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WELCOME 

Welcome! Unger Construction Co. (“Unger” or “the Company”) is a California corporation 
authorized to do business within a variety of states, including California, as a general 
building contractor. As a general building contractor, Unger regularly performs work which 
includes construction, construction management, and construction supervision on both 
private and public projects involving the whole or any part of the construction, erection, 
alteration, or demolition of buildings and structures of every kind. 

Unger is dedicated to serving its clients to achieve the optimum client satisfaction with both 
the work process and the end product.  

We are glad to have you on our team! 

Mike Mencarini 
President  
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INTRODUCTORY STATEMENT 

This Employee Handbook (“Handbook”) is designed to acquaint you with the Company and 
provide you with information about working conditions, employee benefits, and some of 
the policies affecting your employment. You should read and understand the provisions of 
the Handbook. It describes many of your responsibilities as an employee and outlines the 
programs developed by Unger to benefit employees. However, if you have questions, 
please ask your supervisor. Because any violation of any of the Company’s policies or 
procedures, whether or not described in this Handbook, may result in disciplinary action, 
up to and including termination of employment, it is important you speak with your 
supervisor about any questions you may have about any of the Company’s policies or 
practices. 

Right to Revise. No employee handbook can anticipate every circumstance or question 
about policy. Accordingly, Unger reserves the right, in its sole and absolute discretion, to 
revise, supplement, or rescind any policies or portion of the Handbook from time to time 
as it deems appropriate. The Company will provide reasonable notice to you of such 
changes when they occur. 
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PART I:  YOUR WORKING ENVIRONMENT 

1. Employment At-Will 

The Company’s policy is that employment is “at will,” which means you are free to leave 
the Company at any time, with or without a reason and with or without advance notice. 
The Company also has the right to end your employment at any time, with or without a 
reason and with or without advance notice. Although the Company may choose to end your 
employment for “cause,” cause is not required. 

Further, the Company has the right to manage its work force and direct its employees. This 
includes the right to hire, transfer, promote, demote, reclassify, lay off, terminate, or 
change any term or condition of your employment at any time, with or without a reason 
and with or without advance notice, unless otherwise prohibited by law. 

No one other than an owner of the Company may enter into an agreement for employment 
for a specific period of time or make any agreement contrary to at-will employment. Any 
such agreement must be in writing signed by an owner of the Company. 

2. Equal Employment Opportunity 

Unger is an equal opportunity employer. We make employment decisions on the basis of 
merit. Company policy prohibits discrimination based on race, color, sex (including 
pregnancy, childbirth, breastfeeding, or related medical conditions), gender identity or 
expression, religious creed, marital status, registered domestic partner status, age, national 
origin or ancestry, physical or mental disability, medical condition including genetic 
characteristics or information, sexual orientation, military or veteran status, or any other 
characteristic protected by applicable federal, state, or local laws, regulations or 
ordinances. We also prohibit discrimination based on the perception that anyone has any 
of those characteristics, or is associated with a person who has or is perceived as having 
any of those characteristics. 

Our management is dedicated to ensuring the fulfillment of this policy with respect to 
hiring, placement, promotion, transfer, demotion, layoff, termination, recruitment 
advertising, pay, and other forms of compensation, training, and general treatment during 
employment. 

Reporting and Investigation Procedures. The Company will not tolerate any violation of 
this policy. Please see the “Reporting EEO and Harassment Complaints” for information 
regarding reporting perceived violations of this policy and the Company’s procedure for 
investigating complaints. 

Reasonable Accommodation. We recognize and support our obligation to reasonably 
accommodate employees with disabilities or religious beliefs who are able to perform the 
essential functions of their positions. The Company will provide reasonable accommodation 
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to any such employee, unless doing so would impose an undue hardship on the Company. 
If you believe you need a reasonable accommodation, please discuss the matter with your 
supervisor or the Human Resources Department. 

No Retaliation. We will not retaliate against you for requesting an accommodation or 
bringing a good faith complaint, and will not knowingly permit retaliation by management, 
employees, or your co-workers. If you believe that you are being retaliated against, you 
should immediately notify your supervisor or Human Resources Department. 

3. Anti-Harassment, Discrimination and Retaliation Policy 

All of the Company’s employees, applicants, unpaid interns, volunteers and contractors 
(“workers”) must be treated with respect and dignity.  We are committed to providing an 
atmosphere free of harassment and discrimination based on race, color, sex/gender 
(including pregnancy, childbirth, breastfeeding, or related medical conditions), gender 
identity or expression, transgender (including whether or not you are transitioning, have 
transitioned, or may be perceived to be in transition), religious creed, marital status, 
registered domestic partner status, age, national origin or ancestry, physical or mental 
disability, medical condition (including genetic characteristics or information, cancer or 
record or history of cancer, or AIDS/HIV status),  sexual orientation, military or veteran 
status, or any other characteristic made unlawful by applicable federal, state, or local laws, 
regulations or ordinances. 
Harassment and discrimination are against the law.  We strongly disapprove of and will not 
tolerate harassment or discrimination of our workers by managers, supervisors, co-
workers, or third parties such as contractors or members of the public.  Similarly, we will 
not tolerate harassment or discrimination by our workers against others with whom we 
have a business, service, or professional relationship.  Because it is difficult to determine 
whether the conduct is unlawful, we strive to eliminate any inappropriate and/or 
disrespectful conduct based on the characteristics identified above, even if such conduct 
may not violate the law. 
Harassment Defined: “Harassment” as used in this policy includes disrespectful or 
unprofessional conduct based on any of the protected characteristics listed above.  
Harassment can be verbal (such as slurs, jokes, insults, epithets, gestures, or teasing), visual 
(such as offensive posters, symbols, cartoons, drawings, computer displays, or e-mails) or 
physical conduct (such as physically threatening another person, blocking someone’s way, 
etc.).  Verbal, physical, and visual conduct that creates an intimidating, offensive, or 
uncomfortable working environment or interferes with work performance violates this 
policy, even if it is not unlawful.  Employees are expected to behave at all times in a 
professional and respectful manner. 
Sexual Harassment Defined: “Sexual harassment” as used in this policy includes all of the 
above actions as well as making any unwelcome advances and/or verbal, physical, or visual 
conduct of a sexual nature, offering employment benefits in exchange for sexual favors, or 
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threatening reprisals after a negative response to a sexual advance.  It includes many forms 
of offensive behavior, such as gender-based harassment of a person of the same sex as the 
harasser.  Some examples of conduct that may violate this policy include demeaning sexual 
remarks, leering, making sexual gestures, displaying sexually suggestive objects or pictures, 
making or using derogatory sexual comments, epithets, slurs, or jokes, comments about an 
individual’s body, touching, impeding, or blocking movements.  Sexual harassment does not 
have to be motivated by a sexual desire in order to be considered in violation.  Conduct or 
comments consistently targeted at only one gender, even if the content is not sexual or 
teasing or other conduct directed toward a person because of that person’s gender, is also 
considered a violation of this policy. 
Harassment such as that defined above is unacceptable in the workplace and in any work-
related settings, such as trips and business-related social functions, regardless of who is 
engaged in the conduct. 
Complaint Procedure: If you believe you have been subjected to or witnessed conduct that 
violates this policy, please immediately report such conduct to your manager or Human 
Resources. If you are not comfortable reporting to either of those individuals, report the 
conduct to an owner. Your complaint should be specific and include the names of the 
individuals involved and the names of any witnesses.   
Supervisors and managers are responsible for reporting any complaints of a violation of this 
policy to any of the persons above as soon as possible. 
Investigation:  We will promptly conduct a fair, timely and thorough investigation by 
qualified personnel providing all parties appropriate due process to reach reasonable 
conclusions based on the evidence collected. Documentation and tracking of the complaint 
process will be maintained to ensure reasonable progress. A timely response to each 
complaint will be rendered at the completion of the investigation. Every complaint will be 
taken seriously and investigated thoroughly.  If suspected violations of this policy are not 
reported, they cannot be investigated.  Workers are expected to participate in internal 
investigations and may not interfere with the complaint procedure.  Everyone’s 
cooperation is crucial.   
To the extent possible, we will endeavor to keep the complaint and investigation 
confidential. 
Remedial Action:  If we determine this policy has been violated, we will take appropriate 
and effective remedial action to address the situation and deter any future inappropriate 
conduct; this may include disciplinary action, up to and including termination.   
No Retaliation:  We will not retaliate against you for bringing a good faith complaint under 
this policy, or for reporting such misconduct or cooperating in an investigation, and will not 
knowingly permit retaliation against you.  If you believe someone has violated this no-
retaliation provision, you should immediately notify any of the persons named above. 
State and Federal Resources:  In addition to these internal policies and procedures, the 
State of California Department of Fair Employment and Housing (DFEH) and the U.S. Equal 
Employment Opportunity Commission (EEOC) provide additional information regarding the 
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legal remedies and complaint processes available through the government agencies.  If you 
believe you have been unlawfully harassed, discriminated or retaliated against, you may 
file a complaint or obtain additional information from the DFEH or EEOC.  The phone 
number for the local DFEH office is located at www.dfeh.ca.gov and the EEOC office is at 
www.eeoc.gov.  

______________________________________________________________ 

4. Affirmative Action Program Policy  

It is Unger’s policy not to discriminate against any employee or applicant because of his or 
her race, color, sex, age, religion, national origin, sexual preference, handicap, disability 
status, genetic information, veteran status, or any other protected status. It is also the 
policy of Unger to take affirmative action to employ and to advance in employment, all 
persons regardless of their protected status, and to base all employment decisions only on 
valid job requirements and criteria. This policy shall apply to all employment decisions, 
including but not limited to recruiting, hiring, promoting, terminating, demoting, training 
or selecting an employee or applicant. 

Employees and applicants of Unger will not be subject to unlawful harassment of any kind, 
particularly harassment based on a protected class. In addition, retaliation against an 
employee or applicant for his or her objection to discrimination, participation in a complaint 
of discrimination/harassment, or any other attempt to exercise his or her rights under 
applicable state and federal law, will not be tolerated. Employees in violation of this policy 
will be subject to discipline, including but not limited to, termination of employment. 

Unger has appointed the Human Resources Department to act as the director of the 
Company’s affirmative action program. This program is intended to comply with, among 
other things, Executive Order 11246, Section 503 of the Rehabilitation Act of 1973, and the 
Vietnam Era Veterans’ Readjustment Assistance Act of 1974 (“VEVRAA”). The Human 
Resources Department will help identify solutions to problems that arise that may be 
contrary to the pronouncements of this program and Unger’s equal employment 
opportunity policy. 

Through its affirmative action program, Unger will strive towards identifying any areas of 
concern involving race, color, sex, age, religion, national origin, sexual preference, 
handicap, disability status, genetic information, veteran status, or any other protected 
status, including but not limited to, any perceived underrepresentation of these protected 
statuses within the Company. 

Any and all questions regarding Unger’s equal employment opportunity and/or affirmative 
action program policies can be directed to your supervisors or the Human Resources 
Department. Unger maintains a written affirmative action program in compliance with 
Section 503 of the Rehabilitation Act and the VEVRAA. Unger also has an affirmative action 
program to comply with Executive Order 11246, however, because Unger is a construction 

http://www.eeoc.gov/
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contractor its Executive Order 11246 affirmative action program is not in writing. 
Employees will be provided a copy of Unger’s written Section 503 and VEVRAA affirmative 
action program. In addition, additional information and copies of the written program can 
be obtained upon request. 

5. Open-Door Policy  

We believe the best and most rewarding workplace results from a direct relationship 
between management and employees. We encourage you to bring your problems to your 
supervisor or any other member of management whom you feel can help you; we in turn, 
promise to listen to your concerns with respect and do our best to address them.  

Suggestions for improving the Company are always welcome. At some time, you may have 
a complaint, suggestion, or question about your job, your working conditions, or the 
treatment you are receiving. Your good-faith complaints, questions, and suggestions are 
welcomed by the Company. We ask you to first discuss your concerns with your supervisor, 
following these steps: 

1. Within a week of the occurrence, bring the situation to the attention of your 
immediate supervisor, who will then investigate and attempt to provide a 
reasonable solution or explanation. If the complaint involves your supervisor 
or you do not feel comfortable bringing the concern to your supervisor, 
report your concern to Human Resource Department. 

2. If the problem is not resolved, you may present the problem in writing to the 
President of the Company, who will attempt to reach a final resolution.  

This procedure, which we believe is important for both you and the Company, cannot 
guarantee that every problem will be resolved to your satisfaction. However, Unger values 
your observations and you should feel free to raise issues of concern, in good faith, without 
the fear of retaliation. 

If your complaint involves harassment or discrimination, please refer to the Company’s 
“Anti-Harassment, Discrimination, and Retaliation Policy” and the Complaint Procedure 
described there. 

6. Business Ethics 

The successful business operation and reputation of Unger is built upon the principles of 
fair dealing and ethical conduct of our employees. Our reputation for integrity and 
excellence requires careful observance of and compliance with all applicable laws and 
regulations, as well as a scrupulous regard for the highest standards of conduct and 
personal integrity. 
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The continued success of Unger is dependent upon our clients' trust and we are dedicated 
to preserving that trust. Employees owe a duty to Unger, its clients, and shareholders to act 
in a way that will merit the continued trust and confidence of our clients. 

Unger will comply with all applicable laws and regulations and expects its directors, officers, 
and employees to conduct business in accordance with all relevant laws and to refrain from 
any illegal, dishonest, or unethical conduct. 

In general, the use of good judgment, based on high ethical principles, will guide you with 
respect to lines of acceptable conduct. If a situation arises where you are unsure of the 
proper course of action, you should discuss the matter with your immediate supervisor or 
the Human Resources Department. 

Additionally, this policy aims to provide an avenue for employees to raise concerns about 
conduct may not comport with our actual standards, such as conduct that: 

⦁ May lead to incorrect financial reporting; 

⦁ Is unlawful;  

⦁ Is not consistent with Company policy; or 

⦁ Otherwise illegal, unethical, or seriously improper conduct. 

Hotline. Employees with concerns about these or similar concerns may report them to our 
ethics hotline in any of the following ways: 

English speaking: (855) 400-6002 

Spanish speaking: (800) 216-1288  

Website:  https://www.lighthouse-services.com/Ungerconstruction 

E-mail:  reports@lighthouse-services.com (must include Company name with 
report) 

Every effort will be made to protect the reporter’s identity by our hotline vendor. However, 
please note that the information provided may be the basis of an internal and/or external 
investigation, and it is possible that the reporter’s identity may become known to us during 
the course of our investigation. 

Alternatively, the policy allows employees to remain anonymous at their option. Concerns 
expressed anonymously will be investigated, but consideration will be given to factors such 
as the seriousness of the issue raised; the credibility of the concern; and the likelihood of 
confirming the allegation from attributable sources.  

Unger or a third party will investigate complaints in appropriate circumstances. Each 
incident will be investigated with absolute honesty and integrity. The investigation will be 

https://www.lighthouse-services.com/ungerconstruction
mailto:reports@lighthouse-services.com
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full, fair, accurate and timely. When warranted, discipline will be applied fairly and fit the 
circumstances. Additionally, at the reporter’s request, the hotline will follow-up to: 

⦁ Acknowledge that the concern was received;  

⦁ Indicate how the matter will be dealt with;  

⦁ Give an estimate of the time that it will take for a final response;  

⦁ Advise whether initial inquiries have been made; and 

⦁ Detail whether further investigations will follow, and if not, why not.  

Of course, to respect the confidentiality of the reporter and others, it may not be possible 
to provide additional details regarding the details of the investigation or outcome. 

7. Avoid Conflicts of Interest 

We expect you to devote your full work time, energies, and abilities to our business, and to 
avoid situations that create an actual or potential conflict between your personal interests 
and the interests of the Company. If, because of other work or activities, you cannot make 
this commitment, you may be asked to end your employment with the Company. 

A conflict of interest exists when your loyalties or actions are divided between the Company 
and a competitor, supplier, or customer. If you are unsure whether a certain transaction, 
activity, or relationship constitutes a conflict of interest, you should discuss the situation 
with your supervisor or a member of management for clarification. Any exception to this 
policy must be approved in writing by an owner of the Company. Some examples of conflicts 
that should be avoided include, but are not limited to: 

⦁ Accepting personal gifts or entertainment from competitors, customers, 
suppliers, or potential suppliers in excess of $400 per occurrence without 
Department Head approval. 

⦁ Working for a competitor, supplier, or customer while employed by the 
Company. 

⦁ Engaging in self-employment in competition with the Company. 

⦁ Using proprietary or confidential Company information for personal gain or 
to the Company’s detriment. 

⦁ Having a direct or indirect financial interest in or relationship with a 
competitor, customer, or supplier. 

⦁ Acquiring any interest in property or assets of any kind for the purpose of 
selling or leasing it to the Company. 
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⦁ Committing the Company to give its financial or other support to any outside 
activity or organization without appropriate written authorization 

If you have any questions about what actions this policy covers, please contact the Human 
Resources Department or a member of management. 

8. Employee Relationships 

The Company desires to avoid misunderstandings, actual or potential conflicts of interest, 
complaints of favoritism, and the morale problems that can result from romantic 
relationships between employees in supervisory or other influential positions in the 
Company (such as positions in Human Resources) and other employees or clients of the 
Company. For that reason, employees in supervisory or other influential positions are 
strongly discouraged from becoming romantically involved with one another, with any 
other employee of the Company or with clients of the Company. Additionally, employees 
are discouraged from becoming romantically involved with other employees or clients of 
the Company when the relationship may create a conflict of interest, cause disruption, 
create a negative or unprofessional work environment, or present concerns regarding 
supervision, safety, security, or morale. 

Obligation to Disclose. Any employee in a supervisory or other influential position who 
becomes romantically involved with another employee or client of the Company must 
immediately and fully disclose in writing the relevant circumstances to the Human 
Resources Department  so the Company can determine whether the relationship presents 
an actual, perceived, or potential conflict of interest. If such a conflict exists, the Company 
may take appropriate action according to the circumstances, up to and including transfer 
or termination of one or both of the employees. 

All employees are expected to comply with the “Policy Prohibiting Harassment, 
Discrimination, and Retaliation” in this Handbook. If you have questions about whether a 
personal relationship with someone at work is appropriate or feel a personal relationship 
is not voluntary or is no longer desired, you should contact the Human Resources 
Department so the Company may address the situation. 

9. Off-Duty Conduct 

While Unger does not seek to interfere with the off-duty and personal conduct of its 
employees, certain types of off-duty conduct may interfere with the Company’s legitimate 
business interests. For this reason, employees are expected to conduct their personal 
affairs in a manner that does not adversely affect Unger or their own integrity, reputation 
or credibility. 

Illegal or unethical off-duty conduct by an employee that adversely affects Unger’s 
legitimate business interests or the employee's ability to perform his or her job will not be 
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tolerated. While employed by Unger, employees are expected to devote their energies to 
their jobs with Unger. The following types of additional employment elsewhere are strictly 
prohibited: 

⦁ Additional employment that conflicts with an employee’s work schedule, 
duties, or responsibilities at our Company; 

⦁ Additional employment that creates a conflict of interest or is incompatible 
with the employee's position with our Company; 

⦁ Additional employment that impairs or has a detrimental effect on the 
employee’s work performance with our Company; 

⦁ Additional employment that requires the employee to conduct work or 
related activities on Unger’s property during the employer's working hours 
or using our Company’s facilities and/or equipment; and 

⦁ Additional employment that directly conflicts with the business or the 
interests of our Company. 

Employees who wish to engage in additional employment that may create an actual, 
perceived, or potential conflict of interest must submit a written request to an owner 
explaining the details of the additional employment. If the additional employment is 
authorized, Unger assumes no responsibility for it. The Company will not provide workers’ 
compensation coverage or any other benefit for injuries occurring from or arising out of 
additional employment. Authorization to engage in additional employment must be in 
writing and signed by an owner and can be revoked at any time. 

10. Access to Personnel Files 

Unger maintains a personnel file on each employee. The personnel file includes such 
information as your job application, resume, records of training, documentation of 
performance appraisals and salary increases, and other employment records. 

We will restrict disclosure of your personnel file to authorized individuals within the 
Company. Any request for information contained in personnel files, including references, 
must be directed to the Human Resources Department. 

Disclosure of personnel information to outside sources will be limited. However, we will 
cooperate with requests from authorized law enforcement or local, state, or federal 
agencies conducting official investigations and as otherwise legally required. Unless 
required or compelled by law, no employment data will be released without a written 
authorization and release signed by the individual who is the subject of the inquiry. 

If you wish to review your own file, please contact the Human Resources Department. With 
reasonable advance notice, you may review and copy your own personnel file in Unger's 
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offices and in the presence of an individual appointed by Unger to maintain the files. You 
may be required to pay the cost of copying the records, and additional rules apply regarding 
the timing and location of the review and copying. Please contact the Human Resources 
Department for more information. 

11. Report Changes Regarding Your Personal Data 

It is your responsibility to promptly notify Unger of any changes in personnel data, including 
your personal mailing address, telephone numbers, number and names of dependents, 
individuals to be contacted in the event of an emergency, educational accomplishment, and 
other such status reports. Please notify the Human Resources Department of any such 
changes.  

PART II:  EMPLOYEE CONDUCT AND PERFORMANCE 

12. Performance Accountability and Commitment 

Unger expects all employees to be aware of and to follow internal policies, procedures, as 
well as external applicable governmental laws, rules and regulations. Employees who 
choose to conduct themselves in a manner inconsistent with the Company’s requirements 
and expectations will be held accountable for those decisions. Examples of conduct that 
violate this policy include but are not necessarily limited to the following: 

⦁ Falsification of timekeeping records; 

⦁ Excessive absenteeism or absence without notice; 

⦁ Excessive tardiness or abuse of rest breaks and meal periods; 

⦁ Working overtime without written authorization or refusing to work 
assigned overtime; 

⦁ Violation of the “Anti-Harassment, Discrimination, and Retaliation Policy”; 

⦁ Working under the influence of alcohol or illegal drugs; 

⦁ Illegal possession, distribution, sale, transfer, or use of alcohol or illegal 
drugs in the workplace, while on duty, or while operating employer-owned 
vehicles or equipment; 

⦁ Smoking in prohibited areas; 

⦁ Negligence or improper conduct leading to damage of employer-owned, 
employee-owned, or customer-owned property; 

⦁ Fighting or threatening violence in the workplace; 
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⦁ Breaching the confidentiality/trade secrets agreement, misuse of or 
disclosure of confidential information about Unger or its customers, or 
violation of Company policy relating to confidentiality or trade secrets; 

⦁ Committing a fraudulent act or a breach of trust under any circumstances; 

⦁ Theft or inappropriate removal or possession of Company or client property; 

⦁ Unauthorized use of telephones, mail system, or other employer-owned 
equipment; 

⦁ Engaging in criminal conduct that affects job performance; 

⦁ Unsatisfactory performance or conduct; 

⦁ Violation of any Company personnel policies, other policy, rule or procedure; 

⦁ Violation of safety expectations; 

⦁ Possession of unauthorized materials, such as explosives or firearms, in the 
workplace and/or Company vehicle; 

⦁ Ethical violations; 

⦁ Vandalism or sabotage; 

⦁ Threats; 

⦁ Bribery; 

⦁ Kickbacks; 

⦁ Misuse of Company property; and 

⦁ Falsification of contracts, reports or records. 

The Company will take the appropriate disciplinary step to address violations of this policy, 
commensurate with the circumstances. Nothing in this policy is intended to alter the at-will 
nature of the employment relationship. 

13. Policy Against Drug, Alcohol, Or Substance Abuse  

The Company is committed to protecting the safety, health, and wellbeing of all 
employees and other individuals in the workplace. We recognize alcohol and drug abuse 
including misuse of prescription medicine pose a significant threat to our goals. We have 
established this policy and a drug-free workplace program that balances our respect for 
individuals with the need to maintain an alcohol and drug-free work environment. Any 
employee who violates this policy will be subject to appropriate disciplinary action, up to 
and including termination of employment. 
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The unlawful manufacture, distribution, dispensation, possession, or use of any 
controlled substance is prohibited in our workplace. The use of alcohol during working 
hours or reporting to work under the influence of alcohol is likewise prohibited. However, 
employees may consume alcohol in moderate amounts at authorized social functions 
approved by the Company. 

The use of legal drugs that are prescribed to you by a licensed health care provider or 
available over the counter is not prohibited by this policy. However, the Company is not 
required to and will not accommodate the use of marijuana in the workplace or working 
under the influence of marijuana, even if prescribed to you by a licensed healthcare 
provider. If you are taking medication that may require an accommodation, please 
notify your supervisor or Human Resources Department to discuss what accommodation 
may be appropriate. 

The Company reserves the right to test for drug and/or alcohol use in appropriate 
circumstances and as permitted by law. 

All employees are covered by this policy whenever they are representing or conducting 
business for the Company. Therefore, this policy applies during all working hours, while on 
call or paid standby, while on Company property, at all Company-sponsored events and 
Company approved events. 

A safe and productive drug-free workplace is achieved through cooperation and shared 
responsibility. Both employees and management have important roles to play. All 
employees are required to not report to work or be subject to duty while their ability to 
perform job duties is impaired due to on/or off-duty use of alcohol or other drugs. 

In addition, employees are encouraged to report dangerous behavior to their 
supervisor, the ethics hotline (855) 400-6002, or Human Resources Department. The 
Company will investigate reports of dangerous practices. 

Any employee who is convicted of a criminal drug violation in the workplace must notify 
the Company in writing within five (5) calendar days of the conviction. The Company 
will take appropriate action within 30 days of notification. Federal contracting agencies 
will be notified when appropriate. 

Reasonable Accommodation. The Company recognizes that alcohol and drug abuse and 
addiction are treatable illnesses. We also realize that early intervention and support 
improve the success of rehabilitation. We encourage employees to seek help if they are 
concerned that they or their family members may have a drug and/or alcohol problem. 
Unger will reasonably accommodate any employee who wishes to voluntarily enter and 
participate in an alcohol or drug rehabilitation program, provided it does not impose an 
under hardship on Unger. 
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All information received by the Company through the drug-free workplace program is 
confidential communication. Access to this information is limited to those who have a 
legitimate need to know in compliance with relevant laws and management policies. 

14. Attendance and Punctuality 

To maintain a safe and productive work environment, Unger expects employees to be 
reliable and punctual in reporting for scheduled work. Absenteeism and tardiness place a 
burden on other employees and Unger. In the rare instances when you cannot avoid being 
late to work or are unable to work as scheduled, you must notify your supervisor or the 
Human Resources Department  as soon as possible in advance of the anticipated tardiness 
or absence, and in no case less than 30 minutes within or prior to your scheduled arrival 
time. 

In all cases of absence or tardiness, employees must provide the Company with an honest 
reason or explanation. Excessive absenteeism or tardiness will not be tolerated. What 
constitutes excessive absenteeism or tardiness depends on the facts and circumstances of 
every given case. However, as a general rule of thumb, missing work or being late for work 
four (4) or more times in a three-month span will be considered excessive. Absences 
protected by law will not be counted as a violation of the attendance policy. 

We reserve the right to require a health care provider’s notice when an employee returns 
to work following an illness and in other appropriate circumstances. 

15. Personal Appearance / Dress Code 

Each employee is a Company representative and our professional image is depicted by each 
of our employees. Your personal appearance contributes to the positive impression you 
make on our clients, business associates, and the morale of all Unger employees. Here are 
a few guidelines to follow so we maintain our professional image: 

 During business hours and when representing Unger, employees are expected 
to present a clean and neat appearance and to dress according to the 
requirements of their position and event. 

 Employees are expected to always wear the appropriate safety clothing or 
personal protective equipment for the job task they are performing. This 
includes but is not limited to hard hats, safety vests, safety glasses, and work 
shoes.  

 Business casual is the expected dress code for the main office.  

 Tight, revealing, or low-cut clothing is not appropriate in the office or the field. 
Shirts and tops must cover your midriff; dresses and skirts must be of 
appropriate length. 

anna
Highlight
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 Personal appearance should always be neat, clean, and professional in nature. 
You should not wear anything that has visible holes or tears, and clothing 
should not be of an extreme style. Avoid heavy perfume/cologne. 

 Collared shirts should be worn in the main office and jobsite offices. No logo 
T-shirts other than Unger or professional work organizations are acceptable. 

 Hats are not to be worn in the office. Head covers that are required for 
religious purposes or to honor cultural tradition are allowed.  

 Be aware that facial and/or body piercings are not always appropriate in a 
business setting.  

 Discrete tattoos are permitted. Tattoos that have slogans or images that are 
demeaning, feature profanity, or contain other messages that do not promote 
or enhance a safe, respectful, or productive workplace are prohibited.  

 Fridays are “Casual Dress” days. You may wear more casual, yet still tasteful 
and business appropriate, clothing. Jeans are acceptable.  

If you have questions about whether certain attire is appropriate, please discuss it with your 
supervisor or the Human Resources Department before wearing it to work. 

If you report to work unsuitably dressed, you may be asked to leave work to change and 
return in appropriate attire. Non-exempt employees will not be paid for this time. 

16. Confidentiality/Trade Secrets 

During the course of your duties on behalf of Unger, you may be advised of certain business 
matters and affairs regarding Unger, its customers, and the management of its business 
that are of a confidential, proprietary, or secret nature. Each employee is required to sign 
a Confidentiality Agreement as a condition of employment and to abide by its terms. 

Employees may not disclose or communicate, in any manner, directly or indirectly, 
information about the Company, its operations, clientele, or any other information that 
relates to the business of the Company, including, but not limited to, the names of its 
customers or clients, its marketing strategies, operations, or any other information which 
would be deemed confidential, a trade secret, a customer or client list, or other form of 
proprietary information of the Company. If you believe you must disclose confidential 
information, you may do so only after obtaining prior authorization from your supervisor. 

If you leave employment with the Company for any reason, we ask that you continue to 
treat as private and privileged any such sensitive information. You should not use, divulge, 
or communicate to any person or entity any such sensitive information without the express 
written approval of an owner. The Company will pursue legal remedies for unauthorized 
use or disclosure of sensitive, confidential information. 
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17. Performance Evaluations 

You and your supervisor are strongly encouraged to discuss job performance and goals on 
an informal, day-to-day basis. You will receive formal performance evaluations 
approximately annually. Your performance evaluations may review factors such as the 
quality and quantity of the work you perform, your knowledge of the job; your initiative; 
your dependability in completing assignments; presence and punctuality; personal conduct; 
attitude toward clients, other employees, and supervision; and your cooperation in the 
teamwork effort of completing a job.  

Performance evaluations are intended to make you aware of your progress, areas for 
improvement, and objectives or goals for future work performance. You will be required to 
sign the written evaluation simply to acknowledge that it has been presented to you, that 
you have discussed it with your supervisor, and that you are aware of its contents. 

Favorable performance evaluations do not guarantee increases in salary or promotions, nor 
do they alter the at-will nature of the employment relationship. Salary increases and 
promotions are solely within the discretion of Unger and depend upon many factors in 
addition to performance. 

PART III:  WAGES AND HOURS 

18. Employment Categories 

It is the intent of Unger to clarify the definitions of employment classifications so that 
employees understand their employment status and benefit eligibility. These classifications 
do not guarantee employment for any specified period of time. Accordingly, nothing in this 
policy is intended to alter the at-will nature of your employment.  

Each employee is designated as either non-exempt or exempt from federal and state wage 
and hour laws. 

NON-EXEMPT employees are entitled to overtime and certain other wage and 
hour protections under the specific provisions of federal and state laws. 

EXEMPT employees are salaried employees whose work duties exclude them 
from specific provisions of federal and state wage and hour laws. 

An employee's classification may be changed only upon written notification by Unger. In 
addition to the above categories, each employee will belong to one other employment 
category: 

REGULAR FULL-TIME employees are those non union  employees who are 
regularly scheduled to work Unger's full-time schedule of at least forty (40) 
hours per week. Subject to express written approval and authorization from 
Unger, an employee who works at least thirty (30) hours per week may be 
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considered a regular full-time employee. Generally, they are eligible for Unger's 
benefit package, subject to the terms, conditions, and limitations of each benefit 
program. 

UNION employees are those non-supervisory employees who work on field 
construction projects for Unger on an hourly basis. Union employees may have 
established an extended employment relationship with Unger, but still may be 
assigned to work on an intermittent and/or unpredictable basis. While they 
receive all legally mandated benefits (such as workers' compensation insurance 
and Social Security), they are ineligible for all of Unger's other benefit programs 
including paid holidays and Paid Sick Leave. 

REGULAR PART-TIME employees are those non-union employees who are 
regularly scheduled to work fewer than Thirty (30) hours per week. While they 
receive all legally mandated benefits (such as Paid Sick Leave, Social Security and 
workers' compensation insurance), they are ineligible for all of Unger's other 
benefit programs. 

INTERNS are employees who are eligible to receive all legally mandated benefits 
(such as Paid Sick Leave, Social Security, and workers’ compensation insurance). 
They are exempt from all of Unger's other benefit programs regardless of hours 
worked including paid holidays.  

There are no automatic conversions from one category to another. Please speak with your 
supervisor or the Human Resources Department if you have questions about your 
employment category. 

19. Timekeeping (Non-exempt Employees) 

Accurately recording time worked is the responsibility of every non-exempt employee. 
Federal and state laws require Unger to keep an accurate record of time worked in order 
to calculate employee pay and benefits. Time worked is all the time actually spent on the 
job performing assigned duties. 

You must accurately record the time you begin and end your work, as well as the beginning 
and ending time of each rest break and meal period. You must also record the beginning 
and ending time of any split shift or departure from work for personal reasons. Overtime 
work must always be approved, in writing, before it is performed. 

It is your responsibility to complete and sign your time records electronically or in ink to 
certify the accuracy of all time recorded, and to deliver the original time record to your 
supervisor. Your supervisor will review and then initial the time record before submitting it 
for payroll processing.  
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Electronic records, electronic signatures and handwritten signatures executed to electronic 
records are deemed to be trustworthy, reliable and generally equivalent to paper records 
and handwritten signatures executed on paper. Altering, falsifying, tampering with time 
records, or recording time on another employee’s time record is strictly prohibited. Do not 
ask other employees to fill out your time card for you. 

You MUST submit your time record to the appropriate supervisor or department within a 
sufficient time in order for the necessary calculations to be made and assure payment in 
full of your payroll check. 

20. Policy Prohibiting Working “Off the Clock” (Non-exempt Employees) 

If you are a non-exempt employee, you are entitled to be paid for all of your working time. 
For this reason, you are not permitted to work “off the clock,” which means that you may 
not perform any work on Unger’s behalf outside of your working hours. For example, you 
may not arrive before the start of your shift to answer phone calls, or send emails during 
non-work hours, without recording the time as working time on your time record. 

If you are asked to work “off the clock” or if you believe another employee is working “off 
the clock,” you must notify the Human Resources Department immediately. Likewise, you 
must immediately notify the Human Resources Department of any time worked that is not 
reflected on your time record. 

21. Workday, Workweek, and Payday 

The Workday. For payroll and all other purposes (including the calculation of overtime), the 
workday begins at 12:01 a.m. and ends at 12:00 a.m. the following calendar day. 

The Workweek. For payroll and all other purposes (including the calculation of overtime), 
the workweek begins on Sunday at 12:01 a.m. and ends the following Sunday at 12:00 a.m. 

Payday. Employees are paid every Thursday, for the preceding pay period. If a regularly 
scheduled payday falls on a day off such as a holiday, employees will be paid on the last day 
of work before the regularly scheduled payday. If a regular payday falls during your vacation 
or time off, it will be available to you at the workplace on the regular payday. Alternatively, 
you may request that it be mailed to you on the regular payday.  

Direct Deposit. You may have your pay directly deposited into your bank account if you 
provide advance written authorization to Unger. You will continue to receive an electronic 
itemized statement of wages when Unger makes direct deposits. 

22. Work Schedules (Non-exempt Employees) 

Work schedules for employees vary throughout our organization. Your supervisor will 
advise you of your individual work schedule. Staffing needs and operational demands may 



Unger Construction Co.  
Employee Handbook 
Issue Date: January 2018 
 

- 20 - 

 

necessitate variations in starting and ending times, as well as variations in the total hours 
that you may be scheduled each day and week. 

23. Overtime (Non-exempt Employees) 

When operating requirements or other needs cannot be met during regular working hours, 
non-exempt employees may be scheduled to work overtime hours. When possible, advance 
notification of these requests of overtime will be provided.  

Overtime assignments will be distributed as equitably as practical to all employees qualified 
to perform the required work. Overtime is paid in accordance with applicable law. 

Please remember that you may not work overtime without advanced written authorization 
from your supervisor. 

24. Makeup Time (Non-exempt Employees) 

In accordance with California law, Unger allows the use of makeup time when non-exempt 
employees need time off to tend to personal obligations.  

Employees may take time off and then make up the time later in the same workweek, or 
may work extra hours earlier in the workweek to make up for time that will be taken off 
later in the workweek. Makeup time worked is paid at the non-exempt employee’s regular 
rate; it is not paid at an overtime rate. 

Requests for makeup time must be submitted in writing to your supervisor, with your 
signature, on the form provided by the Company. Requests will be considered for approval 
based on the legitimate business needs of the Company at the time the request is 
submitted. A separate written request is required for each occasion you request makeup 
time. 

If you request time off that you will make up later in the week, you must submit your 
request at least 24 hours in advance of the desired time off or working the makeup time, 
whichever is first. Your makeup time request must be approved in writing before you take 
the requested time off or work makeup time, whichever is first. 

All makeup time must be worked in the same workweek as the time taken off. Employees 
may not work more than 11 hours in a day or 40 hours in a workweek as a result of making 
up time that was or would be lost due to a personal obligation. 

If you take time off but are unable to work the scheduled makeup time for any reason, the 
hours missed will normally be unpaid. However, your supervisor may arrange with you 
another day in the same workweek to make up the time if possible, based on scheduling 
needs. If you work makeup time in advance of time you plan to take off, you must take that 
time off, even if you no longer need the time off for any reason. 
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An employee's use of makeup time is completely voluntary. Unger does not encourage, 
discourage, or solicit the use of makeup time. 

25. Pay Practices (Exempt Employees) 

If you are an exempt employee, you receive a fixed salary intended to compensate you for 
all hours you work for the Company. While your salary may be subject to review and 
modification from time-to-time, such as during a salary review, the salary will be a 
predetermined amount that will not be subject to deductions for variations in the quantity 
or quality of your work. 

Under applicable law, your salary is subject to certain deductions. For example, your salary 
can be reduced for the following reasons: 

⦁ Full-day absences for personal reasons, unless you elect to use paid time off 
available to you. 

⦁ Intermittent absences, including partial-day absences, covered by the 
federal Family and Medical Leave Act (“FMLA”), if you have exhausted other 
paid leave available to you. 

⦁ To offset amounts received as payment for jury and witness fees or military 
pay. 

⦁ During the first or last weeks of employment, if you work less than a full 
workweek. 

⦁ Any workweek in which you perform no work for the Company. 

Your salary also may be reduced for certain types of deductions, such as your portion of 
health, dental or life insurance premiums, state, federal or local taxes, social security or 
voluntary contributions to a retirement plan. 

In any workweek in which you perform any work, your salary will not be reduced for any of 
the following reasons: 

⦁ Partial-day absences for personal reasons, sickness, or disability not covered 
by FMLA. 

⦁ Because the facility is closed on a scheduled workday.  

⦁ Absences for jury duty, attendance as a witness, or military leave.  

⦁ Any other deductions prohibited by state or federal law.  

If you believe you have been subject to any improper deductions or there are any errors in 
your pay, immediately contact the Human Resources Department. If you have not received 
a satisfactory response within five (5) business days, please immediately contact an owner. 
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Every report will be fully investigated. No one will be subject to, and the Company prohibits, 
retaliation for reporting perceived violations of this policy. If you believe someone has 
violated this policy against retaliation, please contact the Human Resources Department 
immediately. 

26. Meal Periods and Rest Breaks (Non-exempt Employees) 

Meal Periods. If you are scheduled to work more than five (5) hours in any given day, then 
you must take at least a 30-minute duty-free, unpaid meal period. “Duty-free” means that 
you are neither required nor expected to work during your meal period. Daily meal periods 
are scheduled according to the needs of each position. Your supervisor will schedule your 
meal periods. The following rules apply to each first meal period of the workday: 

 You are relieved of all duty and are not required to perform any work for the 
entire unpaid meal period of at least 30 minutes. You may leave the work 
premises, but you must return to work on time. 

 Your first meal period must begin before the end of the fifth hour of work 
(i.e., by 4 hours and 59 minutes). For example, if you begin your workday at 
8:00 a.m., you must begin your meal period before 1:00 p.m. 

 However, you may waive your meal period on any given workday if the sixth 
hour completes your workday, you get prior approval from your supervisor, 
and you have completed a meal period waiver.  

If you work more than 10 hours, you must take a second, duty-free unpaid meal period of 
at least 30 minutes. The following rules apply to each second meal period of the workday: 

 You are relieved of all duty and are not required to perform any work for the 
entire unpaid meal period. You may leave the work premises, but you must 
return to work on time. 

 The second meal period must begin before the end of the tenth hour of work 
(i.e., by 9 hours and 59 minutes). 

 You may waive your second meal period in writing only if:  (a) you took the 
first meal period of at least 30 minutes, and (b) your shift will end in 12 or 
fewer hours. 

Please contact Human Resources for additional information about meal period waivers. 

Frequency and Timing of Meal Periods 

Hours Worked Meal Periods Timing 

5 hours or fewer None Not applicable 



Unger Construction Co.  
Employee Handbook 
Issue Date: January 2018 
 

- 23 - 

 

+5 to 10 hours 1 (may waive if 6 hours 
completes the 

workday) 

Begin before the end of 
the 5th hour 

+10 hours 2 Begin before the end of 
the 10th hour 

Non-exempt employees are required to record on their time records each day the beginning 
and ending of each meal period. 

You are not permitted to work through any portion of a meal period in order to shorten 
your day or for any other reason. Performing any of your work duties during a meal period 
will result in disciplinary action, up to and including termination. There is an exception to 
this rule: a supervisor or manager may specifically direct you to perform work during a meal 
period due to business needs. In this case you are entitled to be paid for the hours worked 
and, in addition, you are entitled to receive one (1) additional hour's pay at your regular 
rate of pay. 

Rest Breaks. You are entitled and expected to take a 10-minute paid rest break for every 4 
hours of work or major portion thereof (defined as more than 2 but fewer than 4 hours). 
However, if your total daily work time is fewer than 3 ½ hours, you are not entitled to a paid 
rest break. When practical, you should take each rest break in the middle of the 4-hour 
work period or major fraction thereof. Your supervisor will schedule your rest breaks. Rest 
breaks are paid. Below is a chart illustrating the number of paid rest breaks to which you 
are entitled based on the number of hours worked in a workday: 

 

 

 

 

 

 

 

 

You are relieved of all duty during rest breaks and are prohibited from working. However, 
you should not leave the premises during paid rest breaks without authorization from your 
supervisor. 

Hours Worked # Paid Rest Breaks 

Fewer than 3.5 hours None 

3.5 to 6 hours 1 

+6 to 10 hours 2 

+10 to 14 hours 3 
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You may not combine rest breaks or add them to meal periods, nor may rest breaks be used 
to arrive at work 10 minutes late or leave work 10 minutes early. 

All meal periods and rest breaks must be taken away from your regular work area. If for any 
reason you are prohibited or discouraged from taking your applicable meal period or rest 
break, your work prevents you from taking a meal period or rest break, or if you perform 
any work during your meal period or rest break, you must notify your supervisor 
immediately. 

Duty-free meal periods and rest breaks are authorized and permitted and you are 
expected to take them as required by law. Failure to do so may result in disciplinary action, 
up to and including termination. 

27. Lactation Accommodation for Nursing Mothers 

In accordance with state and federal law, Unger provides a reasonable amount of break 
time to accommodate your need to express breast milk for your infant child. The Company 
will also provide you with the use of a room or other location in close proximity to your 
work area for you to express milk in private. 

The requested break time should, if possible, be taken concurrently with other scheduled 
rest break periods. Unger will provide lactation time beyond the scheduled rest breaks, but 
such break time will be unpaid.  Nonexempt employees should clock out for any lactation 
breaks that do not run concurrently with normally scheduled rest breaks. 

PART IV:  WORKING CONDITIONS 

28. Safety 

To assist in providing a safe and healthful work environment for employees, customers, and 
visitors, Unger has established a workplace safety program. This program is a core value of 
Unger. The Senior Manager at each Unger location has responsibility for administering and 
communicating the safety program, while the Safety Director has responsibility for 
implementing, monitoring, and evaluating the safety program. Its success depends on the 
alertness and personal commitment of all. 

Unger provides information to employees about workplace safety and health issues 
through regular internal communication channels such as supervisor-employee meetings, 
bulletin board postings, memos, or other written or oral communications. All supervisors 
are required to assist in these activities and to facilitate effective communication between 
employees and management about workplace safety and health issues. 

Employees and supervisors receive periodic workplace safety training. The training covers 
potential safety and health hazards and safe work practices and procedures to eliminate or 
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minimize hazards. You are expected to attend safety meetings and may be required to sign 
an attendance record. 

Safety begins with you. You are responsible to look out for your personal safety, the safety 
of your coworkers, and the safety of the public. You can prevent unsafe acts or conditions 
at any time, with the full support of Unger’s owners, by utilizing the stop work card.  

Please immediately report any unsafe condition to the appropriate supervisor. 
Additionally, some of the best safety improvement ideas come from employees. If you have 
ideas, concerns, or suggestions for improved safety in the workplace, you are encouraged 
to raise them with your supervisor, or with another supervisor. You may do so anonymously 
if you prefer. All reports can be made without fear of reprisal. 

You are expected to obey safety rules and to exercise caution in all work activities. For the 
proper safety procedures, please refer to your separate safety manual available at all Unger 
locations. You should observe general safety guidelines in your immediate workspace, i.e., 
office employees should observe correct ergonomic standards as well as general office 
safety. 

We maintain an Injury and Illness Prevention Program. The Injury and Illness Prevention 
Program is available for your review in the main office. 

29. Work-Related Accidents, Injuries, Or Illnesses 

If you are injured on the job, please report it immediately to your supervisor, no matter 
how minor the injury may be. Similarly, if you become ill and believe the illness may be 
work-related, please report it immediately to your supervisor. If your supervisor is not 
available, please contact the Safety Director. 

Unger, in accordance with state law, provides insurance coverage for employees in case of 
work-related injury or illness. 

If a work-related accident, no matter how slight, should occur, the following steps will assist 
you in resolving the situation: 

⦁ Report the accident and how it happened to your supervisor immediately. If 
your supervisor is unavailable, then immediately contact the Safety Director 
or another member of management; 

⦁ Seek medical treatment and follow-up care if required. If you seek medical 
treatment, report your absence to your supervisor the same day, if 
practicable and no later than your next scheduled shift. 

Unger or its insurer will not be liable for payment of workers’ compensation benefits for 
any injury that arises out of an employee’s voluntary participation in any off-duty 
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recreational, social, or athletic activity that is not part of the employee’s work-related 
duties. 

30. Mail Systems 

Postage systems are Unger property intended for business use. Employees should not use 
the postage meter for non-business uses without authorization. 

31. Smoking 

In keeping with Unger's intent to provide a safe and healthful work environment, smoking, 
chewing tobacco, or other nicotine devices (e.g., electronic cigarettes) are prohibited 
throughout the workplace. This policy applies equally to all employees. 

32. Use of Company Equipment and Vehicles 

Equipment and vehicles essential in accomplishing job duties are expensive and may be 
difficult to replace. When using Company property, employees are expected to exercise 
care, perform required maintenance, and follow all operating instructions, safety 
standards, and guidelines. 

Driving for Company business is restricted to approved drivers. In order to be an approved 
driver for Company business, drivers must have a valid CA driver’s license and proof of 
insurance. Driver must also participate in the DMV pull program allowing the Company to 
review individual driving records.  

Please notify the Safety Director or the Human Resources Department  if any Company 
equipment, machines, tools, or vehicles appear to be damaged, defective, or in need of 
repair. Prompt reporting of damages, defects, and the need for repairs could prevent 
deterioration of equipment and possible injury to employees or others. The Safety Director 
or the Human Resources Department can answer any questions about your responsibility 
for maintenance and care of equipment or vehicles used on the job. 

Company equipment and vehicles are for business use only. Employees may not use 
Company equipment or vehicles for personal reasons, unless they first obtain prior written 
consent from Supervisor. 

33. Mileage Reimbursement 

The Company will reimburse you for mileage driven for work on your personal automobile 
at the current IRS-approved rate per mile. 
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34. Employee Property 

The Company is not responsible for personal items lost or damaged in the workplace. 
Additionally, based on reasonable suspicion that Company policy is being violated (such as 
the policy prohibiting theft or bringing controlled substances to the workplace), personal 
items are subject to inspection and search, with or without advance notice, and with or 
without your prior consent. For these reasons, please do not leave personal belongings of 
value in the workplace. 

35. Visitors in the Workplace 

To provide for the safety and security of employees and the facilities at Unger, only 
authorized visitors are allowed in the workplace. Restricting unauthorized visitors helps 
maintain safety standards, protects against theft, ensures security of equipment, protects 
confidential information, safeguards employee welfare, and avoids potential distractions 
and disturbances. 

All visitors should enter Unger's main office at the reception area, or a job site at the project 
trailer. Authorized visitors will receive directions or be escorted to their destination. You 
are responsible for the conduct and safety of your visitors. 

If you observe an unauthorized or unaccompanied individual on Unger's premises, please 
immediately notify your supervisor, or direct the individual(s) to an appropriate location or 
to an exit. 

36. Telephones 

Telephones, including cell phones, are to be used for Company business. Personal long 
distance calls are NOT to be charged against the Company’s number. Employees may be 
required to reimburse the Company for any charges resulting from their personal use of 
Company telephones. 

Employees may carry personal cell phones while at work for use on a sporadic basis. If 
employee use of a personal cell phone causes disruptions or loss in productivity, the 
employee may be subject to disciplinary action.  

Use of Cellular Phones and Other Electronic Devices While Driving.  If you need to use your 
cellular phone or another electronic device while driving on Company business or driving a 
Company vehicle, please find a parking space or designated “pull off” area first. If stopping 
or pulling off the road is not practical, please exercise caution. When you are talking on the 
phone be proactive; slow down and increase the safe distance between your vehicle and 
others. 

You must use a “hands-free” device anytime you use a cellular phone while driving a 
Company vehicle or driving for Company business. You may not use a cellular phone or any 
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other electronic communication device to write, send, or read a text-based communication 
while driving a Company vehicle or driving for work-related purposes, even if using a hands-
free device. To text or read emails, pull off the roadway and park in a safe place; once 
finished you can return to the roadway. In our line of work, you may need to repeat this 
process several times throughout the journey.  

Recording. You are not permitted to use a cellular phone or other electronic device to 
record video or audio in the workplace unless authorized by your Department Manager. 
Also, please note California law prohibits recording without all parties’ consent. 

37. The Company’s Electronic Resources 

The Company provides its employees with the technological resources needed to do their 
jobs, such as laptops, tablet computers, desktop computers, servers, printers, fax machines, 
telephones, cellular phones, smart phones, personal digital assistants, and access to the 
Internet, voicemail, email, text messaging, and instant messaging systems (together, 
“Electronic Resources”). Electronic Resources are primarily intended for business use. 
Consequently, Electronic Resources may not be used to solicit for commercial activity 
unrelated to the business of the Company. Any personal use of Electronic Resources should 
be limited to non-work time. 

No Privacy Rights. Employees should not expect and do not have any expectation of privacy 
when using the Company’s Electronic Resources, or any documents, data, or information 
created on, opened from, or stored on (including pictures, videos, or audio files) these 
Electronic Resources. 

Access and Monitoring By The Company. As permitted by law, the Company may access its 
Electronic Resources, as well as any documents, data, or other information created on, 
opened from, or stored on any of its Electronic Resources, without first giving advance 
notice to users of the Electronic Resources in the ordinary course of business when the 
Company deems it appropriate to do so. Reasons for which the Company may obtain such 
access include, but are not limited to maintaining the system, preventing or investigating 
allegations of system abuse or misuse, ensuring compliance with software copyright laws, 
and complying with legal and regulatory requests for information.  

Although you may need a password or passwords to access Electronic Resources, the use 
of such passwords does not mean your use of these resources is private. The Company may 
override the passwords or use other means to access its Electronic Resources. 

No one may access, or attempt to obtain access, to Electronic Resources assigned to 
another employee or individual without appropriate authorization. 

Storage. The Company may store electronic communications or other documents, data, or 
information created on its Electronic Resources on magnetic media for a period of time 
after the communication is created. From time-to-time magnetic media copies of 
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communications or other documents, data, or information created on its Electronic 
Resources may be deleted. 

No Harassment. The Company’s policy prohibiting all types of harassment applies to the 
use of the Company’s Electronic Resources, including Internet access. No one may use the 
Company’s Electronic Resources in a manner that may violate any Company policy. 

Security. Electronic mail sent over the Internet is not secure. Never include in any e-mail 
message anything that must be kept strictly confidential, or anything in violation of 
Company policy. 

Viruses. Having Company Electronic Resources infected by a virus can cost thousands of 
dollars. Unger spends a tremendous amount of resources to minimize the risk. Please do 
your part to help. E-mail sent through a personal account does not go through our normal 
anti-virus scanning process. When accessing your personal e-mail on Company computers 
do not open attachments. 

Passwords. To protect Company Electronic Resources, all users are required to create and 
use a password to login. This will be your universal password, giving you access to all the 
systems to which you have right. Passwords are required to change periodically. Do not 
share your password without permission from the IT Department. 

Internet Access. The Company provides employees with Internet access to perform 
research and other work related functions. Employees should use sound professional 
judgment while browsing the Internet. Unger has the ability to track and monitor all 
Internet activity on its Electronic Resources. Accessing inappropriate or illegal sites is strictly 
prohibited.  

Equipment. You may not purchase electronic or computer-related equipment on behalf of 
the Company without prior written consent of the IT Department and appropriate 
management. You may not connect personally owned Electronic Resources or other devices 
without prior approval of the IT Department. 

Software. To ensure that the Company abides by all software licensing agreements, and to 
protect the Company from viruses, only software properly licensed to the Company may be 
used on Company Electronic Resources. No personal software or any “shareware” may be 
used on Company machines without the express written permission of the IT Department. 
No software may be copied or moved to another Electronic Resource without authorization 
from the IT Department. The IT Department is responsible for the purchase and installation 
of software and will make all reasonable efforts to acquire whatever software may be 
required for Company business.   

The Company prohibits the downloading of anything off the Internet not strictly required 
for business purposes. 
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38. Bring Your Own Device (BYOD)  

If the nature of your job requires it, the Company may provide you with a Company-owned 
personal device (such as a cell phone, smartphone, or tablet, laptop, or desktop computer). 
However, we understand that you may prefer instead to use a personal device for work-
related purposes. You may only do so if authorized in writing, in advance, by the Company. 

If you have permission to use a personal device for work, you are subject to all Company 
policies and procedures when using your personal device. For example, Company policies 
pertaining to harassment, discrimination, retaliation, trade secrets, confidential 
information and ethics apply to the use of personal devices for work-related activities.  

Excessive personal calls, e-mails or text messaging during the work day, regardless of the 
device used, can interfere with employee productivity and be distracting to others. You 
must handle personal matters on non-work time and ensure that friends and family 
members are aware of the policy. Exceptions may be made for emergency situations and 
as approved in advance by management. 

Without authorization in advance from management, non-exempt employees may not use 
their personal devices for work purposes outside of their normal work schedule. This 
includes but is not limited to reviewing, sending, and responding to e-mails or text 
messages, and responding to or making calls. 

Employees may not use their personal devices for work purposes during periods of unpaid 
leave without authorization in advance from management. 

39. Using Social Media 

We understand social media can be a fun and rewarding way to share your life and opinions 
with others. However, use of social media also presents certain risks and carries with it 
certain responsibilities. To assist you in making responsible decisions about your use of 
social media, we have established these guidelines for appropriate use of social media. 

In the rapidly expanding world of electronic communication, “social media” can mean many 
things. “Social media” includes all means of communicating or posting information or 
content of any sort on the Internet, including to your own or someone else’s web log or 
blog, journal or diary, personal web site, social networking or affinity web site, web bulletin 
board or a chat room, whether or not associated or affiliated with the Company, as well as 
any other form of electronic communication. 

The same principles and guidelines found in this Handbook apply to your activities online. 
Ultimately, you are solely responsible for what you post online. Before creating online 
content, consider some of the risks and rewards that are involved. Keep in mind that any of 
your conduct that adversely affects your job performance, the performance of fellow 
employees, or otherwise adversely affects members, clients, suppliers, or people who work 
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on behalf of the Company or the Company’s legitimate business interests may result in 
disciplinary action up to and including termination. 

Know and Follow the Rules. Carefully read this policy, the “Electronic Resources” policy, 
the “Equal Employment Opportunity” policy, the “Anti-Harassment, Discrimination, and 
Retaliation” policy, and the “Workplace Violence Prevention” policy to ensure your social 
media postings are consistent with these policies. Inappropriate postings that may violate 
any of those policies or similar inappropriate or unlawful conduct will not be tolerated and 
may subject you to disciplinary action up to and including termination. 

Be Respectful. Always be fair and courteous to fellow employees, clients, members, 
suppliers, or people who work on behalf of the Company. Also, keep in mind that you are 
more likely to resolve work-related complaints by speaking directly with your co-workers 
or supervisor or by utilizing our “Open Door” policy than by posting complaints to a social 
media outlet. Nevertheless, if you decide to post complaints or criticism, avoid using 
statements, photographs, video or audio that reasonably could be viewed as malicious, 
obscene, threatening or intimidating; that disparages clients, members, employees or 
suppliers; or that might constitute harassment or bullying. Examples of such conduct might 
include offensive posts meant to intentionally harm someone’s reputation or posts that 
could contribute to a hostile work environment on the basis of race, sex, disability, religion 
or any other status protected by law or Company policy. 

Be Honest and Accurate. Make sure you are always honest and accurate when posting 
information or news, and if you make a mistake, correct it quickly. Be open about any 
previous posts you have altered. Remember that the Internet archives almost everything; 
therefore, even deleted postings can be searched. Never post any information or rumors 
that you know to be false about the Company, fellow employees, members, clients, 
suppliers, people working on behalf of the Company, or competitors. 

⦁ Maintain the confidentiality of Company trade secrets and private or 
confidential information. Trade secrets may include information regarding 
the development of systems, processes, products, know-how and 
technology. Do not post internal reports, policies, procedures or other 
internal business-related communications. 

⦁ Do not create a link from your blog, website, or other social networking site 
to a Company website without identifying yourself as a Company employee. 

⦁ Express only your personal opinions. Never represent yourself as a 
spokesperson for the Company. If the Company is a subject of the content 
you are creating, be clear and open about the fact that you are an employee 
and make it clear that your views do not represent those of the Company, 
fellow employees, members, customers, suppliers or people working on 
behalf of the Company. If you do publish a blog or post online related to the 
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work you do or subjects associated with the Company, make it clear that you 
are not speaking on behalf of the Company. It is best to include a disclaimer 
such as “The postings on this site are my own and do not necessarily reflect 
the views of Unger Construction Co.” 

Using Social Media at Work. Refrain from using social media while on work time or on 
equipment we provide, unless it is work-related as authorized by your supervisor or 
consistent with the “Electronic Resources” policy. 

Do not use Company email addresses to register on social networks, blogs or other online 
tools utilized for personal use. 

Retaliation is Prohibited. The Company prohibits taking negative action against any 
employee for reporting a possible deviation from this policy or for cooperating in an 
investigation. Any employee who retaliates against another employee for reporting a 
possible deviation from this policy or for cooperating in an investigation will be subject to 
disciplinary action, up to and including termination. 

Concerted Activity. The prohibitions in this policy do not apply to protected concerted 
activities and are not intended to discourage or prohibit such protected activity. 

40. Media Contacts 

Employees should not speak to the media on the Company’s behalf without contacting an 
owner or Human Resources. All media inquiries should be directed to them. If you have 
questions or need further guidance, please contact the Human Resources Department. 

41. Workplace Violence Prevention 

Unger is committed to preventing workplace violence and to maintaining a safe work 
environment and has a ZERO TOLERANCE policy against acts of workplace violence. Given 
the increasing violence in society in general, Unger has adopted the following guidelines to 
deal with intimidation, threats, or violence that may occur during business hours or on its 
premises. 

All employees, including supervisors and interns, should be treated with courtesy and 
respect at all times. Employees are expected to refrain from fighting, "horseplay," or other 
conduct that may be dangerous to others. Firearms, weapons, and other dangerous or 
hazardous devices or substances are prohibited from the premises of Unger and within 
Unger vehicles without proper authorization from an owner, the Safety Director, or Human 
Resources Department. 

All threats of (or actual) violence, both direct and indirect, should be reported as soon as 
possible to your immediate supervisor or any other member of management. For purposes 
of this policy, a “threat” includes any verbal or physical harassment or abuse, attempts to 
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intimidate or to instill fear in others, menacing gestures, bringing weapons to the 
workplace, stalking, or any other hostile, aggressive, injurious, and/or destructive actions 
undertaken for the purpose of domination or intimidation. This includes threats by 
employees, as well as threats by clients, vendors, solicitors, or other members of the public. 
When reporting a threat of violence, you should be as specific and detailed as possible. 

All suspicious individuals or activities should also be reported as soon as possible to a 
supervisor. Do not place yourself in peril. If you see or hear a commotion or disturbance, 
do not try to intercede or see what is happening. Unger will promptly and thoroughly 
investigate all reports of threats of (or actual) violence and of suspicious individuals or 
activities. The identity of the individual making a report will be protected as much as is 
practical in order to maintain workplace safety and the integrity of its investigation. 

PART V:  EMPLOYEE BENEFITS 

42. Overview 

Eligible employees at Unger are provided a wide range of benefits. A number of the 
programs (such as Social Security, workers' compensation, state disability, and 
unemployment insurance) cover all employees in the manner prescribed by law. 

Benefits eligibility is dependent upon a variety of factors, including employee classification. 
The Human Resources Department can identify the programs for which you are eligible. 
Details of many of these programs can be found elsewhere in the Handbook or in Summary 
Plan Descriptions (“SPD”) that will be provided to you. In the case of any conflict between 
the SPD and this Handbook, the SPD controls. 

Some benefit programs require contributions from the employee, while some are fully paid 
by Unger. Unger reserves the right to change or eliminate any benefits not mandated by 
law in its sole discretion. 

43. Wage Replacement Benefits for Family Leave 

If you are approved to take time off in order (a) to care for the serious health condition of 
a child, spouse, parent, sibling, grandparent, grandchild, parent-in-law, or registered 
domestic partner, or (b) to bond with a new child, you may be eligible to receive benefits 
through California’s Paid Family Leave Insurance (“PFLI”) program, administered by the 
Employment Development Department (“EDD”). PFLI is a wage-replacement benefit; it 
does not entitle you to time off. Please see the “Family and Medical Leave” policy for more 
information about your right to time off. 

Before you become eligible to receive PFLI benefits, you are required to use your accrued 
PTO benefits, if any, up to two (2) weeks (80 hours). Please see the Human Resources 
Department for more information about these benefits. 
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44. Holidays and Holiday Pay 

Regular full-time employees who regularly work 30 or more hours in a week are eligible for 
paid holidays.  

Unger will publish a list of paid holidays on a periodic basis. Although the list is subject to 
change, such holidays may include the following: 

⦁ New Year's Day (January 1) 

⦁ Martin Luther King Day (third Monday in January) 

⦁ Presidents' Day (third Monday in February) 

⦁ Memorial Day (last Monday in May) 

⦁ Independence Day (July 4) 

⦁ Labor Day (first Monday in September) 

⦁ Thanksgiving (fourth Thursday in November) 

⦁ Day after Thanksgiving 

⦁ Christmas (December 25) 

Unger will grant paid holiday time off to all eligible employees immediately upon 
assignment to an eligible employment classification. Holiday pay will be calculated based 
on the employee's base rate (as of the date of the holiday) times the number of hours the 
employee would otherwise have worked on that day.  

If a recognized holiday falls during an eligible employee's preapproved paid time off (PTO), 
holiday pay will be provided instead of the PTO benefit that would otherwise have applied. 
Employees on an unpaid leave of absence are not eligible for holiday pay. 

If eligible non-exempt employees work on a recognized holiday, they will receive holiday 
pay plus wages at their base rate for the hours worked on the holiday. The holiday pay will 
be credited against any overtime obligation for hours worked that day. 

45. Paid Time Off (“PTO”) 

Regular full-time employees are eligible to accrue PTO at the accrual rates set forth in the 
chart below. They begin accruing PTO upon hire; however, they cannot use accrued PTO 
until they complete 90 calendar days of employment.  

PTO ACCRUAL RATES 
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Length of Service Accrual Per Pay Period for a 
full-time employee working 
40 hours per week 

Maximum Accrual 

0-3 years 2.30 hours (15 days/yr.) 180 hours (22.5 days) 

4-7 years 3.10 hours (20 days/yr.) 240 hours (30 days) 

8-11 years 3.85 hours (25 days/yr.) 300 hours (37.5 days) 

12 years and over 4.60 hours (30 days/yr.) 360 hours (45 days) 

 

Full-time employees who work fewer than 40 hours a week earn PTO on a pro-rata basis. 

The length of eligible service is based on the “benefit year,” which is the twelve (12) month 
period that begins when you start to earn PTO. The benefit year may be extended for any 
significant leave of absence except military leave of absence. 

Eligible employees may use accrued PTO for any absence from work. In certain 
circumstances, eligible employees may be required to use PTO during a Company-approved 
leave of absence. 

Eligible employees accrue PTO as they work, up to the applicable maximum. Once the 
maximum is reached, no additional PTO accrues. PTO will begin to accrue again once the 
employee has used PTO and fallen below the maximum cap. 

PTO is paid at the employee’s base pay rate at the time PTO is used. Unless otherwise 
required by law, PTO must be used in minimum increments of one hour and the employee 
must complete a request form and obtain advance approval from a supervisor before taking 
PTO. Requests will be reviewed based on a number of factors, including business needs and 
staffing requirements.  

Employees do not accrue PTO while on unpaid leave. 

If a holiday occurs during a pre-approved PTO, the holiday will not be charged against the 
employee’s PTO. 

Employees may use PTO for any purpose, including vacations, unpaid holidays, illness or 
time away from work for personal or family matters.  If you request time off for illness, it is 
recommended you first use all of your available Paid Sick Leave (PSL) hours before using 
PTO (See Paid Sick Leave Policy for more information). 

PTO Cash Out. After completing 3 years of service, employees, at their option, are eligible 
to cash out up to 40 hours of accrued PTO. To qualify for a PTO cash out, employees must 
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be within 40 hours of their applicable maximum accrual. PTO cash out requests must be 
submitted in writing to the employee’s Department Head, with the employee’s signature, 
on the form provided by the Company. Employees are eligible to receive a PTO cash out 
once per calendar year. 

46. California Paid Sick Leave (“PSL”) 

At the start of each calendar year, Unger provides all existing [non-union] employees with 
either 3 days or 24 hours of PSL, whichever is greater. 

New hires will be provided their PSL allotment after completing 30 days’ employment at 
Unger and their 12-month period will be reset to the following January 1 with their peers. 

Employees may not use PSL until they have completed 90 days employment with Unger. 

Employees may track the number of PSL hours available to them by referencing their pay 
stubs. 

Paid Sick Leave Use: Diagnosis, care or treatment of an existing health condition, or 
preventative care for you and your family members. PSL may be used for Parental Baby 
Bonding Leave effective January 1, 2018.  It may also be used if you are the victim of 
domestic violence, sexual assault or stalking. (Your family members covered by PSL include 
your parent, child, spouse, registered domestic partner, grandparent, grandchild, and 
sibling.) 

PSL may be used only for the reasons noted above. It is not to be used for other “personal” 
absences. 

PSL must be used in increments of at least one hour. 

Requesting Paid Sick Leave:  You may request to use PSL in writing with as much advance 
notice as possible to your manager.  We request that you contact your manager at least 
one hour prior to your shift start if you are not able to work. 

Unused PSL does not carry over from year to year and is not paid out at the time of 
separation from employment.  

If the Company re-hires an employee within a year of the employee’s separation, the 
employee’s unused PSL (if any) will be restored. 

No Retaliation:  You will not be retaliated or discriminated against for requesting or using 
PSL. 

Return to Work Medical Certification:  When you are returning to work from a lengthy 
period of illness or injury that covers more hours than your PSL balance, or your ability to 
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safely perform your job may be at risk, you may be required to present a health care 
provider’s statement that you can safely return to your full duties.  This requirement may 
be made at the sole discretion of the Company as permitted by law.  If you cannot return 
to full duties, the health care provider must specify your limitations in sufficient detail to 
allow the Company to determine whether a reasonable accommodation can be made.   

Workers’ Compensation and Sick Leave:  Your work-related illness or injury is covered by 
workers' compensation insurance and these benefits are separate from PSL. However, you 
may use PSL for absences related to your own illness or injury, whether or not work-related.  

Workers' compensation benefits usually do not cover absences for medical treatment.  
When you report a work-related illness or injury, you will be sent for medical treatment, if 
treatment is necessary.  You will be paid your regular wages for the first day you spend 
seeking initial medical treatment. 

Any further medical treatment for a work-related illness or injury will be under the direction 
of a health care provider.  Any absences from work for follow-up treatment, physical 
therapy, or other prescribed appointments will not be paid as time worked.  Rather, if you 
have PSL available, you may request the additional absences from work be paid with the 
use of your PSL. 

47. Health Insurance 

Regular full-time employees and their dependents are eligible to participate in Unger's 
group health insurance plan. Eligibility begins first of the month following 30 days of 
employment with Unger. Details of the health insurance plan are described in the Summary 
Plan Description (SPD). A SPD and information on cost of coverage will be provided in 
advance of enrollment to eligible employees. Contact the Human Resources Department 
for more information about health insurance benefits. 

48. Educational Assistance (Advance Payment) 

Unger may provide advance payment, as outlined in this policy and in the Educational 
Expense Agreement, for educational expenses (tuition, books and materials) not to exceed 
$4,000 in a 12-month period for regular full-time employees. Approval for advance 
payment is based upon the course and its relevance to the employee's career development 
at the Company. Requests must be approved in advance by the employee’s immediate 
supervisor and Human Resources. The employee will be required to sign an “Educational 
Expense Agreement,” which can be obtained from Human Resources. The Agreement 
includes repayment requirements of advanced expenses if the employee does not 
complete the course or if the employee leaves Unger prior to completion of required 
periods of time as stated in the Agreement. 
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If you have questions regarding this policy or the Educational Expense Agreement, contact 
Human Resources. 

PART VI:  LEAVES OF ABSENCE 

49. Pregnancy Disability Leave, Reasonable Accommodation, and Transfer 

Overview. If you are unable to work because of your pregnancy, childbirth, or a related 
medical condition, you may request pregnancy disability leave (“PDL”). Time off needed for 
prenatal or postnatal care; doctor-ordered bed rest; gestational diabetes; pregnancy-
induced hypertension; preeclampsia; childbirth; postpartum depression; loss or end of 
pregnancy; or recovery from childbirth or loss or end of pregnancy would all be covered by 
your PDL. In other circumstances, you may also be entitled to a reasonable accommodation 
or transfer related to your pregnancy disability. 

Duration. You may take PDL for the duration of time determined necessary by your health 
care provider, up to 4 months per pregnancy (meaning the number of days you would 
normally work in a 4-month period). You may take the time off intermittently if your health 
care provider determines it is necessary (for example, to attend medical appointments), in 
increments of no less than one hour. 

Transfer. If your health care provider determines that a temporary transfer to a less 
strenuous or hazardous position or duties is medically advisable, we will provide such a 
transfer if it can be reasonably accommodated. However, it is generally not reasonable for 
us to transfer or promote you to a position for which you are not qualified, create a new 
position, discharge another employee, or transfer another employee with more seniority. 

If your health care provider determines you need to take intermittent leave or a reduced 
work schedule, we may require you to temporarily transfer to an alternative position that 
meets your needs (if another position is available and you are qualified for it). You will 
receive equivalent pay and benefits, but may not have equivalent duties. 

Reasonable Accommodation. If your health care provider certifies that a reasonable 
accommodation (other than time off) is medically advisable, we will provide a reasonable 
accommodation by changing the work environment or in the way things are customarily 
done so that you are able to perform the essential functions of your job. For example, this 
may include modifying work practices or rules, modifying your existing job duties, or 
providing furniture of other modifying equipment or devices.  

Notice. If you need PDL, a reasonable accommodation, or transfer, you should provide the 
Company at least 30 days’ notice if possible to avoid delay. If 30 days’ advance notice is not 
possible, give notice as soon as practical. If you need PDL for planned appointments or 
medical treatment, please consult with your supervisor so we can ensure you can take the 
time off with minimal disruption to our operations. 
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Medical Certification. You must provide the Company with a written certification from a 
health care provider describing your need for PDL, reasonable accommodation, or transfer. 
To avoid delay, the certification must be returned within 15 calendar days of your request 
for PDL, reasonable accommodation, or transfer, if possible. If necessary, we will provide 
you a form for this purpose. 

As a condition of your return from PDL, you must provide the Company with a release from 
your health care provider stating that you are able to return to work.  

Leave is Unpaid. PDL is unpaid, but you may use PTO or Paid Sick Leave before taking the 
remainder of your leave without pay. You also may be eligible to receive State Disability 
Insurance (“SDI”). We encourage you to contact the Employment Development 
Department regarding your eligibility for State Disability Insurance for the unpaid portion 
of your PDL. 

Leave Concurrent with Family and Medical Leave. If you are eligible for leave under the 
federal Family and Medical Leave Act (“FMLA”), your PDL may also be designated as time 
off under FMLA. If you have additional questions, please contact Human Resources. 

Return to Work. When your PDL, reasonable accommodation, or transfer ends, you 
generally will be reinstated to the same position or, in certain instances, to a comparable 
position. If you are on PDL and do not return to work on your return date or receive an 
extension, you may be deemed to have voluntarily resigned your employment. If you take 
additional Company-approved leave immediately following your PDL, your right to 
reinstatement will be determined by the Company policy regarding that type of leave, not by 
this policy. 

Benefits and Seniority Date. While on PDL, you may continue your existing health benefits 
(if applicable) as if you remained working. In some instances, the Company may recover 
from you premiums paid to maintain your health benefits if you do not return to work 
following PDL. Taking PDL may affect certain other benefits and your seniority date. Please 
contact the Human Resources Department if you have any questions. 

Request for Additional Time Off. If you exhaust your 4 months of PDL but you remain disabled 
due to pregnancy, childbirth, or related conditions, you may be entitled to additional time 
off. Please refer to the “Disability Leave” policy.  

50. Parental Baby Bonding Leave 

The Company provides Parental Baby Bonding Leave (“PBBL”) to eligible employees in 
accordance with California’s New Parent Leave Act as follows:  

Eligibility: If you have worked at least 1,250 hours with the Company in the previous 12 
months and you work at a work site with at least 20 employees within 75 miles, you may 
take up to 12 weeks leave in order to bond with a new child within one year of the child’s 
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birth, adoption, or foster care placement. Spouses employed by the Company may take a 
combined total of 12 weeks leave (not 24 weeks) during any 12-month period. 

This leave is not available to you if you are covered by the CA Family Rights Act and the 
federal Family and Medical Leave Act. 

Leave Scheduling:  Because the purpose of PBBL is to provide parents the time to bond with 
a new child, eligible employees desiring PBBL must take such leave in minimum increments 
of at least two (2) weeks. The Company will grant a request for PBBL of less than two weeks’ 
duration on any two occasions. You are expected to make a reasonable effort to schedule 
intermittent leave so the time off does not unduly disrupt operations. 

Procedures 

Notice:  You must contact your manager and Human Resources as soon as you become 
aware of the need for PBBL. You will be directed to complete a leave of absence request 
form. Once the completed form has been submitted, the Company will notify you within 
five (5) business days whether or not the leave of absence is approved. 

You must provide at least 30 days' advance notice before the leave is to begin. If 30 days' 
notice is not possible, notice must be given as soon as practicable. 

Compensation During Leave:  PBBL is unpaid. While taking PBBL, however, you may use 
accrued paid time off [vacation] [supplemental sick leave] [PSL]. You also may be eligible to 
simultaneously receive Paid Family Leave Insurance (PFLI) benefits from the State of 
California (although you cannot receive more than 100% of your regular compensation). 
PFLI benefits are described elsewhere in the Handbook.  

The substitution of paid leave for unpaid leave does not extend the maximum 12-week 
leave period. Further, in no case may the substitution of paid leave for unpaid leave result 
in your receiving more than 100% of your regular compensation. 

While on unpaid leave you do not continue to accrue vacation/PTO or sick leave and are 
not paid for holidays during the leave. 

Medical and Other Benefits During Leave:  While you are away from work on approved 
PBBL, the Company will maintain your health benefits as if you continued to be actively 
employed. 

When you use accrued paid time off during PBBL, the Company will deduct your portion of 
the health plan premium as a regular payroll deduction. If you do not use or you exhaust 
accrued paid time off during PBBL, you must pay your portion of the monthly premium as 
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directed by the Company. Your health care coverage will cease if your premium payment is 
more than 30 days late. If your payment is more than 30 days late, the Company will send 
you a letter to this effect. If the Company does not receive your co-payment within 15 days 
of that letter, the coverage may cease. 

If you elect not to return to work at the end of the leave period, you may be required to 
reimburse the Company for the cost of the health benefit premiums paid by the Company 
for maintaining coverage during the unpaid leave, unless you cannot return to work 
because of a serious health condition or other circumstances beyond your control. 

Reporting While on Leave:  You are expected to return to work on the agreed-upon date 
specified on the PBBL request form. If you anticipate a need to extend the date of your 
return, you must inform the Company as soon as reasonably possible. In addition, you must 
give reasonable notice if the dates of leave change or are extended. 

Reinstatement:  Upon return from PBBL, you will be reinstated to your original position or 
to an equivalent position with equivalent pay, benefits, and other employment terms and 
conditions. However, you have no greater right to reinstatement than if you had been 
continuously employed rather than on leave. For example, if you would have been laid off 
had you not gone on leave, or if your position was eliminated during the leave, then you 
would not be entitled to reinstatement. Taking PBBL will not result in the loss of any 
employment benefit that you earned or to which you were entitled before the leave.  

You may not perform work for another employer while on PBBL, unless you have first 
obtained the Company’s written permission to do so. If you take another job while on leave, 
it may be considered a voluntary resignation of employment. 

If you fail to report to work promptly at the end of the leave, the Company will assume that 
you have resigned. 

51. Family and Medical Leave 

Overview. Under the federal Family and Medical Leave Act (“FMLA”) and the California 
Family Rights Act (“CFRA”), you may be eligible to take up to 12 weeks of unpaid, job-
protected Family and Medical Leave in a rolling 12-month period measured backward from 
the first date you begin taking Family Medical Leave if:  (1) you have worked for the 
Company for at least 12 months, and for at least 1,250 hours in the last 12 months; and (2) 
you are employed at a worksite with 50 or more employees within a 75-mile radius. 

Reasons for Leave. You may take Family and Medical Leave for any of the following reasons:  
(1) the birth or care of a newly born or adopted child, or a child placed with you for foster 
care; (2) to care for a qualifying family member, including a spouse, registered domestic 
partner, child, or parent with a serious health condition; or (3) because of your own serious 
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health condition that renders you unable to perform an essential function of your position. 

A “serious health condition” is an illness, injury, impairment, or physical or mental condition 
that involves either an overnight stay in a medical care facility, or continuing treatment by 
a health care provider for a condition that either prevents you from performing the 
functions of your job, or prevents your family member from participating in school or other 
daily activities. 

Subject to certain conditions, the continuing treatment requirement may be met by a 
period of incapacity of more than three consecutive calendar days combined with at least 
two visits to a health care provider or one visit and a regimen of continuing treatment, or 
incapacity due to a chronic condition. Other conditions may meet the definition of 
continuing treatment. Incapacity due to pregnancy is a serious health condition under the 
FMLA, but not the CFRA. 

Providing Notice of Need for Leave. To avoid delay or denial of your request, you must give 
the Company at least 30 days’ prior notice of the need for foreseeable leave, preferably in 
writing. If this is not possible, you must give notice as soon as practicable. If you are planning 
a medical treatment, you must consult with the Company first regarding the dates of such 
treatment. You must generally follow the Company’s call-in procedures for reporting any 
absences. 

You must provide sufficient notice for the Company to determine if the leave will qualify as 
Family and Medical Leave and the anticipated duration and timing of the leave. Sufficient 
information may include that you are unable to perform job functions, that your family 
member is unable to perform daily activities, the need for hospitalization or continuing 
treatment by a health care provider, or circumstances supporting your need for 
Servicemember Family and Medical Leave (described further below). You must also inform 
the Company the request leave is the reason for which Family and Medical Leave was 
previously taken or certified. 

Notifying You of Eligibility. The Company will notify you whether you are eligible for Family 
and Medical leave. If you are eligible, we will provide additional information about the leave 
and your rights and responsibilities. If you are not eligible, we will explain why. 

The Company will also notify you when leave will be designated as Family and Medical 
Leave and the amount of leave that will count against your leave entitlement. If the 
Company determines that the leave is not Family and Medical Leave, we will notify you. 

Medical Certification Required. For your own serious health condition or that of a family 
member, you may be required to provide a medical certification from the relevant health 
care provider. If the Company reasonably doubts a medical certification provided for your 
own serious health condition, the Company, at its expense, may require an examination by 
a second and/or third health care provider. 
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Leave is Unpaid. Family and Medical Leave is unpaid, although you may be eligible for wage-
replacement benefits such as short or long-term disability payments and/or workers’ 
compensation. You may use accrued PTO before taking the remainder of your leave without 
pay; however, you must comply with all Company policies regarding the use of PTO. When 
you are not receiving any wage-replacement benefits, the Company may require you to use 
PTO and/or PSL. Substituting paid time off does not extend the maximum 12-week leave 
period, and you cannot receive more than 100% of your compensation. 

You will not earn any additional PTO during any unpaid portion of your Family and Medical 
Leave. 

Medical Benefits. During Family and Medical Leave, the Company will maintain your health 
benefits as if you continued to be actively employed. (If you take a PDL according to the 
policy above, the Company will maintain your health benefits during the entire PDL and up 
to an additional 12 weeks of Family and Medical Leave.) In some circumstances, if you elect 
not to return to work for at least 30 calendar days at the end of the leave period, you may 
be required to reimburse the Company for the cost of the health benefit premiums paid by 
the Company. 

Intermittent and Reduced Schedule Leave. Leave because of a serious health condition 
may be taken intermittently (in separate blocks of time due to a single health condition) or 
on a reduced-leave schedule (reducing the usual number of hours you work per workweek 
or workday) if there is a medical need for the leave, and if that need can be best 
accommodated through an intermittent or reduced leave schedule. Employees also may be 
eligible for certain intermittent leave for birth or placement of a child.  

While you are on an intermittent or reduced leave schedule based on planned medical 
treatment, the Company may temporarily transfer you to an available alternative position 
that better accommodates your recurring leave and has equivalent pay and benefits. For 
salaried employees, if leave is unpaid, the Company may reduce your salary based on the 
amount of time actually worked unless otherwise prohibited by law. 

Returning from Leave. Under most circumstances, when you return from a Family and 
Medical Leave you will be reinstated to your original job or to an equivalent job with 
equivalent pay, benefits, and other employment terms and conditions. Use of Family and 
Medical Leave cannot result in the loss of any employment benefit that accrued prior to the 
start of your leave. 

No Work While on Leave. Taking another job while on Family and Medical Leave may be 
considered a voluntary resignation of your employment.  

Definitions. For the purposes of this policy, the definitions provided in 2 C.C.R. section 
7297.0 and 29 CFR section 825 et. seq. apply. “Registered Domestic Partner” is defined as 
provided in California Family Code section 297(b). 
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Retaliation Prohibited. The Company may not take any adverse employment action against 
you for exercising your rights to Family and Medical Leave. If you believe you are being 
retaliated against, you should immediately contact Human Resources or a Company owner. 

52. Servicemember Family and Medical Leave 

The federal Family and Medical Leave Act (“FMLA”) provides eligible employees time off 
from work for a covered family member’s service in the Armed Forces (“Servicemember 
FMLA”). This policy supplements our current “Family and Medical Leave” policy and 
provides general notice of your rights to Servicemember FMLA. Except as mentioned below, 
your rights and obligations with respect to Servicemember FMLA are governed by our 
existing Family and Medical Leave policy to the extent they are applicable. 

Leave Entitlement. Servicemember FMLA provides eligible employees unpaid leave for 
either of the following reasons: 

(1) Qualifying Exigency Leave. A “qualifying exigency” arising out of a spouse, 
parent, or child’s covered active duty or call to covered active duty in a 
foreign country as a member of the Armed Forces or reserves. “Qualifying 
exigencies” may include attending military events, arranging for alternate 
childcare, addressing certain financial and legal arrangements, attending 
certain counseling sessions, and attending post-deployment reintegration 
briefings. 

(2) Covered Servicemember Leave. To care for a “covered servicemember” 
(spouse, parent, child, or next of kin) with a “serious illness or injury” 
incurred in the line of duty (or aggravated in the line of duty), who is a 
“covered servicemember.” A “covered servicemember” is: (1) a current  
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*; or (2) a veteran who was 
discharged or released under conditions other than dishonorable at any time 
during the five-year period prior to the first date the eligible employee takes 
Servicemember Leave to care for the covered veteran, and who is 
undergoing medical treatment, recuperation, or therapy for a serious injury 
or illness.* 

*The FMLA definitions of “serious injury or illness” for current servicemembers and 
veterans are distinct from the FMLA definition of “serious health condition.” 

Please see the Human Resources Department  for more information about what qualifies 
under these definitions. 
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Duration of Servicemember FMLA. You may take up to 12 workweeks of Qualifying 
Exigency Leave during any 12-month period, except leave because of “short-notice” 
deployment may not exceed 7 calendar days from the date a covered military member is 
notified of an impending call or order to active duty. 

You may take up to 26 workweeks of Covered Servicemember Leave during a single 12-
month period. If you and your spouse both work for the Company, your combined Covered 
Servicemember Leave can be limited to 26 workweeks in a 12-month period. 

Servicemember FMLA runs concurrently with other leave entitlements to which you may 
be entitled under federal, state, or local law. 

Notice of Need for Servicemember FMLA. You must provide as much advance notice as 
practicable of your need for Servicemember FMLA. If the leave is for the planned medical 
treatment of a covered servicemember, you must provide 30 days’ advance notice, unless 
notice is not practicable. If 30 days’ notice is not practicable, you must provide notice as 
soon as is practicable. 

Certification. If you are requesting Qualifying Exigency Leave, the Company may require 
you to provide a copy of the covered servicemember’s active duty orders or other 
documentation verifying the covered servicemember is on active duty or has been called to 
active duty and the dates of active service. The Company may also require you to provide a 
certification verifying eligibility for leave. 

If you are requesting Covered Servicemember Leave, the Company may require you to 
provide a medical certification from an authorized health care provider verifying certain 
information regarding the covered servicemember and his/her injury or illness. Unless 
otherwise prohibited by law, the Company may seek a second or third opinion if the health 
care provider is not affiliated with the United States Department of Defense, the United 
States Department of Veterans Affairs, or the United States Department of Defense 
TRICARE network. 

Verification. If you request Qualifying Exigency Leave, the Company may contact the 
Department of Defense to verify the covered servicemember is on or has been called to 
duty. Additionally, if you are taking leave to meet with a third party, the Company may 
contact the third party to verify the meeting and its purpose. 

53. Disability Leave 

If you are disabled due to illness or injury and are not eligible for Family and Medical Leave 
or have exhausted your right to it, you may be eligible for an unpaid Disability Leave 
(whether or not your illness or injury is work-related). Disability Leave will run concurrently 
with any other legally required time off. The amount of time off available to you will depend 
on the circumstances. 
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Notice. To request Disability Leave, notify the Human Resources Department or your 
supervisor in writing as soon as possible. You may be required to provide a certification or 
other medical information from a health care provider regarding your request. 

Leave is Unpaid. You will be required to use any accrued, unused paid time off during a 
Disability Leave; however, the use of paid leave will not extend the duration of your leave 
and you must comply with all Company policies regarding the use of paid leave. You will not 
earn any additional time off during your leave. We encourage you to contact the 
Employment Development Department regarding your eligibility for State Disability 
Insurance benefits for the unpaid portion of your leave. 

Benefits. Your eligibility for Company-paid health and dental insurance benefits ceases 
during a Disability Leave, and you must pay the entire premiums if you choose to receive 
such benefits. You will receive notice directly from the Company’s third-party administrator 
of your right to continue your benefits through COBRA. You will not be eligible for holiday 
pay and will not accrue any form of paid time off. 

Return to Work. When you are able to return to work, you must give the Company at least 
five (5) days’ notice of your intent to return by providing the Human Resources Department 
a certification from your health care provider stating you are physically able to return to 
your duties with or without reasonable accommodation. This notice is important so your 
return to work is properly scheduled. 

Unless otherwise required by law, we will make reasonable efforts to return you to your 
former position or a similar position, although we cannot guarantee reinstatement. If you 
do not return from work on the originally-scheduled return date or request in advance an 
extension of the agreed upon leave with appropriate medical documentation, you may be 
deemed to have voluntarily resigned your employment.  

54.  Additional Time Off 

As further stated below, you may be entitled to time off for a variety of other reasons. 
Unless otherwise stated below or required by law, the following conditions apply: 

⦁ You must use accrued paid time off for any absence, before taking the 
remainder of the leave unpaid. 

⦁ You do not earn any additional time off during unpaid leave. 

⦁ You are not eligible for Company holidays during unpaid leave. 

⦁ You must provide your supervisor or the Human Resources Department 
reasonable advanced notice of your need to take time off. 

For additional questions about any of these leave policies, please see the Human Resources 
Department. 
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54.1 Victims of Domestic Violence, Sexual Assault and Stalking Leave 

If you are a victim of domestic violence, sexual assault, or stalking, you are eligible for 
unpaid leave. You may request leave if involved in a judicial action, such as obtaining 
restraining orders, or appearing in court to obtain relief to ensure the health, safety, or 
welfare for yourself or your child. 

You should provide notice and certification of the need to take leave under this policy. 
Certification may be sufficiently provided by any of the following: 

 A police report indicating that you were a victim of domestic violence, sexual 
assault or stalking; 

 A court order protecting or separating you from the perpetrator of an act of 
domestic violence, or other evidence from the court or prosecuting attorney 
that you appeared in court; or 

 Documentation from a medical professional, domestic violence advocate, 
sexual assault counselor, health-care provider, or counselor that you were 
undergoing treatment for physical or mental injuries or abuse resulting in 
victimization from an act of domestic violence, sexual assault or stalking. 

We will provide reasonable accommodation if you are a victim and request accommodation 
for your safety while at work. However, you must disclose your need for reasonable 
accommodation to your supervisor or Human Resources. 

Any absence from work for this leave will be unpaid, unless you choose to take paid time 
off, such as PTO or Paid Sick Leave. 

We will, to the extent allowed by law, maintain the confidentiality of employees requesting 
leave under this provision.  

The length of unpaid leave employees may take is limited to 12 weeks provided for in the 
federal Family and Medical Leave Act. 

When time off is requested with reasonable notice, you may also be granted unpaid time 

off to: 

 Seek a temporary restraining order or other injunctive relief to help ensure 
the health, safety, or welfare of yourself and/or your child. 

 Seek medical attention for injuries caused by domestic violence, sexual 
assault or stalking. 

 Obtain services from a domestic violence shelter, program, or rape crisis 
center as a result of domestic violence, sexual assault, or stalking. 
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 Obtain psychological counseling related to an experience of domestic 
violence, sexual assault, or stalking. 

 Participate in safety planning and take other actions to increase safety from 
future domestic violence, sexual assault, or stalking, including temporary or 
permanent relocation. 

54.2 Jury Duty and Witness Leave 

The Company encourages employees to serve on jury duty when called. Employees are 
permitted to substitute paid time off for unpaid jury duty. However, exempt employees will 
not have their weekly salary reduced for any week in which they perform any work, even 
though they miss part of the week due to jury duty. 

You may be requested to provide written verification from the court clerk of performance 
of jury service. If work time remains after any day of jury selection or jury duty, you will be 
expected to return to work for the remainder of your work schedule. 

You may also take time off if you are required by law to appear in court as a witness. 

54.3 Bereavement Leave 

When you lose an immediate family member or other loved one, the Company provides 
bereavement leave so you may attend to personal obligations. All regular, full-time 
employees are eligible for this benefit. Regular, part-time employees are eligible for the 
benefit based on the number of normally scheduled work days in a workweek. 

In the event of a death in an employee’s immediate family member, an eligible employee 
may take up to 5 days (40 hours) off with pay. “Immediate family” includes the employee’s 
spouse, domestic partner, parents (including step parents, foster parents, parents-in-law 
and domestic partner’s parents), grandparents, siblings, children, children of a domestic 
partner, stepchildren, adopted children, a child for whom the employee has parenting 
responsibilities, brother-in-law, sister-in-law, daughter-in-law, and son-in-law. Time off 
must be taken within one calendar month of death. 

Eligible employees may also take up to one day (8 hours) off with pay for the death of 
another loved one not named above. Requests will be considered by the employee’s 
supervisor on a case-by-case basis. 

Additional time off may be taken at the employee’s supervisor’s discretion. Additional time 
off will be unpaid, unless the employee uses accrued PTO. 

54.4 Organ and Bone Marrow Donor Leave 

If you donate bone marrow, you may take up to 5 days (40 hours) off for this purpose. You 
will be required to use any accrued PTO available to you, up to a maximum of 5 days (40 
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hours). If you do not have available sufficient PTO for the 5 days’ maximum leave, the time 
will be paid at your base rate of pay. 

If you donate an organ, you may take up to 30 days off for this purpose. You will be required 
to use any accrued PTO available to you, up to a maximum of 2 weeks (80 hours). Any 
additional time off will be paid at your base rate of pay. 

You must provide written verification that shows that you are a bone marrow or organ 
donor and that there is a medical necessity for the donation. 

54.5 Military Leave 

If you are called to active duty in the U.S. Armed Forces, Reserves, or California National 
Guard, you may take military leave. Please present your supervisor with a copy of your 
service papers as soon as you receive them. The time off will be unpaid unless otherwise 
required by law. However, you may use any accrued, unused paid time off for this purpose. 

During your leave, your length of service accumulates, and your benefits will continue as 
required by law. 

If you are required to attend yearly Reserves or National Guard duty, you may apply for a 
temporary military leave of absence not to exceed 17 days (including travel). This time off 
will be unpaid unless otherwise required by law. You may use any accrued, unused paid 
time off for this purpose. 

54.6 Time Off for Voting and Election Officials 

If you do not have sufficient time outside of working hours to vote in an official state-
sanctioned election, you may up to 2 paid hours off to vote. Such time off shall be taken at 
the beginning or the end of the regular working shift, whichever allows for more free time. 
When possible, give the Company at least 2 days’ notice of your need for leave under this 
policy. 

If you serve as an election official on Election Day, you will be granted unpaid time off for 
this purpose. 

54.7 Time Off for Other Reasons 

Our Company recognizes that employees occasionally need time off from work to address 
important matters that are regulated by law. Unger will comply with its legal obligations by 
providing you time off, where necessary and required by law. This may include time off to 
attend to issues relating to domestic violence and victims of crime, to perform emergency 
duty as a volunteer firefighter, to appear at your child’s school at the request of the school, 
to assist at your child’s school, to attend an adult literacy education program, or to 
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participate in a voluntary drug or alcohol rehabilitation program. If you have additional 
questions, speak with the Human Resources Department. 

PART VII:  ENDING EMPLOYMENT 

55. If You Decide To Leave Us 

You are free to leave the Company at any time, with or without a reason and with or without 
notice. Likewise, the Company also has the right to terminate your employment at any time, 
with or without a reason and with or without notice. 

We anticipate that your association with us will be pleasant. However, should you find it 
necessary to leave us, we ask as a courtesy that you provide your supervisor with as much 
advance notice of your departure as you can. Your thoughtfulness will be appreciated. The 
Company may decide to forego or accelerate your resignation date. 

All Unger owned property, including, keys, identification, access cards, equipment, credit 
cards, files, documents, software, and this handbook, must be returned immediately upon 
separation from employment. 

56. Employment Reference Checks 

Unger will respond in writing only to those reference check inquiries that are submitted in 
writing. Responses to such inquiries will be limited to factual information that can be 
substantiated by Unger's records. 

Any request for references must be directed to the Human Resources Department. 
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EMPLOYEE HANDBOOK ACKNOWLEDGMENT OF RECEIPT 

I understand, acknowledge, and agree: 

 I have received a copy of the Unger Construction Co. Employee Handbook (the 
“Employee Handbook”). 

 I am responsible for reading and complying with the contents of the Employee 
Handbook. 

 My employment with Company is for an unspecified term and may be terminated 
at the will of either the Company or myself, with or without a reason, and with or 
without advance notice. 

 No words or actions of the Company will be deemed to create an express or 
implied contract of employment or require the Company to have good cause for 
terminating my employment. No Company representative is empowered or 
authorized to modify this at-will relationship other than an owner and then only 
in an express written agreement signed by an owner. 

 Any rules, policies, or benefits described in the Employee Handbook may be 
modified or varied from by the Company at any time–except as required by law 
and except for the rights of the Company and me to terminate employment at will 
which may be modified only by an express written agreement signed by an owner. 

Date: ______________ 

Employee Printed Name:           

Employee Signature:  _________________  ___________________  

 

 

cc:  Employee Personnel File 

 

 

 

 

 


