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THE STUTZMAN SERVICES PLAYBOOK

We connect people to life.
WHY WE EXIST

Life: Water. We believe water is life’s most valuable resource.
Life: Landscape. We believe outdoor living experiences nourish the soul.
Life: Enrichment. We believe everyone should live an enriched, meaningful life.

Speak Life
Words matter. Make everything
you say be for good.

Elevate People
People are priority. Care for others genuinely 
and prove it through your actions.

HOW WE BEHAVE

Deliver Excellence
“Good enough” isn’t good enough.
Exceed expectations of quality and value. 

Look Ahead
Innovation is a necessity. Embrace
learning, improvement and growth.

Give Back
The world needs you.
Make a positive impact today.

Have Fun
Life should be celebrated. Enjoy
yourself and spread happiness.

We provide plumbing, well water and landscape services
throughout the mid-Willamette valley.

WHAT WE DO

We will set ourselves apart by:
•  Delivering premium service and solutions
•  Promoting a healthy, family-like work culture
•  Shaping the future of our industry

HOW WE SUCCEED

“The single greatest advantage
any company can achieve is

organizational health.”
— Patrick Lencioni, The Advantage
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Welcome to the Stutzman Services family! We are 
honored that you have chosen to join us. We invite you 
to settle in and get to know those around you. You will be 
working with a great group of people that also happen to 
be respected experts in their fields.

Our goal is to create an environment where you feel at 
home, have a sense of ownership in your performance, 
and can thrive throughout your career. Most importantly, 
we want you and your family to feel valued! In order to 
do that, we want to clearly identify what you can expect 
from us, as well as what we expect from you during your 
time here. The pages ahead are intended to provide that 
clarity with a simple roadmap for the most common 
scenarios and frequently asked questions. If you do not 
find what you are looking for here, please feel free to ask 
at any time. We have an “open door” policy and want to 
hear from you. 

We look forward to getting to know you better and, 
together, connecting people to life! Please let us know 
if you have any questions, or how we can better help 
you succeed.

Sincerely,

Kevin, Brent and Dale
Owners, Stutzman Services, Inc.

History
Our company was founded by Art Stutzman in 1966 as 

a way to connect people to life by providing the highest 
quality water well pump service and products. Art quickly 
became known for his integrity in relationships with 
customers, employees and suppliers.

Af ter working with Art Stutzman for four years, 
Kevin Rediger assumed ownership in 1980 and led the 
company into a sustained period of expansion.

Originally known as Stutzman Pump Service, our 
name was modified in the early 1990’s due to our growth 
in water-related fields such as landscape and irrigation 
services, water treatment and backflow testing.

We merged with Plumbing Plus in 2009 in order 
to  prov ide compreh ensive p lumbing s er v ice  for 
our customers. 

In 2014, lifelong mid-valley residents Kevin Konzelman, 
Dale Aerni and Brent Stutzman became co-owners of 
Stutzman Services with a passion for delivering premium 
service and solutions, providing a healthy, family-like 
work culture, and shaping the future of our industry.

From our headquarters on Spicer Drive in Albany, the 
Stutzman Services family now consists of nearly 50 team 
members serving the entire central Willamette Valley 
region of Oregon.

Communication
This Employee Handbook is designed to provide you 

with general information about working for Stutzman 
Ser vices. Nothing in this handbook is intended to 
prevent you from discussing your wages, hours or 
working conditions, and it is not intended to prohibit any 
communication otherwise allowed by law.

At times, we all may come across situations where the 
right choice isn’t immediately clear or there is conflicting 
information. If you are ever not sure about something, your 
manager is likely the best person to speak with because they 
know your department and your situation. You may also 
contact Human Resources to seek clarification regarding any 
policy in this Handbook.

Let’s Get Started
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Employment Classifications

Each employee is designated as either non-exempt 

(typically hourly) or exempt (typically salaried) 

according to federal and state wage and hour laws. Non-

exempt employees are entitled to overtime pay, rest 

breaks, and meal breaks under the specific provisions of 

federal and state laws. Exempt employees are excluded 

from specific provisions of federal and state wage and 

hour laws. An employee’s classification is indicated on 

the job description for their position and can be changed 

only upon written notification by Stutzman Services 

management.

In addition to the above categories, each employee will 

belong to one of the following employment categories:

FULL-TIME REGULAR employees are those who 

are not in a temporary status and who are reasonably 

expected to regularly work at least 40 hours per week. 

PART-TIME REGULAR employees are those who 

are not assigned to a temporary status and who are 

reasonably expected to regularly work less than 40 

hours per week. 

SEASONAL employees are those who are hired 

into a position for which the customary annual 

employment is six months or less and for which the 

period of employment begins each calendar year 

in approximately the same part of the year, such as 

summer or winter. These employees are generally 

needed during peak periods or based on fluctuation in 

the Company’s business.  

Introductory Period
We’re excited to have you on board! The first 90 

calendar days after your date of hire is considered an 

introductory period. This time is intended to give you the 

opportunity to demonstrate your performance, determine 

if you are the right fit and whether you like what you are 

doing on a day-to-day basis. This period enables us 

to evaluate your capabilities, work habits, and overall 

performance. 

If Stutzman Services determines that the designated 

introductory period does not allow sufficient time to 

thoroughly evaluate the employee’s performance, the 

introductory period may be extended for a specified 

period. Also, any significant absence during your intro 

period may extend the introductory period.

Personnel Files & Data Changes
Your records are kept within your personnel 

file. This file includes information such as your job 

application, resume, records of training, documentation 

of performance reviews, salary increases and other 

employment records.

Please promptly notify Stutzman Services of 

any changes in personal data. Mailing addresses, 

telephone numbers, marital status, number and names 

of dependents and individuals to be contacted in the 

event of an emergency, should be accurate and current 

at all times. 

Personnel files are the property of Stutzman Services. 

Only managers and management personnel of Stutzman 

Services who have a legitimate reason to review 

information in a file are allowed to do so.

With reasonable advance notice, you may review 

your own personnel files in Stutzman Services’ offices 

and in the presence of an individual appointed by 

Stutzman Services.

Employment Verifications
All inquir ies per tinent to verif ication of your 

employment should be referred to the Financial Manager. 

This will help expedite the verification more effectively 

and efficiently.

Criminal Background Checks
Stutzman Services requires a criminal background 

check for all employees once a conditional offer 

of employment has been extended. Although a 

disqualif ication is possible, in accordance with 

federal and state laws, a previous conviction does not 

automatically disqualify an applicant from consideration 

for employment.

An offer of employment may be extended to an 

applicant prior to the completion of the criminal 

conviction check, however, the applicant’s first day of 

work in the position must not be prior to the satisfactory 

completion of the criminal conviction check. 

Stutzman Services follows all laws and practices 

according to the Fair Credit Reporting Act (FCRA); 

including providing a copy of the Consumer Report to 

all employees who complete a background check if 

requested. Should you not be offered employment due 

to adverse results from a background check, Stutzman 

Services will follow the Adverse Action process and 

provide employees an opportunity to respond to 

convictions before a denial of employment.

If you have any questions about this process, please 

see your manager or Human Resources. 

Who Am I?
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Performance Evaluation
Performance management is an ongoing process. 

Managers and employees are strongly encouraged to 

discuss job performance and goals on an informal, day-

to-day basis. Additional formal performance evaluations 

are conducted at the end of your introductory period, and 

at least annually. Performance evaluations are intended to 

provide both managers and employees the opportunity 

to discuss job expectations, identify and develop 

opportunities, encourage and recognize strengths, and 

discuss purposeful approaches for meeting goals.

Separation from Stutzman Services
There may be a time when you are ready to move on 

from Stutzman Services. If you make that decision, we 

ask that you give us at least two weeks written notice in 

advance of your last day. Leaving a job on great terms 

can open doors for you in the future and build positive 

relationships. 

Your departure from Stutzman Services will be 

classified as either “voluntary” or “involuntary”. 

Voluntary separation reasons may include resignation, 

job abandonment or retirement. Involuntary termination 

reasons may include elimination of position, reduction 

in force, misconduct, violation of Company policy, or 

performance related reasons. Your reason for termination 

may affect your rehire eligibility.

Prior to your departure, all company property must 

be returned. An exit interview may be scheduled to 

discuss the reasons for resignation, we value your 

honest feedback.

Internal Openings & Transfers
All employees who have held their current title for a 

minimum of one year, including part-time and seasonal 

employees, may apply for internal job postings and will be 

subject to the same process as external applicants.  An 

applicant’s current supervisor may be contacted to verify 

performance, skills and attendance, and the personnel 

file may also be reviewed. Staffing limitations or other 

circumstances that might affect a prospective transfer 

may also be considered. 

Employees may also request consideration for 

transfers to jobs as vacancies become available and 

will be considered along with other applicants. At 

the same time, the company will initiate transfers of 

employees between departments and facilities to meet 

specified work requirements and reassignment of work 

requirements.
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W e are proud to offer a comprehensive and 

competitive benefits package to promote work/

life balance and overall wellness. 

Paid Time Off (PTO) 
PTO is intended to give employees the opportunity 

to take break from the workplace so they can refresh 

and recharge themselves and maintain some balance 

between their work and personal life. PTO may be used 

for vacations, personal days or sick leave as needed and 

approved by your manager. 

The length of eligible service is calculated on the basis 

of an “anniversary year.” This is the 12-month period that 

begins on your hire date. 

Full-Time Employees:

Full-time employees will receive PTO upon hire, 

and then every year on their anniversary date per the 

allowance schedule below.

Non-Managerial Employees

Years of Service Allowance per Year

0 - 2 Years 64 hours

3 - 5 Years 104 hours

6 - 9 Years 144 hours

10+ Years 184 hours

Managerial Employees

Years of Service Allowance per Year

0 - 2 Years 104 hours

3 - 5 Years 144 hours

6+ Years 184 hours

Part-Time Employees Earnings: 
Part-time employees (those who work less than 39 

hours per week) will receive a frontload of 40 hours of 

PTO, pro-rated for the year based on their date of hire. 

Use of PTO:
Employees may begin using PTO after completing 

their introductory period. All available PTO must be used 

prior to requesting leave without pay.

PTO can be used in minimum increments of one hour 

for non-exempt employees and in four-hour increments 

for exempt employees. It may be used to cover all or part 

of a shift. If an exempt employee takes less than four-

hours, it will not be tracked as PTO.  

If you have an unexpected need to be absent from 

work, you should notify your manager before the 

scheduled start of your workday, if possible. Your 

manager must also be contacted on each additional day 

of unexpected absence.

Vacation requests must be reviewed by Management. 

To schedule planned vacations, you should request 

approval from your manager a minimum of two weeks 

(10 business days in advance). Requests will be reviewed 

based on a number of factors, including business needs 

and staffing requirements. 

There will be no carryover of unused time from one 

year to the next. Any unused time left in your bank at the 

end of your anniversary year will be forfeited.  

Our PTO policy meets all requirements as defined 

by the Oregon Sick Leave law and can be used for any 

reason that falls under the state sick leave requirements, 

in addition to personal reasons and vacation. Stutzman 

Services does not tolerate discrimination or retaliation 

against employees who request and use PTO. 

PTO will be paid at your base pay rate at the time of 

the absence and does not include overtime or any special 

forms of compensation such as incentives, commissions 

or bonuses. 

If you leave us, you will not be paid for unused PTO 

that has been earned through the last day you work. 

You are also encouraged to bring any concerns to 

Human Resources or your manager about the use of sick 

time or possible retaliation. 

Holidays
We offer paid holiday time off to all regular full-time 

employees on the holidays listed below:

• New Year’s Day (January 1) 

• Memorial Day (last Monday in May) 

• Independence Day (July 4) 

• Labor Day (first Monday in September) 

• Thanksgiving Day (fourth Thursday in November) 

• Christmas Day (December 25)

In order to be eligible for holiday pay, employees must 

work their scheduled shift immediately preceding and 

immediately following the holiday (this does not include 

Benefits & Wellbeing
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approved pre-planned time off). The observed holiday 

must fall on a day you are normally scheduled to work in 

order to receive holiday pay. 

Holiday pay will be calculated based on your straight-

time pay rate as of the date of the holiday times the 

number of hours you would otherwise have worked on 

that day. Should a holiday fall on a weekend, the holiday 

will be observed on the work day closest to the holiday.

If a recognized holiday falls during your paid absence, 

holiday pay will be provided instead of the paid time off 

benefit that would otherwise have applied. 

Paid time off for holidays will not be counted as hours 

worked for the purposes of determining overtime.

Holiday pay will be paid at your base pay rate at the 

time of the absence and does not include overtime or 

any special forms of compensation such as incentives, 

commissions or bonuses. Holiday pay will be applied for 

eligible employees when on any paid leave, but will be not 

be applied during any unpaid leave. 

Words matter. Make everything
you say be for good.

Health Insurance
We are pleased to provide regular full-time employees 

and their dependents access to medical and dental 

insurance benefits. Part-time employees who work 

between 24 and 39 hours per week may receive pro-

rated benefits. Employees may participate in the health 

insurance plan after completing 90 calendar days of 

service in an eligible employment classification.

Eligible employees and their eligible dependents 

may participate in the health insurance plan subject 

to all terms and conditions of the agreement between 

Stutzman Services and the insurance carrier. Details 

of the health insurance plan are described in the 

Plan Overview and Summary Plan Description (SPD). 

An SPD and information on cost of coverage will be 

provided to you in advance of enrollment. Contact the 

Financial Manager for more information about health 

insurance benefits.

Continuation of Benefits (COBRA)
The federa l  Consol idated Omnibus Budget 

Reconciliation Act (COBRA) gives employees and their 

qualified beneficiaries the opportunity to continue 

health insurance coverage under our health plan 

when a “qualifying event” would normally result in the 

loss of eligibility. Some common qualifying events 

are resignation, termination of employment (with the 

exception of gross misconduct), death of an employee, a 

reduction in an employee’s hours or a leave of absence, 

an employee’s divorce or legal separation, or a dependent 

child no longer meeting eligibility requirements.

Under COBRA, you or your beneficiary pays the full 

cost of coverage at our group rates plus an administration 

fee. Contact Financial Manager for more information 

about COBRA. 

Life Insurance & AD&D
Life insurance offers you and your family important 

financial protection. We provide a basic life insurance 

plan for regular, full-time employees. Employees are 

eligible to participate in the life insurance plan on the first 

day of the month following 90 days of employment. 

Accidental Death and Dismemberment (AD&D) 

insurance provides protection in cases of serious 

injury or death resulting from an accident. AD&D 

insurance coverage is provided as part of the basic life 

insurance plan.

This benefit is 100% employer paid, and eligible 

employees may participate in the life insurance plan 

subject to all terms and conditions of the agreement 

between Stutzman Services and the insurance carrier.

Details of the basic life insurance plan including benefit 

amounts are described in the SPD provided to eligible 

employees. Contact the Financial Manager for more 

information about life insurance benefits.

401(k) Savings Plan
Regular full-time employees who have completed 90 

days of service can participate in our 401(k) program. 

The 401(k) savings plan allows you to elect how much 

of your wages you want to contribute and direct the 

investment of your plan account, so you can tailor your 

own retirement package to meet your individual needs. 

As an added benefit, we match 25% of the employee’s 

contribution, for all contributions up to 6% of the 

employee’s salary. 

Contact the Financial Manager to learn more 

about this benefit. It’s never too early to start planning 

for retirement.



Timekeeping and
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Pay Schedule

Our employees are paid bi-weekly on Fridays. 

Our workweek is from Monday to Sunday. Each 

paycheck will include earnings for all work performed 

through the end of the previous payroll period. 

In the event that a regularly scheduled payday falls 

on a day off such as a weekend or holiday, you will 

receive pay on the last day of work before the regularly 

scheduled payday. 

Stutzman Services will issue your paycheck each pay 

period. You will be paid via direct deposit unless you opt 

to receive your pay via live check. 

Work Schedules
Managers will advise employees of the times their 

schedules will normally begin and end. Staffing needs 

and operational demands may necessitate variations in 

starting and ending times, as well as variations in the total 

hours that may be scheduled each day and week. 

During the busy season (generally March through 

October), the work day or work week may be extended 

to accommodate the variations in the volume of work 

for each department. Employees may be asked to work 

longer hours or Saturdays, as the work load dictates. 

During the slow season (generally November through 

February), the work load is generally decreased and the 

work day or work week may also be shortened.

Rest & Meal Periods
Each workday, non-exempt employees who work more 

than six hours in one work period are provided with two 

rest periods of fifteen minutes in length. To the extent 

possible, rest periods will be provided in the middle of 

work periods. Rest periods are considered paid time and 

we ask that you not be absent from your work station 

beyond the allotted time.

Oregon law requires that employees receive a meal 

period of at least 30 minutes in length. Please check 

with your manager to verify your designated meal 

period. For meal periods, you will be relieved of all 

active responsibilities and restrictions and will not be 

compensated for that time. We ask that you always take 

your full designated meal break, as it is not only Company 

policy, but mandated by law.

Break Time for Nursing Mothers
We support and recognize the importance of 

breastfeeding. Nursing mothers are entitled to one unpaid 

rest period of 30 minutes during each four hour work 

period. To the extent possible, the rest period should be 

taken approximately midway through the four hour work 

period and at the same time as the rest or meal breaks 

otherwise provided to you. 

We will make reasonable efforts to provide a room in 

close proximity to your regular work area to allow you to 

express milk in private. We ask that mothers who intend 

to express milk give reasonable advance notice to their 

manager before returning to work. 

Attendance and Punctuality
Being on time conveys more than just a good sense 

of timing, it tells people that you can be counted on. In 

instances when you cannot avoid being late to work or 

are unable to work as scheduled, notify your manager 

as soon as possible in advance of the anticipated 

tardiness or absence. You should notify your manager 

by phone first and if you cannot reach them, you may 

leave a voicemail and send a text message to notify them 

of being late or if you are unable to come to work.  You 

should also call the office and attempt to speak with 

another manager if possible. Your manager must also be 

contacted on each additional day of absence. 

If you are absent for more than three consecutive 

days due to illness or injury, a physician’s statement 

may be requested verifying the reason and its beginning 

and expected ending dates. Such verification may be 

requested for other paid and unpaid leaves that are used 

for illnesses and injury as well and may be required as 

a condition to receiving paid leave benefits. Additionally, 

before returning to work from an absence of more than 

three calendar days, you may be asked to a physician’s 

verification that you can safely return to work.

If you miss three consecutive days of work without 

contacting your manager to report your absence, this 

will considered automatic job abandonment and we will 

process your separation as such.

People are priority. Care for
others genuinely and prove it

through your actions.

Timekeeping & Compensation
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Timekeeping
If you have a concern of an improper deduction 

please contact the Financial Manager immediately. Every 

employee must immediately report any pay or benefit 

inaccuracies to their manager or the Financial Manager. 

We will not tolerate retaliation against those who report 

pay or benefit inaccuracies in good-faith.

Exempt Employees 
Exempt (typically salary) employees are not subject 

to overtime laws and receive a consistent salary 

regardless of start and end time, breaks, or meal periods. 

While there are certain exceptions to this rule, Exempt 

employees will usually receive their full salary (including 

any PTO or other leave taken during that week) for any 

day in which they perform any work. 

Non-exempt Employees
Accurately recording time worked is the responsibility 

of every non-exempt employee. Non-exempt (typically 

hourly) employees must accurately record the time 

they begin and end their work. In order to help facilitate 

this administratively, meal periods will be automatically 

deducted from each work day’s hours. Please review and 

approve your time cards each week to ensure your meal 

periods are accurately recorded. You must also record 

any split shift or departure from work outside of their 

normal shift schedule. 

Overtime 
There will be busy times when operating requirements 

or other needs cannot be met during regular working 

hours. Non-exempt employees may be required to work 

overtime. Employees must receive approval from their 

manager before working hours that differ from their 

regular work schedule.

Work-life balance is important to our team. Should a 

non-exempt employee need to field work calls or check 

email outside of working hours, they are to accurately 

record their worked time and submit it to payroll. Please 

speak with your manager if you feel that work requests 

outside of your scheduled shifts becomes excessive.  

Overtime compensation is paid to all non-exempt 

employees who work more than 40 hours in a workweek 

in accordance with federal and state wage and hour laws. 

Overtime pay is based on actual hours worked. Time off 

on PTO or any leave of absence will not be considered 

hours worked for purposes of performing overtime 

calculations. If you have any questions regarding your 

status, discuss this with your manager.
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Employment At-Will

This Handbook is a general guide to Stutzman 

Services’ current employment policies, forms, 

procedures and your benefits as an employee of Stutzman 

Services at time of publication. It is informational only, and 

is not intended to be, and should not be, construed as a 

contract of employment or a promise of specific treatment 

in specific situations. From time to time, we review our 

policies, procedures and benefits and make revisions 

based on the need for and desirability of changes. We may 

at any time change, alter, modify, interpret, apply, add to or 

delete any provision of this Handbook.

Employment with Stutzman Services is at-will which 

means the employment relationship may be terminated 

with or without cause and with or without notice at any 

time by you or Stutzman Services. In addition, Stutzman 

Services may alter an employee’s position, duties, title 

or compensation at any time, with or without notice and 

with or without cause. Nothing in this Handbook or in 

any document or statement and nothing implied from 

any course of conduct shall limit Stutzman Services’ or 

employee’s right to terminate employment at-will. Only 

the President is authorized to modify the Company’s 

at-will employment policy or enter into any agreement 

contrary to this policy. Any such modification must be in 

writing and signed by the employee and the President.

Equal Employment Opportunity
In order to provide equal employment and 

advancement opportunities to all individuals, employment 

decisions at Stutzman Services will be based on merit, 

qualifications and abilities. Stutzman Services does not 

discriminate in employment opportunities or practices on 

the basis of race, color, religion, gender (sex), national 

origin, age, veteran status, sexual orientation, gender 

identity, disability, genetic information or any other 

characteristic protected by applicable law.

S tu t zma n Se r v i c e s  w i l l  make  re a sonab le 

accommodations for qualified individuals with known 

disabilities unless doing so would result in an undue 

hardship. This policy governs all aspects of employment 

including: selection, job assignment, compensation, 

discipl ine, termination and access to benef i ts 

and training.

Any employees with questions or concerns about any 

type of discrimination in the workplace are encouraged to 

bring these issues to the attention of the President. Our 

anti-harassment policy is described in more detail later in 

this Handbook. 

Immigration Law Compliance
The Immigration Reform and Control Act of 1986 

prohibits Stutzman Services from employing any person 

not legally authorized to work in the United States. As a 

condition of employment, you must complete the USCIS 

Employment Eligibility Verification Form I-9 and present 

documentation establishing identity and employment 

eligibility. 

Unlawful Harassment
Stutzman Services fosters an environment where 

every employee feels productive and comfortable. It’s our 

policy that all employees be able to work in a setting free 

from all forms of unlawful discrimination and retaliation. 

Harassment is verbal or physical conduct that 

demeans or shows hostility or aversion toward an 

individual because of his/her race, color, religion, 

gender (sex), national origin, age, veteran status, sexual 

orientation, gender identity, disability, genetic information 

or that of his/her relatives, friends or associates and that: 

• Has the purpose or effect of creating an 

intimidating, hostile or offensive working 

environment;

• Has the purpose or effect of unreasonably 

interfering with an individual’s work performance;

• Otherwise adversely affects an individual’s 

employment opportunities.

Harassing conduct includes, but is not limited to 

the following: (1) epithets, slurs, negative stereotyping, 

demeaning comments or labels, or threatening, 

intimidating or hostile acts that relate to race, color, 

religion, gender (sex), national origin, age, veteran 

status, sexual orientation, gender identity, disability, 

genetic information; and (2) written or graphic material 

that demeans or shows hostility or aversion toward an 

individual or group because of race, color, religion, 

gender (sex), national origin, age, veteran status, sexual 

orientation, gender identity, disability, genetic information 

and that is placed on walls, bulletin boards, computers 

or elsewhere on the employer’s premises, or circulated 

in the workplace.

Facts that Matter
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Sexual Harassment
Sexual harassment is a form of gender (sex) 

discrimination. The Equal Employment Opportunity 

Commission has defined sexual harassment as follows:

Unwelcome sexual advances, requests for sexual 

favors and other verbal or physical conduct of a sexual 

nature constitute sexual harassment when:

• Submission to such conduct is made either 

explicitly or implicitly a term or condition of an 

individual’s employment;

• Submission to or rejection of such conduct by an 

individual is used as the basis for employment 

decisions affecting such individual;

• Such conduct has the purpose or effect of 

unreasonably interfering with an individual’s work 

performance;

• Creates an intimidating, hostile or offensive working 

environment.

Prohibited sexual harassment may include, but is not 

limited to: sexual jokes, calendars, posters, cartoons, 

magazines, derogatory or physically descriptive 

comments about or toward another employee; sexually 

suggestive comments; inappropriate use of Company 

communications including e-mail and telephone; 

unwelcome touching or physical contact; punishment or 

favoritism on the basis of an employee’s sex; sexual slurs; 

negative sexual stereotyping.

Harassment will not be tolerated in our workplace. 

It is against the policies of Stutzman Services for any 

employee to harass another employee. This includes 

acts between managers and employees; it also includes 

acts between one employee and another, or inappropriate 

workplace conduct between a third party (such as 

a visitor, vendor, customer, supplier or independent 

contractor) and an employee.

Complaints of Harassment
If you believe that you have been harassed, report the 

harassment immediately. The report should be either: 

1. To your manager 

2. To Human Resources

3. To the President

You may report harassment to Human Resources or 

to the President without first contacting your manager. 

Stutzman Services will not retaliate against an employee 

who in good faith reports harassment to the Company 

or participates in an investigation. Retaliation will not be 

tolerated in our workplace. Reports of harassment or 

retaliation will be investigated fairly. Stutzman Services 

will attempt to maintain confidentiality, consistent with the 

Company’s need to conduct an adequate investigation, 

and to take prompt corrective action in response to any 

harassment or retaliation. 

“Good enough” isn’t good 
enough. Exceed expectations of

quality and value.
Reporting Workplace Concerns

When we say we want to hear from you, we really 

mean it. Our reporting procedure has been developed 

to assist employees in resolving all types of disputes no 

matter how small. Use this procedure to voice concerns 

regarding work rules, working conditions, disputes 

with other employees, unfair practices and any type of 

harassment. Concerns filed will be held in confidence 

and information will only be released on a “need to know” 

basis for the purpose of conducting an investigation.

Step 1:
Bring your concern to your manager. This should be 

done within 72 hours of the situation causing the concern. 

Explain the complaint in detail and offer any solutions you 

may have. If applicable, outline what actions you would 

like management to consider to correct the situation. Your 

manager will provide an answer to you immediately or 

within ten calendar days (depending on the severity of the 

complaint) from the date the complaint was filed.

Note: If for some reason you feel that you cannot take 

your complaint to your manager, take it to the next higher 

level of management. 

Step 2:
You have the right to appeal the decision to the next 

higher level of management or to Human Resources. 

All appeals must be filed in writing within ten calendar 

days of the date you received your manager’s decision. 

A management representative will respond to your 

appeal within ten calendar days of receipt of your appeal. 

If it is found that a Company policy has been violated, 

management will take appropriate disciplinary action.
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Step 3:
If you are still not satisfied with the results from Step 

2, you may appeal to the President. To appeal, you must 

present the grievance in writing to management within 

ten calendar days after the Step 2 discussion. Stutzman 

Services  will answer your appeal within ten calendar 

days of receipt. All decisions made at this level are final 

and binding upon both the Company and employees.



What We Ask of You
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Personal Appearance

It is a priority in any business that deals regularly with the 

public that cleanliness and appearance be maintained. All 

employees are expected to maintain a high standard of 

personal appearance at all times.

Proper grooming is a must. Mustaches and beards are 

permitted, provided they are clean and neatly trimmed. 

Jewelry or clothing that presents a safety hazard will not 

be permitted.

Employee clothing shall be clean and untattered at 

the beginning of each day’s work schedule. Clothing that 

advertises alcohol or tobacco products, or makes sexual 

references, is not acceptable.

Stutzman Services, Inc. reserves the right to require 

employees to wear uniforms with company name or 

emblem. Some items are not provided by the company, 

so check with your manager to confirm what will be 

supplied to you and what you will need to purchase.

Office Personnel:
Slacks, jeans, skirts, or dresses are allowed. Low 

necklines, short hemlines, large sleeve openings on 

sleeveless tops, shirts with logos, shorts, ripped or 

distressed clothing, and hats are not permitted. Modesty 

should be observed in all clothing. Consider your job 

duties (i.e. leaning over, filing, squatting, stooping) and 

dress accordingly.

Field Personnel:
See the separate document entitled, “Uniform Policy 

for Service Technicians” for expectations and detailed 

requirements regarding uniforms.

Performance Improvement &  
Corrective Action

We seek to manage and administer equitable 

and consistent corrective action and coaching for 

unsatisfactory performance in the workplace.

Stutzman Services’ best interest lies in ensuring fair 

treatment of all employees and in making certain that 

corrective actions are prompt, uniform and impartial. 

The major purpose of any corrective action is to correct 

the problem, prevent recurrence and prepare employees 

for success. 

Although employment with Stutzman Services is 

based on mutual consent and both the employee and 

employers have the right to terminate employment at 

will, with or without cause or advance notice, Stutzman 

Services may use corrective action and coaching at 

its discretion.

Corrective action may call for any of the following four 

steps: verbal warning, written warning, suspension or final 

written warning, and finally - termination of employment.

There may be circumstances when one or more steps 

are bypassed and management at their discretion may 

use any corrective step they determine is warranted.

Stutzman Services recognizes that there are 

certain types of employee problems that are serious 

enough to justify either a suspension or termination of 

employment, without going through the usual progressive 

discipline steps.

By using corrective action, we hope that most 

employee problems can be corrected at an early stage.

Work Conduct
We base our work culture on the Playbook (page 

6) and expect employees to conduct themselves 

with professionalism and align themselves with the 

behaviors outlined in the Playbook. If we feel that your 

conduct or behavior is not reflective of our values, we 

will discuss our concerns with you and outline necessary 

corrective action. 

To ensure the best possible work environment, we 

expect employees to follow rules of conduct that will 

protect the interests and safety of all employees and 

the business.

It is not possible to list all the forms of behavior that 

are considered unacceptable in the workplace. The 

following are examples of infractions of rules of conduct 

that may result in corrective action, up to and including 

termination of employment:

• Theft or inappropriate removal or possession 

of property;

• Falsification of timekeeping records;

• Working under the influence of alcohol or illegal 

(under either state or federal law) drugs;

• 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;

• Fighting or threatening violence in the workplace;

What We Ask of You
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• Boisterous or disruptive activity in the workplace;

• Negligence or improper conduct leading to damage 

of employer-owned or customer-owned property;

• Insubordination or other such disrespectful conduct;

• Violation of safety or health rules;

• Smoking in prohibited areas;

• Sexual or other unlawful or unwelcome harassment;

• Possession of dangerous or unauthorized materials, 

such as explosives or firearms in the workplace;

• E xc e s s i ve  a b se n te e i sm o r  a ny  a bse nc e 

without notice;

• Unauthorized absence from your work station during 

the workday;

• Unauthorized use of telephones, mail system, or 

other employer-owned equipment;

• Unauthorized disclosure of business “secrets” 

or proprietary business information (as defined 

elsewhere in this Handbook);

• Violation of personnel policies;

• Unsatisfactory performance or conduct; and

• Excessive personal conversations or “gossip” 

which negatively impacts civility and decorum in 

the workplace.

Computer & E-mail Usage
Stutzman Services is the owner of the Company’s 

computer system, software and internet account. Any 

material or message put into the system should not 

be considered a private communication. We retain 

the right to access and review any e-mail activity or 

documents utilizing Company property at any time, with 

or without notice. 

We caution that all communications via our electronic 

communications network systems, as well as any other 

document or file created or stored via the Company’s 

computer systems, may be subject to discovery in 

connection with legal proceedings involving the Company 

or its employees. Communications systems should not 

be used to solicit or proselytize for commercial ventures, 

religious or political causes, outside organizations, 

or other non-job related solicitations without prior 

authorization from management.

Workplace Monitoring
Workplace monitoring of e-mail, internet use, text 

messages on Company cell phones, telephone calls, 

voice mail, or messages on Company sponsored 

messaging softwares may be conducted with or without 

notice at any time by Stutzman Services to ensure 

quality control, employee safety, security and customer 

satisfaction. 

Although employees may have their own passwords 

for accessing computers, the computers and telephones 

furnished to employees are the property of Stutzman 

Services. Employees should have no expectation of 

privacy while using Company computers or telephones. 

All communications and files are subject to monitoring. 

We have access to all files, even those files that have 

been deleted from the system.

We will conduct workplace monitoring consistent with 

applicable law. We are not obligated to monitor employee 

communications.

Internet Access on Stutzman Services 
Equipment

Internet access is provided by Stutzman Services to 

assist employees in communication and accessing work 

related information. While internet usage is intended for 

job-related purposes, incidental and occasional brief 

personal use are permitted within reasonable limits.

Data that is composed, transmitted, accessed, or 

received via the internet must not contain content that 

is malicious, obscene, threatening, intimidating, or that 

constitutes harassment.

Examples of activities that fall outside acceptable use 

of the internet at Stutzman Services include:

• Downloading or viewing material containing sexually 

explicit or obscene comments or images;

• Sending or posting material that violates our 

harassment policy or offensively addresses 

someone’s age, sexual orientation, race, disability, 

or any other protected status under applicable law;

• Sending or posting material that is obscene, 

threatening, or maliciously false and meant to 

intentionally harm someone’s reputation;

• Copying, pirating or downloading software and 

electronic files without permission.
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Social Media, Networking & Electronic 
Communications

We recognize the immense potential of social media to 

facilitate and enhance the performance of our business. 

In general, the same principles and guidelines found in 

our other policies apply to your activities online, and each 

employee is ultimately responsible for ensuring that your 

social media activity is consistent with these policies.

“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 blog, 

journal or diary, personal web site, social networking, 

gaming site or affinity web site, web bulletin board 

or chat room.

Employee Use of Social Media During the 
Workday

Employees should refrain from using social media 

during working time or on equipment provided by 

Stutzman Services, unless such use is work-related 

as authorized by your manager. Do not use Stutzman 

Services’ email addresses to register on social networks, 

blogs or other online tools utilized for personal use. 

Employee Use of Social Media Outside the 
Workday

Personal use includes your use outside of working 

time and/or on personal technology and/or personally 

obtained internet service providers.

Employees making use of social media to discuss 

matters via social media related to Stutzman Services, 

and who identify themselves as Stutzman Services 

employees, should be clear that the employee’s 

statements do not represent the views of Stutzman 

Services. One way to make this clear is to include a 

disclaimer such as: “The postings on this site are strictly 

my own and do not necessarily represent Stutzman 

Services’ positions, policies, strategies, and/or opinions.”  

Employees are reminded that as employees of 

Stutzman Services they are professionals. Always be 

courteous to fellow employees, customers, suppliers, 

or members. If posting comments on a social media 

site, please avoid using statements, photographs, video 

or audio that are malicious, obscene, threatening or 

intimidating, or that constitute harassment. Examples 

of such conduct would include maliciously false posts 

meant to intentionally harm someone’s reputation or 

posts that violate our harassment policy.

No employee should suggest or represent that the 

employee is authorized to comment on a Company 

legal matter on behalf of Stutzman Services. Unless the 

employee has been specially designated in writing by 

Stutzman Services’ Communication Director to do so. 

Employees may not post on social media information 

regarding Stutzman Services that is protected by the 

attorney-client privilege, or that constitutes a trade 

secret, protected proprietary or confidential information 

about Stutzman Services’ business (e.g. marketing plans 

and strategies, product preparation or customer service 

techniques, or non-public Company financial data), or 

confidential customer information.

Electronic information is increasingly being collected, 

aggregated, stored and used in various ways, including 

through electronic discovery in legal actions. There may 

be legal implications to an employee’s social media use 

that outlast the employee’s viewpoint, and the effects of 

a particular social media statement may not be felt for 

months or even years. Please consider some of the risks 

and consequences that are involved in social media use 

before creating online content. 

Innovation is a necessity. 
Embrace learning, improvement

and growth.
Personal Cell Phones 

Personal cell phone use, including texting, is not 

permitted while working. Cell phone use should be limited 

to lunches and breaks, unless required by your job or with 

prior Management approval or if there is an emergency.

Company policy and Oregon law prohibit the use of 

all electronic devices while driving without hands-free 

devices. You are prohibited from taking business calls or 

texting while driving if you don’t have a hands-free device. 

Please pull over safely and place the car in park before 

answering a call or texting without a hands-free device.

Company & Personal Property
You are expected to treat Company property, property 

belonging to fellow employees, or any other third-party 

property with care and respect. Theft, misappropriation, 

misuse or willful destruction of property or unauthorized 

removal of such is prohibited.
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You are responsible for the custody and care of any 

Company property that has been issued or assigned 

to you. If you are terminated, whether voluntarily or 

involuntarily, you are required to return any Company 

property in your possession immediately.

In accordance with applicable law, Stutzman Services 

at its sole discretion, may request that you consent to 

and permit an inspection of including, but not limited 

to: personal property brought onto or taken from the 

premises, any work, rest or storage area, all Company 

vehicles, desks, lockers, computers, etc. that are within 

your possession or control.

Before you remove Company products or any other 

items belonging to the Company from the premises, you 

must obtain authorization from your manager.

Confidentiality/Non-Disclosure
The protection of confidential business information 

and trade secrets is vital to the interests and the success 

of Stutzman Services. Confidential information includes, 

but is not limited to: computer programs and codes, 

customer or supplier financial information, customer  

or supplier lists, customer or supplier preferences, 

financial information (to the extent such disclosure may 

violate financial disclosure laws), intellectual property, 

marketing strategies, pending projects and proposals, 

proprietary production processes and research and 

development strategies.

Employees who improperly use or disclose trade 

secrets or confidential business information will be 

subject to potential disciplinary action, even if they do 

not actually benefit from the disclosed information.

Inappropriate disclosure of information to people 

outside the Company could cost the Company 

competitive advantage. As an employee of Stutzman 

Services, you may become aware of information that is 

considered proprietary to Stutzman Services. Because 

of this, all Stutzman Services employees may be asked 

to sign a non-disclosure agreement that would require 

you to agree not to disclose confidential business or 

customer  or supplier information and trade secrets of 

Stutzman Services. Any employees with questions or 

concerns about this policy are encouraged to consult 

with their manager.

Business Ethics & Conflicts of Interest
Stutzman Services will comply with all applicable laws 

and regulations and expects its employees and Company 

representatives to conduct business in accordance with 

the letter, spirit and intent of all relevant laws and to 

refrain from any illegal, dishonest or unethical conduct. 

Our expectation is for all employees and Company 

representatives to use their best judgment. Transparency 

is the key to avoiding conflicts of interest. When in 

doubt, ask Human Resources for guidance to assess the 

potential for a conflict of interest and determine how it 

can be resolved.

Business dealings with outside firms should not result 

in unusual gains for those firms. Unusual gain refers to 

bribes, product bonuses, special fringe benefits, unusual 

price breaks and other windfalls designed to ultimately 

benefit the employer, the employee or both. Promotional 

plans that could be interpreted to involve unusual gain 

require specific executive-level approval.

An actual or potential conflict of interest occurs when 

you are in a position to influence a decision that may 

result in a personal gain for an employee or for a relative 

as a result of Stutzman Services business dealings. For 

the purposes of this policy, a relative is any person who is 

related by blood or marriage, or whose relationship with 

you is similar to that of persons who are related by blood 

or marriage.

No “presumption of guilt” is created by the mere 

existence of a relationship with outside firms. However, 

if you have any influence on transactions involving 

purchases, contracts or leases, it is imperative that you 

disclose to Human Resources as soon as possible. The 

existence of any actual or potential conflict of interest 

must be disclosed so that safeguards can be established 

to protect all parties.

Dating Relationships
For purposes of this policy, a dating relationship 

is defined as a relationship that may be reasonably 

expected to lead to the formation of a consensual 

“romantic” or sexual relationship. This policy applies to 

all employees without regard to the gender (sex), gender 

identity or sexual orientation of the individuals involved. 

Employees involved in a close personal relationship 

should refrain from public workplace displays of affection 

and excessive personal language. 



© Stutzman Services, Inc. Handbook, January 2019

25

© Stutzman Services, Inc. Handbook, January 2019

Individuals involved in dating relationships may not 

occupy a position that will be working directly for or 

supervising the individual with whom they have a dating 

relationship. 

If a dating relationship is established after employment 

between employees who are in a reporting situation 

described above, it is the responsibility and obligation 

of the manager involved in the relationship to disclose 

the existence of the relationship to management. The 

Company will take in to consideration the reassignment 

or transfer preference of the individuals involved in the 

situation. However, the Company will ultimately decide 

who is to be transferred to another available position or, if 

necessary, terminated from employment.
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S afety in the workplace is based on knowledge,

skill and an attitude of care and concern. It is the 

responsibility of each employee to work in a safe and 

efficient manner. Each employee must adhere to the 

following safety standards:

• Comply with safety pol ic ies and manager

instructions;

• Report unsafe conditions or equipment;

• Report all injuries and “close calls” to their manager

immediately;

• Refrain from unsafe behavior or endangering

other employees;

• Assume responsibility for their conduct and actions;

• Ask questions when unsure of safe work procedures;

• Use all safety equipment/devices provided for

their protection;

• Report activities occurring in the workplace when

considered unsafe or illegal;

• Not jeopardize their safety through drug or

alcohol use; and

• Demonstrate a positive verbal and visual example for

other employees to follow.

Please promptly notify your manager of any job-

related illness or injury. All accidents, regardless of if an 

injury occurred or not, must be reported to your manager 

or to the Safety Coordinator immediately. 

The world needs you. 
Make a positive impact today.

Emergency Closings
Emergencies such as severe weather, fires, power 

failures, or ear thquakes, can disrupt Company 

operations. In some cases, these circumstances may 

require the closing of a work facility.

When operations are officially closed due to 

emergency conditions, the time off from scheduled 

work will be unpaid. You may request to use available 

PTO when operations are closed or if you are unable to 

make it to work.

Violence Prevention & Weapons
All employees should be treated with courtesy and 

respect at all times. You are expected to refrain from 

fighting, “horseplay” or other conduct that may be 

dangerous to others. 

Possession of dangerous or deadly weapons 

including, but not limited to, any firearms or other 

weapons; explosive devices and/or hazardous materials 

on Company premises or off Company premises while 

performing job-related duties is strictly prohibited. 

Conduct that threatens, harasses or bullies another 

employee, a customer, a supplier, or a member of the 

public at any time, including off-duty periods, will not 

be tolerated. 

All threats or actual violence, (both direct and indirect) 

should be reported as soon as possible to your manager 

or any other member of management. This includes 

threats by employees, as well as threats by customers, 

suppliers, vendors, solicitors or other members of the 

public. When reporting a threat of violence, please be as 

specific and detailed as possible.

All suspicious individuals or activities should also 

be reported to a manager as soon as possible. Do not 

place yourself at risk, if you see or hear a commotion or 

disturbance near your work station, do not try to 

intercede.

Stutzman Services will promptly and thoroughly 

investigate all reports of threats or actual violence, and of 

suspicious individuals or activities. 

Stutzman Services encourages employees to bring 

their disputes or differences with other employees to the 

attention of their managers before the situation escalates 

into potential violence. Stutzman Services will assist in 

the resolution of employee disputes and will not discipline 

or retaliate against employees for raising such concerns.

Smoking
Our intent is to provide a safe and healthy work 

environment. All forms of tobacco use (cigarettes, 
e-cigarettes, vaping, smokeless, etc.) are prohibited 
throughout the workplace. In alignment with state law, all

How We Keep You Safe
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forms of tobacco use are also prohibited outside of the 

buildings within ten feet of all entrances, exits, ventilation 

systems and windows that can open.

This policy applies equally to all employees, 

customers, suppliers, and visitors.

Alcohol & Drug Free Workplace
Stutzman Services has a zero tolerance against drugs 

or alcohol in the workplace. The Company is committed 

to providing a safe work environment and to fostering the 

well-being and health of its employees. That commitment 

is jeopardized when any of our employees use drugs on 

the job, comes to work under the influence, or possesses, 

distributes or sells alcohol or drugs in the workplace. 

The term “drug” for purposes of this policy includes 

prescription drugs that might affect workplace safety, as 

well as illegal inhalants and illegal drugs under either state 

and/or federal law. The term “intoxicants” means drugs 

or alcohol. All current employees are subject to drug and 

alcohol testing as described in this policy.

The goal of this policy is to balance our respect for 

individuals with the need to maintain a safe, productive 

drug-free environment. Intoxicants will not be tolerated 

at the Company. 

With these basic objectives in mind, we have 

established the following zero tolerance policy:

• It is a violation of policy for any employee to 

use, possess, distribute, sell, trade, or offer for 

sale alcohol or drugs in the workplace, or in 

circumstances that we believe might adversely 

affect our operations or safety.

• It is a violation of policy for any employee to report 

to work under the influence of intoxicants, to be 

in this condition while on Company property or in 

other circumstances we believe might adversely 

affect our operations or safety.

Violations of this policy subject the employee to 

disciplinary action up to and including termination.

Positive Test Result
An employee whose alcohol or drug test result is 

“positive” will be considered in violation of this policy. 

The Company has a zero tolerance policy regarding any 

positive test result. In the event a positive test result for 

drugs or alcohol is received, the Company will submit 

the initial test for a confirmation test in a federal or state 

licensed clinical laboratory. 

For purposes of this policy, “under the influence of 

alcohol or drugs” or “under the influence of intoxicants” 

is any detectable level of alcohol or drugs present in the 

individual’s system (based on the results of urinalysis or 

breathalyzer testing).

Failure to Cooperate in Drug/Alcohol Testing
The following employee acts will be deemed as 

failing to cooperate in the Company’s drug and alcohol 

testing protocol:

1. Fails or refuses to timely take a drug or alcohol test 

as requested by the Company under the terms of 

this policy.

2. Refuses to cooperate with or subverts or attempts to 

subvert a drug or alcohol testing process requested 

by the Company under this policy, including, but 

not limited to:

• Refusal or fa i lure to complete proper 

documentation that authorizes the test;

• Presentation of false identification;

• Placement of an adulterant in the individual’s 

specimen for testing, when the adulterant is 

identified by a testing facility; and/or

• Interference with the accuracy of the test 

results by conduct that includes dilution or 

adulteration of a test specimen.

Failure to cooperate in testing under this section 

will be considered insubordination, and grounds for 

immediate suspension and disciplinary action up to and 

including termination. 

If an employee is covered by Depar tment of 

Transpor tat ion regulat ions,  addi t iona l  test ing 

requirements will apply and will be enforced.

Company Assistance
An employee who believes that he/she has a 

problem involving the use of alcohol or drugs can ask a 

manager, or any member of management he or she feels 

comfortable talking to, for confidential assistance. No 

discipline or reprisals will result merely from an employee 

voluntarily asking for such assistance, and the Company 

will work with the employee to initiate an appropriate 

treatment program. This provision does not apply if the 

employee is already suspected of violating this policy and 

may be subject to discipline at the time of the request 

or announcement. We will also work with the employee 
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to identify all Company benefits and benefit programs 

that may be available to help deal with the substance 

abuse problem.

The Company may require an employee to 

confidentially visit an employee assistance counselor 

whenever, in the Company’s judgment, this may help 

identify or correct a performance problem, or help 

in the successful implementation or completion of a 

treatment program.

Any request for assistance and any later treatment 

program will be kept as confidential as possible under all 

the factual circumstances. 

However, it is your responsibility to seek Company 

assistance before drug or alcohol problems lead to on-

the-job safety, performance or misconduct incidents, or 

a violation of this policy. If you use alcohol or drugs in 

connection with work, or otherwise violate this policy, 

you will not be entitled afterwards to enter a treatment 

program and avoid discipline or penalty. 

Reasonable Suspicion Testing
Where we have reasonable suspicion that an 

employee may be under the influence of drugs or 

alcohol, the employee will be required to submit to 

testing to determine the presence of alcohol or drugs. 

The Company reserves the right to determine whether 

reasonable suspicion for testing exists.

Reasonable suspicion is based on observable, 

objective evidence that gives the Company a reasonable 

basis to suspect that the employee may be impaired or 

affected by drugs or alcohol in the workplace and may 

include, but is not limited to the following:

• Observed drug or alcohol use during work hours 
at the workplace, or employee statements or 
admissions regarding such use;

• Apparent physical symptoms of impairment or 
intoxication;

• Erratic, unusual or bizarre behavior;

• Incoherent or  s lurred speech or confused 
mental state;

• Odor of alcohol on the body or breath;

• Unsteady standing or walking;

• Inability or difficulty completing routine tasks; and/or

• Disorientation or confusion.

Post-Accident Testing
Any employee involved in or otherwise causing a 

job-related accident which causes personal injury to 

the employee, clients, staff or others, that requires 

medical treatment by a physician or by hospital/clinic 

medical personnel, and whose behavior/actions may, 

as determined in the Company’s sole discretion, have 

caused or contributed to the accident, may be required to 

take an alcohol and/or drug test immediately following the 

accident or at the time of initial treatment by a medical 

care facility.

Any employee involved in or otherwise causing 

an accident resulting in what the Company deems 

substantial damage to Company property or to another’s 

property while the employee is conducting Company 

business may be required to take an alcohol and/or 

drug test. Also, “near miss” incidents, where there is no 

personal or physical damage or injuries will be evaluated 

and the Company will make a determination as to 

whether or not to test for drugs or alcohol for any or all 

employees involved.

Random Testing
We also reserve the right to conduct random or 

unannounced drug testing. This may include testing by 

random selection of a portion of the workforce (a neutral, 

unbiased selection process will be used), blanket or 

across the board testing of all employees, or testing of an 

entire department, shift or work unit.

Company Social Events
As a limited exception, there may be some Company 

social functions or meetings where alcohol may be 

served with prior Company approval, or situations 

where Company employees or managers are allowed to 

consume alcohol. However, such consumption is never 

a business obligation and any use of alcohol in these 

circumstances must be done with extreme moderation 

and confined to off-duty or evening hours when no further 

Company work will be required.

Free or reimbursed transportation home may be 

provided to any employee who is under the influence of 

alcohol and/or cannot safely operate a vehicle after an 

authorized Stutzman Services social function. It is your 

responsibility to recognize that you should not be driving 

and to take advantage of this service. 
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Prescription Drugs
Employees in safety-sensitive positions who are 

medically authorized to use over-the-counter drugs 

or prescription drugs which might impair safe job 

performance are responsible to determine from a 

physician or pharmacist whether or not the substance is 

capable of impairing safe job performance. The employee 
is aware of potential impairment either from the drug 

label or notice/advice from the pharmacist. If use of the 

drug could impair safe job performance, the employee 

must report the use of the substance to their manager 

prior to beginning work and provide proper written 

medical authorization from a physician stating that the 

physician has reviewed the position description and has 

concluded that it is safe for the employee to perform 

the essential functions of the position while using such 

prescribed and/or authorized drugs. The Company may 

request follow up information if necessary to ensure 

your safety and the safety of co-workers. Consistent 

with federal and state laws, the Company will keep such 

information confidential. Failure to provide notification as 

outlined above may result in disciplinary action up to and 

including termination. Abuse of prescribed medications 

and over-the-counter drugs outside of their prescribed or 

intended use will not be tolerated at the Company. 

Arrest or Conviction – Drugs
Employees are required to notify the Company of any 

criminal drug statute arrest or conviction no later than five 

days after such arrest or conviction.

Last Chance Agreement
Employees who violate this policy may be subject to 

discipline, up to and including termination. The Company 

may consider, in its sole discretion, a “Last Chance 

Agreement” in lieu of discipline or discharge for violation 

of this policy. Employees subject to a Last Chance 

Agreement will be required, as a condition of continued 

employment, to agree to the following: 

• Agreement to participate and successfully complete

a substance abuse rehabilitation program;

• Adherence to the rehabil i tation counselor’s

recommendations, including, but not limited to

agreeing to remain drug or alcohol free;

• Participation in an employee assistance program or

other similar program; and

• Submission to random or periodic drug or alcohol

testing to demonstrate that the employee remains

drug or alcohol free.

Violation of a last chance agreement will subject an 

employee to immediate termination.

The employee’s willingness to agree to treatment and  

to a last chance agreement may be one factor utilized by 

the Company in determining whether or not to terminate 

the employee for a violation of this policy. 

We recognize that situations may arise which are not 

specifically covered by this policy and these guidelines. 

Such situations will be dealt with on a case-by-case 

basis taking into account such things as the nature of the 

situation or problem, the employee’s overall employment 

record and job assignment, the potential impact 

on production and safety and customer or supplier 

relations concerns.



Time Away
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Stutzman Services recognizes that there are times 

when you may require a leave of absence from work. 

Certain reasons for absence will qualify for job protection. 

The leaves in this section are typically unpaid but you may 

use available benefits so that the leave will be partially 

or fully paid. We understand that this information can 

be complicated and sometimes difficult to understand. 

Please do not hesitate to contact Human Resources if you 

have questions or to help you through the process. 

FMLA & OFLA Leave
If and when Stutzman Services’ employee count 

reaches 50 employees, eligible employees may qualify 

for FMLA. At this time, employees of Stutzman Services 

may only qualify for OFLA. The Family Medical Leave 

Act (FMLA) and the Oregon Family Leave Act (OFLA) 

are an unpaid benefit, however you will be eligible to 

access your PTO to continue your pay. If you run out of 

PTO, Stutzman Services’ paid health and life insurance 

coverage may continue.

A FAQ guide explaining these benefits in more detail 

is available from Human Resources. To apply for one of 

these leaves, please submit the Leave Request Form 

at least 30 days before your leave begins unless it is an 

emergency situation. Depending on the type of leave, 

you may be required to submit one of the applicable 

certification forms from your healthcare provider.

We use a “rolling forward year” to determine an 

employee’s FMLA or OFLA leave entitlement. This means 

that we look forward on the calendar for one year from 

the first day of your leave. This method tells us how much 

of this job-protected time you have available to use. If you 

are entitled to paid leave under another benefit plan or 

policy, you must take the paid leave first and your FMLA 

and/or OFLA leave entitlement will run concurrently.

If you are on an unpaid leave of absence, you will not 

accrue PTO during your leave. 

Oregon Domestic Violence Leave
We provide a domestic violence leave of absence 

without pay to Oregon employees who wish to take time 

off from work duties if he/she is a victim of domestic 

violence, sexual assault or stalking or is a parent or 

guardian of a minor child or dependent who is a victim. 

Eligible employees may choose to use unused PTO 

during this leave so the leave will be paid.

All information and documentation pertaining to the 

leave, including that you requested or obtained leave, will 

be kept strictly confidential.

We also provide reasonable safety accommodations 

to employees who are victims of domestic violence, 

sexual assault or stalking, including but not limited to 

transfer, reassignment, a modified schedule or unpaid 

leave, unless to do so creates an undue hardship.

Please see the posted requirements on the employee 

bulletin board or contact your manager for further details 

or to request leave.

Life should be celebrated. 
Enjoy yourself and spread happiness 

Oregon Crime Victims’ Leave
Employees who are the victim of a crime may 

be eligible for unpaid leave in order to assist in the 

prosecution and trial of the accused. Employees taking 

qualifying Crime Victims’ Leave may choose to use PTO 

during this leave so the leave will be paid.

In order to be eligible to take this leave, you must have 

worked for the Company at least 25 hours per week for 

the 180 days immediately preceding the leave. You must 

also be the victim of the crime.

Please provide no less than three days notice of 

the intention to take leave to attend a court hearing. 

Please also provide a copy of any hearing notice prior to 

taking the leave.

Military Leave (USERRA)
A military leave of absence will be granted to 

employees who are absent from work because of service 

in the U.S. Uniformed Services in accordance with the 

Uniformed Services Employment and Reemployment 

Rights Act (USERRA). Advance notice of military service 

is required, unless military necessity prevents such 

notice or it is otherwise impossible or unreasonable. 

Discrimination and retaliation in employment based 

on your military service is prohibited, and you will 

retain all your legal rights for continued employment 

under USERRA.

Time Away
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Veterans Day Time Off
We will provide eligible veterans with unpaid time 

off upon request on Veterans Day (if they are otherwise 

scheduled to work). You are eligible if you served on 

active duty in the Armed Forces for at least six months 

and received a discharge under honorable conditions. 

Employees seeking Veterans Day off should make the 

request with at least 21 days’ advanced notice, and you 

will have the option of taking this day off as unpaid time 

or using PTO and should specify which option you prefer 

at the time you request the day off. 

Please contact your manager for further details or to 

request leave.

Jury Duty
We encourage employees to fulf i l l their civic 

responsibilities by serving jury duty when required. You 

may request unpaid jury duty leave for the length of 

absence. If desired, you may use any available PTO.

Please show the jury duty summons to your manager 

as soon as possible so that the manager may make 

arrangements to accommodate your absence. Of course, 

you are expected to report for work whenever the court 

schedule permits.

Either Stutzman Services or you may request an 

excuse from jury duty if, in Stutzman Services’ judgment, 

your absence would create serious operational 

difficulties. We recognize your right to serve on a jury 

as an important civic duty, and will not retaliate or 

discriminate against employees taking jury duty leave. 

Witness Duty
We encourage employees to appear in court for 

witness duty when subpoenaed to do so.

If you have been subpoenaed or otherwise requested 

to testify as a witness by Stutzman Services, you will 

receive paid time off for the entire period of witness duty.

You will be granted unpaid time off to appear in court 

as a witness when requested by a party other than 

Stutzman Services. You are free to use any available PTO 

to receive compensation for the period of this absence.

The subpoena should be shown to your manager 

immediately after it is received so that operating 

requirements can be adjusted, where necessary, to 

accommodate your absence. You are expected to report 

for work whenever the court schedule permits.

Bereavement Leave
One of the difficult certainties of life is that, at various 

times, we are touched by loss. Employees who wish to 

take time off due to the death of an immediate family 

member should notify their manager immediately. Unpaid 

time off will be granted to allow you to attend the funeral 

and make any necessary arrangements associated 

with the death.

Bereavement leave wil l  normally be granted 

unless there are unusual business needs or staffing 

requirements. For employees eligible for Oregon Family 

Leave, up to two weeks of bereavement leave per family 

member may run concurrently with, and qualify as, OFLA. 

You may, with your managers’ approval, use any available 

paid leave for additional time off as necessary.

For purposes of bereavement leave, we define “family 

member” as an employee’s spouse, domestic partner, 

parent, child; an employee’s spouse’s parent or child; 

grandparents or grandchildren. Special consideration will 

also be given to any other person whose association with 

you was similar to any of the above relationships.

Personal Leave
We recognize that there will be times when an 

employee needs extended time off due to personal 

matters. All employees are eligible to request an 

unpaid personal leave as described in this policy after 

completing 90 days of service.

As soon as you become aware of the need for a 

personal leave of absence, you should request a leave 

from your manager.

Personal leave may be granted for a period of up to 90 

calendar days every anniversary year. With a manager’s 

approval, you may take any available PTO as part of the 

approved period of leave. Consideration will be given 

to requests for extensions to the maximum period for a 

personal leave of absence.

Requests for personal leave will be evaluated based 

on a number of factors, including anticipated work load 

requirements and staffing considerations during the 

proposed period of absence.

Subject to the terms, conditions and limitations of 

the applicable plans, health insurance benefits will be 

provided by Stutzman Services until the end of the month 

in which the approved personal leave begins. At that time, 

you will become responsible for the full costs of these 
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benefits if you wish coverage to continue. When you 

return from personal leave, benefits will again be provided 

by Stutzman Services according to the applicable plans.

When a personal leave ends, every reasonable 

effort will be made to return you to the same position, 

if it is available, or to a similar available position for 

which you are qualified. However, we cannot guarantee 

reinstatement in all cases. If you fail to report to work 

promptly at the expiration of the approved leave period, 

we will assume you have resigned.
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Your Service Team
As your human resource support team, we are dedicated to working within your culture, 

in the best interest of you and your organization to bring sound practices, worthwhile 
policies, and personal attention to meet Stutzman Services, Inc.’s unique needs. Please 

feel free to contact our team at any time.

For problem resolution and all other questions contact the 
appropriate Xenium service team member listed below:

     

Sr. Human Resource Business Partner
(Technical HR Questions, Organizational Guidance, Onsite Training & Management, Legal 

Claims, Employee Relations, Project Oversight, ADA & Leave of Absence Issues)

Kelli Woodworth
Kelli.Woodworth@XeniumHR.com
503-612-2074  Fax: 503-352-1774

Human Resource Representative
(HR Projects, Project Coordination, Handbooks, Job Descriptions, General HR Questions)

Katherine Young
Katherine.Young@XeniumHR.com 
503-612-2013  Fax: 503-352-1719

Payroll Manager
(Payroll Questions, Common Reports and 

PRISM)

Alexis Beix
Alexis.Beix@XeniumHR.com

503-612-2056  Fax: 503-352-1728

Benefits Supervisor
(Xenium Benefits, 401(k), S125 Claims 
and Questions & Claims Information)

Diana Clapp
Diana.Clapp@XeniumHR.com

503-612-2029  Fax: 503-352-1764

Workers’ Compensation 
(SAIF and Workers’ Compensation Claims Information)

Heidi Yocum
HeidiY@EProPortland.com

503-612-1592  Fax: 503-352-1792

Human Resource Support Team
(Please contact the Support Team for 

immediate assistance if your HR Service 
Team is unavailable)

HRSupport@XeniumHR.com
503-612-2024

Human Resource Assistants
(Background & Reference Checks, General 
Administrative Tasks, Filing Projects, Exit 

Interviews)

Jess Lahti
Jessica.Lahti@XeniumHR.com
503-612-2077  503-352-1770

Human Resource Support Team
(Please contact the Support Team for 

immediate assistance if your HR Service 
Team is unavailable)

HRSupport@XeniumHR.com
503-612-2024



EMPLOYEE RIGHTS
UNDER THE FAMILY AND MEDICAL LEAVE ACT

Eligible employees who work for a covered employer can take up to 12 weeks of unpaid, job-protected leave in a 12-month period 
for the following reasons:

The birth of a child or placement of a child for adoption or foster care;
To bond with a child (leave must be taken within 1 year of the child’s birth or placement);
To care for the employee’s spouse, child, or parent who has a qualifying serious health condition;
For the employee’s own qualifying serious health condition that makes the employee unable to perform the employee’s job;
For qualifying exigencies related to the foreign deployment of a military member who is the employee’s spouse, 
child, or parent.

An eligible employee who is a covered servicemember’s spouse, child, parent, or next of kin may also take up to 26 weeks 
of FMLA leave in a single 12-month period to care for the servicemember with a serious injury or illness. 

An employee does not need to use leave in one block. When it is medically necessary or otherwise permitted, employees 
may take leave intermittently or on a reduced schedule. 

Employees may choose, or an employer may require, use of accrued paid leave while taking FMLA leave. If an employee 
substitutes accrued paid leave for FMLA leave, the employee must comply with the employer’s normal paid leave policies.

While employees are on FMLA leave, employers must continue health insurance coverage as if the employees were not on leave. 

Upon return from FMLA leave, most employees must be restored to the same job or one nearly identical to it with 

An employer may not interfere with an individual’s FMLA rights or retaliate against someone for using or trying to use FMLA leave, 
opposing any practice made unlawful by the FMLA, or being involved in any proceeding under or related to the FMLA.  

An employee who works for a covered employer must meet three criteria in order to be eligible for FMLA leave. The employee must: 

Have worked for the employer for at least 12 months; 
Have at least 1,250 hours of service in the 12 months before taking leave;* and 
Work at a location where the employer has at least 50 employees within 75 miles of the employee’s worksite. 

Generally, employees must give 30-days’ advance notice of the need for FMLA leave. If it is not possible to give 30-days’ notice, 
an employee must notify the employer as soon as possible and, generally, follow the employer’s usual procedures. 

Employees do not have to share a medical diagnosis, but must provide enough information to the employer so it can determine 

will be unable to perform his or her job functions, that a family member cannot perform daily activities, or that hospitalization or 
continuing medical treatment is necessary. Employees must inform the employer if the need for leave is for a reason for which 

Once an employer becomes aware that an employee’s need for leave is for a reason that may qualify under the FMLA, the 
employer must notify the employee if he or she is eligible for FMLA leave and, if eligible, must also provide a notice of rights and 
responsibilities under the FMLA. If the employee is not eligible, the employer must provide a reason for ineligibility.

Employers must notify its employees if leave will be designated as FMLA leave, and if so, how much leave will be designated as 
FMLA leave.    

against an employer.

The FMLA does not affect any federal or state law prohibiting discrimination or supersede any state or local law or collective 
bargaining agreement that provides greater family or medical leave rights.

LEAVE 
ENTITLEMENTS

BENEFITS &
PROTECTIONS

ELIGIBILITY
REQUIREMENTS

1-866-4-USWAGE

www.dol.gov/whd

For additional information or to file a complaint:

(1-866-487-9243)     TTY: 1-877-889-5627

U.S. Department of Labor     Wage and Hour Division

 THE UNITED STATES DEPARTMENT OF LABOR WAGE AND HOUR DIVISION

WH1420 REV 04/16

REQUESTING
LEAVE

EMPLOYER 
RESPONSIBILITIES

ENFORCEMENT 



FMLA Poster

B U R E A U  O F  L A B O R  A N D  I N D U S T R I E S  

Oregon 

FAMILY LEAVE ACT 
The Oregon Family Leave Act (OFLA) requires employers of 25 or more  
employees to provide eligible workers with protected leave to care for  
themselves or family members in cases of death, illness, injury, childbirth,  
adoption and foster placement.                             ORS 659A.150-659A.186 

NOTICE TO 
EMPLOYERS AND EMPLOYEES 

Brad Avakian, Commissioner  

When can an  
Employee take  
Family Leave? 

Employees can take family leave for the following reasons: 

 Parental Leave during the year following the birth of a child or adoption or foster placement of a child under 18, or a 
child 18 or older if incapable of self-care because of a mental or physical disability. Parental leave includes leave to     
effectuate the legal process required for foster placement or adoption. 

 Serious health condition leave for the employee’s own serious health condition, or to care for a spouse, same-gender 
domestic partner, custodial parent, non-custodial parent, adoptive parent, foster parent, biological parent, step parent,  
parent in law, parent of same-gender domestic partner, grandparent, grandchild, a person whom the employee is or was a 
relationship of in loco parentis, biological, adopted, foster or step child of an employee or the child of an employee’s 
same-gender domestic partner.  

 Pregnancy disability leave (a form of serious health condition leave) taken by a female employee for an incapacity     
related to pregnancy or childbirth, occurring before or after the birth of the child, or for prenatal care. 

 Sick child leave taken to care for an employee’s child with an illness or injury that requires home care but is not a serious 
health condition. 

 Bereavement leave to deal with the death of a family member. 
 Oregon Military Family Leave is taken by the spouse or same gender domestic partner of a service member who has 

been called to active duty or notified of an impending call to active duty or is on leave from active duty during a period of 
military conflict. 

 

Who is Eligible? To be eligible for leave, workers must be employed for the 180 day calendar period immediately preceding the leave and 
have worked at least an average of 25 hours per week during the 180-day period. 
Exception 1: For parental leave, workers are eligible after being employed for 180 calendar days, without regard to the  
number of hours worked. 
Exception 2: For Oregon Military Family Leave, workers are eligible if they have worked at least an average of 20 hours per 
week, without regard to the duration of employment. 
Exception 3: For compensable Workers Compensation injuries, for certain Workers Compensation injuries involving denied 
and then accepted claims and for certain accepted claims involving more than one employer. 
Exception 4: When an employee is caring for a family member with a serious health condition and the same family member 
dies, the employee need not requalify with the 25 hour per week average to be eligible for bereavement leave.  

 

How much  
Leave can an  
Employee take? 

 Employees are generally entitled to a maximum of 12 weeks of family leave within the employer’s 12-month leave year. 
 A woman using pregnancy disability leave is entitled to 12 additional weeks of leave in the same leave year for any   

qualifying OFLA purpose. 
 A man or woman using a full 12 weeks of parental leave is entitled to take up to 12 additional weeks for the purpose of 

sick child leave. 
 Employees are entitled to 2 weeks of bereavement leave to be taken within 60 days of the notice of the death of a covered 

family member. 
 A spouse or same gender domestic partner of a service member is entitled to a total of 14 days of leave per deployment 

after the military spouse has been notified of an impending call or order to active duty and before deployment and when 
the military spouse is on leave from deployment. 

 

What Notice is  
Required? 

Employees may be required to give 30 days notice in advance of leave, unless the leave is taken for an emergency.            
Employers may require that notice is given in writing. In an emergency, employees must give verbal notice within 24 hours 
of starting a leave. 

  
Is Family Leave 
paid or unpaid? 
Benefits? 

 Although Family Leave is unpaid, employees are entitled to use any accrued paid vacation, sick or other paid leave. 

 Employees are entitled to group health insurance benefits during family leave as if they continued working. 

  
How is an  
Employee’s job  
Protected? 

Employers must return employees to their former jobs or to equivalent jobs if the former position no longer exists. However, 
employees on OFLA leave are still subject to nondiscriminatory employment actions such as layoff or discipline that would 
have been taken without regard to the employee’s leave. 

Employees who have been denied available 
leave, disciplined or retaliated against for 
requesting or taking leave, or have been  
denied reinstatement to the same or   
equivalent position when they returned 
from leave, may file a complaint with 
BOLI’s Civil Rights Division. This is a summary of laws relating to Oregon Family Leave Act. It is 

not a complete text of the law. January 2016 

THIS INFORMATION MUST BE POSTED IN A CONSPICUOUS LOCATION 

Employer Assistance . . .971-673-0824 
Portland . . . . . . . . . . . . .971-673-0761 
Eugene . . . . . . . . . . . . . 541-686-7623 
Salem . . . . . . . . . . . . . . 503-378-3292 

www.oregon.gov/BOLI 

BOLI 
Civil Rights Division 
800 NE Oregon, #1045 
Portland, OR 97232 
 

FOR ADDITIONAL INFORMATION:  
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Print Name

Date

Employee’s Signature

This acknowledges I have received a copy of the Stutzman Services, Inc. (referred to throughout this Handbook as 

Stutzman Services or the Company) Employee Handbook and Alcohol & Drug Free Workplace Policy. As an employee of 

Stutzman Services, I agree to read this Handbook, and to ask my manager about any portion of this Handbook I do not 

understand. I understand and agree that Stutzman Services has the right to add, delete or otherwise modify the policies, 

procedures or other information provided in this Handbook at any time. I also understand and agree that Stutzman 

Services has the right to interpret and apply the policies and procedures in this Handbook in their discretion. I agree to 

abide by these policies, procedures and other requirements of this Handbook. I understand that my failure to do so will 

lead to disciplinary action, up to and including immediate termination for the first offense.

I understand that neither this Employee Handbook nor any verbal statements made by Stutzman Services constitute an 

agreement or promise of continued employment and that the provisions of this Handbook may be changed at any time. I 

understand that I am employed at will and that Stutzman Services reserves the right to terminate my employment at any 

time for any reason, with or without cause or notice, and that I also reserve the right to terminate my employment at any 

time for any reason, with or without cause or notice. Only the President of Stutzman Services is authorized to modify this 

at-will employment policy or enter into an agreement contrary to this policy. Any such modification must be in writing and 

signed by me and the President. 

If I have any questions about this employment relationship, I understand that I can contact my manager.

Receipt of Employee Handbook




