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INTRODUCTION 
Welcome to Tri State Restorations, LLC (“TRISTATE”). We hope you will find the duties and 

responsibilities of your position both challenging and satisfying. We wish you success in your 

job with us and hope that our association will be mutually beneficial. We realize, however, that 

only through the continued efforts of each of us can we continue to succeed. 

This Handbook represents TRISTATE’s most current information on our philosophy, policies 

and practices, along with information regarding your pay, holidays, vacations and other 

employment benefits, and supersedes all prior Handbooks and statements of policy. It will be 

helpful in answering any questions you may have. You are expected to read the Handbook 

carefully, ask any questions about any portion or policy that you do not understand, and keep it 

in a suitable place for future reference. 

The policies, procedures, practices and benefits described in this Handbook may be changed at 

any time by TRISTATE in its sole and absolute discretion, without prior notice or approval by its 

employees. When changes are made, a revised Handbook page(s) will be sent to you. 

This Handbook is presented as a matter of information only, and is not intended to create a 

contract, express or implied, of any kind whatsoever, between TRISTATE and its employees, 

and should not be construed to create any contractual obligation. TRISTATE retains the right to 

unilaterally change any employment policies, practices, rules, procedures and benefits 

periodically without prior notice to or consent of its employees. 

Employees of TRISTATE are employed on an "AT WILL" basis. This means that you have the 

right, at any time, to terminate your employment, and TRISTATE reserves a similar right to 

terminate your employment at any time, for any lawful reason with or without cause or prior 

notice. 

At TRISTATE, it is our intention to foster a working environment that promotes individual self-

corrective action as well as group corrective action within every work team. Rules and 

regulations are essential to the efficient operation of TRISTATE. The rules found in this 

Handbook are designed for the convenience and protection of all of us. They are the basis for an 

efficient and successful operation. 

We have attempted to include all pertinent information in the Handbook. However, it is 

impossible in this publication to answer every question or cover every situation. Accordingly, 

this Handbook should not be considered the final authority on all questions that you may have or 

that may arise in the future. Additionally, each of the benefit plans described in the Handbook 

has a document that is controlling and may be referred to whenever a question concerning 

coverage arises. If you are in doubt about any aspects of the policies, practices, procedures or 

benefits stated herein, and how you are affected by them, please feel free to speak with your 

supervisor or the President. 
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EQUAL EMPLOYMENT OPPORTUNITY 
TRISTATE has a policy of non-discrimination and is fully committed to the principles of 

equality in employment and opportunity for all qualified individuals. TRISTATE believes that its 

objectives can best be attained by utilizing its personnel to the fullest extent possible, without 

discrimination based on characteristics unrelated to performance. We expect all employees to 

adhere to these principles. 

All personnel actions, including but not limited to recruitment and hiring, working conditions, 

benefits and compensation, training, performance appraisals, promotion, transfer, corrective 

action and termination, are administered without regard to a qualified individuals’ actual or 

perceived race, religion, color, sex (including pregnancy), national origin, age, marital or military 

status, sexual orientation, gender identity, family responsibilities, citizenship, disability, genetic 

information or any other legally protected characteristic under federal, state or local law 

(“protected status”). The preceding applies to equal opportunity without regard to the legally 

protected status of an individual with whom an employee or applicant associates. TRISTATE 

will not discriminate against any qualified individual with a physical or mental disability, 

provided the individual is able to perform the essential functions of the position with or without a 

reasonable accommodation. Decisions in these and other areas are job related and are based on 

individual merit, skill, ability to perform the job, length of service, satisfactory attendance, 

conduct, attitude, productivity, and quality of work. 

UNLAWFUL HARASSMENT PREVENTION AND RESOLUTION 
TRISTATE is committed to maintaining a work environment that is free from unlawful 

harassment. In keeping with this commitment, TRISTATE will not tolerate harassment of its 

employees by anyone, including any manager, non-management employee, contractor, visitor, 

vendor or any third party. 

Harassment consists of unwelcome conduct, whether verbal, physical, or visual, that is based 

upon an individual’s actual or perceived protected status. The above includes harassment that is 

based upon the legally protected status of an individual with whom an employee or applicant 

associates. TRISTATE will not tolerate harassment that affects tangible job benefits or terms and 

conditions of employment, interferes with an individual's work performance, or creates an 

intimidating, hostile, or offensive working environment. 

Sexual harassment deserves special mention. Unwelcome sexual advances, requests for sexual 

favors, and other physical, verbal, or visual conduct based on sex constitute sexual harassment 

when (1) submission to the conduct is an explicit or implicit term or condition of employment, 

(2) submission to or rejection of the conduct is used as the basis for an employment decision, or 

(3) the conduct has the purpose or effect of unreasonably interfering with an individual's work 

performance or creating an intimidating, hostile, or offensive working environment. Sexual 

harassment may include explicit sexual propositions, sexual innuendo, suggestive comments, 

sexually oriented "kidding" or "teasing," "practical jokes," jokes about gender specific traits, foul 

or obscene language or gestures, displays of foul or obscene printed or visual material, and 

physical contact, such as patting, pinching, or brushing against another's body. 

You are expected to ensure that unlawful harassment does not occur at TRISTATE. If you feel 

that you have experienced or witnessed any unlawful harassment by anyone you are to 

immediately notify your supervisor or the President. TRISTATE prohibits retaliation or reprisal 
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against any employee who expresses a concern in good faith regarding harassment or participates 

in a related investigation. 

TRISTATE will investigate all complaints as expeditiously as possible. To the fullest extent 

practicable, TRISTATE will keep complaints and the terms of their resolution confidential. Any 

employee found to have unlawfully harassed another employee may be disciplined, up to and 

including immediate discharge. Likewise, any employee found to have made an intentionally or 

knowingly false complaint may be subject to corrective action. 

 

EMPLOYMENT STATUS, HOURS, AND PAY 

DIRECT DEPOSIT 
You are encouraged to use direct deposit for depositing your weekly paycheck in the financial 

institution(s) of your choice but are not required to do so. We will directly distribute your payroll 

check to at least one financial institution of your choice. This benefit reduces the possibility for 

lost or stolen checks. For more information on direct deposit, please contact your supervisor or 

the President. 

 

EMPLOYEE STATUS & CLASSIFICATION 
Regular Full-time Employee. A regular full-time employee is one who has successfully 

completed the 90-day Introductory period and is regularly scheduled to work at least 40 hours 

per week. This employee is eligible for TRISTATE paid fringe benefit program described later 

in this handbook. 

Regular Part-time Employee. An employee who has successfully completed the 90-day 

Introductory period and is regularly scheduled to work an average of less than 40 hours per week 

is considered a regular part-time employee. An employee in this category is not entitled to any 

Company fringe benefits other than those required by law. 

Temporary Employee. A temporary employee is hired with the understanding that employment 

is limited to a specific period and that employment will be terminated at the end of that period, 

generally not to exceed one year. A temporary employee is not entitled to any Company fringe 

benefits other than those required by law. 

Introductory Employee. An Introductory employee is one who has not yet successfully 

completed the 90-day Introductory period. 

Exempt Employees. Managerial, professional and certain administrative employees are exempt 

from the overtime provisions of the federal and state wage and hour laws. Exempt employees are 

paid on a salary basis, rather than based on the number of hours they work. All full-time, exempt 

employees are expected to work a full week, generally consisting of at least 40 hours per week. 

Non-exempt Employees. Non-exempt employees are paid based on the number of hours they 

actually work in each given work week. All work performed up to 40 hours in a single work 

week will be paid at the employee's straight-time hourly rate. Any hours actually worked in 

excess of 40 hours in a work week are paid at 1-1/2 times the employee’s regular rate of pay. 
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INTRODUCTORY PERIOD 
It is the policy of TRISTATE to provide each newly hired employee with an initial, 90-day 

Introductory period. During this period, an employee does not earn and may not use any Paid 

Time Off (PTO) or holiday pay. 

The employment relationship continues to remain at-will during and after the successful 

completion of the Introductory period.  

 

MEAL PERIODS 
Employees who work at least six consecutive hours may be granted one 30-minute unpaid meal 

period as business operations permit. Non-exempt employees who do not take a full meal period 

should contact their supervisor or President not later than the end of the workweek. If a non-

exempt employee works through his or her meal period s/he shall be paid for the time worked. 

 

ON CALL AND WORK HOURS 
TRISTATE’s goal and commitment to our clients is to be available every day of the year, 24 

hours a day. We understand that disasters strike at any moment and can severely affect a 

person’s home or business. As a result, employees may be required to be on-call. Non-exempt 

employees will be paid for any time they work after being called in accordance with federal and 

state wage and hour laws. 

Client appointments may be added and changed throughout each work day. Thus, it is very 

important that employees check their schedules regularly. Employees may receive their work 

schedules one of two ways: (1) by the company-issued PDA; or (2) using the electronic calendar 

in the company computer in the office. Employees are encouraged to use the former to increase 

efficiency. Whichever method an employee chooses, s/he is responsible for checking the 

schedule at least three times each day and promptly responding to scheduled appointments. An 

employee must reply to all scheduled appointments by the close of each business day. 

On Call Bonus. Any full-time exempt employee required to staff the on-call production phone 

after normal business hours or between 6:31 pm and 7:31 am and on weekends will receive a $25 

bonus for each emergency call received. This program is subject to these rules and regulations 

and can change at any time without notice: 

1. This program only applies to unscheduled emergency services, in which a dispatch of 

technicians is required outside of normal business hours. 

2. Emergency services must be sold at the time that the call is received and scheduled after 

normal business hours or the next business day immediately preceding the call. 

3. Estimates and Inspections do not apply. 

4. Disaster occurrences in which all Tri-State employees are required to work outside of 

normal business hours do not apply. 

5. Technicians and exempt employees must be categorized as "punched out" at the time of 

the call-in order to receive the bonus. 

6. The $25 on call bonus will be reflected as a payroll addition in the pay period in which 

the emergency call was received. 
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If you have any questions, or need further clarification, please contact the program administrator 

or managing member of the company. 

 

PAY PERIODS AND DAYS 
TRISTATE operates under a bi-weekly pay period. All employees are paid on Friday. If the pay 

day falls on a non-business day (holiday) then employees will be paid the immediately preceding 

work day. 

Any shortage or overpayment in your paycheck must be called to the attention of your supervisor 

or the President immediately. Promptness will enable us to correct the discrepancy, if any, as 

soon as possible. 

Your paystubs or salary deposit notices are a record of earnings. At the end of each year, you 

will receive a statement (W-2) indicating total earnings and income taxes withheld, for use with 

federal, state and local tax returns. 

What to do if an Improper Deduction Occurs 

It is our policy to comply with the salary basis requirements of the FLSA. Therefore, we prohibit 

all company managers from making any improper deductions from the salaries of exempt 

employees. We want employees to be aware of this policy and that the company does not allow 

deductions that violate the FLSA. 

If you believe that an improper deduction has been made to your salary, you should immediately 

report this information to your direct supervisor or the President. 

Reports of improper deductions will be promptly investigated. If it is determined that an 

improper deduction has occurred, you will be promptly reimbursed for any improper deduction 

made. 

 

PERFORMANCE APPRAISALS 
A performance review of each employee will generally be conducted at the close of the 90-day 

Introductory Period and then annually on or about each employee’s anniversary date. A wage 

review may be conducted at the same time but there is no guarantee that any performance review 

will necessarily be associated with a pay increase. 

From time to time, at TRISTATE’s sole discretion, discretionary bonuses may be provided to an 

employee based upon employee performance as well as TRISTATE’s profitability at that time. 

 

TIMEKEEPING 
TRISTATE is required by federal and state wage and hour laws to maintain certain detailed 

records regarding hours worked. Thus, it is important that you record your time in and out, each 

and every day. Tri State may be unable to determine the hours you worked if you fail to do so. 

Non-exempt employees are required to use a digital thumbprint through our computer system to 

“clock” in and out each work day. Exempt employees should use this same system when possible 

to record their time worked, otherwise they should track their hours worked for billing purposes. 
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Failing to punch in and out each day may result in a delay of payment to non-exempt employees 

of any overtime hours worked in accordance with federal and state wage and hour laws. 

  

PAID AND UNPAID LEAVE 

HOLIDAYS 
TRISTATE shall be closed and observe the holiday on Thanksgiving and Christmas Day each 

year. 

Non-field employees (exempt, office staff) will also be provided with the following paid 

holidays: 4th of July, Labor Day and New Year’s Day. Non-field employees scheduled to work 

4th of July, Labor Day or New Year’s Day shall be paid their regular wages for that day plus 

earn a floating holiday that must be used by the end of the calendar year in which it is earned or 

otherwise forfeited. 

Field employees (non-exempt, field staff, office staff) who work on the 4th of July, Labor Day or 

New Year’s Day will be paid 1.5 times the employee’s regular rate of pay. If a non-exempt field 

employee works on Thanksgiving or Christmas Day s/he will be paid two-times the employee’s 

regular rate of pay for each hour worked. 

To be entitled to holiday pay, a non-exempt employee must work on the scheduled workdays 

immediately preceding and following an observed holiday (except for pre-approved and 

scheduled vacation time or other pre-approved time off). 

 

REQUESTING TIME OFF 
Employees requesting time off under any of the policies below should complete the Time Off 

Request Form and submit it to his or her supervisor for approval in advance of planning or taking 

the time, where such advance notice is foreseeable. 

 

UNSCHEDULED ABSENCES 
Unscheduled absences, whether sickness, lateness or other reason, should always be reported as 

soon as it is foreseeable.  You should report according to the following call/text-in procedure: 

· In the event of absence, you must contact a Supervisor via call/text no less than 2 

hours prior to your scheduled start time. In no event should you call/text later than 2 

hours past the start of your scheduled shift.   

· In the event of lateness, you should call/text a supervisor at least 15 minutes prior to 

start of shift.   

· You must speak to/text a supervisor and can expect a response within the hour. If the 

immediate supervisor does not respond, you should continue to call the manager, 

alternate supervisor, or assigned lead worker until you receive a direct response. 

Note: You should not send "messages" through co-worker(s) or someone outside the company 

unless it is medically necessary. 
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MILITARY LEAVE 
Employees called to serve (including training) in the Uniformed Services have certain 

reemployment and other rights for up to five years. If you are called to serve you must notify 

your supervisor immediately. You may, but are not required to, use any and all accrued and 

unused PTO. 

Benefits: TRISTATE will continue to pay its portion of your health care premiums for the first 

30 days of leave under this policy. Thereafter, you and your dependents (if covered on the day 

leave begins) may continue such coverage for the lesser of 24 months beginning on the date the 

leave begins or the day after the date on which the employee fails to apply for reinstatement or 

return to work as required below. 

Return to Work: Employees return from Uniformed Service must meet the following notice 

requirements to be eligible for reemployment: 

  

1. For services of less than 31 days, the employee must give notice to TRISTATE not 

later than the beginning of the first full regularly scheduled work period on the first 

full calendar day following the completion of Uniformed Service. 

2. For service of more than 30 but less than 181 days, notice must be given not later than 

14 days after the completion of Uniformed Service. 

3. For service of more than 180 days, notice must be given not later than 90 days after 

the completion of Uniformed Service. 

Reemployment: Employees returning from Uniformed Service who have met the notice 

requirements described above and are qualified to perform all the essential functions of the job 

shall have certain rights to reinstatement. 

1. Upon satisfactory completion of military serve of less than 91 days, the employee 

shall be reinstated to the job s/he would have had if the employee had not taken 

covered leave. 

2. Upon satisfactory completion of military service of more than 90 days, the employee 

shall be reinstated to the job s/he would have had if the employee had not taken 

covered leave or a position of like seniority, status and pay. 

3. If the returning employee is no longer qualified to perform the essential functions of 

the job s/he had when the employee left for Uniformed Service, the employee may be 

placed in any other position that is of equivalent seniority, status, and pay. 

4. Upon reemployment, the employee will be given service credit for vesting and benefit 

accruals under all benefit programs in which the employee was enrolled when s/he 

began Uniformed Service. 

 

Please contact your supervisor or the President for answers to any specific questions.  

VACATION 
Vacation leave is an employee benefit and provides leave for personal, medical or other 

approved reasons including vacation; all employees are encouraged to use their accrued vacation 

each year.  
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Eligible employees are those who are full time. Vacation leave begins to accrue from your first 

day of work at a rate of .923 hours per bi-weekly pay period to a maximum of 24 hours per year 

for full-time employees. Accrual is pro-rated for part-time employees. Employees may use 

accrued vacation after the first 90 days of employment.  Up to 16 hours of vacation may roll over 

from year to year.  Employees may accrue a total of no more than 40 hours of vacation leave in 

any given year. Vacation is not advanced; that is no employee may use more leave than s/he has 

accrued or take vacation leave into a negative balance. Only employees who resign, give and 

serve at least two weeks’ notice shall receive any accrued, unused vacation. 

Employees wishing to use vacation should request leave in advance and as soon as the need for 

time off is foreseeable. Sick leave must be used for qualifying absences before vacation leave. 

Vacation leave must be used in increments of no less than eight-hour increments.   

 

 

 

SICK LEAVE 
This benefit complies with Maryland’s Healthy Working Families Act as well as Montgomery 

County’s Sick and Safe Leave law. For more information, see the related posters in the 

warehouse.  

All employees regularly working at least 8 hours per week are eligible for sick leave. Sick leave 

begins to accrue on the employee’s first day of employment at a rate of at least one hour for 

every thirty hours worked to a maximum of seven days per year or 56 hours. For example, a full-

time employee will earn 2.153 hours of sick leave each bi-weekly pay period up to 56 hours per 

year. An eligible part-time employee will earn one hour of sick leave for every 30 hours worked. 

Employees are eligible to use accrued paid leave on their 91st day of employment.   

Up to 56 hours of sick leave will roll over from year to year. No more than 80 hours may be used 

per year. Like vacation, sick leave must be used in increments of no less than four-hour 

increments.  Sick leave is not paid out at termination 

Sick leave may be used: 

 for the employee’s or family member’s physical or mental illness, injury, or condition; 

 for the employee’s or family member’s preventive medical care; 

 maternity or paternity leave; 

 medical/mental care, victim services, or legal services related to domestic violence, 

sexual assault, or stalking of the employee or the employee’s family member; 

 during the employee’s temporary relocation due to domestic violence, sexual assault, or 

stalking; 

 if our business is ordered closed due to public health emergency; 

 if the employee’s family member’s school or childcare center is ordered closed due to 

public health emergency; or 

 to care for a family member if determined that the individual’s presence in the 

community would jeopardize public health due to exposure to a communicable disease. 
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If you wish to use sick leave, you should notify your supervisor as soon as possible. If sick leave 

is used for more than three consecutive workdays for your own illness or to care for an 

immediate family member with an illness, you may be required to provide a doctor’s note. 

Like vacation, sick leave is not advanced. That is, no employee may use more leave than s/he has 

accrued or take sick leave into a negative balance. 

 

PARENTAL LEAVE 
Employees who have worked for us for at least a 12 month period; a total of 1,250 hours in the 

immediately preceding 12 months; and work at a location that employs at least 15 employees at 

or within 75 miles of that location,  may take a up to six (6) workweeks of parental leave in a 12 

month, backward-rolling period to care for the employee’s child following the birth, adoption or 

placement for foster care of the employee’s child. An employee must request the leave in 

advance, receive approval and use any and all paid leave before being on an unpaid leave of 

absence.   

Except in cases of emergency you must request this leave at least 30 days prior to the 

commencement of the leave.  

If you participate in our group health plan your coverage will be maintained at the same level 

and under the same conditions as when you leave began.  

When you are ready to return to work within the six-week period you will generally be restored 

to the position you had when the leave began. If you fail to return to work within the designated 

time you may be required to reimburse us for monies paid on your behalf to maintain your 

healthcare coverage during the leave period.  

 

REASONABLE ACCOMMODATION FOR DISABILITY DUE TO PREGNANCY 
If you incur a disability as a result of or contributed to by pregnancy you have the right to request 

a reasonable accommodation that may include: 

• changing your job duties; 

• changing your work hours; 

• relocating your work area; 

• providing mechanical or electrical aids; 

• transferring you to a less strenuous or less hazardous position; or 

• providing leave; and 

• does not impose an undue hardship upon the Company.  

 

You may be required to provide medical certification of the need for reasonable accommodation 

to the same extent a certification is required for other temporary disabilities.  Such certification 

shall include: 

• the date the reasonable accommodation became medically advisable; 

• the probable duration of the reasonable accommodation; and 

• an explanatory statement as to the medical advisability of the reasonable 

accommodation. 
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Company policies and practices regarding the availability of leave, the accrual of seniority and 

other benefits and privileges, reinstatement, and payment under any health or temporary 

disability insurance or sick leave plan, formal or informal, shall be applied to disability due to 

pregnancy or childbirth on the same terms and conditions as they are applied to other temporary 

disabilities. 

  

EMPLOYEE BENEFITS AND SERVICES 

CELL PHONES 
TRISTATE recognizes the advantages of technology that enable us to stay in touch with not only 

coworkers and clients but family members, current events and more. Employees are to focus on 

job performance and not conduct personal business during working time, this includes and is not 

limited to checking cell phones, texting, surfing the internet, etc. Those activities should be 

limited to your break period and/or unpaid meal period, if any. 

TRISTATE requires that any employee who drives in the course of business, whether a company 

or personal vehicle abide by the laws of the jurisdiction in which the employee is driving, 

including absolutely no texting while driving, always using hands-free devices or refraining from 

the use of any hand-held device. TRISTATE encourages all employees to not receive or make 

any calls or messages while driving, even if permitted by state or local law. TRISTATE will not 

be liable for any damage, loss or injury incurred by any employee as a result of the employee’s 

use of any hand-held device while driving on company time. 

Employees may be entitled to phone benefits after completion of the Introductory Period. 

TRISTATE may provide a cell phone or PDA and base calling plan (or other Plan as determined 

at the sole discretion of TRISTATE) to be used for business purposes only. TRISTATE will not 

pay for calls that exceed the limit provided in the base plan; these shall be the employee’s 

responsibility and the cost shall be deducted from the employee’s wages in accordance with 

federal and state wage and hour laws. 

 

CONTINUATION OF HEALTH INSURANCE UNDER MARYLAND CONTINUATION LAW 
Under Maryland’s Insurance Code if your employment with TRISTATE terminates or you 

otherwise lose coverage as a result of a qualifying event, you may be entitled to continue 

participating in TriState’s group health plan for a prescribed period of time. To be eligible, you 

must be a Maryland resident and have been covered under our group contract for at least three 

months. Termination of employment includes termination for any reason other than for cause. 

For detailed information or questions about this coverage, contact your supervisor or the 

President. 

 

EDUCATION REIMBURSEMENT  
For regular, full-time employees, TRISTATE will pay the cost of industry appropriate classes, to 

include class, registration, testing fee, and certification while employed to an annual maximum 

amount set at the sole discretion of TRISTATE. In addition, TRISTATE will pay the employee’s 
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regular wages for any time spent in class on a regularly schedule work day for up to eight (8) 

hours in a day and not more than 40 hours in a calendar year. 

 

An employee must submit his or her request in advance of registering for a course. Once 

approved, if the employee does not receive a passing grade TRISTATE will deduct the cost of 

the course and related fees from the employee’s wages or require repayment in accordance with 

federal and state wage and hour laws. 

Employees whose job requires certification or licensure will be required to maintain such 

required certificate or license. If an employee’s certification or license expires or s/he fails to 

pass any required test TRISTATE may reassign the employee or terminate employment. 

 

EXPENSE REIMBURSEMENT 
If you are required to use your private vehicle or personal money in the performance of your 

duties, you may be reimbursed after completing an expense report provided by TRISTATE and 

approved by the President. TRISTATE may provide a monthly vehicle allowance to offset these 

costs. All reasonable expenses directly related to Company business must be authorized in 

advance and documented before any reimbursement will be made. See also policy, “Use of 

Company/Clients’ Property/Vehicles” on page 22. Requests for reimbursement of business 

expense must be submitted on the appropriate expense reimbursement sheet. Each expense shall 

be separately identified and must be approved by direct supervisor or bookkeeper of company. 

Reimbursement requests shall be properly submitted, and in no more than 30 days from the date 

the expense is incurred. Reimbursement expenses more than 30 days old may be rejected. 

 

HEALTH/MEDICAL INSURANCE 
Upon completion of a regular, full-time employee’s Introductory Period, the employee and his or 

her spouse and/or eligible dependents are eligible to participate in TRISTATE’S health and 

dental insurance plans. TRISTATE currently pays $100/month towards these costs. Ask the 

managing member of the company for more information.  

This schedule is subject to change, however, at any time should rates charged to TRISTATE or 

other conditions change. If an employee terminates or otherwise becomes ineligible for benefits, 

coverage ends the last day of the month in which the employee becomes ineligible. 

See the TRISTATE benefit booklet for a full description of the current terms of the medical and 

dental plans. Where federal or state law mandates a greater benefit that provided for in this 

Handbook the former will apply. 

 

PARKING 
TRISTATE offers free parking on its premises, but spaces are limited. Company vehicles get 

priority for all on-site parking spaces. If no space is available to park your vehicle, you will have 

to park elsewhere. Parking is available on the side streets and at nearby locations. The employee 

is wholly responsible for any parking fees or fines. 
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SIMPLE IRA 
TRISTATE offers a way for employees to save money for retirement on a pre-tax basis. 

Employees who have completed one year of service with TRISTATE may be eligible to 

participate. For every dollar an employee contributes to his or her account, TRISTATE will 

match that dollar contribution up to 3% of the employee’s annual contributions. Because these 

contributions are made on a pre-tax basis. For more information, ask your supervisor. 

 

WORKPLACE POLICIES AND STANDARDS OF CONDUCT 

CONFIDENTIALITY/NON-DISCLOSURE 
Information about the staff, operations, and/or activities of TRISTATE and/or clients, must be 

held in the strictest confidence. Under no circumstances are you to discuss TRISTATE business 

affairs with your family, friends, or co-workers who do not have a business need to know. 

TRISTATE’s reputation can be seriously damaged by the careless handling of information. Any 

requests for information about employees, by telephone or otherwise, must be directed to the 

President. You should not release any information regarding employees, clients, providers, 

business associates, or TRISTATE business operations in general, unless specifically authorized 

to release such information by the President or as otherwise required or permitted by law. 

 

CONFLICT OF INTEREST/OUTSIDE EMPLOYMENT 
The basic underlying principle in conflict of interest is that employees should avoid any activity, 

investment, or interest that might reflect unfavorably upon the good name of TRISTATE or 

create a real, perceived or potential conflict of interest. Conflict of interest generally arises 

whenever an employee's personal interests, outside employment or investments run counter to 

the employee's responsibilities to TRISTATE or TRISTATE’ interests. This means, that you 

should not engage in any activity that is or may be detrimental to TRISTATE or deprives it of a 

legitimate profit; you should not engage in any activity for personal profit that is performed 

during working hours, and you should not improperly use your position to benefit yourself, 

relatives, friends, or other businesses. 

The following is a list of areas of potential conflict: 

 Financial or material interests in other businesses that would be identified as suppliers, 

clients, and/or competitors, whether of an investment or ownership nature, including 

those involving relatives or close associates. 

 Outside employment that may divert time or talents from Company goals; affect 

judgment in performing your job duties; or compete with TRISTATE. 

 Performing consulting services for compensation or engaging in any other work during 

working time, or while absent from work on paid or unpaid leave. 

 Giving or receiving of gifts, gratuities, or other favors that tend to influence decision 

making. 
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TRISTATE realizes that situations will vary, and the intent of this policy is to prohibit only 

investments, activities or conduct that may be harmful to TRISTATE or the interests of its clients 

and suppliers. Therefore, in most cases, questions of conflict of interest can be readily resolved if 

you make full disclosure of the facts and obtain management's approval when in question. As 

such, you are required to tell your supervisor or the President of any possible conflict of interest 

that you or a coworker may have. 

 

ELECTRONIC COMMUNICATIONS 
Computer, Internet, PDA’s, Phones, E-Mail and Voice Mail Usage  

Introduction  

TRISTATE provides access to computing and communications resources to some of its 

employees, which include but are not limited to the Internet and World Wide Web, e-mail, fax, 

personal digital assistants (PDA), phones (cell and land lines) and voice mail. These services are 

provided for uses that are consistent with the goals and mission of the TRISTATE, which 

includes conducting TRISTATE business, research for TRISTATE projects and services, and 

assisting clients with Internet based TRISTATE services. Computer hardware and software and 

all electronic files and communications that are created, sent, received, accessed or stored at the 

TRISTATE are the property of the TRISTATE. 

Access to computer systems, networks, and electronic communications systems owned or 

operated by the TRISTATE imposes on users certain responsibilities and obligations and is 

granted subject to TRISTATE policies and local, state and federal laws. Computers and networks 

can provide access to resources within the TRISTATE, as well as the ability to access data and 

communicate with other users worldwide. Such open access is a privilege and requires that 

individual users act responsibly. 

Non-exempt (hourly) employees are not to use company issued electronic communications 

systems outside of scheduled work hours for any business purpose without prior, express 

authorization from your supervisor. 

Management Oversight 

TRISTATE has software and systems in place that can monitor and record all computer usage. 

We want you to be aware that our security systems are capable of recording (for each and every 

user) each World Wide Web site visit, each chat, newsgroup or e-mail message, and each file 

transfer into and out of our internal networks, and we reserve the right to do so at any time. No 

employee should have any expectation of privacy as to his or her Internet, e-mail, or voice mail 

usage. All passwords will be recorded and maintained by the TRISTATE. Employees must 

disclose passwords to any representative of management, at any time, upon request. 

  

Personal Use 

Employees may use their Internet facilities and e-mail for non-business research, 

communication, or browsing during meal time or other breaks, provided that all other usage 

policies are adhered to. In addition, personal use of these services should not be performed in 

view of TRISTATE customers. Personal use of these services must not interfere with 
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TRISTATE operations in any way. TRISTATE management may further restrict access to these 

services at any time. We do not guarantee privacy or availability of Internet access, e-mail or 

voice mail for personal use. 

General Principles 

Users of computers, network systems, and communications systems at the TRISTATE must: 

• use resources for authorized purposes. 

• protect their user id’s and systems from unauthorized use. Users are responsible for all 

activities on their user id’s. 

• access only files and data that are their own, that are publicly available, or to which they 

have been given authorized access. 

• use only legal versions of copyrighted software in compliance with vendor license 

requirements. 

• be considerate in their use of shared resources: refrain from monopolizing systems, 

overloading networks with excessive data, or wasting computer time, connect time, disk 

space, or other resources. We have the right to limit access at our discretion. 

• protect the privacy of TRISTATE and its members by not transmitting any information 

by non-secure e-mail that must be protected by law, including account information, 

customer names, addresses, etc. 

Impermissible Use 

Computing and telecommunications resources may be used only for legal purposes and may not 

be used for any purpose that is illegal, unethical, dishonest, dangerous to self or others, damaging 

to the reputation of TRISTATE, or likely to subject TRISTATE to liability. Impermissible uses 

include, but are NOT limited to: 

• using another user’s system, user id, password, files, or data without permission 

• using computer programs to decode passwords or access-controlled information 

• attempting to modify, test, circumvent or subvert system or network security measures 

• gaining unauthorized access to a TRISTATE computer system and/or any other 

connected computer system 

• engaging in any activity that might be harmful to systems or to any information stored 

thereon, such as creating or propagating viruses, disrupting services or damaging files 

• using TRISTATE systems to download software or other programs without the prior 

approval of the information systems department 

• or other programs without the prior approval of the information systems department 

• installing of software or programs on TRISTATE systems, except software or programs 

installed by the information systems department for TRISTATE purposes 

• accessing the Internet or e-mail from TRISTATE systems using systems other than those 

protected and specifically configured for that purpose, for example, accessing the Internet 

using a dial-up modem 

• using TRISTATE systems for commercial or political purposes, such as using e-mail to 

circulate advertising for products or for political candidates 

• making, using or distributing illegal copies of copyrighted software, storing such copies 

on TRISTATE systems, or transmitting them over TRISTATE networks 

• accessing, displaying, or transmitting obscene, lewd, or offensive images or text 
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• Offensive images or text would include, but is not limited to, sexual comments or images, 

racial slurs, gender specific comments or any comments that would offend someone on 

the basis of their actual or perceived protected status  

• using the TRISTATE’s technology to: defame any person, business, governmental or 

other entity, product or service  

• harass, intimidate, or similarly annoy another person, for example, by broadcasting 

unsolicited messages or sending unwanted mail 

• infringe on any other person or entity’s copyright, trademark, or service mark 

• using the TRISTATE’s systems or networks for personal gain; for example, by 

performing work for profit with TRISTATE resources in a manner not authorized by the 

TRISTATE 

• vandalizing or perpetrating mischief that incapacitates, degrades, compromises, or 

destroys TRISTATE resources and/or security measures and/or violates applicable laws 

• engaging in any other activity that does not comply with the general principles presented 

above. 

If you learn of any misuse of TRISTATE systems, you must notify management immediately. 

Violations of this policy may result in corrective action, which may include termination. 

TRISTATE reserves the right to report possible unlawful access or use of any of these systems to 

the appropriate law enforcement agency. 

 

GIFTS AND GRATUITIES POLICY 
If you receive a gift or gratuity from individuals or firms with which TRISTATE does business 

or from individuals and firms that desire to do business with us, you must report the gift or 

gratuity to the President. It is against Company policy to receive gifts from clients who do 

business with TRISTATE unless it is a marketing or promotional item given in connection with a 

bona fide Company approved promotional or marketing campaign. 

  

SAFETY/PPE’S 
Accidents, Injuries and Illnesses. Whenever an accident occurs, these procedures should be 

followed: 

• If you are required to wear personal protective equipment (PPE), you must do so. 

• Report all accidents to your supervisor immediately, regardless of the nature or severity. 

• Seek medical assistance if the situation warrants. Failure to receive treatment may result 

in serious complications and may jeopardize your eligibility for medical benefits under 

our workers' compensation policy. 

• An Employer's Accident Report on all employee accidents must be completed and sent to 

our Workers' Compensation Insurance carrier within 48 hours of the accident. 

• A detailed report on visitor accidents must be completed and forwarded to our insurance 

carrier for handling. 

If you are sent home due to a work-related accident you will be paid for the remainder of the 

workday. If additional time off is required, you must use your available leave time. 
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If you become ill and need to go home or lie down for a while, notify your immediate supervisor 

and advise him/her of your condition. 

In case of serious injury or illness, TRISTATE may transport you or have you transported to a 

clinic or hospital. 

You should do all you can do to avoid accidents. Horseplay is not permitted under any 

circumstances. You will be instructed in the proper use of equipment and are responsible for 

following those instructions. For your safety, please do not hesitate to ask your supervisor about 

any phase of your job that may seem hazardous or unfamiliar. Any reasonable requests regarding 

office conditions should be brought to the attention of your supervisor or the President. 

No employee may be retaliated against for reporting any safety-related concern(s). SEARCHES 

TRISTATE has the right to search your possessions and work or personal spaces, including 

computer, email, internet access and all electronic communications, as well as personal vehicles 

at any time that you are on the premises of the TRISTATE or a client and company vehicles at 

any time, regardless of location. Both TRISTATE's and Client's equipment, vehicles or property, 

such as desks, file cabinets, lockers, rooms and offices, etc. are not considered your private 

domain regardless of whether or not they are locked or lockable, or who possesses the key or 

combination. Such areas, furniture, and property are subject to access by the TRISTATE with or 

without prior notice and you should have no expectation of privacy in them. 

  

SMOKING POLICY 
TRISTATE has assumed the responsibility of providing a healthy and clean work environment to 

its employees. Smoking is not permitted anywhere in TRISTATE’ building and only outside on 

TRISTATE property in designated smoking areas. Employees are not permitted to smoke on any 

client property even if permitted by the client. 

 

SUBSTANCE ABUSE POLICY 
The management of TRISTATE is vitally concerned about the well-being of its employees, our 

most valuable asset. We are equally concerned that our company's hard-earned reputation and 

positive image not be compromised in any way. 

Alcohol and drug abuse have an adverse effect on job performance, create dangerous situations 

and serve to undermine our clients' and the community's confidence in our company.  

TRISTATE has established the following rules and regulations regarding the use, sale, or 

possession of drugs defined as illegal under federal, state or local law (“illegal drugs”), alcohol, 

or other controlled substances. 

• TRISTATE will not hire anyone who is known to currently manufacture, distribute, 

dispense, possess, or use any illegal drug or abuse any controlled substance. 

• You must report to work in a fit condition to perform your duties. Being under the 

influence of drugs or alcohol is unacceptable. If you appear for work under the influence 

of drugs (other than as prescribed by a physician) or alcohol, you will not be permitted to 

work, and will be sent home. TRISTATE may make arrangements for your safe transport 

home. 
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• The illegal use, sale or possession of illegal drugs, alcohol or controlled substances not 

prescribed to you, on the premises of TRISTATE or any client, at any time, whether or 

not during working time, is strictly prohibited and may result in immediate dismissal. 

• The illegal use, sale or possession of illegal drugs, alcohol or controlled substances not 

prescribed to you, during working time, whether or not on the premises of TRISTATE or 

a client, is strictly prohibited and may result in immediate dismissal. 

• The illegal use, sale or possession of illegal drugs or controlled substances not prescribed 

to you, off-duty may result in immediate dismissal. 

• You will not be terminated for voluntarily seeking assistance for a substance abuse 

problem. 

 

• Performance, attendance or behavioral problems may result in corrective action up to and 

including termination. 

• TRISTATE may require you to be tested for drug use by a certified laboratory, in 

conformity with Maryland law. The types of situations that may trigger a substance test 

include but are not limited to your: (a) involvement in an accident; (b) suspicious 

behavior; (c) repeated absenteeism or lateness; (d) declining productivity or performance. 

If you test positive for drug use, you shall have the right to have the same specimen 

retested at a certified laboratory of your own choosing, at your own expense. A positive 

substance test or declining to be tested may result in corrective action, up to and 

including termination.  

• Where available evidence warrants, TRISTATE will bring matters of illegal drug or 

alcohol use to the attention of appropriate law enforcement authorities. 

• One of our goals of this policy is to not only discourage substance abuse, but to 

encourage employees to voluntarily seek help with alcohol and/or drug problems. If you 

need assistance, you should contact the managing partner to discuss your options, which 

may include a leave of absence to seek treatment, referrals to qualified professionals in 

the community; treatment coverage under our health benefit plan.  

 

UNIFORMS 
Staff working in the office may wear business casual attire including company shirt and slacks. 

Business casual does not include overalls, blue jeans, sweatshirts/pants, jogging suits, shorts or 

tank tops, any clothing with spaghetti straps, any clothing that reveals a bare back, midriff, or 

shoulders, or any revealing or provocative clothing, including stirrup pants and short tops. Also 

inappropriate are combat boots or visible tattoos or body piercings (other than up to one earring 

in each ear). 

Staff working in the field are required to report to work wearing clean company-provided shirts 

(with logo) and slacks (khakis) with steel toe boots. This attire is provided to each employee at a 

discounted rental and maintenance fee deducted from the employee’s paycheck in accordance 

with federal and state wage and hour laws. Jeans are not permitted. This attire is provided to 

employees at reasonable expense to TRISTATE as a marketing tool; thus, all attire must be worn 

so the logo is visible to the customer at all times. 
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Identification Badge – Each employee must wear a company provided badge. The  badge will be 

provided with a lanyard and plastic pouch to hold the company issued fob and key card. The 

lanyard is used to maintain professionalism and identify us to our clients.  

 

USE OF COMPANY/CLIENTS’ PROPERTY/VEHICLES 
In the course of our business, TRISTATE provides employees with the use of a variety of 

company property including and not limited to equipment, uniforms, vehicles, credit cards, 

communication devices, a break room (with television, microwave, refrigerator) and more to 

perform their job and enhance the working environment. Some of these items (exclusive of 

vehicles) are provided at a cost of over $1,000 per item. 

You must take care when using company property including properly using, securing and 

periodically inspecting company property, equipment and tools. Absolutely no company  

property, including vehicles, is for personal use or use off company time. If you wish to use any 

company property off company time or for personal use at any time you must get express 

permission from your supervisor or the President first. 

Even with prior permission, an employee is wholly responsible for any loss or damage to 

company or personal property used on company time or used at any time for personal use. This 

includes vehicle accidents, tickets and damage to any vehicle as a result. No employee shall 

operate any vehicle during company time or for company business without a valid drivers’ 

license. 

EZ Passes are only approved for business purposes and are approved for peak hour travel but 

should be avoided on weekends and evenings. We should not be using EZ Pass lanes for leisure 

driving to and from jobs when local lanes are open. 

When using a company credit card or key tag, an employee is required to obtain 

authorization in advance of making any purchase and must provide TRISTATE with the original 

receipt for any and all purchases within five (5) business days from the date of purchase. Failure 

to submit the original receipt(s) timely may result in the charge being deducted from the 

employee’s wage in accordance with federal and state law. 

The cost of replacing or repairing lost or damaged company or clients’ property may be deducted 

from an employee’s wages in accordance with federal and state wage and hour laws. 

Company property that has been issued to you must be returned to your supervisor or the 

President upon termination of employment or upon request. The value of any property issued and 

not returned will also be deducted from your pay in accordance with federal and state wage and 

hour laws. 

Employees are expected to maintain the break room including the refrigerator, microwave and 

general area, just like all work areas, in a clean and orderly manner. If you spill something, clean 

it up. If you eat something, throw out the trash. If the trash if overflowing, take it out; that’s what 

we do. Any and all food, including containers, left in the refrigerator when the last person it 

clocked out on each Friday will be thrown out. If the room and the facilities are not maintained 

by all employees then the amenities including and not limited to the television, microwave, 

refrigerator and other items may be removed or locked. 
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WORKPLACE VIOLENCE PREVENTION 
TRISTATE is committed to preventing workplace violence and to maintaining a safe work 

environment. Given the increasing violence in society in general, TRISTATE has adopted the 

following guidelines to deal with intimidation, harassment, or other threats of (or actual) 

violence that may occur during business hours or on its premises. 

All employees should be treated with courtesy and respect at all times by everyone. 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 substances5 

  

are prohibited from the premises of TRISTATE without proper authorization, including personal 

vehicles while on TRISTATE or clients’ property. 

Conduct that threatens, intimidates, or coerces another employee, a client, or a member of the 

public will not be tolerated nor will the same conduct of anyone towards any employee. This 

prohibition includes all acts of harassment, including harassment that is based on an individual's 

protected status. 

All threats of (or actual) violence by anyone, both direct and indirect, should be reported as soon 

as possible to your immediate supervisor or any other member of management. 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, the employee 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 in the 

workplace, do not try to intercede or see what is happening. 

TRISTATE 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, TRISTATE may suspend employees, either with or without pay, pending 

investigation. 

Any employee determined to be responsible for threats of (or actual) violence or other conduct 

that is in violation of these guidelines will be subject to prompt corrective action up to and 

including termination of employment. 

Any employee who has obtained a restraining order against any individual should provide the 

supervisor or President with a copy of the order and photograph of the individual against whom 

the order has been placed. 

TRISTATE encourages employees to bring their disputes or differences with other employees to 

the attention of their supervisors or the President before the situation escalates into potential 

violence. We are eager to assist in the resolution of employee disputes and will not corrective 

action employees for raising such concerns. 
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OFFICE RULES: 
1. Café Use – Café is used for designated breaks only. If you take a break you need to make 

your supervisor aware. The use of the café is a privilege and as such should be maintained after 

each use. The user’s responsibility is to clean up after His/her use. The café is the only area 

where food is allowed. Employees are permitted to drink in their office provided it is secure and 

does not damage furniture. The use of the Keurig is permitted, and it is the employee’s 

responsibility to bring his/her coffee/Tea and condiments. These condiments should be stored 

neatly and as to not create clutter. We are a recyclables company and your trash should be 

separated in the company provided bins. 

Tri State plans on holding after hours functions and events during working hours. Tri State will 

be stocking the shelves and cabinets with supplies (Plates, Napkins, Cups, Coffee/Tea, 

Condiments, etc.). Those supplies are for those functions only unless stated otherwise.  

Office employees are entitled to use the café refrigerator, however all food must be labeled and 

removed at the end of each week. Employees should limit food and drink to a single meal and 

drink per day. Items not removed by the end of each week may be discarded. 

2. General Office Amenities – TV’s. iPod Station – Our new facility has several TV’s and 

the main use is to entertain our guests through Tri State TV. Employees, during their designated 

break times may watch TV in the Café. The TV must be at an appropriate volume level not to 

disrupt fellow colleagues and the content must be non-offensive and business appropriate (think 

Food Channel, CNN, Weather Channel). The iPod jack and speakers use must go through a 

direct supervisor before being used. The TV in the Conference Room and the Lobby is for 

guests’ use and essential Marketing Employees and Principles. The TV in the Operations Room 

is used exclusively for Google calendar and any other tasks determined by management. No 

cable TV is permitted in this room. 

Apple TV – For marketing and sales purposes, Tri State will have its own TV channel which will 

broadcast the business of the company, promotions and headline important marketing concepts 

to bring a positive focus to the company through but not limited to the TV’s in our facility, Web 

TV, Commercials, etc. Each employee will be asked to sign a waiver stating his/her permission 

to do so. See the Appendix to this Handbook. The Sales and Marketing Director will facilitate 

that process. 

3. General Office Use – 

Electronic Communication – Communication between colleagues should be respectful and non-

disruptive to fellow colleagues. Communication should always be first used through extensions 

and/or Google messenger. Each employee’s voicemail needs to be set up to accept voice to email 

communication. Should a face to face meeting need to occur between colleagues, employees 

need to utilize the Google meeting sheet and meeting notes procedure that was set up at our prior 

location. All communication and documentation, outside of job files, can be utilized through the 

T drive and sharing on Google Drive. Face to face quick chats are discouraged. 

Copy Area – The copy area is to print, scan and receive/send faxes. This is not a meeting place 

or hang out area. All mailing and copy related materials are stored in these cabinets only. Each 

employee can find their mailbox next to the copy machine and should be emptied daily. All call 

sheets will be placed into the appropriate sales rep’s bin by the end of each day. 
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Storage Room – This is where all files and paperwork and general office material will be kept. 

This is an area that needs to be maintained with excellent organization. There will be a sheet for 

you to notate any general office supplies we are running low on. All office material will be 

ordered once a month. 

Lights, Locks and Alarm – All doors must remain locked at all times, except during regular 

business hours. The two doors leading into the warehouse shall remain locked at all times. 

Essential field and office employees will be provided a key card to enter the office from the 

warehouse. The door by the Conference Room leading into the warehouse is to be locked at all 

times. 

The last employee leaving for the day is responsible for ensuring all exterior doors, door bays are 

locked and all lights throughout the facility are off. 

Everybody is responsible for having their alarm and key cards to enter and exit the building 

should they be the first to arrive or last to leave. 

Cleanliness – Each employee is responsible for a clean and tidy work space. Prior to leaving the 

office at the end of each week, a detailed cleaning of their work area and surrounding must take 

place. From time to time management will inspect work areas for clutter and disorganization. 

Management has provided employees with means to remain organized and productive. 

The Operations Team will make available a weekly schedule to have a detailed cleaning of the 

entire office space to include vacuuming and floor cleaning, dusting, window  cleaning and 

bathroom cleaning by employees. Arrangements will be made daily to have all trash removed 

and disposed to the community dumpster provided by First Potomac.  

 

Warehouse Staff 

1. General Technician Procedures 

• All personal items should be kept in your company provided locker at all times 

• All technicians MUST enter from the back warehouse door with company provided key 

and fob to disarm alarm 

• All company provided electronics unless stated otherwise should be kept in your locker 

• Vehicle keys and paperwork should be placed in a central location determined by 

management, when leaving for the day 

• All equipment coming off jobsites should be decontaminated and placed in their 

designated spaces 

• All company marked vehicles should be parked facing out behind our bays and personal 

vehicles should be parked out back in spaces. 

• Trucks should be stocked at all times with supplies to do any of our professional services; 

It is mandatory that each truck carries with it a set number of blowers, dehumidifiers, air 

scrubbers and an extraction machine. NOTE: During winter months, chemicals and 

equipment should be taken off trucks each evening 

• Only lead technicians should be entering through the back of building into the main 

office area and technicians MUST wear booties in the main area 

• Each full-time employee MUST wear a company provide badge. The badge will be 

provided with a lanyard and plastic pouch to hold the company issued fob and key card. 

The lanyard is used to maintain professionalism and identify us to our clients 



25 
 

• Food is allowed to be kept in the Tri State provided refrigerator in the warehouse, for 

daily use. All food will be discarded at the end of each week. 

• The warehouse breakroom is located where the company provided lockers are stationed. 

This area MUST be kept free and clear of debris and personal belongings. Anything left 

out will be deemed trash and be thrown away. 

• Lead technicians are responsible for ensuring assistant technicians and temporary 

workers are uniformed at all times. 

• Absolutely no texting and driving; Approved drivers MUST use a Bluetooth device 

• EZ Passes are only approved for business purposes and are approved for peak hour travel 

but should be avoided on weekends and evenings. We should not be using EZ Pass lanes 

for leisure driving to and from jobs when local lanes are open. 

• Employees MUST follow the Personal Protection Program implemented by Tri State and 

MUST adhere to the specific policies of personal and health care. See management for 

requirements. 

  

  

 

CORRECTIVE ACTION AND SEPARATION FROM EMPLOYMENT 
 

EMPLOYEE CONDUCT AND CORRECTIVE ACTION 
Whenever a group of people work together, each of them must abide by certain rules. This is 

necessary to protect the interests of all employees of TRISTATE. You are expected to observe 

basic rules of conduct, behavior and work performance, and to convey a proper attitude and 

image. Self-correction is the ultimate goal. However, when this fails, corrective action may be 

taken. 

The decision to issue corrective action or terminate your employment for any conduct deemed 

unacceptable shall be at the discretion of TRISTATE. This policy does not modify,  change or 

alter the at-will nature of your employment relationship with TRISTATE. You  may be 

terminated with or without cause, at any time, for any reason, at TRISTATE’s sole and absolute 

discretion.  

The following is a list of examples of behavior that are considered unsatisfactory and may result 

in corrective action and/or termination from employment. The list is by way of example only and 

is not to be considered a complete or total list of reasons for termination. 

• Misuse or misappropriation of TRISTATE or clients’ funds or property. TRISTATE 

reserves the right to report alleged theft or misappropriation of company or clients’ 

property to the appropriate law enforcement agency. 

• Failure or refusal to properly wear or use PPE’s 

• Use of, or being under the influence of alcoholic beverages, illegal substances, or the 

illegal use of prescribed substances immediately prior to or while on duty 

• Testing positive in any substance testing procedure 

• Making a false official statement 

• Failure to immediately report a vehicle accident on company time 
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• Leaving the scene of an accident in which an employee was involved with a personal or 

company vehicle while on company time. 

• Unsafe operation of any TRISTATE vehicle 

• Refusal to accept or implement assigned duties 

• Disorderly conduct, verbal or physical assaults or threats against a supervisor, fellow 

employee, client or visitor of TRISTATE, while on Company property or that of a client. 

• Theft and other acts of dishonesty, including a breach of Company security or 

confidentiality; falsifying another employee's time sheet or card or having another 

employee punch in for you; falsifying any data or business record; giving a false excuse 

for absence from work; and lying during an interview, falsifying (including omissions) an 

employment application, or other client, Company, or employment document. 

• Unauthorized perusal, reproduction, or disclosure of proprietary information, including 

but not limited to, client names, company reports, price lists, personnel information, or 

other company property or information. 

• Intentional or negligent damage to property belonging to TRISTATE, another employee, 

client, or visitor of TRISTATE. 

  

  

• Carrying or otherwise having firearms or other lethal weapons of TRISTATE or client 

premises without express, prior written authorization. Using such prohibited weapons or 

threatening to use such weapon(s) at anytime on Company or client premises. 

• Willful or negligent violation of Company safety standards that endanger the safety of 

any person or any property. 

• Refusal to perform work appropriately assigned by a supervisor, or willful disobedience 

of a reasonable instruction or direction of a supervisor. 

• Excessive lateness or absenteeism. 

• Sexual or other unlawful harassment or discrimination. 

• Possession, selling or abusing a controlled substance or using an alcoholic beverage(s) on 

Company or client premises or reporting to work under the influence of any of the 

preceding. 

• Use of racial, sexual, ethnic or other slurs. 

• Performing personal work, or having personal work done on the premises; using 

Company property or time for personal use; or any unauthorized operation of Company 

equipment. 

• Selling, posting or distributing unauthorized articles, pictures, posters, or literature, on 

Company property during working time and in work areas without prior authorization. 

• Any conduct contrary to common decency or morality, including behavior liable to incite, 

provoke, or discriminate against anyone because of protected status. 

• Refusal to discontinue outside employment that conflicts with the interests of 

TRISTATE. 

 

Generally, TRISTATE may impose progressive corrective action in appropriate cases, which 

may consist of a verbal warning, written warning, written warning with paid or unpaid 
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suspension, and/or discharge. TRISTATE, however, may choose to follow all, some or none of 

these steps in its sole discretion. 

Leniency granted in a particular case involving a violation of existing policies does not imply the 

cancellation or waiver of these policies, but is to be interpreted as an unusual circumstance. 

 

SEPARATION FROM EMPLOYMENT 
Voluntary Resignation. An employee wishing to resign in good standing shall file a dated and 

signed statement giving the effective date of resignation with the President with at least two 

weeks’ notice in advance of resignation. Failure to give and serve at least two weeks’ notice shall 

be entered on the personnel file of the employee and may be cause for denial of future 

employment by TRISTATE and will result in forfeiture of any and all accrued paid leave in 

accordance with state and local laws. 

An employee who fails to call-in or show for work may be considered to have abandoned his or 

her employment and resigned without good cause. An employee who abandons his or her 

employment may not be eligible for reemployment and shall not be paid for accrued and unused 

paid leave in accordance with state and local laws. 

Involuntary Termination. If you are involuntarily terminated you will not be paid for any 

accrued, unused paid leave. 

  

  

ACKNOWLEDGMENT OF RECEIPT OF EMPLOYEE HANDBOOK 
This is to acknowledge that I have received my copy of the TRISTATE Employee 

Handbook. I recognize that this handbook supersedes any prior handbooks, policy statements, 

manuals, etc. previously issued by TRISTATE. I understand that it is my responsibility to 

become familiar with the contents and policies described in this Handbook. I agree to abide by 

all rules and policies in the Handbook and any additional rules or policies of TRISTATE. If 

something is unclear to me, or if I have any questions, I will ask my supervisor for clarification. 

I understand that this Handbook does not create a contract or otherwise modify the at-will nature 

of my employment with TRISTATE. I further understand that I am not being employed for any 

definite period of time. I understand that I am free to terminate my employment at any time with 

or without notice to TRISTATE, and that TRISTATE retains a similar right to terminate my 

employment at any time, with or without notice or cause. 

Employee's Signature _______________________________________     Date_____________ 

Employee's Printed Name ___________________________________      Date_____________ 

Witness _________________________________________________      Date______________ 
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APPENDIX 

Use of Photograph, Audio and/or Video Recording – Authorization & Release  
I hereby give Tri State Restorations, LLC (“Employer”) my consent to conduct photography, 

filming, including audio and/or video recording of my voice and/or image for print or broadcast 

media through use of a camera that is not secreted from view. 

I also expressly give my consent for my Employer to use these electronic or other recording(s) in 

the following way(s) (check all that apply): 

 I also expressly give my consent for my Employer to use these electronic or other recording(s) 

in the following way(s) (check all that apply): 

 Company intranet – accessible by employees only 

 Company internet – accessible via the World Wide Web to anyone 

 Printed employee newsletter 

 Printed client / customer newsletter 

 Printed annual report 

 Other __________________________________________ 

 

I understand that I shall have no right, title or interest in the final product, copyright, editorial 

comment, preview or production. I further understand that no compensation will be provided to 

me for use of my photograph and that I may not be informed in advance of the specific use of my 

image other than as authorized above. 

 

 

 

____________________________________  ________________ 

Employee Signature      Date 

 

 

 

____________________________________ 

Employee Name 


