. 
 
Group Meetings 
 



 

Time devoted to the discussion of company business at group meetings during normal 
working hours will be compensated at your regular rate.  Required attendance that is 
outside of normal working hours will be compensated at the secondary job rate.  The 
amount of this time will be recorded on the group meeting report, and it will be 
management's responsibility to record the compensable time for group meetings on the 
employee's time sheet.  Hourly wage employees in attendance, as shown by their 
signature on the meeting report, will be compensated for the time shown on the report 
as having been devoted to company business. 
 
Discount Purchases 
 
You may purchase electrical materials for your own personal use that are normally 
stocked by the company and personal tools to be used in the performance of your job 
from the company at cost plus sales tax.  If you purchase material and/or tools from the 
company, payment must be made by the tenth of the following month, the same as any 
other charge sale by the company. 
 
Workers’ Compensation 
 
Employees injured on the job may be eligible for workers’ compensation disability 
benefits and medical expenses may be paid for by our workers’ compensation 
insurance carrier. 
 
As stated in our Safety Policy, we require your complete cooperation in complying with 
the provisions as outlined in our Employee Safety Manual and in accordance with the 
provisions of OSHA. 
 
Therefore, in accordance with the Workers’ Compensation Act, your benefits may be 
reduced or you may not be entitled to receive workers’ compensation benefits if it is 
determined you are injured due to a safety violation. 
If your workers’ compensation claim is denied, you have the right to appeal the 
decision.  If you choose to appeal the decision, you will not be able to file for benefits 
under the Group Insurance Plan until the Industrial Commission has made a decision 
on your appeal. 
 
Unemployment Insurance 
 
The company pays into state and federal unemployment systems. Benefits from the 
State and/or Federal systems are provided through your local Unemployment office. 
Should you become unemployed due to lack of work or under other circumstances as 
prescribed by law, you should contact your local Unemployment office. 
 
Payroll Deductions 
 



 

If you wish to have deductions made from your paycheck for group insurance 
premiums, 401(k) contributions, government savings bonds, uniform rental or a 
Christmas Club account, notify your supervisor.  You may have to sign authorization 
forms.  Deductions may be made from your paycheck for required tool purchases if 
your supervisor authorizes them.  If money is advanced to you for out-of-town travel, 
the full amount of the advance will be deducted from the payroll check in which you 
receive your last per diem.  No other deductions will be made from your paycheck 
except those required by law.   
 
Under no circumstances will the company or any of its officers endorse any notes or 
make any financial obligations for its employees. 
 

 
QUICK FACTS YOU SHOULD KNOW 

 
Attendance 
 
Regular attendance is required.  If you must be absent or tardy for reasons beyond 
your control, you are required to notify your supervisor or your division office at least 30 
minutes before the beginning of your workday. Excessive absenteeism or tardiness will 
result in disciplinary action up to and including termination. Absences with no 
notification will be deemed as job abandonment. 
 
Absences due to reasons enumerated under the Family and Medical Leave Act will not 
be counted against an employee's attendance record as long as the employee 
provides proper notice and medical certification for any leave request based on the 
employee’s or a family member’s serious health condition.   
 
Authorized Leave of Absence 
 
When you must be absent for one week or more, you should request an authorized 
leave of absence from your supervisor.  Each request will be granted or denied after a 
review of the individual case.  It is a policy of the company not to grant an authorized 
leave of absence to an employee to accept employment elsewhere. 
 
Under no circumstance will an Authorized Leave of Absence be granted for more than 
30 consecutive days without approval from the Vice President Human Resources.  
 
Exception:  Workers’ Compensation, Group Insurance Disability, Family and Medical 
Leave Act, Military Leave. 
 
Employees on Leave of Absence are not guaranteed reinstatement at the conclusion 
of their leave time. Under the exceptions listed above, an employee who is unable to 



 

return to work or has not been approved or reinstated to return to work after six (6) 
months’ leave of absence, the employee will be terminated. 
 
Personnel Files 
 
Employee personnel files are created by the Company and maintained by the 
Company throughout your employment. Therefore employee personnel files and their 
contents are the property of the company, and do not belong to the employee.   
 
Performance Evaluations 
 
The company acknowledges that all employees benefit from on-going communication 
with their supervisors  on goals, expectations, skills and performance. The evaluation 
process is designed to periodically review past performance, recognize 
accomplishments, discuss areas of improvement, set objectives for the next evaluation 
period so that expectations are clear, reinforce positive work habits and ethics and 
offer the employee information regarding career development. Through this process 
our goal is to give you the guidance you need to stay on a path of continuous 
improvement.  
 
Family and Medical Leave 
 
It is the policy of the company to comply with the law pertaining to the Family and 
Medical Leave Act of 1993.  To be eligible for leave, an employee must have been 
employed for at least 12 months and must have worked at least 1,250 hours during the 
12-month period immediately preceding the commencement of the leave and must be 
employed at a worksite where 50 or more employees are employed within 75 miles of 
that work site. 
 
Eligible employees will be granted up to 12 weeks of unpaid leave during any 12-
month period for one or more of the following reasons:  (1) the birth of the employee's 
child and to care for the newborn child; (2) the placement of a child with the employee 
for adoption or foster care; (3) the employee's need to care for a child, spouse, or 
parent who has a serious health condition; or (4) the employee's inability to perform the 
essential  functions of his position because of a serious health condition. 
 
Where the necessity for leave is foreseeable, the employee must provide 30 days' 
notice of his intention to take leave.  Where the need for leave is unforeseeable, only 
notice as soon as practicable is required. 
 
Under our leave policy, the employee must:  (1) provide certification by a health care 
provider for any leave request based on the employee's or a family member's serious 
health condition; (2) provide subsequent recertifications every 30 days during the leave 



 

period; (3) report periodically on his status and intention to return to work; and (4) 
provide medical certification that the employee is able to return to work for any 
employee taking leave due to his health condition. 
 
Although the employee is not entitled to receive unemployment compensation during 
the unpaid leave, any group health insurance coverage that the employee has at the 
time of the leave will remain in effect. 
 
Certification and Notice - The employee must provide medical certification at the time 
the leave is requested, but no later than 15 calendar days after such request.  A 
medical certification of a serious health condition or a disability must contain the 
following information: 
 

• Whether it will be necessary to take leave intermittently or to work on a 
reduced-leave schedule 

• If the condition is pregnancy or a chronic condition, whether the patient is 
presently incapacitated and the likely duration and frequency of episodes of 
incapacity 

• If additional treatment will be required for the condition, the certification must 
include: 

Ø An estimate of the probable number of such treatments 
Ø If the patient’s incapacity will be intermittent or will require a reduced-

leave schedule, an estimate of the probable number of treatments, the 
interval between such treatments, estimated dates of treatment, and 
period required for recovery 

Ø If any of the additional treatments are to be provided by another 
provider of health services, the nature of such treatments 

Ø If a regimen of continuing treatment is required, a general description 
of the regimen 

• If medical leave is required for the employee’s own serious health condition, 
whether the employee is unable to perform work of any kind, whether the 
employee is unable to perform any one or more of the essential functions of 
his/her own position, and whether the employee must be absent from work for 
treatment 

• For family leave to care for a family member with a serious health condition, a 
statement that the patient/family member requires assistance for safety, 
transportation, or basic medical or personal needs, or that the employee's 
presence would be beneficial or desirable for the care of the family member.  
The certification must indicate the type of care to be provided by the employee 
(i.e. whether the family member will need care only intermittently) and the 
probable duration of the leave. 

  



 

If an employee fails to give timely advance notice (30 days) when the need for leave is 
foreseeable, and has no reasonable excuses, the company may delay the start of the 
leave until 30 days after such notice is given. 
 
If an employee fails to provide the required medical certification promptly, the company 
may deny leave until such certification is submitted. 
 
Intermittent and Reduced-Schedule Leave - An employee may take personal and 
medical leave intermittently or on a reduced schedule only under the following 
circumstances, unless otherwise agreed to by the company: 

 
• The employee has a disability that substantially limits him in a major life 

activity and intermittent medical leave is necessary to accommodate such 
employee in the performance of the essential functions of the position. 

• The employee has a serious health condition that requires intermittent medical 
leave. 

• The employee has a spouse, child, or parent with a serious health condition 
that requires intermittent personal leave. 

 
Benefits While on Leave - An employee is not paid during any period of absence 
covered by this policy with the exception of paid vacation time taken.  Furthermore, no 
benefits except group health insurance will continue while an employee is on any type 
of leave of absence.  An employee on leave of absence shall continue to be covered 
under the company's group health care plan at the same level and under the same 
conditions as provided before the employee's taking leave. 
 
The company may recover all health care premiums paid during a period of leave if the 
employee fails to return to work after the leave expires, unless the reason the 
employee fails to return is due to: 
 

• The continuation, recurrence, or onset of a serious health condition or 
disability that would entitle the employee to leave under this policy. 

• Other circumstances beyond the employee's control as set forth in the FMLA 
and its accompanying regulations. 

 
When an employee fails to return to work because of the continuation, recurrence, or 
onset of a serious health condition or disability that would entitle the employee to leave 
under this policy, the company may require medical certification of such continuation or 
recurrence. 
 
An employee returning from medical leave will generally be reinstated to his former 
position, provided the employee furnishes a physician's verification of the employee's 
ability to return to work. If the employee's former position is not available, the employee 



 

will generally be reinstated to a position with equivalent employment benefits, pay, and 
other terms and conditions of employment.  Refusal of an offer of reinstatement will be 
treated as a voluntary resignation. 
 
All requests for family and/or medical leave must have the approval of the Vice 
President Human Resources. 
 
Service Member Family and Medical Leave: 
 
The FMLA permits eligible employees to take Service Member Leave to care for a 
covered service member.  Except as outlined below, employees’ rights to 
Servicemember Leave are controlled by our general policy on FMLA Leave. 
 

• Servicemember Leave may be taken by eligible employees for the following 
reasons: 

 
1. Qualifying Exigency:  Where a “qualifying exigency” arises related to a 

covered family member’s active duty or call to active duty in the Armed 
Forces or in support of a contingency operation; and/or  

2. Servicemember Leave:  Where it becomes necessary for an employee to 
provide care for a covered servicemember.  A covered servicememeber is 
a member of the Armed Forces, including a member of the National Guard 
or Reserves, who is undergoing medical treatment, recuperation, or 
therapy, is otherwise in outpatient status, or is otherwise on the temporary 
disability retired list, for a serious injury or illness. 

 
Employees taking leave for a qualifying exigency may take up to 12 workweeks of 
leave during any 12 months period. 
 
Employees taking leave to care for a covered servicemember may take up to 26 
workweeks of leave during any 12 month period.  Such leave, when combined with 
other FMLA-qualifying leave, may not exceed 26 weeks per 12 month period.  To 
qualify for Servicemember Leave, an employee must be a spouse, son, daughter, 
parent, or next of kin (nearest blood relative) of the covered servicemember. 
 
Where the need for Servicemember Leave is foreseeable, and based on planned 
medical treatment, employees should generally give thirty (30) days’ notice prior to the 
date the leave is expected to begin and should make reasonable efforts to schedule 
any treatments so as not to unduly disrupt the Company’s operations.  Where the need 
for leave due to a qualifying exigency is not foreseeable, employees must provide 
reasonable and practicable notice to the Company. 
 



 

A certification will generally be required in accordance with the Company’s FMLA 
Leave policy for Servicemember Leave.  Certifications may be required for leave taken 
for a qualifying exigency in accordance with regulations issued by the Secretary of 
Labor.  
 
Military Leave 
 
It is the policy of this company to grant leave as necessary for uniformed service in 
compliance with all applicable federal and state laws. Employees are entitled upon 
completion of military service to reemployment with the company and certain other 
benefits in accordance with applicable federal and state laws. 
 
Any employee who needs time off for uniformed service is to immediately notify his or 
her supervisor upon becoming aware of the need for leave. The supervisor will forward 
the request to Human Resources. Human Resources will contact the employee and 
provide details regarding the leave. If an employee is unable to provide notice prior to 
leaving for service, then a family member should notify the employee’s supervisor as 
soon as possible. 
 
Temporary Layoffs 
 
If you are temporarily laid off for any reason, you will not be considered as being 
terminated for four weeks.  At the end of the four-week period, you will be terminated 
unless the division has secured the approval of the Vice President Human Resources 
for an extended layoff or leave of absence.  Holidays will not be paid for during a 
temporary layoff; however, all other benefits that are in effect at the time of the 
temporary layoff will continue to accrue.  You can use earned vacation time during a 
temporary layoff; however, no other compensation will be paid during the temporary 
layoff period. Layoffs are determined by job needs, job location, worker skills, and job 
cost per worker-hour. Seniority is not a factor in determining layoffs. 
 
Conflicting Outside Activities 
 
In limiting employees’ involvement in certain outside activities, we are not attempting to 
interfere in your personal life, but rather we want to protect the best interest of the 
company and all of its personnel.  We cannot permit you to pursue activities which, in 
the judgment of the company, may be in conflict with the general welfare of the 
company or have the appearance of impropriety, or which might otherwise damage the 
company’s reputation, or interfere with our business or the proper performance of your 
duties. 
 
Certain activities which obviously are not proper for employees include, but are not 
limited to, any other full-time employment; employment with a competitor or adversary 
of the company; use of the company’s time, facilities or equipment to engage in 



 

another business or occupation; and any outside activity which results in your losing 
time from work, being distracted from work, or otherwise performing unsatisfactorily, or 
which could result in an appearance of conflict.  You should consult with your 
Supervisor or Division Manager before engaging in any activity which might be covered 
by this policy. Any exception granted under this policy must be in writing from the 
Division Manager and obtained prior to engaging in any activity which might be 
covered under this policy. 
 
You are not permitted to do any work within the work scope of the company that is 
within your area of responsibility except for yourself or the members of your immediate 
family without the prior written approval of your division manager. 
 
Misconduct 
 
Sometimes events involving misconduct or alleged misconduct that happen on the job 
or away from the workplace can affect an employee’s continued employment. Events 
of misconduct, on or off the job, will be thoroughly investigated if it appears that the 
event(s) might have an adverse impact on Watson Electrical clients, management or 
other employees. If an investigation confirms that the misconduct could adversely 
affect Watson Electrical’s general reputation, sales levels or employee morale, the 
employee may be terminated or placed on an unpaid leave of absence. The employee 
can request this unpaid leave of absence or the Company may require that the 
employee take an unpaid leave of absence until the charge(s) or event(s) has been 
cleared in a positive manner or until the Company agrees to let the employee return to 
work. 
 
Employees on leave of absence are not guaranteed reinstatement at the conclusion of 
their leave time. If an employee is unable to return to work or has not been approved or 
reinstated to return to work after six (6) months’ leave of absence, the employee will be 
terminated. 
 
Change In Status 
 
An Employee Information Form must be filled out if you change your address, home 
telephone number or marital status.  Also, if there is a change in your military status, 
notify your division office. 
 
When a change occurs in the number of your dependents, you must complete a new 
Federal Government Form W-4 to have this change reflected in your paycheck.  
Reporting an increase in the number of dependents is optional; reporting a decrease is 
required by law.  Notify your supervisor if you wish to make a change. 
 
Resignation 
 



 

We request a minimum of two weeks notice (ten working days) and require that you 
return all company property such as a vehicle, keys, credit cards, manuals, and tools 
and clear all unpaid accounts (i.e. health care, employee account for material per 
diems.) 
 
Solicitation and Distribution of Literature 
 
Everyone has probably found himself in a difficult situation when asked to make a 
purchase or donation to support some sort of fundraising drive or cause.  Even though 
most of these projects are worthwhile causes, they can be disruptive to work schedules 
and may put unnecessary pressure on employees to participate.  Also, if non-
employees are involved, this activity can also involve trespass.  The following rules 
must be followed to ensure that everyone's rights and obligations are upheld: 
 

• Solicitation and/or distribution of literature by non-employees on company 
property is prohibited at all times. 

• Solicitation and distribution of literature by employees on company property 
and/or job sites during the working time of any employee involved is 
prohibited. 

• Distribution of literature by employees on company property and/or job sites in 
non-working areas during working time, which in any way interferes with work, 
is also prohibited. 

• Distribution of literature by employees on company property and/or job sites in 
working areas is prohibited at all times. 

 
 
Company Bulletin Boards 
 
Important information will be posted on the official company bulletin boards.  These 
bulletin boards are for company business and only notices related to work will be 
posted.  Nothing may be posted on or removed from the bulletin board without prior 
approval, and it is forbidden for anyone to deface any notice posted on the bulletin 
boards. 
 
Confidentiality Provision 
 
Information concerning the company's clients and their projects is confidential.  As 
such, information of a confidential nature is not to be discussed inside or outside the 
workplace except during the normal course of business demands, and only then with 
the utmost discretion.  Bid data, plans and specifications, reports, pricing information, 
worksheets and similar type information shall not be removed from the company's 
offices.  This information will not be shown or released to any outside person without 
prior approval of the Division Manager.  



 

 
This provision also pertains to proprietary information that is the property of the 
company.  Such information includes, but is not limited to, manuals produced by the 
company relating to policies, procedures, forms, etc. 
 
Jury Duty Provision 
 
The company recognizes that all employees have a civic responsibility to participate in 
our judicial system when summoned to serve as a juror.  When you receive a 
summons for jury duty, immediately notify your supervisor.  When you are not required 
to serve on jury duty for a major portion of the day, you will be expected to report for 
work.  Any money received by an employee for jury duty is retained by the employee. 
Jury Duty is excused and unpaid time off. 
 
Open Door Policy 
 
We all recognize that the accumulation of unspoken, unanswered complaints results in 
dissatisfaction and destroys what otherwise can be a pleasant work relationship.  
Therefore, if a problem should occur, it is to everyone's benefit to ensure a prompt and 
fair solution.  That is the purpose of the following "Open Door" procedure: 
 
When you have a problem or complaint, you should review the problem with your 
supervisor at the earliest convenient time.  It is part of your supervisor's responsibility 
to try to correct situations that cause problems and complaints. Therefore, it is very 
possible that your complaint can be settled by the two of you to your mutual 
satisfaction. 
 
If you and your supervisor do not reach a solution, you may then ask for an 
appointment with your division manager.  Your supervisor will arrange this without 
prejudice to you.  This is also part of your supervisor's responsibility.  If you do not feel 
that the problem has been properly resolved by your supervisor or division manager, or 
if the problem is such that you wish consultation without talking to your supervisor or 
division manager, ask for an appointment with the company's Vice President Human 
Resources.  You should be aware that you may call on and consult with him at any 
time concerning problems you feel warrant attention. 
 
 

DISCIPLINARY ACTION PROGRAM 
	  
The Company reserves the right to deviate from the Disciplinary Action program, 
including by skipping steps and imposing immediate termination when, in the judgment 
of management, such discipline is warranted by the circumstances. This policy is 
intended as a general guideline and the Company is free to terminate employees, who 



 

are employed at-will, at any time for any reason or no reason. Likewise, employees 
remain free to terminate their employment in the same manner. 
 
Employees will be held accountable for following all regulations and rules.  Supervisory 
employees may take disciplinary action, up to and including immediate termination 
from employment, against employees who violate rules, regulations, and safe work 
practices to ensure compliance.  
 
The employee may appeal the disciplinary action if he/she disagrees with the action 
imposed and may request an appeal in the Employee Remarks section of the 
Disciplinary Action Record.  The Vice President Human Resources may choose to 
review the appeal request with the Division Manager. If the employee disagrees with 
the decision, the employee may request a final appeal. The Vice President of Human 
Resources may then review the appeal with the President of the Company.  All parties 
are generally notified of the final decision. 
 
Disciplinary Action Records that are completed and administered will be signed by the 
employee, the supervisor and the Division Manager.  The form must be sent to the 
Vice President of Human Resources for his signature. The Disciplinary Action Record 
will then be made a part of the employee’s personnel file. 
 
Violations are given point values that are based on the severity of the employee’s 
infractions.  Once an employee has received 100 violation points, he will be subject to 
termination.  Points for each violation will be removed after 12 months.   
 
 

Example:   
20 point Violation issued on June 3rd – this violation will be removed 12 months later. 
50 point Violation issued on September 9th – this violation will be removed 12 
months later. 

 
The following examples of employee infractions are grouped according to the severity 
of infraction and level of disciplinary action and will result in the stated Level of 
Disciplinary Action. The following is a partial listing and is not to be considered the 
entire list of employee infractions. 
 

Level 1 Violations 
Point Value Description of Violation 

20 Leaving the work area or work site without proper authorization 
20 Dress code violations 
20 Horseplay 
35 Tardiness 
20 Personal pager or cellular phone used on the job or division office 



 

20 Having personal pager or cellular phone outside of 
vehicle on company job site 

20 Not having required tools 
35 Unsatisfactory job performance 
25 Violations of starting or quitting time procedures 
20 Violating company Smoking Policy 
25 Improperly recording hours worked on time sheet 
20 Not using proper PPE during 1st 90 days of employment 
30 Violation of Safety Policy 
35 Failure to report an accident on the job 

 
 

Level 2 Violations 
Point Value Description of Violation 

50 Violation of a specific Safety Policy/Procedure in 12 months. Any 
violation that creates an immediate exposure to serious injury for an 
employee 

50 Repeated absenteeism/tardiness or absences without proper notification 
50 Insubordination 
50 Disorderly conduct 
50 Disregard/misuse of company property, vehicles, equipment or supplies 
50 Gambling during working time 

Point Value Description of Violation 
50 Sleeping during working time 
50 Solicitation/distribution of literature on company property during working 

time 
50 Unauthorized possession or use of photographic equipment 
50 Conduct that adversely affects the company 
50 Cashing payroll check before Friday 
50 Violation of Company’s Driver Safety Program 
50 Violation of related work policy 

 
Level 3 Violations 

Point Value Description of Violation 
100 Unauthorized possession of company, client or other employees' 

property 
100 Stealing of company, client or other employees’ property 
100 Falsifying, providing, or maintaining improper records with malicious 

intent 
100 3rd Violation of a specific Safety Policy/Procedure in 12 months or any 

Violation of Lockout/Tagout policy or a violation that creates an 
immediately Dangerous to Life or Health (IDLH exposure for an 
employee 



 

100 Willful violation of any project secrecy or confidentiality 
100 Unauthorized cashing of another employee's check 
100 Lockout/Tagout procedures not in use while working on switchgear, 

motor control cabinets, service equipment, buss duct 
100 Violation of company Weapons Policy 
100 Failure to provide direct deposit information within required two-week 

period 
100 Breach of confidentiality 

 

 
 

CAREER OPPORTUNITIES 
 

As an employee, you share in the positive aspects of our continuing growth and 
progress.  As an employee of a company that is an industry leader, your career 
opportunities are exceptional.  Whenever the company increases its share of the 
present market or tries new techniques, your job opportunities multiply. 
 
Promotion From Within 
 
Company policy has always been that promotions go to qualified employees whenever 
possible.  New employees are typically hired in situations where the necessary skills 
and training cannot be found among present employees.  You need only the ability and 
the ambition to be considered for positions of increased responsibility. 
 
Training For The Future 
 
The surest path to advancement is to become thoroughly competent in your present 
job.  Competence comes primarily from continuing day-to-day efforts to learn your total 
job and to become more effective in doing it.  You are encouraged to take advantage 
of any training or educational opportunities available to you that may speed your 
advancement. 
 
Apprenticeship Program 
 
The North Carolina Department of Labor, Apprenticeship Council, and Carolinas AGC, 
in conjunction with the Federal Government, have established a vocational training 
program.  The apprenticeship course takes four years to complete and consists of on-
the-job training and related textbook instruction.  Graduates of this program are highly 
regarded, and in great demand, in industry. 
 
When employees are required to attend meetings related to apprenticeship during 
normal working hours, compensation will be paid at the employees’ regular rate.   



 

Employees are not compensated for time spent outside of normal working hours on the 
Apprenticeship Program or its testing. 
 
If you are a high school graduate or have received your GED and are interested in a 
career opportunity, you should see your supervisor about the Apprenticeship Course.  
You must be 18 years of age or older to apply for the Apprenticeship Program. 
 
Construction Management Training Program (CMT) 
 
Our CMT Program is a North Carolina Registered Electrician Master Craftsman 
Program and provides an opportunity for employees to advance their careers into 
management positions through a formalized, well structured four-year on-the-job 
training (OJT) program. Operating under Standards registered with the North 
Carolina and the U.S. Departments of Labor, CMT is designed as a follow-on program 
for apprenticeship, but entry is not restricted to just apprentice applicants. Ask your 
Supervisor for more information.  

 
 
 
 
 
 

PROJECT RULES 
 
Telephone Calls 
 
Personal calls are prohibited.  On most construction sites the work force is distributed 
over several areas, making it difficult to contact employees for personal calls.  
However, an emergency call will receive prompt attention, and you will be notified as 
soon as possible.  Your supervisor will provide you with a telephone number that may 
be given to your family for use in emergency situations. 
 
Visiting Other Work Areas 
 
You must remain in your own work area except when duties require going to another 
work area.  If this becomes necessary, notify your supervisor first.  Do not loiter in that 
area, and return promptly to your regular work area. 
 
Property Removal 
 
It is not permissible to remove either the company's or the client's property from the 
project for personal use.  Unauthorized possession of company, client or other 
employees' property may result in immediate termination and/or legal action. 
 



 

Inspections and Searches  
 
I understand that inspections and searches of company and personal property may be 
conducted for cause as determined by management. Any inspection or search would 
be conducted for the protection of the Company. I consent to the search of my 
personal effects brought onto company property or worksites, such as my automobile, 
toolbox, locker, packages, computer and electronic devices. Refusal to submit to a 
search can result in removal from company premises and disciplinary action up to and 
including discharge. 
 
Recording Equipment 
 
The use of photography, video camera recorders, cameras or any other recording 
device is strictly prohibited from use on company property, company controlled 
property, company job sites, or other confidential areas without prior approval of the 
Division Manager. Camera phones or cell phones with picture taking capability are 
strictly prohibited from use and are not allowed at any time. Violation of this policy will 
subject the employee to disciplinary action up to and including termination. 
 



 

RECEIPT FOR EMPLOYEE POLICY MANUAL 
 
This is to acknowledge I have received my copy of Watson Electrical 
Construction Co. LLC’s Employee Policy Manual. I have received an 
orientation on its contents as well as other rules and policies. I have 
been given the opportunity to ask questions that I may have 
concerning any of the Company’s policies and procedures. I will read 
and abide by all Company policies, rules and regulations.  
 
I understand that this Employee Policy Manual represents only current 
policies, regulations, and benefits. The Company retains the right to 
interpret policy and change these policies and benefits as it deems 
advisable. 
 

 

 
 
PRINT NAME:   
 

 
 
SIGNATURE:   
 

 
 
DATE:   
 
 
This perforated page and the inside back cover of this Employee 
Policy Manual contain the same wording. After being properly 
endorsed and witnessed, this perforated page is to be removed and 
becomes a part of your personnel file. 
 
 
Form No. 95 (3/08) 
 

I UNDERSTAND THAT MY EMPLOYMENT IS CONSIDERED “AT 
WILL” AND THAT THIS EMPLOYEE POLICY MANUAL DOES 
NOT CREATE AN OBLIGATION OR CONTRACT OF 
EMPLOYMENT. I FURTHER UNDERSTAND THAT I HAVE THE 
RIGHT TO TERMINATE THE EMPLOYMENT RELATIONSHIP AT 
ANY TIME, WITH OR WITHOUT CAUSE AND WITH OR 
WITHOUT NOTICE. I UNDERSTAND THE COMPANY HAS THE 
SAME RIGHT.  



 

RECEIPT FOR EMPLOYEE POLICY MANUAL 
 
This is to acknowledge I have received my copy of Watson Electrical 
Construction Co. LLC’s Employee Policy Manual. I have received an 
orientation on its contents as well as other rules and policies. I have 
been given the opportunity to ask questions that I may have 
concerning any of the Company’s policies and procedures. I will read 
and abide by all Company policies, rules and regulations.  
 
I understand that this Employee Policy Manual represents only current 
policies, regulations, and benefits. The Company retains the right to 
interpret policy and change these policies and benefits as it deems 
advisable. 
 

 

 
 
PRINT NAME:   
 

 
 
SIGNATURE:   
 

 
 
DATE:   
 
This perforated page and the inside back cover of this Employee 
Policy Manual contain the same wording. After being properly 
endorsed and witnessed, this perforated page is to be removed and 
becomes a part of your personnel file. 
 
 
Form No. 95 (3/08) 

I UNDERSTAND THAT MY EMPLOYMENT IS CONSIDERED “AT 
WILL” AND THAT THIS EMPLOYEE POLICY MANUAL DOES 
NOT CREATE AN OBLIGATION OR CONTRACT OF 
EMPLOYMENT. I FURTHER UNDERSTAND THAT I HAVE THE 
RIGHT TO TERMINATE THE EMPLOYMENT RELATIONSHIP AT 
ANY TIME, WITH OR WITHOUT CAUSE AND WITH OR 
WITHOUT NOTICE. I UNDERSTAND THE COMPANY HAS THE 
SAME RIGHT.  


