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INTRODUCTION 
Welcome to Stahly Engineering and Associates, Inc. our Firm prides itself in offering high quality civil 
engineering and surveying services for the public and private sectors. As a Stahly Engineering employee, you 
will be expected to carry out your job functions in a professional manner being ever mindful that we are a 
service business and that our clients and potential clients are of paramount importance. 
 
This policy manual summarizes some of our Firms employment practices and the benefits to which you are 
entitled as an employee of our Firm. Stahly Engineering reserves the right, at any time, to amend, modify, alter 
or eliminate any statements, benefits, procedures or policies. If you have questions or concerns about your 
employment with our Firm, do not hesitate to ask. 
 
We hope your experience with our Firm is a fulfilling and rewarding one. 
 
 
 
HANDBOOK PURPOSE 
This handbook has been prepared as a summary of the employee personnel policies, procedures and benefits 
adopted by the Stahly Engineering & Associates, Inc. of Helena, Montana (our/the Firm, we, us, etc.). It has 
been issued to help you understand what will be expected of you as an employee and what you can expect of the 
Firm. Please keep in mind, however, that policies, procedures and benefits described in this manual are subject 
to modification or discontinuation by the Firm at any time and new policies, procedures or benefits may be 
added as may be considered appropriate by the Firm.  When the addition, modification or discontinuation of a 
policy, procedure or benefit has been approved, you will be notified.  
 
Your supervisor has been delegated authority to implement these policies and to take any action that is 
consistent with or not prohibited by these or other Firm policies to accomplish assigned work. Individual work 
units may adopt supplemental policies as long as they do not conflict with the provisions of these policies or the 
Principals have specifically approved them. 
 
If, after consulting the handbook you still have questions about a particular policy or benefit, please let your 
Supervisor know. 
 
We may, from time to time, enter into a written employment contract for a specified term with individual 
employees. If you have a contract and it contains a provision that differs from these policies, the contract will be 
considered controlling. If a contract does not address a particular topic or issue, these policies will be 
considered controlling. 
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EQUAL OPPORTUNITY POLICY 
It is our policy to provide Equal Employment Opportunity (EEO) to all persons regardless of race, color, 
religion, sex, national origin, age, physical or mental handicap or marital status except where the reasonable 
demands of a job require such a distinction to be made.  
 
We pledge that we will not retaliate against you if you file a complaint in good faith or assist another 
employee with a complaint they may have. We also pledge to make accommodations for any known 
disability or religious belief where such an accommodation would not result in undue hardship and making 
the accommodation would allow you to perform the essential functions of your position.  

 
HARASSMENT OF EMPLOYEES 
It is our belief that employees should be able to work free from intimidation, harassment and other 
inappropriate behaviors. Therefore, it is our policy to prohibit sexual and other unlawful harassment of our 
employees, applicants for employment, clients or other members of the public by any person and in any 
form. 
 
For purposes of this policy, harassment is defined as unwelcome or unsolicited comments, gestures, or 
physical contact where: 
 

1)  Submission to or rejection of the conduct becomes the basis for an employment decision 
affecting you or; 

 
2)  The conduct unreasonably interferes with your work performance or creates what a 

reasonable person would view as an intimidating, hostile, or offensive working 
environment. 

 
Examples of prohibited behavior include, but are not limited to: lewd, suggestive or demeaning comments, 
off-color language or jokes of a sexual or racial nature, sexual or racial slurs, display of sexually explicit or 
otherwise potentially offensive photos, greeting cards, articles, books, magazines or cartoons.  
 
If you believe you have been subject to any form of prohibited harassment from any person, you should 
bring the matter to the attention of your supervisor or any Principal immediately after the incident. Our Firm 
will not retaliate against you for filing a complaint in good faith or if you assist others in the filing or 
processing of a complaint.  
 
The person receiving your complaint is responsible for notifying the Principals regardless of the complaint’s 
perceived merit. The Managing Principal is responsible for promptly initiating procedures to investigate and 
resolve complaints of harassment.   
 
Where an appropriate investigation results in a determination that prohibited harassment has occurred, 
appropriate actions may be taken to remedy any problems or inequities, which may have resulted from the 
harassment. The Principals may initiate appropriate disciplinary action, up to and including termination of 
employment, against employees who have participated in prohibited harassment as may be appropriate to 
ensure compliance with this policy.  
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YOUR EMPLOYMENT 
As with all new employees, you must satisfactorily complete a probationary period. All probationary periods 
are at least six months long. If you are on a leave of absence during probation, we will generally extend the 
probationary period so that we have at least six months of opportunity to assess you ability to meet our 
expectations.  Some positions may have a longer probationary period and, if this applies to you, you will be 
informed at the time of hire. You are considered to have successfully completed probation when you have 
actually worked at least the required period of time, have been determined to be performing satisfactorily and 
been informed in writing of the change of status.  
 
During the probationary period, both of us will be evaluating each other to decide whether or not a good, on-
going working relationship can be established. Your supervisor or higher management may conclude that you 
are not well suited to your new job. Should your work performance or conduct not meet our Firm's expectations 
during the probationary period, you may be terminated at any time and without advance warning.  During your 
probationary period, you are not eligible to use the complaint resolution procedure described in these policies 
unless your complaint is related to an alleged violation of law.  
 
The Firm may extend the length of your probationary period for an additional period of time. Notice of an 
extension in your probationary period will be given to you in writing prior to the end of the probationary period. 
The extension notice will contain the reason(s) for the extension.    
 
Once you have satisfactorily completed your probationary period you will become a regular employee of Stahly 
Engineering & Associates. Being a regular employee may mean that you work a regular schedule or it may 
mean you are considered to be an "on-call" employee whose hours are scheduled as needed on a week-to-week 
basis.   
 
A regular employee may resign their employment at any time. Likewise, a regular employee may be terminated 
at any time for failure to adhere to our Firm's performance or conduct expectations or for other reasons not 
prohibited by law or these policies.  
 
All employees who are regularly scheduled to work at least 40 hours per week are considered to be "full-time". 
All other employees are considered part-time. Part-time employees regularly scheduled to work 20-39 hours per 
week receive many of the benefits on a prorated basis. If you work less than 20 hours per week you will not 
receive the benefits described by these policies unless required by law or unless otherwise stated in the 
applicable policy. Each benefit policy provides more information on eligibility and amounts earned by part-time 
employees. 
 
On occasion, we may find it appropriate to hire someone for a specific period of time as a fill-in, to work for a 
summer or to complete a special project. These employees are considered to be temporary employees if the 
anticipated length of employment is less than 12 months. A person hired as a temporary employee is subject to 
these policies but they may not be entitled to the insurance, paid time off or other benefits described by these 
policies unless required by law or otherwise stated in the applicable policy. 
 

PERSONNEL RECORDS 
Your personnel and payroll records are kept in the administrative office. These records are confidential and 
are used solely for business purposes. You should notify the office whenever you have a change of address, 
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phone number, marital status, or number of dependents. By doing so, we can ensure that payroll, tax and 
insurance records are current and up to date.  
 
If you are a current employee, you may have reasonable access to your personnel records by notifying your 
Supervisor. Terminated employees may have access to their personnel records for thirty calendar days 
following termination. Unless otherwise required by law, we may withhold some portions of your personnel 
record such as those which may jeopardize the confidentiality of another person (such as reference check 
materials provided by previous employers, investigatory reports, etc.)  

 
PERFORMANCE EVALUATIONS 
Employee performance evaluations are a cooperative effort between an employee and his/her supervisor 
with the express purpose of improving morale and job performance.  Performance evaluations will normally 
be conducted before the end of your probationary period and periodically thereafter. Other evaluations may 
be conducted as needed. 
 
You may provide a written response to comments made in the performance evaluation and it will be 
attached to the evaluation and placed in your personnel file. Although the ratings and comments are not 
grievable, any adverse action that might be based on information from your evaluation is grievable. 

 
EMPLOYEE BENEFITS 
This section outlines some of the benefits Stahly Engineering has adopted to offer to its employees.  All regular-
full time employees and part time employees working at least 20 hours per week are eligible for all of the 
Firm’s benefits once any qualifying period has been satisfied.  Benefits for part time employees working 20 
hours or more per week are on a pro-rata basis. 
 

INSURANCE  
Because the benefits may change from time to time, the details of the plans have not been included in these 
policies but will be provided at orientation or when changes occur.  The Firm provides a high deductible 
health insurance plan in which 100% of the employee premium is paid by the Company.  Family members 
can be added and the additional premium is paid by the employee.  If for some reason you do not wish to be 
covered by our Firm's health insurance plan, you must decline in writing.  A health saving account (HAS) is 
included with the health plan which allows for pre-tax employee contributions and in addition the Company 
makes a monthly contribution to the account as well.  In order to obtain coverage, you are responsible for 
paying the difference between the total premium for yourself (and any covered family members) and our 
Firm’s contribution for any coverage you may elect to receive. 
 
Our Firm currently makes a contribution to the cost of insurance into a “cafeteria plan.” In the case where 
the employee is covered by insurance from the spouse’s employment, our firm reimburses up to one half of 
its employees out of pocket cost for that insurance but not in an amount in excess of the contribution made 
to employees covered under our own plan. 
 
If you are covered by our health insurance plan and later leave our employment, you may be able to 
continue your health care coverage through our Firm's insurance program at your own expense in 
accordance with applicable law.  If you are eligible for this continuation privilege, you will be notified in 
writing. At the time you receive your notice you have a maximum of 60 days to make your decision to 
continue or cease health care coverage. 
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PERSONAL LEAVE  
As a regular employee of our Firm, you will earn personal leave based on the hours you work and your 
length of service. Personal leave is a time for you to rest, relax, and pursue special interests or to receive pay 
while you are sick or disabled. If you are a temporary employee, you do NOT earn personal leave.  
 
Full-time employees earn personal leave credits according to the following schedule: 
 

 
COMPLETED 
SERVICE 
 

 
ANNUAL ACCRUAL FOR 
FULL-TIME EMPLOYEES 
 

 
 One Day - 5 years 
 

 
144 hrs 
 

 
Over 5 years -10 years 
 

 
184 hrs 
 

 
Over 10 years 
 

 
220 hrs 
 

 
You may accumulate Personal Leave credits up to a maximum balance equal to your annual accrual shown 
above your years of service. If they are, at any time, at or near the applicable maximum balance (as shown 
above), you will earn only the amount of Personal Leave that takes them to the maximum balance. You will 
be paid in full at termination for any unused Personal Leave credits that you have earned. 
 
Personal Leave time will continue to accrue during periods of paid personal leave and leaves of absence 
with pay. Personal Leave time will not accrue during layoffs or leaves of absence without pay. 

 
HOLIDAYS  
Stahly Engineering observes the following holidays:  

•  New Year’s Day    
•    Memorial Day (the last Monday in May)  
•  Independence Day (July 4th)  
•    Labor Day (The first Monday in September) 
•  Thanksgiving Day  
•    Friday following Thanksgiving 
•  Christmas Eve    
•    Christmas Day   

 
If any of the holidays listed above fall on a Saturday, the previous Friday will be observed. If any of the 
holidays listed above fall on a Sunday, the following Monday will be observed. 
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To receive the holiday benefit, you must have worked or be on paid leave on both the last scheduled 
workday before the holiday and the first scheduled workday after the holiday is observed. You will receive 
the pay you would normally have received if you had worked on the holiday.  
 
If an hourly staff member works on a holiday, they will receive full straight-time pay for the time worked in 
addition to receiving pay for the holiday. 

 
 

LEAVES OF ABSENCE  
You may request a leave of absence for reasons including but not limited to those listed below.  Unless 
otherwise indicated, these absences are unpaid unless you have made advance arrangements with your 
supervisor to utilize any available Personal Leave credits you may have available.  You must give your 
supervisor as much notice of the need for leave as possible whenever the need is foreseeable. You may 
request a leave of absence, WITHOUT PAY, for legitimate reasons. All leave and any extensions must be 
approved by your Supervisor in consultation with the Principals. Requests for leave in excess of two weeks 
must be approved in advance by a principal of the firm.  
 
To request a leave of absence, you must submit the request and justification along with any supporting 
documentation in writing to your Supervisor along with the date(s) you are requesting. You will receive a 
response to your request as soon as possible following the receipt of all information, which may be 
requested by your supervisor. If a leave is approved, you will be notified about the expiration date of the 
leave and will receive information regarding the status of your job at the time you return to work. If, at the 
end of the authorized leave of absence, you do not return to work or request an extension of the leave of 
absence, you will be considered to have voluntarily terminated your employment with our Firm.  
 
Jobs vacated by leaves of absence may be temporarily refilled.  However, unless otherwise provided by law, 
our Firm retains the right to permanently fill these vacancies when it is deemed necessary and in the best 
interest of our Firm. 
 
You will not accrue personal leave or other benefits during unpaid leaves of absence (including lay offs) 
unless otherwise required by law or provided by these policies.   

  
MATERNITY LEAVES  
If you are pregnant, you will be granted unpaid leave beginning at delivery or at such time as your physician 
states you are unable to perform the duties of your job with or without reasonable accommodation. You will 
be automatically eligible for up to six weeks of unpaid leave to recover from childbirth or related 
complications. If you need additional time off for recovery (beyond the six weeks) due to a maternity-
related disability or related medical complications, you may be asked to provide certification from your 
physician showing the additional time is medically necessary. 
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MILITARY LEAVES 
If you are a member of a military reserve unit you will, upon request, be granted the amount of time 
necessary to attend periods of active duty to which you are ordered or to attend weekend drills. If your 
supervisor so requests, you must produce a copy of the official military orders directing you to report for 
duty. At the time that you are released from military duty, you have a period of time as shown below within 
which you are required to return to work or, in the case of longer absences, apply for reinstatement. 
 

PERIOD OF ABSENCE RETURN TO WORK 
REQUIREMENT 

Less than 31 days You must report to work on the next shift 
following release from service plus travel 
time and an eight-hour rest period. 

31-180 days You must reapply within 14 days of 
release from service 

181 days to five years* You must reapply within 90 days of 
release from service 

* The five-year maximum is extended for certain categories of service. For more information 
contact a principal.  
 
If you comply with the requirements shown plus the additional requirements contained in the applicable 
federal or state reinstatement laws, you will be reinstated as soon as possible. Should you not return to work, 
or not make application for re-employment as required by law, you will be considered to have voluntarily 
terminated your employment. Additional statutory requirements and exceptions are applicable to military 
leaves of absence. Additional information about military leaves of absence is available on request.  
 
You can use accrued Personal Leave time to attend required military functions (training, active duty, etc.).  

 
JURY DUTY 
If you are called as a juror, you will be given sufficient time off to meet your obligations. If you are paid on 
an hourly basis, you may retain any payments made by the court for jury services. If you are paid on a 
salaried basis, you will receive time off with regular pay minus the amount of pay received from the Court 
for any week in which you have worked for our Firm. 

 
If you are dismissed from jury service prior to the ending of your daily work shift, you must either report for 
work or contact your supervisor for instructions. 

 
BEREAVEMENT OR FUNERAL LEAVE  
If a member of your immediate family or household should die, you will, upon request, be granted up to, but 
not to exceed three (3) days paid leave of absence. Your Supervisor may also authorize up to four hours of 
time off for you to attend the funeral of another person. If the person is not a member of your immediate 
household as defined above, the leave may be requested without pay or may be charged against your 
Personal Leave balance. 
 
FAMILY AND MEDICAL LEAVES OF ABSENCE 
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Our Firm is NOT subject to the time off and benefits continuation provisions of the Family and Medical 
Leave Act.  
 
PER DIEM   
If you are a member of a Survey Crew or performing Construction Inspection, you will receive a Per Diem 
payment based on the current per diem schedule based on the following criteria: 

• If you depart the office before 6 a.m. and return after 6 p.m., the full per diem stipend will be 
paid. 

• If you stay overnight but return before 6:00 pm the following day, per diem is paid according to 
time of day of return: 

A. Returns after 10:00 am but before noon, Breakfast per diem will be paid 
B. Returns after noon but before 6:00 pm, Breakfast and Lunch per diem will be paid 

    
Per Diem expenses incurred are to be recorded on the Daily Log of the particular Job the Per Diem is to be 
charged. Per Diem must also be recorded on the expense portion of the individual time cards to ensure 
proper employee reimbursement. 
 
If you are an office or professional staff member that attends meetings, seminars, conferences, you will be 
reimbursed for the actual expenses of the meal (receipts required) up to the current daily maximum. It is 
expected that prudent judgment be used. If you are authorized to entertain a client or other individual, the 
daily limit may be waived for the duration of that activity. 
 
Lodging will be also be reimbursed up to the limits established by policy. 

 
MILEAGE FOR PERSONAL VEHICLE USE  
On occasion you may be asked to use your vehicle for Firm use. If this should occur, you will be reimbursed 
as per mile rate as adopted from time to time by our Firm. This should be recorded on the expense portion of 
your time card. Please include a job number if this expense was incurred on a particular job. You will be 
reimbursed the following pay period. 

 
FIRM CREDIT CARDS  
Our Firm provides credit cards to those who duties require their use. Fuel cards are issued to survey crews 
for gas for the vehicles. These fuel cards are only used for gas in the survey vehicles and should never be 
used for other purposes. 
 
Firm credit cards can be used to purchase necessary survey supplies, office supplies, or hotel reservations 
with supervisor approval, If an occasion should arise for the need to use a Firm credit card, please obtain 
approval in advance, where possible, from the Office Manager. All receipts must be given to office 
personnel as soon as possible. Employees may not use Firm credit cards for personal purposes. 

 
SOCIAL SECURITY/MEDICARE  
As a Firm employee, you are covered by Social Security / Medicare which provides retirement and health 
benefits for employees and their families as specified by law in the event of retirement, hospitalization after 
age 65 (Medicare), total and permanent disability before age 65, and death at any time. 
 
Our Firm matches the amount of Social Security taxes paid by each employee.  Contact the local Social 
Security Office for details on the benefits provided. 
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WORKER’S COMPENSATION   
As a Firm employee, a workers’ compensation insurance program covers you. Workers' Compensation 
covers both lost wages and work-related medical expenses if you suffer a covered, work- related accident or 
illness.  
 
These benefits are defined by the laws of the State of Montana and administered by an Insurance carrier. 
Our Firm pays the entire cost of coverage. 
 
If you should be involved in an accident that occurs on the job you must, as soon as necessary medical care 
has been received, obtain and complete an accident reporting form, even if you believe there are no injuries. 
You should complete and submit the accident report as soon as possible, but in no case later than 24 hours 
after the accident. Your Supervisor may, at any time, direct you to see a health care provider to obtain 
treatment or to obtain a doctor's certificate or other verification of your illness or accident. If you are off 
work for more than four days, you may be eligible for lost wages benefits. 

 
UNEMPLOYMENT INSURANCE 
Our Firm provides coverage for unemployment compensation. The laws of the state of Montana determine 
eligibility for benefits. Information on making a claim for benefits is posted on the official Firm bulletin 
board. 

 
TIME-KEEPING AND PAY POLICIES 
Federal and state law requires us to keep accurate records of time worked for all non-exempt employees. 
Additionally, we require all employees to keep track of time spent on activities for the purpose of job cost 
tracking.  Your time report must be submitted via the web-based Deltec Vision software on the last working 
day of each week. Timesheets shall be filled out at the end of each workday to allow up to date tracking of 
project labor and costs. If you fail to submit timely reports, it may result in a delay of payment of your 
wages until the next pay period. Your supervisor or other Firm management will check and approve time 
reports. 
 
Survey Party Chiefs are responsible for ensuring their crew members time reports are completed accurately 
and submitted in a timely manner.  
 
Our Firm pays travel time for the survey crews that operate out of the office. Therefore it is important that 
adjustments are made to the travel time when stops are made for snacks or meals. These situations could 
exist when a crew is returning at the end of the week. It is imperative that crewmembers recognize the 
importance of productive survey activities. The Party Chief is ultimately responsible for seeing that accurate 
time records are completed. 

 
EXPENSE REPORTS  
In order to receive proper reimbursement, you must submit your expense report on a weekly basis along 
with your time reports. All Per Diem, personal vehicle mileage and any other reimbursable expenses must 
be recorded on the expense report along with proper job numbers (in the case of direct job expenses) to 
ensure proper job costing and reimbursement is achieved. 
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All reimbursable expenses that the employee incurs must be documented with a receipt. 
 
HOURS OF WORK 
The Firm observes a 40-hour workweek. Permanent, full-time employees may request any schedule that 
allows them to work eight hours between 6:30 am and 6:00 pm, Monday through Friday. The work schedule 
for survey crewmembers will be established by the Party Chief based on factors related to each job.  All 
employees are required to take at least a one-half hour meal break near the middle of their shift. 
 
Once a schedule has been approved, you are expected to adhere to the schedule except when deviations have 
been approved by your supervisor due to illness, special events, holidays or emergencies.  
 
If you find you are unable to report for work on time due to illness or other emergency, you must personally 
notify your supervisor as soon as possible. When you are absent for more than one day, keep your 
supervisor informed on a daily basis, (unless you have been otherwise instructed) as to when you may be 
expected to return to work. If you are unable to report due to an emergency, please have another person call 
for you. 
 
Absence without approval may result in disciplinary action up to, and including, termination. If you are 
absent from work without approval, it may be considered a voluntary resignation of your employment with 
our Firm. 
 
Your supervisor has the right to require appropriate verification or proof before approving absences, which 
were not pre-approved. If your manager requests verification and you do not provide it as requested, your 
absence will be considered disapproved and appropriate corrective or disciplinary measures may be 
implemented.  

 
OVERTIME 
There may be times when it is necessary to continue working beyond your normally scheduled working 
hours to finish a task or to respond to emergencies. If the situation is not an emergency, you must obtain 
approval from your supervisor before working outside of your scheduled working hours. If the situation is 
an emergency or constitutes other circumstances pre-approved by your supervisor, we expect you to 
complete the task and then notify your supervisor, as soon as possible, of the fact that you did work beyond 
your scheduled working hours. You should notify your supervisor no later than your next working shift so 
that your supervisor can decide whether to direct that you take an equivalent amount of time off during the 
same workweek or to authorize the payment of overtime pay. 
 
If you do work in excess of forty (40) hours in a work week and are not considered to be exempt from the 
overtime requirements of law, you will be paid at one and one-half times your regular rate of pay for all 
hours worked in excess of forty (40) provided the time you worked was approved and is properly recorded 
on your time record.  
 
When we compute overtime pay, we will count all hours actually worked by you during the workweek. 
Time for which you have been paid but did not actually work, such as personal leaves or holidays are not 
considered time worked for purposes of calculating overtime. 

  
PAY PERIODS AND PAY DAYS  
Our workweek begins Sunday and continues through the following Saturday.  We pay every two weeks, 
usually on the afternoon of Wednesday following the close of each bi-weekly pay period. In the case of an 
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employee who terminates employment for any reason, payday will be the earlier of the next regularly 
scheduled payday or 15 days from the date of termination. If there is a change of the payday for a pay 
period, you will be notified. 
 
If a payday falls on a holiday, paychecks will be available the last working day before the holiday. Attached 
to the paycheck will be a statement of earnings that shows the amount of gross pay, the amount and type of 
deductions, and amount of net pay. Deductions will be made including required deductions such as federal 
and state income tax withholding, social security tax (FICA), garnishments and any voluntary deductions 
authorized by the employee such as insurance premiums.  
 
If you wish to authorize another person to pick up your paycheck, you must provide us with signed written 
authorization for each paycheck. 

 
GENERAL WORK RULES 
This section outlines some of the rules and policies we have adopted to help our Firm run more smoothly and 
efficiently and to help improve service to our clients. You are expected to follow these policies in your day-to-
day activities.  
 

SOLICITATIONS  
You may not distribute or post literature, notices or other printed material which are not directly related to 
Firm programs at any time in working areas or on bulletin boards that have been reserved for the posting of 
official notices unless the notice, poster or material has been approved in advance by the Principals. Non-
employees may not solicit for any purpose nor engage in distribution of any kind in our Firm except where 
approved in advance by the Principals. 

 
TELEPHONE USAGE  
We realize you may from time to time need to make or receive personal phone calls from friends and family 
while at work. Please keep personal calls (including personal cell phones) to a maximum of three (3) 
minutes to keep phone lines available for business use and to avoid excessive loss of work time. If a 
personal call results in charges from our telephone service provider, you must make arrangements to 
reimburse our Firm. 

 
EMAIL AND INTERNET USAGE  
As part of your work function, you may be given access to all or part of the Company’s computer, electronic 
mail (e-mail), facsimile, telephone systems and other electronic communication systems. The e-mail files, 
computer files and all other electronic data stored on the Company’s equipment are business resources to be 
used for business purposes. You should not have any “expectation of privacy” with respect to the e-mail 
system, or any other electronic data stored on the Company’s equipment. Periodically, the company will 
check compliance with this policy by randomly reviewing your internet and/or email use. 

  
Your use of electronic communications devices is a privilege, not a right, and places a responsibility on you 
to use it properly. The following is a non-exclusive list of prohibited activities for all communication but 
specifically for electronic communications. 
  

• The spread of “chain mail” or other frivolous communications. 
• The use of language or references that could be viewed as obscene, derogatory or racially, 

sexually, ethically or otherwise offensive. 
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• The copying or transmitting of software and/or documents protected by copyrights. 
• The downloading of any software or materials (such as on-line publications or Internet site 

information)(Exceptions would be professional information sites, publications or sites required 
by business need and authorized by Management). 

• The downloading, copying, transmission or creation of offensive, obscene, or harassing 
messages or pictures via e-mail, Internet or peripheral devices. 

• The use of e-mail or other communication systems to solicit other employees for any purpose or 
organization or for community activities.  Management must authorize any such use.  

 
OUTSIDE EMPLOYMENT  
Our Firm recognizes you may desire to use your skills and knowledge to supplement your income by 
accepting employment outside of regular working hours. However, such desires must be balanced against 
our need for full productivity during working hours and loyalty from our employees. We expect you to be 
aware of this needed commitment to our Firm and not to accept any employment that is in conflict or 
competition with our mission, goals or operations. Because you may be identified by customers or members 
of the public as a Firm employee even during off-duty hours, and any improper conduct you engage in 
reflects upon our Firm's reputation.  
 
Outside employment will not be considered an acceptable reason for poor job performance, absenteeism, 
tardiness or refusal to work overtime as business demands may require. Should any of these conditions 
arise, we may require you to cease your outside employment or be terminated.  

 
CONFIDENTIALITY 
Maintaining confidentiality of employee, client or Firm information is of utmost importance. Employee, 
client or Firm information shall ONLY be shared with those who have a legitimate job related need to 
know. Sharing confidential information with co-workers not involved in the matter, spouse, family or 
friends is a violation of confidentiality and may result in discipline or termination. Releases of confidential 
information can also result in civil or criminal liability or other legal action. Reporters, attorneys or law 
enforcement officers requesting information about an employee, client or the Firm are referred to a 
Supervisor or the Principals. 

 
GIFTS AND GRATUITIES  
Employees are prohibited from receiving or giving any gift, gratuity, or payment for services rendered 
beyond the wage or salary paid by our Firm. No employee of this Firm, or members of his/her immediate 
family, may give or accept any cash, gifts, special accommodations or discounts, favors, or use of property 
or facilities to or from anyone with whom this Firm does business or is negotiating business on behalf of our 
Firm without the specific advance approval of a Principal.  Unsolicited gifts of a nominal value given by co-
workers to employees in recognition of birthdays, anniversaries or other special events and gifts from 
vendors or others such as those bearing a supplier logo, which are distributed generally and cost no more 
than $50.00, are not prohibited by this policy.  

   
ADHERENCE TO GOVERNMENTAL AND LICENSE/PERMIT REQUIREMENTS 
In addition to following these personnel policies, all employees must comply with all applicable local, state, 
federal and/or national laws, rules, regulations, licensure or permitting or professional standards that relate 
to the performance of their assigned job duties.   
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DRUG USE  
In accordance with the federal Drug-Free Work-place Act of 1988, you are obligated as a condition of your 
employment to refrain from unlawfully manufacturing, distributing, dispensing, possessing or using 
controlled substances in the work place. Furthermore, as required by the Act, you are required to notify your 
supervisor of any conviction or no contest plea within five days after the conviction.  Individuals that are 
found to be in violation of this policy may be subject to appropriate disciplinary action up to, and including, 
termination of their employment or in the alternative, may be required to satisfactorily participate in a drug-
abuse assistance or rehabilitation program. 

 
FALSE STATEMENTS  
If you knowingly falsify or make material omissions on your application or make false or misleading 
statements during the employment interview, you may be disqualified from consideration for employment 
without recourse to appeal procedures. Should a material falsification, omission or misrepresentation be 
discovered following the beginning of your employment, you are subject to appropriate disciplinary action 
up to and including termination of your employment. 

 
CONDUCT  
You are expected to follow Firm policies and rules and to respect the rights, property, and privacy of clients, 
co-workers and members of the public. The following statements should help you understand some of the 
requirements associated with your employment with Stahly Engineering & Associates: 
 
To carefully read the Personnel Policy and Procedures Manual in order to thoroughly understand your 
rights, obligations, responsibilities and benefits of your employment with our Firm.  

• To conscientiously work toward achieving the objectives of our Firm in accordance with its 
philosophy and policies and in compliance with the procedures established by these and other 
Firm policies and procedures. 

• To perform assigned duties at a high level of quality, accuracy, neatness, effectiveness, and 
integrity. 

• To work cooperatively with other staff members in a sincere, tactful, and positive manner.  
• To respect the views and actions of fellow staff members and when in disagreement, to use 

appropriate channels to express opinion or judgment on these matters, gain clarification of Firm 
policy, or your job roles, and in the resolution of grievances. 

• To plan and carry out assigned duties in a manner which will achieve effective and productive 
use of time.  To attend and be punctual at all required staff meetings, training sessions, and other 
scheduled Firm activities. 

• To respect the privacy and to keep and hold confidential all information in accordance with Firm 
policy.  This includes not only information regarding those people served but also fellow 
employees and certain administrative matters as well.  

• To be responsive to the guidance, directions, and instructions of immediate supervisor. 
• To engage in the approved process for resolving grievances filed by parents or community 

persons. 
• To distinguish clearly, in public, between statements and actions made as an individual and those 

made as a representative of our Firm. 
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• To avoid fighting with, being physically abusive or behaving in a manner that is or might be 
offensive to others or conduct yourself in a manner contrary to recognized standards of morality 
or decency.  

• To avoid spreading rumors about the Firm, co-workers or clients. Voicing criticism or 
complaints in front of clients or in public areas is considered inappropriate. 

• To not destroy, deface, misuse, damage, misappropriate or wrongfully acquire property, funds or 
assets belonging to our Firm. 

• To not use Firm owned computers or other equipment for personal gain or entertainment such as 
photocopying personal items, downloading, or installing games or other non-business software 
on our computers, accessing web sites unrelated to the performance of your assigned job duties 
without advance permission of a Principal. 

• To not be under the influence of or possess any intoxicant, controlled substance, or drug (except 
as prescribed by a licensed physician) during working hours and/or on our Firm property. Tests 
to determine drug and alcohol use will be utilized only where permitted by law and will conform 
to the standards of 49 CFR part 40. 

• To not falsify employment, accounting, client or other Firm records.  
• To not project an image of idleness or inefficiency to the public.  

 
SMOKING  
In accordance with Montana’s Clean Indoor Air Act, smoking is prohibited on our property, in any enclosed 
work area or in any Company vehicle. Employees will not be provided additional breaks to smoke outdoors. 

 
DRESS, APPEARANCE AND PERSONAL HYGIENE 
Your personal appearance and hygiene affects client and co-worker relations. It can create favorable or an 
unfavorable impression of you and our Firm. Employees are expected to dress in a manner suitable to the 
job duties assigned to them. Clothing that is excessively soiled, is in need of repair, or that might create a 
safety hazard is considered inappropriate and is prohibited. Dress, hairstyle, cosmetics and jewelry, which 
might reasonably be considered by clients, co-workers or members of the public to be extreme, offensive, 
not in good taste, revealing or distracting are considered inappropriate and unacceptable. 

 
DRIVER'S LICENSE & DRIVING RECORD  
You must, if your job so requires, maintain a valid license and/or certification appropriate for the type of 
vehicle being operated and a driving record acceptable to our insurer. Any changes in your license or 
certification status must be reported immediately.  

 
FIRM PROPERTY  
We provide offices, desks, computers and other property and equipment for your use while employed by our 
Firm. The Firm reserves the right to open and inspect any office, desk, computer, file cabinet or other Firm 
property at any time, with or without reason, notice or consent. Additionally, messages and files stored on 
Firm electronic equipment (voice mail, e-mail, computer files, etc.) are subject to inspection regardless of 
the use of a personal password. Our Firm reserves the right to access any electronic file when necessary. 
 
Employees assigned or responsible for equipment owned, rented or leased by the Firm will be expected to 
take care of that equipment. No equipment may be sent to a repair shop without prior approval of the Office 
Manager. Equipment breakdowns or malfunctions result in both expensive repair bills and decreased 
productivity. Malfunctioning equipment should be immediately reported to the Office Manager so 
arrangements may be made for necessary repair. 
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SAFETY  
We seek to provide you with a work environment reasonably free from recognized hazards and to comply 
with applicable federal, state, and local health and safety regulations.  You should be constantly alert to 
protect your own safety & health and that of any staff members or clients. You are expected to comply with 
all safety and health requirements whether established by our Firm or by federal, state, or local laws.  A 
Safety Committee meets regularly to review matters pertaining to the Safety Program.  
 
All job-related injuries or incidents, no matter how minor, should be reported.  For injuries or other health-
related conditions requiring immediate medical treatment, we will contact the emergency contact individual 
designated in your personnel file if requested or appropriate. 
 
You are expected to work in a safe manner and observe safe working procedures adopted by our Firm. If the 
use of safety equipment or procedures have been established for the task you are performing, your 
supervisor will notify you. You are expected to comply with the procedures and to wear or use safety 
equipment as directed by your supervisor and/or Firm policies and procedures. 

 
VEHICLE SAFETY 
The safety of all personnel shall be the prime consideration of all employees operating Firm vehicles. State 
and Federal laws governing the operation of a vehicle shall prevail. The following are some basic rules and 
policies to be followed:  

• Current valid drivers license will be required and recorded in the office and must be carried at all 
times when operating a Firm vehicle. 

• At no time shall a Firm vehicle be operated in a negligent manner. 
• Speed limits are to be observed and adhered to. 
• At no time shall a Firm vehicle be operated while the driver is under the influence of alcohol, 

drugs or any other stimulants or depressants whether legally prescribed or not. 
• Alcoholic beverages and drugs other than prescription drugs that do not impair performance shall 

not be carried or consumed in Firm vehicles. 
• Seat belts shall be worn while operating or riding in any Firm vehicle. 
• All accidents must be reported. Should a Firm vehicle be involved in an accident the following 

rules must be followed: 
• Do not remove any person or vehicle from the accident scene. 
• If there are injuries, take care of them first. 
• Contact law enforcement and remain at the scene until otherwise told by a law enforcement 

officer. 
• Any citations issued to you because of your failure to adhere to motor vehicle, traffic or parking 

laws are your responsibility.  
 

All maintenance and repair to Firm vehicles must be done by a certified repair shop or service station. The 
employee causing the work to be done should obtain a detailed work order or receipt issued by the repair 
facility. No major repair is authorized without prior approval from the Office Manager. 
 
All work orders, invoices, charge, and cash receipts etc. must bear the date, vehicle license number and 
vehicle mileage and must be timely submitted to payroll personnel. 
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SECURITY   
Some areas where we perform work have restricted access or are safety sensitive areas.  Please be aware of 
these areas and help us ensure the safety and security of these areas.  Should you observe any visitor or 
activity that appears suspicious or dangerous, please notify your supervisor immediately. Supervisors are 
authorized to conduct routine checks and investigate any situation where there is a reasonable suspicion of 
injury or wrongful action. 
 

CORRECTIVE ACTION AND EMPLOYEE DISCIPLINE 
 

EMPLOYEE DISCIPLINE  
If you have been found to have: 

 
• Violated generally accepted standards of workplace behavior or other applicable Firm policies or 

procedures, or; 
• If you refuse to carry out the instructions of a person in a position of authority, or;  
• If you are unable to meet our standards of job performance or conduct; 

 
You may be subject to disciplinary actions up to and including termination of your employment. When 
deciding the appropriate actions taken by the Firm in any situation, we will consider the seriousness of the 
offense and the your prior employment record. 
 
Management will generally adhere to the following procedures when taking disciplinary action: 

 
Informal Action 
Verbal warnings or Corrective Counseling may be used to give informal constructive assistance and/or 
instructions to you for minor violations of procedure, initial incidents of substandard performance or 
minor violations of our policies.  
 
The purpose of a verbal warning or corrective counseling is to assist you in correcting an observed 
deficiency short of taking more formal disciplinary action. Verbal warnings or corrective counseling 
may not be appealed through the Employee Complaint Resolution Procedure. 

 
Formal Action  
Written warnings or reprimands, suspension without pay, disciplinary reassignment, demotion and/or 
termination of employment are formal disciplinary actions appropriate for more severe performance 
deficiencies, violations of Firm policy and procedure or for repeated lesser offenses.  
 
The specific action taken against you in any given case would depend on the nature and severity of the 
behavior or performance deficiency. If you are subject to a formal disciplinary action, a written 
summary of the action and the reasons for the action will be placed in your personnel file. 
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You will be given an opportunity to review and respond to any formal disciplinary action. If you refuse 
to sign, a witness to that fact will be asked to sign and date the notice. If you are not available to receive 
the document it will be mailed to you at the address we have on record for you. 

 
 
EMPLOYEE COMPLAINT RESOLUTION (GRIEVANCE) PROCEDURE 
We encourage you to seek information or advice on any matter that is troubling you, or to call attention to 
any management action that you believe is inconsistent with these policies or procedures. It is our policy to 
attempt to resolve job-related problems whenever possible through informal discussions between you and 
your immediate supervisor. 
 
If you have made an attempt to correct the problem through informal discussions and you believe the 
problem has not been resolved, you may file a written complaint using the formal grievance procedure 
described below. If you are a probationary employee, you are not eligible to use this procedure unless you 
are alleging unlawful acts on the part of management. 
 
The time frames established in this procedure may be extended upon written mutual agreement of the 
parties.  The term "day" as used in this policy refers to work days, Monday through Friday, which are not 
observed as holidays by our Firm. The grievant carries the burden of moving the grievance forward within 
the time period specified for that step.  A failure of the grievant to advance the grievance to the next step of 
the procedure within the allotted time frame may result in dismissal of the grievance. 

 
Formal Procedure -Step One - Immediate Supervisor  
You must submit your grievance in writing to your immediate supervisor within 10 days of the alleged 
incident. In your complaint, you must describe your complaint including a description of how you 
believe an established policy, procedure, law or rule was violated and indicate what action(s) you 
believe our Firm should take to resolve your complaint.  
 
The supervisor will have 10 working days to investigate as may be necessary and respond to the 
employee's written complaint. 
 
Step Two- Managing Principal 
If within five days of the date the response was received or was due, you may notify management in 
writing of your desire to go to step two of the procedure.  You should submit the complaint along with 
any supporting materials, and a copy of the response, if any, received in Step One to the Managing 
Principal. The Managing Principal or his/her designee may interview those involved in the dispute and 
may conduct any investigation he/she believes is necessary to render a proper decision.   
 
The Managing Principal has 30 working days from the receipt of your appeal to issue a decision. 

 
Step Three - Committee of Principals 
If the employee is not satisfied with the Managing Principals’ decision, the employee may appeal an 
issue involving demotion, suspension, or discharge to a committee comprised of a majority of the 
Principals of the firm within ten (10) days of receipt of the Principal’s decision. The Committee may 
collect any additional information deemed necessary and has 30 working days from the receipt of your 
appeal to issue a decision that is final and binding upon our Firm.  
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If a complaint is filed by or against any Principal of the Firm or if any Principal's ability to render an 
impartial decision may be affected, an impartial person may be appointed by our Firm to carry out the 
responsibilities normally assigned by this policy to that Principal. 

 
 
TERMINATION OF EMPLOYMENT 
Termination of employment includes an employee's resignation, discharge or retirement.  
 

RESIGNATION   
If you are a regular employee and decide you wish to voluntarily terminate your employment, we request 
you provide at least two (2) weeks written notice prior to the effective date of resignation. Generally 
speaking, except in the case of retirement, we will not approve Personal Leave immediately prior to the 
effective termination date.  Your notice of termination will be placed in your personnel file. If you fail to 
give the notice required by this policy, it may result in ineligibility for re-employment. 

 
DISCHARGE 
We may find it necessary to terminate you as a result of a reduction in the work force, for misconduct, 
unsatisfactory job performance or for other job related reasons.  
 
In the event of termination due to a reduction in the work force or elimination of the job, you will, except in 
cases of emergencies, receive advance notice of the termination.  
 
If you are absent from work without having received approval, you may be considered to have resigned 
without notice.  

 
LAYOFFS  
Layoff may occur at anytime due to scheduled end of a program, lack of funds, reorganization or other 
business reasons. Layoffs will fall into one of the following categories: 

 
Seasonal Interruption of Work  
If a regular full-time employee who was laid off is recalled to work within three months of the effective 
date of layoff, they shall be reinstated without having to serve a new probationary period or re-qualify 
for benefits. If an employee is not recalled within six months, the employee’s record will be modified to 
reflect a permanent layoff.   

 
Permanent Layoff 
If the likelihood of recall is low, our Firm may immediately permanently lay off one or more 
employees. Employees will be chosen for layoff based on consideration of performance, conduct, 
qualifications and/or other job related factors. Only where other factors do not differentiate, will length 
of service be a decided factor. 

 
REHIRES  
Except as may be otherwise provided by law, employees who have been terminated or laid off for more than 
three months and are subsequently re-employed by our Firm will lose their original anniversary date for all 
purposes and be assigned a new date corresponding to their first day on the job after re-employment. 
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Rehired employees must complete a new probationary period and qualifying periods for benefits in 
accordance with these policies.  
 
Applications received from former employees will be processed using the same procedures and standards 
that govern all external applications. The hiring supervisor may consider the former employee's performance 
records and the circumstances surrounding termination of previous employment with our Firm in the same 
manner, as they would consider other reference check information. This information may be provided to the 
staff responsible for screening and interviewing applicants. 

 
ALL TERMINATIONS 
Before you depart, you must return all Firm owned property you may have in your possession. Such 
property might include uniforms, tools, keys, credit cards, publications, or Firm records.     
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EMPLOYEE ACKNOWLEDGMENT 
 
I hereby acknowledge I have received and read a copy of the Stahly Engineering & Associates, Inc. Employee 
Policies and Procedures. I understand that conforming to the policies, procedures, rules and statements stated 
therein is a condition of employment. I understand that the policies, procedures and statements contained in the 
employee handbook do not form a contract of employment between me and my employer. I further understand 
the policies, procedures and benefits described herein may be modified by The Firm at any time. 
 
 
 
______________________________________________________ 
EMPLOYEE'S SIGNATURE 
 
 
 
______________________________________________________ 
DATE 
 
 
 
______________________________________________________ 
WITNESS' SIGNATURE 
 
 
 
______________________________________________________ 
DATE 
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