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The following guidelines have been established for all employees.  They are fundamental in character, are designed for the convenience and protection of everyone, and place particular emphasis on integrity and honesty.  Breaches of these guidelines may result in disciplinary action up to and including an unpaid suspension or termination of employment.
Since it is impossible to list guidelines to cover every situation, the absence of an illustration from this list will not be the basis for avoiding disciplinary action when the Company believes such action is warranted.  The activities prohibited by the Company include, but are not limited to, the following:
1.	Reporting to work intoxicated or under the influence of drugs.  Any employee under the care of a physician prescribing a specific drug should bring this to the attention of the employee’s supervisor.
2.  	Possession, use, distribution, manufacture, sale, or dispensation of any controlled substance or illegal drugs.
3.  	Unauthorized use or consumption of alcohol on Company premises or while engaged in Company business.
4.  	Stealing from customers or project owners, the Company, other contractors, or fellow employees.
5.  	Altering a time card or attendance sheet or any other records.
6.  	Any misrepresentation of facts or falsification of records, including falsification of employment applications, resumes or any Company pre- or postemployment forms, and any other form of dishonesty.
7.  	Leaving a jobsite or Company property during working hours without permission.
8.  	Disorderly conduct, including fighting; acting in an obscene manner or using obscene, abusive, or threatening language; or horseplay.
9.  	Smoking in an area where smoking is prohibited.
10.  	Defacing or damaging Company property, the property of another contractor, or a project owner’s property.
11.  	Unauthorized possession or use of firearms, fireworks, or any other weapon on Company property or while engaged in Company business except as authorized by applicable state law.
12.  	Soliciting, distributing literature, or conducting unauthorized meetings of any kind on Company time or property during working time.
13.  	Posting, removing, or tampering with the bulletin boards or notices posted on bulletin boards without authorization; or defacing any posted signs, displays, or property.
14. 	Excessive use of phones or other electronic devices for personal matters.
15.  	Carelessness or inefficient performance of job duties, including the failure to maintain proper standards of performance or interfering with the work of other employees.
16.  	Disobeying safety regulations, including failure to promptly report work-related accidents to supervisory personnel.
17.  	Insubordination, such as failure to follow a proper instruction of supervision or management.
18.  	Failure of an employee to accept that individual’s share of overtime work to meet Company and department needs.
19.  	Failure to observe “good housekeeping” practices by not cooperating in keeping the Company facilities and projects clean and in compliance with safety standards.
20.  	Failing to observe Company security regulations.
21.  	Failure to follow the Company’s policy on the use and protection of confidential information.
22.  	Any disruptive, uncivil or malicious action that tends to destroy good relations between the Company and its employees or between the Company and any of its suppliers or customers.
23.  	The Company fully supports equal employment opportunity and is against all forms of illegal discrimination and harassment in the workplace.  
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